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INTRODUCTION

Surveys of office worker salaries were conducted by the Bureau of Iabor Statistics in
more than a score of large cities during 1948-49, The survey program provides for annmual 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 alsoc be brought up-to-date in a few
cities last covered 2 or 3 years earlier,

These surveys are designed to provide sealary data for selected office occupations on a
cross~industry basis, Data are slso obtained on supplementary benefits, such as vacations, holi-
days, slck leave, and insurance and pension plans, Salary and related data are provided wherever
posgible for individual industry divisions,

The Boston study was prepared in the Bureau's Division of Wage Statistics by Bernard J.
Fehres, Regional Wage Analyst, Region I, Boston, Massachusetts, The plamning and central direction
of the Project was the responsibility of Toivo P. Kanninen and Louis E, Badenhoop under the gensral
supervision of Harry Ober, Chief of the Branch of Industry Wage Studies,
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SALARTES OF OFFICE WORKERS IN BOSTON, MASSACHUSETTS, JANUARY 1950 1/

Salaries

Average weekly salaries of women office workers, among 23 occupational classificetions sur-
veyed in Boston, ranged from $31,50 for office girls to $48 for hand bookkeepers in Jam 1950,
General stenographers and clerk-typists, the 2 largest groups studied, averaged $39.50 and $34.50,
respectively %table 1). Accounting clerks were paid $39 on the average; average weekly selaries in
15 of the women's jobs differed from this figure by $3 or less. '

Among the nine jobs studied for which data could be presented for men, average salarles
ranged from $31,00 a week for office boys to $66,00 for hand bookkeepers, Accounting clerks, the
largest group, averaged $50 weekly and order clerks and general olerks, other important groups, av-
eraged $52,50 and $61,00, respectively.

Comparisons of average salaries paid in the various jobs = among the six broad industry
divisions and central offices covered in the survey = revealed an earnings advantage for workers e
ployed in offices of manufacturing plants and in the transportation, communication, and other publie
utilities growp. In manufacturing, the durable-goods industries generally peid higher salaries than
the nondurable industries. 2/

Earnings of individual workers in the jobs studied ranged from less than $25, for a few
men and women in routine jobs, to nearly $100 paid to a few men general clerks and pay-roll clerks,
Pay rates varied widely in individual jobs as well, with the greatest dispersion indicated in men's
jobs (table 2), Although rates paid to women stenographers, for le, ranged from about $25 +to
$65, neerly three-fifths of these workers were grouped in the $35 to $45 earnings bracket.

Salaries of clerical workers are generally expressed in monthly or weekly terms, In order
to allow for differences in the length of the average workweek among establishments, earnings data
are also presented on an hourly basis in table 1, The earnings advantage indicated for office work—
ers in manufacturing, transportation, communication, and other public utilities was narrowed econ-
siderably when pay level comparisons were made in terms of average hourly earnings, Office workers
in retail trade, finance, insurance, and real estate,and in centrel offices averaged fewer hours of
work per weeck than in the other industry divisions.

Average salaries for most occupations studied inBoston increased moderately between Janu-
ary 1949 and Jamuery 1950, Although the extent to which salaries changed during the period varied
from job to job, the majority rose between 50 cents and $1,50 a week. Men generally registered
somewhat greater salary galns during this period than did women workers.

SUPPLEMENTARY WAGE PRACTICES

Work schedules

The work schedules in Boston offices in January 1950 varied by industry division and, to a
lesser extent, within each divisional grouping of es‘ablishments, A majority of the office workers
in mamufacturing and wholesale trade were on a 40-hour schedule, A third of the office workers in
retall trade were also on a jO-~hour week and a similar proportion worked in offices operating on a
38 3/L~hour- schedule, Women employed in central offices were divided, in the ration of 2 to 1, be-
tween & 35-hour and a 40-hour workweek (table 3). Comparatively few women worked more than 40 hours

weeklye

Notwithstanding the degree of variatlon in weekly hours of work, 95 percent of the women
office workers were employed on a 5-day week basis (table 4)e

See Appen&ix A for discussion of scope and method of studys.
2/ & listing of durable and nondurable industries is provided in footnotes to the appendix table

on page _18 .

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



Paid vacations

More than two-thirds of the office workers were employed in establishments that granted
vacations with pay to workers with 6 months of service., All of the 237 establishments studied in
Boston provided pald vacations, typically of 2 weeks, after a year of service, After 5 years of em=
ployment practically all workers were entitled to paid vacations of at least 2 weeks duration and a
fourth were granted vacations exceeding 2 weeks (table 5).

Vacation practices did nol vary greatly among industry groups. The most I1iberal provi-
sions for employees with longer service, however, applied to workers in retail trade and finance,
insurance, and real estate where more than two-fifths of the workers were eligible for more than 2
weeks vacation leave after 5 years of service. ‘

Paid holidays

Paid holidays were universally granted except in the retail trade group where about two=
fifths of the office workers were employed in establishments providing no holiday pay. With the
exception of about a tenth of the workers in the service industries, all employees in all industry
groups receiving holiday pay were granted 6 or more days a year., Nearly four-fifths of all office
workers received pay for 10 or more holidays annually (table 6),.

Practices regarding the number of holidays paid for varied considerably among the Indus—
try groups, Nine-tenths of the workers in finance, insurance, and real estate were granted 11 or
more days a year, whlle less than a fifth of the workers employed in manufacturing received 11 or
more holidays with pay. A majority of employees in durable-goods menufacture received pay for 8 or
less holidays a year, On the other hand, 7 out of 10 in the nondurable-goods industries and 9 of
10 in transportation, communication, and other public utilities were granted 9 or more paidholidays.

Paid sick leave

About a third of the workers were in offices having formal plans providing paid sick leave
after a year of service. The amount of such leave ranged from 5 to over 20 days annually, the most
comnon allowance being 10 days (table 2), Workers in manufacturing and in finance, insurance, and
real estate generally fared better than those in other industry groups in terms of number of days
allowed; more than a fourth of the workers in these two groups were in offices providing 10 or more
days a year, Many workers not covered by formal sick leave arrangements were paid on an informal
basis for time lost due to sickness. This was especially true in the central office group in which
less than a tenth of the workers were employed in establishments having formal plens, )

Nonproduction bonuses

About a third of the workers were employed in offices that supplemented regular salaries
with some type of nonproduction bonus, These usually took the form of Christmas bonuses of year-
end payments, Bonus payments were most prevalent in nondurable goods manufacture and in the trade
groups., Over half of the workers in retail trade benefited from bonus payments, They were least
<(:ommon :;.n central offices and in the transportation, communication, and public utilities group

table 8).

Ingurance and ggnsidn plans

One or more types of insurance or pension plans financed in whole or in part by the em-
ployers were provided in establishments accounting for over nine-tenths of the Boston office work-
ers, Life insurance plans constituted the most widespread form of benefit in seven of eight indus-
try groups studied. More than half of the office workers were employed in establishments that re-
ported retirement pension plans (table 9).

