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-INTRODUCTION

Surveys of office worker ealaries were conducted by the Bureau of Labor Statistics in
more than a score of large cities 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 data will also be brought up-to-date in a few
cities last covered 2 or 3 years earlier,

These surveys are designed to provide salary data for selected office occupations on a
cross~-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
poasible for individual industry divisions,

The Memphls study was prepared in the Bureau's Division of Wage Statistics by Harry H.
Hall, Regional Wage Analyst, Region III, Atlanta, Georgia, The planning and central direction of
the program was the responsibility of Tolvo 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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SATARTES OF OFFICE WORKERS IN MEMPHIS, TENNESSEE, FEBRUARY 1950 l/

Salaries

Average weekly salaries of women office workers in Memphls varied among 21 occupational
groups from $32,50 far routine file clerks and office girls to $50.50 for hand bookkeepers (table 1),
In more than half the occupations included in the February 1950 study, salary levels of women ranged
from $39.50 to $44,.50 a week. General stenographers, representing almost a fourth of the women
clerical workers in the occupations studied, averaged $42.50, Weekly pay of the second largest
group, clerk-typists, averaged $37.50.

Men's salary levels were gimilar in the various clerk occupational categories with levels
of pay varying from $53 for general clerks to $58 for accounting clerks., Among the limited number
of Jobs studied in which men were employed, however, salaries ranged from $33 for office boys to
$71 for hand bookkeepers,

Average salaries within the various industries covered were somewhat different from the
all-industry averages. Inter-industry compariscons of wamen's salarles indicated that their weekly
pay levels in manufacturing and wholesale +trade were generally slightly above the all-industry
levels; in retail trade and in finance, insurance, and real estate offices, the opposite was typi-
cal,

Although differences 1n average weekly scheduled hours by industry seldom amounted to
more than 2 hours, in some instances shorter workweeks compensated, in part, for lower salary
levels, Women pay-roll clerks, for example, averaged $3 more a week in wholesale than in retail
trade offices, but their average workweek was also 3 hours longer. On an hourly basis, they aver-
aged $1 in both types of offices, Weekly salaries were converted to hourly averages for each oc-
cupation to permit such comparisons, although clerical worker salaries are commonly expressed In
amounts paid weekly or monthly.

Salaries of individual wcmen workers in the jobs studied varied from a low of $20 to a
high of about $80 a week., There was, however, a considerable concentration of workers within a
narrovw salary range in most occupations studled, particularly in salaries of women, Thus, over
half of the women general stenographers earned between $37.50 and $47.50 weekly, and nearly three-
fifths of the women performing clerical and typing tasks earned between $30 and $40 (table 2).

SUPPLEMENTARY WAGE PRACTICES

Work schedules

The L40O-hour week was the most common work schedule in Memphis offices. More than two-
thirds of the women office workers were employed in establishments having this schedule although
weekly hours varied from industry to industry (table 3). Tn transportation, communication, and
other public utility offices, wmore than half the women were working 37% hours, whereas a third of
the women in wholesale trade establishments worked at least 4l hours,

;L_/ See Appendix A for discussion of scope and method of survey.
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A S5-day week was the schedule for three-fifths of the women in Memphis offices (table L).
This schedule applied to about 80 percent of the women employed in manufacturing offices and 85
percent in offlices of transportation, commnication, and other public utility concerns. A longer
schedule was more common in finance, insurance, and real estate offices; over half the women em-
ployed in these offices worked 6 days a week,

Paid vacations

All Memphis offices included in the survey had provisions for paild vacations, Nearly all
offices provided vacatlons of 1 week or more to workers with a year's service. Over two-thirds of
the workers were employed in offices providing a vacation of 2 weeks after service of 1 year, and,
after 5 years, practically all workers were allowed 2 weeks or more (table 5).

Paid holidays

More than 90 percent of the Memphls office workers included in the study received at
least 5 paid holidays annually. Holldsy practices, however, varied among industry groups. Almost
95 percent of the office workers in retall trade establishments received 5 paid holidays, whereas
over a third of the workers in finance, insurance, and real estate offices were provided 12 paid
holidays each year (table 6).

Pald sick leave

A fifth of the workers were in offlices that had formal provisions for paid sick leave
applying to workers with a year of service. The number of days of sick leave allowed annually
varied among Industry groups, and many firms had more liberal provislons for workers with longer
service (table 7).

Nonmproduction bonuses

About two-fifthe of the workers were employed in offices that pald some form of nonpro-
duction bonus (table 8), Usually these extra payments were made at Christmas or the year-end. Over
85 percent of the finance, insurance, and real estate employees were in offices that paid bonuses,
On the other hand, such payments were rare in transportation, commnication, and other public
utilities,

Insurance and pension plans

Nine out of 10 office workers studied were in establishments providing some form of in-
surance or pension plan with premiums paid at least in part by the firm (table 9). FEight out of
10 workers benefited from plans providing life insurance, and over half were employed in offices
with retirement pension plans that were in addition to Federal 0ld Age and Survivors Insurance.
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TABLE 1,--Salaries 1/ and weekly scheduled hours of work for selected office occupations in
Memphis, Tenn,, by industry division, February 1950