The extent and types of plans in effect varied somewhat among industry groups, Foure
fifths of the office workers employed in transportation, comrmnication, and other public utilities,
compared with only about a third in mamifacturing, wholesale trade, services, and central offices
were inestablishments that reported pension plans, With theexception of the central office group,
a fourth or more of the workers in each industry division were employed in offices with health in-
surance plans.
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TABLE 1,--Salaries )}/ and weekly scheduled hours of work for selected office occupations in

Boston, Mass,, by industry division, January 1950

Estimated Average - Msg}an Salary range
Sex, occupation, and industry number Weekly of middle
division 2/ of Hodkly | scheduled| "OUY | yeekiy | 50'percent
workers Yy hours rave aglary of workers
Men
Bookkeepers, hand 4/ ..ce.ceeeeenss] 250 $66.00| 38.5 $1.70 |$66.00 | $59.50 - §76.50
Manufacturing ceceseeccseccsess 40 72,00 40.0 1.80 75.50 64,00 - 79,00
Wholesale trade eevesssesnctce 45 60-50 1‘-000 1052 60000 58.00 - 6Ol00
Retall trade .eevcecsscceccces 28 58.00 39.0 1.49 60,00 57.50 - 61,00
Finance, insurance, and
roal estate ....ieeceeesones] 108 67.50 | 37.5 1.80 | 66.00 | 59.50 - 76,50
Bookkeeping-machine operators,
€lags B soeccescncsrcscncercccnss 57 39.00 38.0 1.02 40,00 32,00 - 40,00
Clerks, accounting 4/ sveeceevsracees| 1,093 50.00 | 38.5 1,30 | 47,00 | 41.50 - 58,00
Mamfacturing eeeececsceccess 205 57.00 39.5 1.44 57.00 48.50 - 64.50
Durable g00d8 seseecscscnss 125 58,50 40.0 1.47 58,50 49.50 - 64,50
Nondurable goods ..e.eeev.. 80 55,00 39.0 1.40 56.50 47.00 - 64,00
Wholesale trade eecosesreescace 273 46,00 40,0 1.15 43,00 38,00 - 52,00
Retail trade .e.cevececcocssse 40 42,00 37.5 1.12 40,00 37.50 = 40,00
Finance, insurance, and
roal estate ..cceieeervrccnee 433 48,50 37.5 1.29 45,00 40.50 ~ 56,00
Transportation, communication,
and other public utilities , 61 55,00 38,0 1.44 60,50 50.00 - 62,50
Central offices sseessssescess 78 54.50 36.0 1,50 55400 45,00 - 62,50
Clerks, file, ¢1ags B4/ .eeeveness| 100 31.00 | 37.5 .82 | 30,00 | 29.50 -~ 31.00
Finance, insurance, and
real estate s..vccncecccnnes 78 31.00 37.0 .84 30,00 28,00 - 31,00
Clerks, 2oner8l 4/ sevessccscsscnas 276 61.00 | 39.0 1.56 | 63.50 | 50.00 - 70,00
ManufaOt‘n.ing S0 0000000000000 75 66.50 4'0.0 1067 64"50 &.50 - 71.50
Wholesale trade o000 0cnsecee 141{- 60.50 /0-1.0 1.48 52000 520m b 76-00
clerks. Orger_ 4/ Gese0nsseeevsscone 439 52050 39-0 1031& 50000 Mrom - 60.00
Manufacturing eeceeecceccccces 41 64,00 40,0 1.61 69.00 54,00 - 72,00
Wholesale trade seeesvessssses 296 48,00 | 40,0 .21 47,00 40,50 - 53,00
Central offices scessseccscces 33 54,00 36.0 1.50 56.50 43,50 ~ 64,50
Clerks, pay roll 4/ sececessscscces 122 57.50 39.0 1.46 59.50 50,00 - 63,50
Manufacturing eeeeeeccoscccees 71 62,00 40,0 1.55 60,00 56.00 = 64,00
c:lerk-tIEiSt_Q 0000000000008 000000 00 80 34-50 AO-O -86 29000 @-m - 38-50
Office bO;!S IR N NN NN NN AN I A N ] 964 31'00 3900 080 30000 BOim - 32'00
ManufaCturing €0ssee0ssecscens 153 34450 39.5 .86 36.50 30,00 - 37,00
Durable gOOdS evssos00teee 18 36000 40-0 090 36.00 30.50 - 41.00
Nondurable gods 000cescsee 135 34'00 3905 086 36o50 30000 - 37.00
Wholesale trade ecoevesseccens 275 30.50 39.5 .77 30,00 30.00 - 30,00
Retail traﬁe IR NN KRN NN RN NN w BO.m 39.5 .77 30000 BO‘OO - 31.00
Finance, insurance, and
real esmte Gossssrvevesnene 256 30050 3705 082 30000 28050 - 31.50
Transportation, communication,
and other public utilities , 45 33.50 39.0 .86 34.00 30,00 - 35.00
Semces S00000c0en0encetstone 146 30050 39.0 078 30-00 30000 - 30000
Central Offices 0eesssssccrene 29 30000 3700 081 BOom 28000 - 30.00

See footnotes at end of table,
Digitized for FRASER

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



TABLE 1,—Salaries 1/ and weekly scheduled hours of work for selected office occupations in
Boston, Mass,, by industry division, January 1950 - Continued