Estimated Aver: - Meg}an Salary range
Sex, occupation, and industry number Weekly _ of middle
* 7 aivision 2/ of | Weekly | onequled | FOLY |yeckly | 50 percent
workers salary | yourg  J<T8% | ga1ary | of workers
Men
Bookkeepers, hand 4/ veoeeveesvons L $71.00 | 40.5 $1.75 |§71.00 [$57.50 - $78.00
Marm.factm'ing ) 22 68:50 101.0 ln67 70.00 57-50 - 750w
Bookkeepi ne operators,
cl&SE B 00000000008 00c00c0e0 32 42000 4005 10010— 39050 36000 - 4—3-00
Wholesale trade .ceeeccececces 18 41,00 40,5 1.01 39,00 | 36.00 - 41,50
thjﬁ y cesevecscses 214 58,00 40.5 1.43 560m 42,00 = 69.00
Manufacturing cccceececevocees 65 57.00 | 40.0 1.43 | 56.00 | 53.00 = 64.00
Wholesale trade 60cssccsvsose 133 60050 llloo 1048 57050 46.“) - 75000
Clerksl ge,aerﬂ A/’ eevs 0006000 cssse 87 54000 40.5 1.33 53000 MDOO e 63050
Finance, insurance, and real
est&‘be IR NN NN RN Y NN ERN RN NN ] 20 53600 42.0 lc26 53550 AA.OO - 60.50
Clerks, order 4/ eeececccacccvenes 119 5356 42,0 1.27 54,00 | 48,50 - 57.50
" Wholessle trade ....cccceoecee 95 54,00 42,5 1.27 54,06 | 50,00 - 57.50
C;ergs, Eﬂ rou A/ escevscencevec 106 55.00 11005 1-36 43050 48‘00 - 600m
Manuf&cturing es0cetodecocbone 33 56-00 1!005 1.38 48.50 4.8.50 - 66.50
Office DOYH 4/ seecercecasnccoeane 67 33.00 405 .Si 33.00 | 29.50 « 34,50
M&.nﬂf&cturing tsctesessnesocne 18 33¢5C 4105 -81 33000 30:00 - 36.00
Wholesale trade sececececcsccs 25 33.00 1.0 .80 33.00 | 32.50 - 34.50
Women
Billers, machine (billing
machipe  eessscscssacosaacsns 131 41.00 41.5 .99 41.00 | 37.50 -~ 44,00
M&nuf&Cturing R 2 M.oo 4.1.0 1.07 10-1050 4-1050 - 149-00
Wholesale trads ceececceccases 99 40,00 41.5 .96 40.00 | 36,00 = 43.50
Billerg, $chine (hookkeeping
machine CGe@0tessscesrocssncasos 25 350w 39.5 .89 3‘7tm 29050 - 40050
Bookkeepers, hand 4/ siceccrcacese 72 50.5¢ | 41.0 1.23 | 50,00 | 45.50 = 57.50
Mﬂnufact‘n'ing eee00esecrassee 20 53050 l&O.C‘ 1034 51-00 Soaw - 57.50
235 40,50 42,5 95 39.50 | 36,50 - 42,00
Muf&ct’uring GGecessvacosecrse 2] 39150 42»(: 094 38000 38000 - 39 50
Wholesale h‘a»de cecossosncacce 93 1&3100 4365 099 41-00 36'50 - 50:00
Finance, insurance, and real
egtate Csssecreacssacctenssne 107 3’7'50 Alt5 090 380m 34—050 - 41.50
Cg;%cy__latigg-machine ozez. ators
Comgtometeg QE/ eersceasec 344 42.5¢ 40’5 1.05 42.00 37,00 - 4*8-50
Manuf‘acttn‘iﬂ&f tcecoecancanceser 91 43050 40.0 1.09 43«50 40-00 - 44.00
Wholesale trade secieccceccese 133 46.5C 42.C .11 48,50 | 40,00 - 53,00
Retail trade .eceveevececancee 95 37,00 40,0 93 38,00 | 30,00 = 42.00

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
Memphis, Temnn,, by industry division, February 1950 - Continued

Estimated Average = Median
Sex, occupation, and industry mmber Weekly
’ upadivl:lion 2/ of Weekly |oopequled | BOWLY | yeexly
workers | 8818%Y | yours rate
Women - Continued
Calculating-machine rato:
(other than Comptometer type) 4/ 53 $36.50 | 42.0 $0.87 |$36.50
Finance, insurance, and real
estate c.ieeevecerocncnnnacs 24 36,50 42.5 .86 36,50
Clerks, accounting 4/ .ceeevecsees 288 39.50 | 40,0 .99 | 38.00
Manufacturing .eevececsccccsse 55 39.50 .5 .95 39.50
Wholesale trade seescscecscoss 6/ 44,50 41.0 1.09 42,00
Retail trade @eecseesssssseces 35 38n50 4105 093 40.00
Finance, insurance, and real
eState R ouém 38 35050 3905 090 34-50
clgrks, filel Qass A y 6s0cs0cee 108 39050 [0005 '98 38000
Manufacturing eesceecccceccoce 16 37.00 40.0 .93 34,00
Finance, insurance, and real
es8t8te secrevececccscccesnns 17 40,50 41.0 99 40,00
Qlerks. gilg. ﬂ&gﬁ B y ev0600000s 184 32050 4105 078 33.m
whOlesale hae S 2000Q0 00000 74 34’50 1’2.5 .81 BLOm
Retail trade ecceeccsssccccscee 56 29000 4000 073 290w
Finance, insurance, and real
estah 9000000000000 00 000000 27 33’m 41.0 .80 33.50
g;grks, ggneral L/ ecssc0000000000 27 Mow 4000 1.10 44050
Wactm'ing ecocecvsne XXX 53 43050 4000 1,09 “000
Wholesale trade eecevecccocess iy 46,50 40,0 1.16 46,00
Retail trade @0ccccessesvocvse 27 40.00 1«0.0 1000 1‘.0.00
Finance, insurance,.and real
estate oy 45 4-2050 ADQO 1.06 42050
Clerkg, Ordery Ry 41 36050 4005 090 36000
Wholesale trade seecs0ssesscee 25 37.50 .0 91 33.00
Glerks, pay rold 4/ seseecesceccss 129 42,5 | A.0 1,04 | 42,00
wactnring 0‘00000.0.05'0000 52 44.00 lbloo 1.07 10»60(”
Wh°1esale trade ®0e0c00s0sesve 3‘ 103-00 4300 lom 39050
Rotall trade scsvvecescccccaces 27 40,00 40,0 1.00 40,50
Mﬁm ®0sc0000es00000c0000e m 37050 4100 091 36050
Ma.nui‘a.cturing 0cecsscssscesnee 107 42,50 40,5 1.05 43.50
Fmolesale trade ®evovescscvsce 88 36-50 10205 086 350%
Retail trade e.cccececcconcoce Al 30,50 40,0 .76 30,00
Finance, insurance, and real
esu“ ..".l.‘...........;’. 18 %Ow u.o .% 36.50
Transportation, communication,
and other public utilities . 16 37.50 | 38.5 .95 | 37.50
Sel’Vices 0eesesscvsesessesevre 50 35000 4005 086 34050