" Estimated Averaze - Median | Selary range
Sex, occupation, and industry number Weelly of middle
division 2/ of Wczkly scheduled Houily weekly 50 percent
workerg | S%t8TY hours rate salary of workers
machine 936 $36.00 [ 39.0 $0.92 [$35.00 | $33.00 - $39.00
Manufacturing seseesecscsscaees 218 36.50 | 39.0 .94 135,50 | 32,00 - 41.00
Wholesale trade eeeceecesccscns 251 36,50 40,5 91 35.00 34,00 - 38,00
Retail trade Bsssesevesscncenss 228 33000 39-0 -85 35000 30000 - 35000
Finance, insurance, and real
eState [ R Y N YN 122 37000 3805 096 38000 32'm - 39050
Transportation, communication, )
and other public utilities ,, 33 39.50 42,0 7 38,00 36,00 = 44,00
Services @seresercsssessesseses 41 40050 3900 1004 38-00 35!00 - 48050
Central offices sivieceveceseons L3 38,00 35.5 1.07 38,50 33.00 = 42,00
311 38.50 38.0 1.02 38,00 33.00 = 43,00
Retail trade .sesesscecsssosccse 112 35,50 39.0 21 34.00 32,00 - 39,00
Finance, insurance, and real
estate 90see0ess0sses s 102 N 37.00 36.5 1.01 37.00 32.50 - 39'00
Bookkeepers, hand 4/ cecesecececoes 819 48,00 | 38,0 1,27 | 47.00 | 43.00 - 53.00
Manufactln‘ing ®eesenccvecrroves 210 50,00 3800 1,30 50.00 450w - 52,00
Durable'goods sse0ssvesesene 83 51-50 3800 1-36 51000 46-50 had 52o50
Nondurable goods seecesscese 127 48.50 38.5 1.27 48,00 45,00 - 50,00
WhOIGSa-le trade IE R RN N RN NN N NN RN 112 49000 38-5 1028 45000 ABOw - 50000
Retall trade seeecccescssnsccns 123 A7.50 3905 1,20 108-50 45000 - 53'00
Finance, insurance, and real
©31t850 sieesecsvccsscessvevene 107 [;.4.00 36.0 1.22 40000 39000 - 50.00
Transportation, communication,
and other public utilities .. 35 54,00 40,0 1.35 52,50 47,00 - 60,00
Services X R YRR NN YRR RN RERNE X 23-9 [&7050 3700 1028 45Dw l&oom - 55-00
class A sebessssscestssscensas 246 47,50 38.5 1.23 47.50 41,50 - 52,00
Mﬂ.nufacturing 98 0ecsvecsvescete 134 1&7'50 3805 1'24 500m 4-1.50 - Szlm
Retail trade YR xrxxx 39 45050 38-5 1-18 48050 4—2000 - 5looo
2,096 37.00 38.5 .96 37.00 34.00 - 40.00
Manufacturing XXX RN Y TR FRRRY 220 40,00 3805 1.03 39.00 36-00 ~ 42.50
Durable go0odS sseecessvsccee 51 39.00 38.0 1.04 39.00 | 39.00 - 40.50
Nondurable g00dS ei.eecesesss 159 40,50 | 39.0 1,03 |38.50 | 36,00 - 43.00
Wholesale trade ot.tot';tttbouo 533 38050 3905 097 38000 350“’ - 40050
Retail trade ®esossnsossnseree 265 350w 39'0 090 35'00 330m - ”ow
Finance, insurance, and real
estate ..veseesevsscencssncses| 1,002 36,00 38.0 95 36.00 33.00 - 38.50

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
Boston, Mass,, by industry division, January 1950 = Continued

Estimated Average - Med}an Salary range
Sex, occupation, and industry number Weelkly 3 of middle
division 2/ of Heely | sehoduled |HOMIY | yooiay | 50 percent
. workers | S8V | poyrs rave | salary | of workers
Women -~ Continued
Calculating-machine operators
(Comptometer Lype) seeeseseeecess| 1,909 438,00 38.5 $0.98 | $37.00 | $35.00 - $40.50
Manufacturing eeeeeesecesscase 836 39.50 38,5 1.02 39.00 35,00 = 43,00
Durable g00dS seeesccscasss 170 41,50 40,0 1.03 41.00 38,00 - 44,00
Nondurable £00dS seeeeseees 666 39.00 38,0 1.02 37.00 35.00 - 43,00
Wholesale trade se.eessesesesse 361 39.00 39.5 .98 38,00 35,00 ~ 40,00
Retail trade sevececccsesscace 439 34.50 39.0 .88 34.00 30,50 - 37.50
Finance, insurance, and real
6St8Ee ciivisirortreniianans 161 35.50 38.0 .93 34.50 30,50 -~ 38,50
Transportation, communication,
and other public utilities . 63 41,50 38.5 1.07 40.00 37.50 -~ 43,00
Services .eeesesesssssscesanee 31 40,00 38,0 1.06 39.00 37.00 - 43,00
Central offiCeS seeeeececncees 18 40,50 37.2 1.09 38.00 37.00 = 45.00
Galculating—machine operators
(other than Comptometer type) 4/ 241 36,00 38,0 .95 37.00 30,00 - 40,00
Manufacturing e.eeececccvsvens 47 38,50 38.5 1.00 37.50 35.00 = 43,00,
Finance, insurance, and real
estate st ccsvaccsssscsncns e 60 37.00 37.0 1.00 37.00 35-00 - 38.50
Clerks, accounting ev.eesecesaaess| 3,206 39,00 38.5 1.01 38,00 34,00 - 43,00
Manufacturing eeeeecioecscsvaes 677 41,00 39.5 1.05 41,00 35.00 = 45.00
Durable goodS secseeccceece 347 44,.00 40,0 1.10 44,400 39.50 - 4B.50
Nondurable g00ds suveeoeses 330 38,00 38,5 .98 36,00 31,00 - 43.00
Wholesale trade eseescescesass mnv 37.00 | 39.5 294 | 36,00 | 33,00°- - 40,00
Retall trade seceeecceocrocees 392 36.00 38.5 94 35.00 31,00 - 39,00
Finance, insurance, and real
estate cuiieeiiraranrinacans 895 38.00 37.0 1.02 37.00 33.00 - 41,50
Transportation, communication,
and other public utilities . 240 46,50 29.0 1.18 45.50 42,00 - 51,00
Services .....oeeseecccccscnces 233 39.00 38,0 1.03 37,00 35.00 - 40,00
Central officeS eeeesscesesene 52 49,00 38.0 1.28 44,50 43.00 - 57,00
Clerks, file, class A4/ eevveven. 401 40,00 | 38,0 1,05 | 37,00 | 35,00 - 43.00
Manufacturing eseecesecececses 55 44,50 39.0 1.14 41,00 40,00 - 52,50
Finance, insurance, and real
e5tate seeeevecrrrcnceencnse 234 39.50 37.5 1.05 37.00 35.00 -~ 42.00
Services .eveessceoscsccsasocs 82 38.50 39.5 97 36,00 34,00 - 42,50
Central offices sevseecsvacess 19 40,00 37.5 1.07 38.50 33.00 - 44.50
Clerks, file, c1ass B svvevseese.s| 2,380 32.00 38.5 .83 31,00 30.00 - 33,50
Manufacturing seeeeceqocesceee 226 36.00 39.5 91 36,00 32,00 - 39,50
Durable goodS .eessescscnas 161 37.50 40,0 94 38,50 34,00 -« 41,00
Nondurable goods weceeceses 65 33.00 39.0 .85 32,00 30,00 - 36,00
Wholesale trade secosecveecens 216 31.50 40,0 .9 30,00 30.00 - 33.00
Retail trade @esccsscssesvncence 89 30000 3800 078 30100 290w - -31000
Finance, insurance, and real
estate ,.....ci0000cnv000ene 1,244, 31.00 38,0 .82 30.00 2,00 - 32,00
Transportation, communication,
and other public utilities , 35 34,50 38.5 .89 34.00 31.00 - 36.50
SErvices seesesceccocecsacnvns 53 32,00 38.5 .83 32.00 30.00 - 32.00
Central offices seveeesescacen 3 34,00 | 36.C 94 | 31.00 | 30.00 - 36.00

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
Boston, Mass., by industry division, January 1950 - Continued