Salary range
of middle
50 percent

salary | of workers

$35¢m - $39050
35050 - 40.00

35.50 = 42,00
35050 - 142.00
37.50 = 48,00
31000 - 44050

31 000 - 38 000

35900 - 44050
34-m - 36-m

36,00 = 45,50

30.00 - 34.00
33.00 - 35.00
250w - 33.00

30,00 - 33,50

37.50 - 50,50
36000 - 50050
40.50 - 51,00
35.00 - 46,00

370w - 106.00

31.00 - 43.00
30¢50 - 106.(0

36.00 - 46,00
wam - 108000
36.50 - 46,50
35.00 - 44.00

32.50 - 100050
33.00 ~ 48,00
34,50 - 38,50
250w - 36050

32050 - 39.00

35.50 - 38,50
BOOm - 38cm

See footnotes at end of table.
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TABLE 1,~~Salaries ]/ and weekly scheduled hours of work for selected office occupations in
Memphis, Tenn., by industry division, February 1950 - Contimued

Estimated Average - Meg}an Salary range
Sex, occupation, and industry number Weekly 1 of middle
> 7 aivision 2/ of ‘;:lemary scheduled | "0V | veekly | 50 percent
workers hourg salary | of workers

Women - Contimed

Office ZiT18 eeeeecvsscccnsacnence 42 | $32.50 | 40.5 [$0.80 |$32.00 [$30,00 - $33.00
Stens 2% NE; eescsesesecse 801 42050 41.0 1.0‘ 41.50 37.50 - 46.00
w&cturing ®o0scs00ssescrece 167 104000 4-100 1007 42050 wom - 46.00
Wholesale trade c.ocecsvevcccecs 356 43050 10105 1,05 41,50 37-% - £9.00
Retail trade scecececvsscocese © 54 40.00 41.0 .98 41.00 39.00 -~ 45.00
Finance, insurance, and real
estate €00 0000000000000 135 IO'OOW 40.5 . 099 40050 34050 - M’m
Transportation, communication,
and other public utilities , 30 43.50 | 40,0 1,00 | 43.50 | 41,00 - 46,00
Services ,.eecceecvssc0cescace 59 38050 .0 9% 39.00 34.50 - 42,00
W ssevesesce 9 44«50 4.5 1,07 40,50 34450 - kgom
sWitC!}bOQI‘d ergtors y sevscvece 96 40,00 41.0 .98 40,00 35,00 = 45,00
Wholesale trade e0seccnosvaccen 32 42050 A»o¢5 1005 43-50 37;m - 46.00
Finance, insurance, and real
estate oooooooooyto’oonooo.ooo 17 34050 M.o 078 37.00 2’7.(1) - 41.50
Switchboard om;;‘ator-

W tecsevsvssssene 119 38000 4200 090 37000 330m' 42050
Ma.nufactu:['ing R 40 39.00 .5 94 37050 32,50 - 101050
Wholesale tra»de I EENEREN FNYR N 52 380m 4-3.5 .87 34'00 33.m - Mow

Iranscrib:
) o I E R R YN PR N AR NN NN ] 55 Mcm 40.0 1010 w.w 36.50 - 53.m
Manufacturing secececcaceccecs 25 37.50 40,0 94 38,00 33.50 - 39.50
!!ELﬁtsl clasﬁ A T EEEEXEXERR YRR ¥ 57 106050 41.0 1.13 45000 42-w - 51'50
Typists, 61855 B A/ eeverevecnceon 95 36,50 | 40.5 .90 | 34.00 |32.00 - 42,00
M&nufactm'm ®0000000s00000000 39 35000 4005 086 32|00 320m - 41.00

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
workers; 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).

3/ 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 of workers in selected office occupations by weekly salaries s
in Memphis, Tenn,, February 1950