Estimated Average - Meg>an Salary range
Sex, occupation, and industry nunber v Weekly of middle
division 2/ of g‘:lekly scheduled H;zﬁy weekly | 50 percent
workers ay hours salary of workers
Women -~ Continued
Clerks, general 4/ seececsceoccacss 982 $47.00 | 39.0 $1.21  [$48.50 | $42.50 ~ $51.50
Manufacturing eeeeeceosccsccens 176 48.50 38.5 1.26 50.00 44,00 - 51,00
Durable 20033 eceeeececsscses 94 51.50 38.5 1.34 50,50 50.00 - 53,50
Nondurable g00dS sessssescss 82 45,00 | 38.5 1.16 | 44.00 | 40,00 - 50,00
Retail trade seesececasssecscse 29 45.50 38,5 1.17 45.00 4450 ~ 47,00
Finance, insurance, and real
estate seeestcesascssceccensne 245 45,00 38.5 1.16 45,00 34,00 - 52,00
Transportation, cormunication,
and other public utilities ., 306 49.50 39.0 1.27 49.00 47.00 - 52,50
ClerkS, o;der y e6000ss000s00r0ras 649 39050 39.5 <99 39000 35000 - 14-3000
Manmifacturing seceesceccescsccs 187 40,50 39.5 1.03 40,00 35.00 = 45,00
Durable 20045 evieesosensses 70 41.50 39.0 1.05 39,00 35,00 - 47,50
Nondurable gOOdS vecsoesvens 117 AOom 39.5 1.02 40050 31}.00 - 45-00
WhOIesale trade #0080 0000000800000 305 39¢m 39.5 099 S A.O.oo 35000 - 42.00
Retail trade seeecessscvcsncsse 102 33.00 39.5 84 32.50 31,00 - 35,50
ClerkS, ng rol!. A/ sessssscesresse 1,642 41050 39;0 1.0'7 41.00 36.00 - 156.00
Manufacturing seceseceesceesess 1,000 41,50 39.0 1.05 41.00 36,00 - 45,00
Durable gOOdS Gss0es0cacesee 352 th 3905 1.11 Mbam 43-00 - 47000
Nondurable g09dS seeseacscee 648 39.50 39.0 1.02 40.00 35,00 - 43,00
Wholesale trade sececescecscnse 16 47.5C 40,5 1.18 42,00 38,50 - 60,00
Retail trade e 000e000e0scens e 239 38000 38.5 099 39000 344(” - 43.00
Finance, insurance, and real
eStat'e I R R R RN R YR RN RRE PN 96 40050 3700 1-10 39050 37000 - 47.00
Transportation, communication,
and other public utilities .. 126 45.50 39.0 1.17 45,00 42,00 - 49,50
Services Geesernscossssrrsesvcson 56 43050 39-0 1,11 37.50 36-50 - 50000
Clerk—t!pists _l/ esasccnsacccsssens 4,0’79 3[4‘050 3800 91 34.00 30000 - 38000
Manmufacturing sseeeseescscesaes 991 36.50 38.5 94 36.00 32,00 - 40.00
Durable gOOdS tevevssrcceons 572 3‘7-50 38a5 097 380w 31‘w - 10—1'50
Nondurable gOOdB cecccesvcce 419 35.00 39.0 .90 35.00 32,00 ~ 37,00
Wholesale trade esecsvv0ccvscee 6910 35-m 3905 090 34050 31.m - 390w
Retail trade sesscessencrccevsce 274» 32000 4005 080 32;00 30000 - 33000
Finance, insurance, and real
e5t8te seveesiconvonccacsanss] 1,51 33.50 37.0 .90 32.50 30.00 - 35,00
Services R AR R PR TR 301 33050 37-5 .90 33000 30-00 - 350m
Office girIs 4/ ceeeecveccesceccces 542 31.50 38,0 .82 30.00 28,00 - 32,00
l‘d&nufactul‘ing [ EX R A RS A NRE N NN NN] 130 35000 3905 088 33.50 320m - 40050
Durable goodsS secececcesoccce 1o 35.00 39.5 .89 34,00 32,00 - 41.00
Nondurable gOOdS esrvacsecen 20 311—000 4—00 085 33050 30050 - 370w
Wholesale trade evveevevecooess 91 31.50 39.5 .80 30,00 30,00 - 32,00
Retall trade seecseesecsesscsas 68 29,00 38, ST 29.00 28,00 - 30,00
Finance, insurance, and re ) '
eState viveesrescevcncescence 191 29.50 37,0 .79 28.50 28,00 ~ 31,00

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
Boston, Mass,, by industry division, January 1950 - Continued

Estimated Average = Median [Salary range
Sex, occupation, and industry number Weekly . of middle
division 2/ of ::;ﬁy scheduled Houily weekly | 50 percent
workers Y hours rate salary | of workers
Women - Continued
Stenoeraphers, general seceecesssee| 5,207 $39.50 38,0 $1.04 |%$38.50 [35.,00 - $42,00
Manufacturing eeeeessscaesensss| 1,086 43,00 39.0 1.10 44,00 | 38,00 - 47,00
Durable gOodS sss0rsecncecce 604 414--00 3905 1.12 4«5.00 41.00 - 47.%
Nondurable 200dS eeesoceses- 482 42,00 38.5 1.08 40,00 | 36.50 - 45,00
Wholesale trade seeeeeeeseseese| 1,031 41,00 39.0 1.04 40,00 | 37.00 -« 43,00
Retell trade esececesscceccencs 456 35.00 37.5 .93 35.00 | 33,00~ 38,00
Finance, insurance, and real
estate s..viserisisecncnscnes| 1,466 36.50 37.0 .98 34,50 | 33.50 = 39.00
Transportation, communication,
and other public utilities ,. 233 44,50 38.5 1.15 44,00 | 41.00 = 48,50
SerVIiCES vesesereasrencssosases 697 39.50 38.0 1.04 38,50 | 35.00 - 44.00
Central offiCeS eeevesccesosace 238 42,50 36.5 1.17 42,00 | 38,00 - 47,00
Stenosraphers, technical 4/ eee.s.s 190 45.00 | 38,0 1.17 | 44.50 | 42.00 - 47.50
Manufacturing sececescecessccne 72 44,.00 38.5 1.15 42,50 | 40,50 - 48,00
Finance, insurance, anrd real '
estate s..eeceeencciirecnnnen 25 41.50 37.0 l.12 42,50 | 39,00 = 44,00
SErvViceS sisecveorececesscccsan 8 45.00 38.5 1.17 45,00 | 42,50 = 47,00
Switchboard operators 4/ eeeececees 860 39.50 38.5 1.02 38.50 | 35.00 - 43.50
Manufacturing seeceseseoeossces 126 L5.50 39.5 1.15 45.50 | 20,00 - 50,00
Durable 20048 svevecvrcrosee 56 45.00 40.5 1.12 45.50 | /1.00 = 49.50
Nondurable 200dS eseesessres 70 46,00 32.0 1.18 45,00 | 40,00 - 54.00
Wholesale trade eesissssecesesen 154 36,00 | 39.5 .91 | 35.00 | 31,00 - 37.00
Retail trade s..eeevnceocscesce 190 37.00 39.0 25 35.00 |} 33.00 = 42,00
Finance, insurance, and real
estate cieviveerinreccoienoae 289 40,00 37.5 1.07 40,00 | 36,00 - 43,00
Transportation, commurication,
and other public utilities .. 47 43.50 39.5 1,10 46,00 | 35,00 - 48.50
SErViCeS saessevscenssccesascen 39 34.00 39.0 .87 33.00 | 30,00 - 33,00
Switehboard operator-
Tecentionists 4/ eeceecoessccoces 952 38.50 39.0 .98 37.00 | 34.00 - 41.50
Fanufacturing seeeecssacesecocs 296 38,50 39.5 97 36.00 | 34.50 - 40,00
Durable 70048 eesesocerencee S4 38.50 40,0 .96 36.00 | 34,00 - 38,00
Yondurable 700dS sevesoooses 202 38.50 39.5 .98 36,00 | 35,00 -~ 44,50
Wholesale tr8de seeeevesscccoes 292 37.50 39.5 .95 36.00 | 30,00 = 40,00
Retail trade sececesesssceccnes 71 34.00 3805 »88 35000 30-00 - 36OOO
Finance, insurance, and real
estate ess0rcsssressssraneree 94 ’;C).OO 3705 1.0/[ l;looo 36000 - 42050
Services eesssssasessesssesesne 161 £0,00 38'0 1.05 LODOO 35000 -~ 14»2000

See footnotes at end of table,
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TABLE 1,--Salaries 1/ and weekly scheduled hours of work for sclected office occupations in
Boston, Mass,, by industry division, January 1950 - Continued

Estimated Ayerase -~ Median |Salary range
Sex, occupation, and industry nurtber . deckly of middle
division 2/ of deoldy | o hedled | TOWLY weekly | 50 nercent
L salary rate .
workers hours salary | of workers
Women ~ Continued
Transcribinp-machine operators,
20N6TAL 4/ e.eeeenosersorenasannee 834 $37.50 38.5 $0,98  [$37.00 [333.50 - $41.00
Manufacturing ..eveeeeesccescss 227 39.00 40,0 .98 39.00 | 35,00 - 41,00
Durable goodS seeecesscsosss 117 42.50 40,0 1.07 40.00 | 39,00 = 47.00
Nondurable goods seeeseecces 10 35.50 40.0 .39 35.00 | 30,00 - 40.00
Wholesale trade seessssesconsss 55 37,00 39.0 94 35.00 | 35.00 - 38.00
Finance, insurance, and real
estate siisecvivsniienncniens 378 37.00 37.5 .00 37.00 | 32,50 - 41.00
Services .uesiecccesrsecsscnncs 91 38.00 37,5 1.01 38,00 | 35,00 - 40,50
Central offlces eeesesaccessses 26 40,00 37.0 1.09 39.50 | 35,00 = 46.00
Transcribing-machine gpepators, .
technical eecevsevescocoscnocsces 89 39.00 39.5 .99 37.00 | 34.00 = 42,50
Typists, €188 A 4/ ecevececococenns 434 41,00 38.5 1.06 40,50 | 36,00 - 45.00
Manufacturing secececececocsees 154 41,50 39.5 1.05 43,00 | 38,00 - 45,00
Finance, insurance, and real
estate sivereeieniescccncreens 140 40,00 37.5 1.07 39.00 | 36.00 - 45.00
Semces ..ononono-coco-.‘o.--o. 73 A-O-OO 3800 ’ 1-05 X 38-00 36000 - M'COO
Typists, €1855 B4/ eevevvcceeeaces | 2,647 32,50 38.5 .85 32,00 |[30,00 - 35.00
Manufacturing e.ceeececeescecss 306 37.00 39.5 94 37.00 §33.50 - 43.00
Durable go0dS eeceeeversesss 186 40,00 40,0 .9 41.00 |36.00 - 43.00
Nondurable go0ds s.eeeevesss 120 33.00 39.0 .85 31,00 |30.00 - 35.00
Wholesale trade s.ecesececcosss A4 35,50 40,0 .88 35.00 |33,00 -~ 37.00
Retail trade seieecosccessccece 57 35.00 38.0 .92 35.00 |31.00 = 37.00
Finance, insurance, and real
estate s.icivsrierienieriines ) 1,509 31.50 37.5 73 31.00 }129.50 - 33,00
Transportation, communication,
and other public utilities ., 39 38.50 39.0 .98 37.50 [33.50 -~ 44.50
Services sevesseessscssescorncs 477 31.50 40.0 19 30,00 130,00 - 32,00

1/ Excludes pay for overtime,

2/ The study covered Trepresentative manufacturing and rctail trade cstablishments 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 vrofessional services as engineering,
architectural, accounting, auditing, and bookkeeping firms; motion pictures; and nonprofit member-
ship organizations). "Central offices" includes central administrative offices or general offices
of all industries except finance, insurance, and real estate,

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

4/ 1Includes data for industry divisions not shown separately.
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TABLE 2,—Percentage distribution of workers in selected office occupations by weekly salaries 1/

in Boston, Mass,, Jamiary 1950

Percent of men =

Bookkeep~-
Book=- ing=- Clerks, |Clerks
Weekly salaries 1/ Xeepers,| machine account| file, cm:-ksi Cl:gks, Glerk;i
hand operators, ing clags p|EERETaL] order | pey ro
class B

*m.oo ‘$2201¥9 ®000esesesvveece - bad - Ld - - -
$22050 - 324099 ®000e00800 00000 - - - - - - -
$25000 - $27o49 000e090sescnsss e - - - 1.0 - - L
$27050 - $29o99 ®eesessesccesrne - 2100 097 46.0 - 0.2 -
$30000 - 332049 0000080000000 00 - 5.3 6.0 40.0 - - 0.8
$32050 - $34.99 esveccsccescecee | - 1903 1.7 6.0 - °2 .8
635'00 - $37t49 ®0c0s0s0000000000 - - 4.0 200 - 2-3 401
$37Q50 $‘39099 ®ee0s00000s00000 - - 7.2 haed - 5.0 .8
$40400 =~ $42,49 eecovecss 2.8 38,6 11.6 2,0 8,0 | 15,7 5.8
342050 344.99 $8e000s000e00000 2016 - 1109 100 o4 703 ]-1.5
$45000 - $47'109 9980900000000 02 - 708 2.0 706 9.9 -
$47'50 - $49.99 900008000000 00900 - 3.5 303’ - 2.9 2.5 -
350000 - 552049 00000080000 00000 506 - 801 - 18.5 10.9 12.3
$52~50 - $54.99 ®00s0cavcscvnsee 200 had 2.7 - 2.2 12.3 303
$55.00 - 357049 ®660sc0ssscssanse 01& - 609 - 306 509 4.9
357050 nd 359099 0800000000 cs0s uoé - 6'1 ) - 1.4 2.3 24.6
$&.00 - 362-49 @0es00000000s00e 18.0 7.0 4.8 - 5.1 3.4 4.9
562050 - $64099 ®00000000c0000e90 2.4 - 502 - 609 o7 606
365000 - $67049 G0cescerevsceens 1200 503 301 - 16.0 897 1.6
$67o50 - $69099 9000000000000 00 604 - 09 - 205 101 106
$70000 - 372049 ®0000v00s0vs0ne 306 - 1.6 - 1.8 7.1 -
$72050 - $74099 ®000evcecsncsnny 04 - 1.3 - 2.2 - -
$750°0 el $79o99 00sesv0eeccosns e 1600 - 1-6 - 14.5 3.6 13.1
$80000 -~ $84099 ey 14-.8 - 304 - 209 09 -
$85.00 - $89099 00000000000 00000 .4 - - - 1’.4 - -
s%.oo - 394099 XXX IR YRV RN YY) - - .1 - 1.4 - -
395000 - 399099 9000000000000 0 08 - - - - 07 - 303