Percent of men = Percent of women =
Clerks Billers, | e e

Weekly salaries 1/ coount|Clerks, |Clerks, lofficefmachine | FO0 7= | BT

billi keepers, | machine
ing general| order | boys n(laching hand ! operators,

class B

$20000 - $22049 ®320500608¢08000808000" - - - - Lod - -
$2205O-$24099 Ssosensrevsssssnre - - - 105 - - had
$25000-$27.49 9980000000300 00000 - - - 1.5 - - -
$27.50 - 329t99 ®00000ss000020000 - - bt 2203 008 4.2 1.3
$30000 - $32.49 0808808000800 000 s - - 107 1709 308 - 6-0
332050 - 334.99 ®080s0030000080s0000 - 304 6.7 14-108 1300 506 1306
$35.00 - $37049 2900000000000 7.5 - 08 7.5 609 - ]-4-04
$37o50 - $39o99 Seeessecessvsssess .5 2.3 - 3.0 1893 104 2102
$40000 - 342-!09 ®230280080000000000 17.4 4.6 5.0 - 22.0 6.9 21.2
42050 - &Mn% ®seesss00000000000 09 15.0 7.6 3.0 12‘2 506 77
45.00 - 347.49 ®0se0300en00e000ne 307 3.10 2'5 105 1007 8;3 103
$47050 - $49.99 ®sscesrs0s00 000000 - 9.2 4-2 - 5.3 506 09
350.00 - $52349 ed06sPQeORCIRISOERND 1207 1105 6-7 - - 20.7 5;1
$52050 - $54.99 ®d0000020000000800 506 9.2 18.5 - 4.6 2.8 4.3
$55000 - $57049 090 PGOIGIRIOIGIIPRIOTCTES 4.2 2‘3 18.5 - .8 11.1 -
$57.50 - $59.99 ®s5200000000s0cs00s 7.9 406 5.9 - 08 1309 .4
860000 - $62-£&9 ttescensvserssserse 3.7 3.4 805 - u8 1.4 2.6
$62050 - $64099 880%¢s00v00000000000 6.5 1207 had - - 8.3 -
$65000 - $670[+9 Se030sv0030020000 2.8 15.0 5.9 - - 1.4 -
$67.50 - $69099 ®000000000000sn000es 6:5 - .8 - b 2.8 -
$70000-$72049 290000 cs0000s00000 2g3 - - - - - -
$72.50 - $74»99 esesssssesesseccsse - 344 5.0 - - - -
$75000 - 379099 ®0ss00000009000000 4.7 - 107 - - - -
$80000 - $84-99 9800030000008 00008 5.6 - - - - - -
$85a00 - $89099 00000090 IRIERIOEGTS 705 had - - - - -
Total seees000000000csee ri__”_—q;._= 100:0 100,0 1100,0 100.0 100,0 100,0
Estimated number of workers sevees 2u 87 119 67 131 72 235
Average weekly 5alary 1/ eecsesese F58.00 l$54.00 }53.50 F‘»BB.OO $41.00 650,50 | $40.50

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 Memphis, Tenn,, February 1950 - Contimued

Percent of women -
Caloulating.|ceLoulsting= T
. machine
. Ccl Clerk
Weekly salaries 1/ o“;gﬁ:;ﬁ operators |- cjﬁ;{n ﬁei es, Clerks, | Clerks,
(Comptomster (other than |y class p|generalpay roll
type) Comptometer
type)

’mﬂw - 322049 ®0e20000000 00008000 - - - 0!5 - -
s22050 - 324-99 eossecse0 evstnes 009 - - 6'5 - -
$25000 - 327049 ®sesveseseseenscsie 3.2 3.8 0.7 54 - 0.8
’27-50 - 329099 XXX XY AR R YR R 206 94 3-8 14,7 005 -
530.00 - $32010-9 2000000008090 400000 2.9 3.8 9.7 19.6 o9 10,0
$32050 - 334-99 2005000000000 00c00s 801 57 8.7 3504 942 L7
3350m - $37049 9290800000208 0 0000 8'7 4—105 18a8 7'1 lool 18.5
337050 - $39099 eses300000000essnee 3.2 22.6 20,9 4e3 10.6 7.0
‘40.00 - $1§204—9 000000 BROROGO SRR E 2-105 904 1600 2.2 8.3 lO.l
642050 e $Mo99 200000900009 00s e 15‘7 - 4.5 4.3 13.9 13.1
3450m - $47QA9 9200000090008 8500000 5.5 - 592 had 14.8 17.7
$47050 - $4-9.99 We2030008000 ooto-;o 5-8 3.8 4.5 - 4.1 4.7
850000 - $52049 9260000000000 0resc e 7.0 -" 1.0 - 12.9 3.1
352.50 -354.99 $e000000000n 0000000 601 i 1.0 - 10.6 -
355000 - 357049 800000006000 Ss00 000 4.1 bad 07 - 3.2 1.6
$57o50 - $59.99 900200000000 0scccee 4.4. - - - - 4.7
3@.00 - $620/09 @N000R00c000 80 s .3 b 2.8 - - .8
$62050 - 864099 9090000000080 c0s0cee - - l.o - - 1.6
$65000 - 567.49 PPGLPISPOO0O 4000000 el - - - - -
367050 - $69099 000000000233 neassee - had - - - -
$70000 "$72.1&9 9000800000008 go0vcse [d Lad .7 - - 1,6
$72050-$74099 588000200000 sasisne - - -— - - -
$75ooo - 379099 0000000000000 00 s - - - - -9 -
*80000 - $84.99 9000000000080 0 95ac0 - - - - - -
$85.00 - 889.99 0020000000083 ” so0n - - - - - -

Total 0essecsessssvsssevec 100,0 100,0 100,0 100,0 100,0 100,0
Estimated number of workers sescess 344 53 288 184 217 129
Average weok].y Salary y ®0ceccecee 342.50 $36050 $39o5o F32-50 5:)41&000 $16205o

See footnote at and of table,

883041 O - 50 - 2
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TABLE 2,-Percentage distribution of workers in selected office occupations by weekly salaries Y

in Memphis, Tenn,, February 1950 -~ Continued

Percent of women =
Stenog: pwitoh~ S?OZS»S- sc'f'lrzg;g
Clerk- "~ | board = [Typists, {Typist
Weelkly salaries 1/ tylenists raphersy ,.era.|Operator- | machine cﬁ):: ls&’ c}gé: ;’
general tors |reception-|operators,
ists general
520000 - $2204—9 0008808000008 - - - - - - -
$22o50 - 3.'24-.99 eeesvesscvsrse 005 - 2.1 - - - -
$25000 - $27o49 68000 0scsc00c00 102 002 5'2 - ind 108 -
$2’705o - 529-99 Seac0svescccnse 1009 2‘7 4—-2 205 3.6 108 3.2
$30'00 - 832.49 a0se as0ceese 1107 402 603 1903 1099 - 33.7
332050 - $34.99 ®eessvosvevscense 1703 7.0 6.3 24.5 1.8 10.5 15.8
$35.00 - $37.49 esecseessscsssses 1508 900 9.4 1600 10.9 1.8 8.4
$37050 - $39099 sesesesecncovse 12.2 10.6 10.3 402 2-1.9 - 4.2
$l+0000 - :3'42049 G0essecrsceesse 803 21.6 1506 706 3-6 1508 2000
$42050 - $44.99 escsseessssceos 5.8 l5~l 1506 9-2 5.6 3.5 10.5
$45000 = 847049 eeeveassacseces | 1.0 7.7 743 6.7 1.8 Rhe5 2.1
$47050 - $49'99 ess0ssesseseses 1007 77 703 205 14—.6 5-2 it
$50000 - $52049 e0encssccsssecse 309 3-1 7.3 n8 - 15.8 2.1
$52150 - $54099 02 404 - 607 3.6 1005 -
$55000 - $57o[&9 0008000000000 0 - 3.6 lco - 3.6 - -
$57.50 - 359099 eees00000s00s0e 05 9 - - 10.9 1.8 -
$60.00 - $62.49 ®easscsscccssssse - .9 - - 3,6 - -
$62050 - $64099 s66000800000008 0 - 09 - - - 305 -
$65,00 ~ $67.49 cecerevcranacas - - - - 3.6 - -
$67o50 - $69099 Ssscss00000000 - .4 201 - - - -
$70000 —$72049 ®e0csscccessses - - - hd - - -~
372.50 - $74:99 ®ecsss0s0ssssee - - - - - 3.5 hd
$75.00 = $79,99 - - - - - - -
$80000 - $84099 Geesnevssesseee - - ot - - - -
$85000 - 389099 ®s0080s000cc0e - - - - - - -
Total ®00000csscrsese 1._0_0.0 10000 10000 10000 loooo 100.0 100.0
Estimated mmber of workers .., | 411 801 96 119 55 57 95
Average Weekjy Salary l,/ 6eense $37050 $/+2050 $160000 $38000 $41I-000 $4-6050 $36050

1/ BExcludes pay for overtime,
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TABLE 3,--Scheduled weekly hours of women in Memphis offices, February 1950

Percent of workers employed in offices in —

anspor-
. tation,
A1l Manu- |Whole- Finance, |o,mni~
Weekly hours indus-|factur-| sale [Retail finsurancet ..iion.  |Services

tries | ing [trade [trade [and reallng other
estate public
utilities

All offices employing women ,....

g

100.0=lO0.0 100.0 00,0 | 100.0 100.0

35 NOUTS sessesrecsncecaccocccnes 0.2 1.0 - - - - -
373 hOUTS sevsersrsersscassnnsose 5.3 - - - 3.4 55.8 -
Over 374 and under 40 hours ..... 5.9 - - 0.2 5.8 3.4 37.9
40 NOUT'S cevevcocecsscsscnssencne 67.4 84.1 | 66.8 | 92,1 67.9 36.4 37.4
Over 40 and under 44 hours ...... 3.3 5.9 - - 8.2 A -
Mhours @0 v cee0ss0csorssessssoces 11.4' 3.7 26.5 3.0 - - 2,&.,7
Over 4/ and under 48 hours ee...e 5.4 5.3 4.2 L7 12,6 - -
LB hOUTS sevevesssscsssoracscscsse oh - - - 2,1 - -
Over 48 hOUr'S ceeecsoccsocecavene 07 - 205 - - - -

TABLE 4,--Scheduled days in workweek of women in Memphls offices, February 1950

Percent of workers employed in offices ip -

ranspor-
tation,
All Manu~ |Whole- omuuni-

$ Retail |insurance
Days in week " -
s 1 e, indus fac':tur sale trad d real cation, |Services

Finance,

tries ing {trade ' estate nd other]
public

fytilities]
A1l offices employing women ,.... 100,0 | 100.0 |100.0 | 100,0 100.0 100,0 100,0

S e e e o e
5 days seeecsesccssscscccccscccce 60.5 79.5 | 63.7| 67.3 35.3 85.0 1.9
5% AAFS seisesecssesassesccsccens 25.5 17.3 | 35.3| 16.9 12,1 12.1 58.1
6 d”s RN Y PN NN Y N RN ) 14-0 3.2 1-0 15n8 52.6 2-9 -
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TABLE 5,-—Vacations with pay in Memphis offices, February 1950