Total ®00e eeovcvvese 100.0 100.0 100. 100.0 100.0 100‘0 100.0

% ————— =

Estimated number of workers eeee | 250 57 1,093 100 276 439 122
Average Veek-ly salary y TIIYY) *66000 $39000 ‘”ow 331000 561.00 . $52050 *57050

See footnote
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TABLE 2,-——Percentage distribution of workers in selected office occupations by weekly salaries h 74
in Boston, Mass,, January 1950 - Continued

Percent of men = Bﬁ:ent of women e
Billers Bookkee Bookkee
Billers ’ D= P
Weelly salaries 1/ Clerk-| Office | machine m?ghoil‘:: Dok~ | ing- ing-
typists| boys (buJ_-u-‘? keep‘i’ng operes omachinﬁa oz;a;:ah:‘l_g;
chin perato.

: RACHING) | machine) cless A '| class B
$20000 - $22049 @600 000s000000 - - - - - - -
322050 - 3%.99 S6000c00s0000 7.5 0.2 l.l - - - -
$25000 - ::’27049 ®00c00000s0ce 7.5 204 302 - e - 0.4
$2750 = 329499 cevcevessccse 37.5 22 2.9 6.1 - - 4eb
330000 - 532.49 ®cecsccoscsee 308 5106 15.2 1804 1.2 - 12.8
332050 - $34.99 S0000sessesre - 5010 906 1000 .10 307 1205
335000 - $37.49 ®esosssorsroe bt 1102 33-1 1305 307 5.3 2402
$37050 - $39099 ®eecccsensese 21-4 302 llol 14».8 8-2 3.7 20.3
$40000 - $4-2049 S00000avecce 10.0 L) 1206 903 4.6 1709 1309
342050 - 344099 0000000 soes 205 100 5.1 900 1707 3.7 5.9
$45000 - 547049 90000 c0er0000 205 - 208 900 14.8 15.8 1.2
347050 - 349099 800000000000 2.5 - 108 4.8 801 6.9 200
$50.00 had $52049 4800000000000 102 - 09 - ]-4.4 22.3 2.0
$52050 - 351&.99 4000000000000 102 - 06 109 603 - 02
355000 - 357049 eesososvescos | - - - 302 7.9 10.6 -
857050 - $59099 [EYEX SRR RRTY ) - - - - 201 907 -
$wow - 362049 [T YRR Y ] 102 - - - 3.9 .4 -
$62050 - $64—099 ®000s00s0s00e 102 - - - 3.3 - -
$65.00 - 567049 20 00svccsvcee - - - - 1.0 - -
367050 - $69099 9006000000000 - - - - 2.2 - -~
$70000 -*72-49 eecisseesscon - - - L] - - -
$72050 - $74099 6000000080000 - - - - .2 - -
*75.00 - $79099 96800cc00000e - - - - - - -
580.00 - $84099 S0000Q0ses00e - - - - - - -
$85000 bt 389099 Ss0000ss00000 - - - - - - -
390o00 - 394099 ®e080c0s0v000 - - - - - - -
395.00 - 599099 [ XXX YRR YY ] - - - - - - -

Total secesscesese] 100,0 100,0 100,0 100.0 100,40 100,0 100,0
Estimated mmber of workers , £0 964, 936 311 819 246 2,096
Average weekly salal'y y eeece $34o5o $31.00 $36.00 838050 348000 347050 $37000

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 Boston, Mass,, Jamary 1950 - Continued

‘?erce__mb of women -
Calculating- Calculating=
machine | TAN® Gl |Clerks,|Clerks,
Weekly salaries 1/ operators ?mr lt'ha account-| file, | file, |CLerks,
(Camptometer| o4 on oen| ing  |class 4| clase BjEeneral
$m0w - $220/+9 Q0 G0000208082002000000 - - - - - -
$22050 - $24.99 ®000000ss0000008000000 - - 0.3 - 0.2 -
325000 - $27.49 8000000000000 000000000 103 15.0 04 - 1.0 -
$27'50 - %29099 9060000000000 00000000 302 4.6 4.5 - 29.2 -
$300m - $32049 S0ecscossccsvsnvevssseen 904 607 1105 408 4003 8.8
$32.50 - $34t99 Gec0ssesrsencgosceseen 10.2 3.3 1007 17.5 12.1 .6
535000 - $37049 0000008000080 08000000 28.6 27.4 moB 28.7 10.2 1.9
$37050 - $39099 Ses000sss0cseessvscne 15.5 ]-4.5 9.7 8‘2 2.6 1.9
$2»gcosg - $ﬁ.ég Q..0.000'O..O..OQO;... 1%.’97 ]J{roi 1502 12.7 3.2 11‘8
P4 o - . 00csscesosesssssnssece . 9 Ted | 2 . 9.0
1&50 - 47049 #800000000000000000000 5.6 3:7 701 3.5 06 1306
347050 - $1+9-99 Ses0s00000000s0000000 1.5 had 5.1 4.2 - . 14.0
$50000 - $52.49 9000890 ¢00ss00000000000 200 .8 303 708 - 19.3
$52050 - $510-099 8008000000000 08 000000 05 .Ip 109 1.2 - 1.-.5
$55000 - $57.49 99¢30080000000300000000 101 - 1.4 2.0 - 6.9
$57.50 - $59099 6000000800000 000000000 3 .4 03 1.2 - 14»08
$60000 - $62049 S06escsseecrcscsscesee - - 05 - - 93
‘?’62050 - $61&099 0essc0escscesottcvssoe 01 - ~ - - .l
$65000 - $67010-9 ®60e0s0000000000000000 - Lad .2 - - 2.5
%67050 - 9’69.99 0000000000008 00000000 .l - - - - -
$70000 - 372049 Gecesecevccsvctesvever - - - - - -
372050 had $74.99 0000000000008 000000000 - - - - - -
375000 - $79099 G80ccessseevcscrossccee d - .1 - - -
smooo - 3810099 8000000800200 000000s000 - - - - - -
$85000 - $89099 900008008000 0000000000 - - - L - -
$%000 -$94099 9908000000000 00 0000008 - - - - - . -
$95000 - $99099 ®cs00scerstoesnsvecnit - - - - - -
Total 00000 ces008s 000 csvse 100.0 100.0 100.0 100.0 100.0 100.0

Estimoted number of workers ceecescecs

Average weekly salary;/ ooy

1,909
$38,00

$36.00

3,206
$39.00

g

$40.00

2,380
$32,00

$47.00

See footnote
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TABLE 2.-—Percentage distribution of workers in selected office occupations by weekly salaries 1/
in Boston, Mass,, January 1950 - Continued