Percent of workers emploved in offices in -

anspor-
tation,
A1l Manu~ | Whole- Finance, |ommuni-
Vacation policy indus-|factur-| sale {Retall [Insurance, sation, [Services
tries | ing trade | trade | and real ling other
estate publie
utilitie:
A1l offices studied .....ce0e000.0 | 100,0 ]100,0 _1r00.0 100,0 100,0 100,0 100,0
6 months of service
Offices with paid vacations ......| 58.0 | 55.6 | 48.3 | 25.9 o 85.4 67.2.
1 WeeK sovervevenvonssnesnees | She3 | 46.3 41.7 | 25.9 Thek 85.4 67.2
Over 1 and under 2 weeks ,,,. 2,6 7.3 4.2 - - - -
2 WeOKS eovesevecrsrceccccens 1.1 2.0 2.4 - - - -
Offices with no paid vacations ... | 42.0 | 44.4 51.7 | 74.1 25,6 14.6 32.8
1 year of service
Offices with paid vacations ......| 99.4 {100.0 98.1 {100.0 100,0 100,0 100.0
1 WEBK seevesscevevoscoseeses | 30,0 | 38,2 | 26,6 | 73.6 - 68.0 9.9
2 WeBKS sevserrecssesvessaces| 67,5 | 59.8 66,8 | 26.4 100.0 30,0 90.1
OVer 2 WeeKS sevesesossacssss 1.9 2.0 47 - - 2,0 -
Offices with no paid vacations ... .6 - 1.9 - - - -
5 zeg;_'é of service
Offices with paid vacations ......| 100,0 }100,0 |100,0 }100,0 100.0 100,0 100,0
1 week Ry rrr) 201 3.7 1-8 - - . 2:9 5-2
Over 1 and under 2 weeks ,... o5 - - - - 5.8 -
2 WeekS sevevevscecrsavecsass| 94.3 | 94.3 90.2 [100.0 100,0 85.4 94.8
Over 2 weeks Gees0essesnececs 3-1 200 8.0 - - 5'9 -

TABLE 6,=~Paid holidays in Memphis offices, February 1950

Percent of workers employed in offices ig —

Transpor-|
Finance tation,
A1l Manu- | Whole=- 2 |communi-
Number of paid holidays indus- |factur-| sale |Retallfinsurance cation, [Services
tries | ing |trade |trade | and reall 5 jtner
astate éublic
ytilities

A11 offices studied seeeeeessoecss | 100,0 { 100,0 §100,0 ]100,0 100.0 100,0 100,0
Ww

Offices providing paid holidays .. | 98.4 | 96.6 | 9.6 | 97.0 97.9 100.0 { 100.0
Number of holidays:
2 20000 rense00RRsOINIISILILIS 102 - - - - - 10.2
3 PP ososernessesenresevess 1»1 5.6 - '4 - - -
4 000D PANLOSINILOIOPIOIROIOIGSSN 402 302 7.1 107 400 - 5.0
5 Ry 3707 36.5 ) 20'4 9[909 22-2 17.5 @.9
2 deesvessssersecsvsevscse 202 - 709 - .- - -
Gev00seBsR0RRER SO S 25-9 3209 3702 - 17.1 63.1 -
7 L R X R R T T R 11'0 605 27-0 - - 1904 306
7 ®ecssesrecesrensecnercd 203 1109 - - - - -
®ssc000ssscrscscsnsssnccs 3.0 - - - 8.0 - 11.3
11 Geseerssveesvrrsevesosese 107 had - - 8.0 - -
Peeverrrr200000 000000000 801 - - - 38.6 - -
Offices providing no paid
‘iOlidayB #00s0s0000000000090 a0 104' 20& 0-5: Bte 201 - 1 -
Information not available ........ .2 1.0 - - - - -
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TABLE 7,~~Formal provisions for paid sick leavs in Memphis cffices, February 1950

Percent of workers employed in %ramn:;:rm -

tation
, Finance, 4
All Manu~ {Whole= Retail e noe, comnunie

indus- [facture| sale cation, | Services
iries | ing [|trade |¥%d¢ “’:jt:::l and other

public
utilities

Provisions for paid sick leave

All offices studied Ty 1000 | 100,0 100,0 100 0 100,0 100,0 100,0

6 months of service
0ffices with formal provisions for

paid sick 16aVe cesessencascesens 12,6 12,0 5,31 23,6 244 - 8,0
5 d‘ys 0000009920002 00000000) 103 - - 5.4 304 - -
6 A8YB eeessesscescessvecscens 1.9 47 - 8.6 - ~ -
7 Q8B geeeesscssscesssessssso 2 - - 1.7 - - -
10 QayS sesssscccssececssscsee 2.8 - 563 - 4.0 - 3.7
12 days seseescescccsccccscese 1.4 - | - 7.9 - - Le3
15 QY8 eensecessesccsssessece 3.6 - - - 17,0 - -
Over 20 Aay8 sesecscscscsesace 1.4 T3 - - - - -
Offices with no formal provisions
for peld sick leave eescecsssence 8744 | 88,0 9%eT| 7644 75.6 100,0 92,0

ser of servic
Offices with formal provisions

for peid sick leave secsecesesrcee 2049 | 12,0 18,6 26.1 345 19.4 12,7
5 dﬂyﬂ S90800900¢380080300083¢8 407 - - 501(- 905 1904 408
6 A&YB seesesassssvssecessseces 242 Y4 - 11,1 - - -
7 dBYB evcccesssessevesssscces 2 - - 1,7 - - -
10 ABYS secsesrcecscscccsescse 1,2 - - - 40 - 3.6
12 d8Y8 seeesssese0ccsccccssee 1.4 - - 7.9 - - 4e3
15 dﬂyﬂ 000006800000 0003008003 1,0 - 3¢k - - bl -
m d‘y' 2808000080002 0803000006 4.3 - 15.2 - - L4 -~
Over 20 dﬂ-.vB 8800800000000 saa 5¢9 73 - - 21.0 = -

0ffices with no formal provisions
for peid sick 16aVe sesecsecsesee | 7901 | 88,0 | 8led| 7349 | 6545 80,6 87.3