Percent of women =

. Stenog- | Stenog-
Weekly salaries 1/ Clerks, |  Clerks, Clerk~ | Office |
phers,] raphers
order | pay roll typists | girls ge_neral, teohnicai

$20000 - $22049 9000000000000 0000s0008 - bnd hd - - -
$22050 - %24099 ®s00c0versceesecvnsses - - 003 0‘7 - -
325000 - 627049 ®Pe0ss0sassesscernrses e 009 006 200 4.2 1.0 -
$27050 - $29-99 B0 00080 Cs0O0OISIROISICERIIRTS (2 07 1105 28.8 2.8 -
$30000 - $32.49 I R Y RN YY) 8o0 808 2600 4302 604 0.5
$32050 - 334099 G0ss000c0sssonsrsnsrse 10.3 606 1605 908 12.7 05
$35.00 - 537049 9ecees00s0ss00000000000 2208 1203 15.8 308 17.6 106

$37.50
$40,00
$42,50
$45.00
$47450

$50,00
$52,50
$55400
$57.50
$60,00

362,50
$65400
$67.50
$70,00

$39699
$42.49
$44.499
$47449
$49.99

$52449
$54.499
$57.49
$59499
$62449

$64.499
$67.49
$69.99
$72449

$72.50 = $74.99

$75.00 = 379499
$80000 - $84099
$85,00 = $89,99
$90400 = 394,99
$95.00 = $99499

0000000000000 0c000000 0
G0 000000 vcsso0sseeon s
8000000000000 0000000a s
8900000000000 0008000000

900000000000 0000000000

0050000000000 000000000

®00s00c000ss00000c0s000 0
0000000000800 000s00000
080000000000 000000000 0

8900000000000 000000000

®0ccssrscccosresnsosce
P00 0CIOLORBPORRLIOISIOTS
®080000c000c0000 000000
®eovesesessssssescssne

00000000000 0000000c000
@0cooovssssssvsnnesean
600000000000 0000000000
[ XX N X RN YARRRNRNNENNXEY ]

®0esecncssrnsccaacoved

TOtal S0000cccccstsccocrcns

Estimated number of workers qecesccceee

Average weekly S818TY 1/ eseeseveccesns

844
18.8

16.0

10,0
10.3
3.7
2.1

13.6
16,

10.3

548
2,1
2L,1
2447

3.5 401 08 d 208 1307
242 2.9 9 - 43 6.3
104 2.5 ol - 1.1 05
22 2.6 - - 1.2 4be?
o3 1.2 - - o5 -
o5 1.4 - - - -
- 04 - - 02 -
.l .1 - - - -
z 1 - - - -
- 02 - - - -
- ol - - - -
- -1 - - - -
100.0 100,0 100,0 100,0 100,0 100,0

649
$39.50

1,642
841,50

45079
934450

542
$31.50

54207
$39.50

190
$45400

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 Boston, Mass,, January 1950 - Continued

Percent of women =

Switch-| Switch- Tli';;‘- Tr‘;‘g;
ekly salari board scribing= | scribing- .
We e 1/ obo:ard operator- | machine machine |l1ypists,Typists,
‘ltfrs- reception| operators, loperators, | ¢1288 A fclass B
ists general |technical

$m.00 had $22.1§9 9009000000 0OOSOROGIOCIOIOIBLY - - bl - Lad -
$22.50 bt $24.99 ®00sccecssvessovroced 1.2 - - - - -
325.00 - $27049 0600000000000 000000c00 - b - - - -
327050 - 329.99 ®0o0cs0c0cossnos 06 004- 109 - - 23.7
$30000 - 332-49 ®00008000000 0 lloo 16.0 14.6 11.2 1.6 37.4
$32o50 b 334099 0000000000090 006000000S 9.9 1109 19.2 24.7 10.4 114..8
$35ooo - 337.49 PO VOO OVEBIOGIOQRESIOCIOSIIROROD 22.3 24-.4 16.4 22.5 19.8 ll.O
337050 - $39.99 920000000000 c000000000 1005 1102 1502 - 15-0 507
340.00 - s42049 9000000800000 0000000s 17‘1 1403 15.2 14.6 12.2 3.1
$42050 - $44.99 0000000 CEOIOGONIRNOIOIONONINIOCOIECSS 602 604 6.4 506 1105 303
$45000 - 347049 ®00000000000000ss00000 6.5 6.9 7.4 79 2201 05
847050 - $49099 0000000000000 00000000 6.2 300 09 lol 201 .5
$50000 - $52‘1&9 S0c0000c000s00 000000000 4.5 202 04- 12.1; 2.1 -
$52050 - 854099 [ XXX XX YY1 a0ss0ssscnce 1.6 .6 - - 1.6 -
$55.m - $57.49 9000088000000 00000000 1.9 105 2.4— - l.l ~
$57.50 - $59099 0000000000000 0000000 - - - - 05 -
360.00 - $62049 I Y Y Y YN Y R Y .2 l.l v - - -
$6205O - $64099 000000000008 0000000000 02 ol Lad - - -
565.00 - $67049 0080000800000 00000000 - - iad - - -
$67QSO - $69.99 9006000 ccrcnsscssnsnse Ql - - - Ll -
$70000 - $72049 806000 c0asecsrsonsnsboce - - - ~ - -
$72050 - $74.99 0000080000080 000 00000 - - - Lod - -
875000 - 379.99 9000000009000 000000000 - - - - - -
$80.00 - $84.99 9000000000000 00000000 had had - - - -
385000 - $89099 @es0scssssenscssecrede - - - - .— -
$%000 - $94099 ®eccsessvsesessncoccce - - - - - -
&95'00 - $99.99 0980060000008 00000000000 - - - - - -

Total 00000000000t 00000c0000 }=100.0 100.0 100.0 100.0 100.0 100.0
Estimated number of workers sscss0sose 860 952 834 89 434 2’647

Average weekly salary y eesecsscccoce

$39.50

$38,50

$37450

$39400

$41.00

$32450

1/ Excludes
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TABLE 3.~Scheduled weekly hours of women in Boston offices, Jamuary 1950