5 yeers of service
Offices with formal provisions

for P‘id sick leave eseesvesesves 3202 1200 18c6 86.4 34.5 75.2 1207
5 0RYS8 eecscscssesccensscresse 644 - - 5s4 3e4 54.8 4.8
6 daY8 ececsescscsccscsososces o9 be'7 - - - - -
7 daY8 eeeevcsscssesccvceccces o2 - - 1.7 - -
10 d‘ys 0600000000300 000000000 2.5 - - - 10.1 - 3.6
12 daY8 seceescssesescoceccces 1.6 - L 10,4 - - 43
1 dﬂyl 0000000000020000000000 1.0 - - 8.7 - - -
15 dﬂyﬂ 9080000000000 ¢000003208 1.0 - 3010- - - - -
20 daYB ceves000000s0000000000 2,8 - 949 - - - -
Over 20 dBy' 00000 008000000000 15.8 73 543 60,2 21,0 20,4 -

Offices with no formal provisions
for paid sick lm' seeesess00290 67.8

8

8l.4| 13.6 | 65.5 24,8 87.3
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TABLE 8,~Nonproduction bomuses in Memphis offices, February 1950

Percent of workers employed in offices in —
Transpore
tation
Finance ’
Type A1l | Mamy- [Whole- insurance -
of boms i ndus- [factur—-] sale m’;l and r::;’ ancgtizﬁ, Services
jtries trade other
ing sstate [ T
utilities
All offices studied cececcsccccsice 100'0 ].00:0 _190.0 100,0] 100,0 100,0 10040
Offices with nonproduction
bonuses y 9000000000000000000000 4249 42,1 30,7 4244 85,6 A 23.9
Christuas or year-end 30,0| 38,9 | 10.7| 29.8| 67,0 V3 3.7
Profit-sharing eececccecccccce 9e4 7.7 "20,0 94 ad - 10.2
Other geccccsccccescesssscnces AT - - 3.2 20,7 - -
0ffices with no nonproduction
DONUBOS ¢eeeecsecsscccocssssessce 57.1| 579 69.3| 5746 AVAVA 95.6 7641

)/ Unduplioated total,

TABLE 9,—=Insurance and

pension plans in Memphis offices, February 1950

Transpor=
Finance, | bation,
Type plan All Mamy~ {Whole- i neure communi«
of induse {factur-| sale mil and r::;’ oation, [Services
tries ing |trade estate and other
public
utilities
Al offices studied seecevceccsceece [100,0 | 100,0 | 100,0] 100,0 | 100,0 100,0 1000
Offices with inswramce or pension
wn.. y 0000000900004 00000000000 %.7 94.1 91.4 92.2 91.6 Jm.o 73.3
m. 900006000000 0000 82.4 81.2 85.5 83.6 ”.3 ”.o 69.4
Health insurence 4eeecesccccce | 37.7 40,8 51,6| 13,8 6,0 68'0 573
Retirenent ponl:lon oy 5403 5600 55¢1 70,3 4342 55.8 5361
Hospitalizatlon eeeescecccece 52,0 66.4 41,0] 25.1 69.9 37.8 5841
Offices with no insurance or
pension PLANA ceececcecesscoscsse 93 549 846 7.8 8.4 - 2647

1/ Undupliosted total,
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APPENDIX A

Scope and Method of Survey

The informatlon presented in this bulletin was collected by visits of field representa-
tives of the Bureau to representative offices in the city surveyed. 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, 1In gensral, the Jjobs surveyed
were those that are found in a large proportion of offices and that involve dutles 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 not considered
sufficlently great to warrant inclusion of such establishments in the survey. A greater proportion
of large than of small establishments was studied in order to maximize the proportion of office
workers that could be surveyed with avallable resources, Each group of establishments of a certain
size, however, was glven only its proper influence on the information presented., The industries
included in the study together with the minimum size of establishments and the number of establish-
ments surveyed are summarized below,

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

Minimum Number of
size of establishments Emp Logment
Ttem egtablish- Estimate In establishments
ment | "°iiie®dl sinated | total studled
1/ 2/ Total Office
Industry division
All A1vISIONS sesesscrsrsasaccascs 316 108 58,000 36,600 7,910
Manufacturing ceeeeeesscesceses 101 88 25 30,400 17,820 1,430
Who:l-esale trad-e [IEE RN ENENENENRN] 26 137 28 9}000 2)7""0 1,050
Rotall trade .eeesececscscoscss 101 18 13 8,700 7,950 1,320
Finance, insurance, and real

e8tat0 cssesvsenrsecccacanane 26 30 18 2,600 2,130 2,130

Transportation, commnication,
and other public utilities 3/ 101 19 11 5,900 k,9k0 960
Services b/ ..iieiiviiinienaias 26 2k 13 1,400 1,020 1,020

Size of establishment

All 9120 GYOUPS eeesssccsveccccoces 316 108 58,000 36,600 7,910
501 8Nd OVOT ceeseceescsccncass 23 20 25,200 23,550 3,110
251 = 500 seeeeesseessensscnase 33 21 10,900 7,290 2,080
I0L = 250 sevecesvcscsescannssne 102 27 14,800 3,930 1,450
26 - loo 00000000 ss000c0000R0e 158 ho 7)100 1’830 1,270

1/ Number of plant and office workers. _

g/ Plant and office employment in the Memphis Metropolitan Area (Shelby County).

3/ Excludes rallroeds,

E/ Business service; such professional services as engineering, architectural, accounting,
euditing, and bookkeeping firms; motion pictures; and nonprofit membership. organizations,
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The information on weekly salaries excludes overtime pay and nonproduction bonuses but
includes incentive earnings, The weekly hours data refer to the work schedules for which these
salaries are pald. Hourly rates were obtained by dividing these weekly salaries by scheduled hours.
The number of workers presented refers to the estimated total employed in all esteblishments with-
in the seops of the study and not to the number actually surveyed.

Date are shown only for full-tims workers, defined as those who are hired to work the
establishment's full-time schedule for the occupational classification,

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 in terms of the
proportlon of workers employed in offices with the practice in question. Because of eligibility
requiremsnts, the proporticn actually receiving the benefits in question may be smaller,

The summary of vacetion and sick 1lsave plans is limited to formsl arrangemsnts and ex-
cludes Informel plans vhereby 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 amount of tims off and exclude health insurance even though pald for by employers.

In evaluating informetion on variations in salsries with size of establishment, in the
few cilties in which the coverags justifies such s summary, it should be remembered that this fac-
tor may be related to cthers, There is frequently an important relationship between size and in-
dustrial classificstion 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 is tc assist its
field staff in classifying workers who are employed under a variety of pay-roll
titles and different work arrangements from office to office and from area to
area, Iinto appropriate occupetions., Thils is essential in order to permit the
grouping of occupetional wage rates representing comperable job content, Be-
cause of this emphasis on interoffice end 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 purpcses. 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 cccupation, they are generally clas-
sified according to the most skilled or responsible duties thet are a regular
part of their Job and that are significant in determining thelr value to the
firm,

BILILFR, MACHINE

A worker who prepares statements, bllle, and invoices on a machine other than an
ordinary typewriter, May also keep records as to billings or shipping charges or perform other
clerical work Incildental to btilling operations., Should be designated as working on billing
machline or bookkeeping machine as described below,

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

Bookkeeping Machine - A worker who uses a bookkeeping machine (Sundstrand, Elliott
Fisher, Remington Rand, etc., which may or may not have typewriter keyboard) to prepare cus-
tomers' bills as part of the accounts receivable operation. Generally involves the simultsneous
entry of figures on a customer's ledger record, The machlne automatically accumulates figures
on a number of vertical colurmms and computes and usuelly prints autometically the debit or
credit balances. Does rnot involve a 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 transactions where Judgment is Involved as to accounte affected; posting general
ledger; and taking trial balances. May alsoc prepare accounting statements and bills; may direct
work of assistants or accounting clerks,
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BOOKKEEPING-MACHINE OFPERATOR

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

Class A - A worker who uses a bookkeeping machine with or without a typewriter key-
board to keep & set of records of business transactions usually 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 typewrlter key-
board to keep a record of one or more phases or sections of a set of records pertaining to busi-
ness transactions usually requiring some knowledge of basic bookkeeping. 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 triasl balances and prepare control
sheets for the accounting department.

CAICULATING~MACHINE OPERATOR

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

Comptometer type
Other than Comptometer type

CIFRK, ACCOUNTING

A worker who performs one or more accounting operations such as preparing simple jJour-
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 subsidlary ledgers controlled by general ledger, e.g., accounts receivable, accounts
payable, stock records, voucher Journal, May assist in preparing’ journal entrles, For workers
whose duties include handling the general ledger or a set of books, see Bookkeeper, Hand,

CLERK, FILE

Clags A - A worker who 1s responsible for maintaining an established filing system
and classifles and indexes correspondence or other material; may also file .this materlal., 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 duties,

Class B - A worker who performs routine filing, usually of material that has already
been classified, or locates or assists in locating material in files. May perform Iincidental
clerical duties. ’

CLERK, GENERAL

A worker who is typically required to perform a variety of office operations. This
requirement may arise as a result of impracticability of specialization in a small office or
because versatility 1s essential in meeting peak requirements in larger offices. The work
generally involves the use of independent judgment in tending to a pattern of office work from
day to day, as well as knowledge relating to phases of office work that occur only occasionally,
For example, the range of operations performed may entail all of some combination of the fol-
lowing: answering 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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CIERK, ORDER

A worker who receives customers® orders for material or merchandise by mall, 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 sheets to respective departments to be
filled, May also check with credit department to determine credit rating of customer, acknowl-
edge receipt 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.

CLERK, PAY-ROLL

A worker who computes wages of company employees and enters the necessary data on 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 information such as worker's
neme, working days, time, rate, deductions for insurance, and total wages due. In additlion, may
make out pay checks and assist the paymaster in making up and distributing the pay envelopes.
May use a calculating machine,

CLERK-TYPIST

A vorker 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 matter 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_OPERATCR 1/

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

OFFICE BOY OR GIRL

A worker who performs a variety of routine duties such as running 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 duties involve the following: - making appointments for
superior; recelving people coming into office; answering and making phone calls; handling per-
sonal and important or ‘confidential mail, and 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
a2 transcribing machine, In addition, may prepare special reports or memoranda for information
of superior,

STENOGRAPHER, GENERAL

A vorker whose primary function is to take dictation from one or more persons, either
in shorthand or by stenotype or similar machine, involving a normal routine vocabulary, and to

l/ Not surveyed in all cities,
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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 worker whose primary function is to take dictation from one or more persons, either
in shorthand or by stenotype or similar machine, involving a varied +technical or specialized
vocagbulary such as in legal briefs 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 Transcribing-
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-
sons who call in, or occasionally take telephone orders. For workers who also do typing or
other stenographlc work or act as receptionists, see Switchboard Operator-Receptiomist,

SWITCHBOARD OPERATOR-RECEPTIONIST

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

TRANSCRIBING-MACHINE OPERATOR, GENERAL

. A worker whose primary function is to transcribe dictatlon involving & normal routine
vocabulary from transcribing-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 a Stenographer, General,

TRANSCRIBING-MACHINE OPERATOR, TECHNICAL

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

TYPIST

A worker who uses a typewriter to meke copies of various material or to meke out bills
after calculations have been made by another person, May operate & 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 is 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 detalls 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 policles, etc.; setting up simple
standard tabulations, or copying more complex tables already set up and spaced properly.
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