Percent of workers employed

in offices in - .
I

Manufacturing Transpor-
ALl Finance,| tetion,
All Whole- insur- [comnuni-
Non-
Weekly hours indus- | manu~ | pyraniel 4 ur:gl o sale %:ﬁil ance, cation, [Services 2;?2:1‘
tries fac~ g00ds | poods trade and realjand other .
turing estate | public
utilities
All offices employing women eeee 100,0 | 100,0 | 100,0 | 100,0 100,0 100,0 100,0 100.0 100,0 | 100,0
35 hoUrS sevesseassogecscessncrs 749 7.8 11,6 4e2 0.9 5.0 9.9 1.5 8,7 64,46
Over 35 and under 37% hours a.ew | 17.8| = - - 34| 9| 36,9 s | | 43
37k hOUTS seessvsesvsessesrasses 16,5 149 3.1 25.9 173 5.0 15,1 48,7 18.2 -
Over 374 and under 40 hours e...s 18,3 9.2 1.3 | 16.6 10,0 37.2 24,9 542 9.7 -
40 hoUTS sessnsesesssesssasssces 37.1 66,4 80.5 5343 61,4 32.6 13.2 434 Lha2 3.1
Over 40 and under 44 hours seeee 3 - - - o 1,7 - - - -
L/, HOUTB eyievevenssoscsroscscone 1.6 1.7 3.5 - 6.6 3.6 - - - -
48 hOUrS 4eeeseveeseccscccrsense o5 - - - - - - o7 5.5 -
TABLE 4,=-Scheduled days in workweek of women in Boston offices, January 1950
Percent of workers employed in offices in =
Manufacturi Transpor-
, Finance,| tation,
Days in week Al _ | Whole- insur- {communi- Central
ys in wee) indus~ | ®#0U= [pyurable 4 Nogl sale %::gi'l ance, cation, [Services|,frices
trios face | ooods “rad | trade and realland other
turing gooas estate | public
— utilities
All offices employing womeén eeee 100,0 100,0f 100,0] 100.0] 100,0 100,0 100,0 100,0 100,0 | 100,0
5 daY8 sevececnesrsccossesacecan 9448 9249 9542 90,7 91,0 93.7 98,6 9845 8443 | 100,0
54 d8YS eesescscsscassesaccscane 3.9 Tl 448 943 T3 6.0 BBV o3 3.0 -
6 38Y8 eeacsersessrccsovecscaras ol - - - - - - 7 - -
Other 9000000000ttt tetsRsa0e 1.2 - - - 1-7 03 o5 1207 -

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



[
\n

TABLE 5,--7acations with pay in Boston offices, January 1950

Percent of workers employed in offices in —
Manufacturing Transpor-|
Finance,| tation
A1l ALL Non- |iWhole~ insure communi:
Vacation poliey indus- mgnu— warable durable| sale |ieball ;.nce, cation, {iervices Central
tries tuaf— gods |7 ode | trade | 7% |.nd real|and other offices
ring &
estate | public .
.- *xtilitie%
A1l offices studled ssecvierercecesares 100,0 [100,0 100,0 { 100,0 | 100,92 §100,0 | 100,0 100.0 100,0 100,0
6 months of service
Offices with paid vacations .......... | 63,9 | 67.% 68,0 1 67.4 69.6] 64.9  75.3 44,7 62,4 56.9
Under 1 week sveevoscasesnoonnse 3.4 2.3 4.3 - L.Q - 2.9 16.1 - -
L WeeK oevurennrnvncervons 34.5 | 47.2 4.1 50,7 | 57.3 | 64D 15.4 27.5 38.8 39.6
Over 1 and under 2 weeks . 2,71 11,0 17.1 Lob - - - - 5.7 11.9
2 WEEKS sevvvevrcrrrevrrannocans 28,0 762 2.5 12.3 T4 .9 56.7 1.1 14.5 5.4
OVer 2 WeeKS sevseseenessosconse o3 - - - - - o3 - 3.4 -
Offices with no paid vacations .eeee.. 31,1 32.3 32,0 32,6 | 30,41 35.1 24,7 55.3 37.6 43.1
ear of service .
0ffices with paid vacations s...e.ee.s | 100,90 {100,0 | 100,0 | 100,0 | 100,0 | 200.G | 100,0 100,0 | 100.0 | 100.0
1 WeOK seeeersrecccsccrovesnnsee Te2 6.3 1,6 11,4 § 11,7 | 21.9 - 17.4 15.1 10,5
2 WOBKS eceverceresvrenssvnnceses 84.1 | 90,2 217 88,61 88.3] 78.1 8Lt 82,6 67.1 gl.1
OVer 2 WOEKS cesverccssnsanoencs 8.7 3.5 6.7 - - - 15, - 17.8 8.4
Offices with no pald vacations ....... - - - - - - - - - -
2 years of service
Offices with paid vacations ....esvece 100,0 | 100,0 | 100,0 | 100,0 | 100,70 | 100,0 { 100,0 100.0 100,0 100,0
1 WeeK ceenrevesecccasosrcrcases 2.0 449 1.6 8.5 3.2 - - o5 9.5 -
2 WERKS coevesesovrccncosencocce 87.51 91,6 91.7 91,5} 96.8 | 100,0 81.1 99.5 67.6 91.6
OVEr 2 WOBKS sevsesceacsvsansnes 10.5 3.5 6.7 - - - 18.9 - 22.9 8.4
Offices with no paid vacations ....... - - - - - - - - - -
5 years of service
Offices with paid vacations ,.eseecees 100,0 | 100,5 | 100.0 | 100,0 | 100,0 | 100.0§ 100.0 100,0 100,0 100,0
1 WOEK sevevsscccsccssacccsrnves 1.6 2.9 1.6 4e3 o2 - - - 9.5 -
2 WEEKS seeivecsrcasscsccrovenan 72,1} 88.¢ 91,7 85,9 96.8] 58.9 56,3 100.0 66.3 87.4
Over 2 WeeksS seeeecvecennconcons 26,3 8.2 6.7 9.8 - 1 4.1 4347 - 24.2 12.6
Offices with no paid vacations Jevee.s - - - - - - - - - -
TABLE 6,--Paid holidays in Boston offices, January 1950
Percent of workers employed in offices in =
X aami~  fn e " |Ret = |communi- Central
Number of paid holidays i:?.::— n‘;‘;“;_ ;?ﬁ fi;gggi.e ti:ldz tragil a:gcxe-;al aﬁ;"ifr’;' Services [opfices
other
taring estate | yupiie
utilities
A1l offices studied ...eecevesessessee }100,0 | 100,01} 100,0 | 100,0 |100,0 |100,0 | 100,0 100,90 100,0 100,0
0ffices providing paid holidays "seeese 96.0 | 100,0}100,0 | 100,0 J100.0 | 59.4 | 100,0 100,0 100,0 100,0
Number of holidays:
1405 eeevvsecneoresnnncncensna .6 - - - - - - - 9.5 -
6 cevrrenires vecerses 3.7 18.0| 25,5 9.9 - o2 - 2.3 - -
T eeeseeservssscssssacsarcnnce 3.1 10.7 be? 17.2 - 3.3 - 2.9 4e9 13.2
sesesecsssersecsnssscerssane 1.0 5.4 1 10.3 - - - - - - -
P S Y Leb 8.2 14.5 1.4 - 15.6 4 - - 21.8 3.0
seessssecsssssesssccerirnas o5 - - - 1.8 - - 3.9 - -
D sisereavrececsssossecsavensse A 7.2 .9 14.0 | 13.7 2,5 1.6 1.0 2,7 4ol
10 seeacocccrssrsscsococcocsses 20,6 32,1 40.8 22,7 | 36.9 | 11.9 7.8 S5hetls 13.6 40.4
104 sevessasansorernscasnonoses .1 - - - - 1.0 - - - -
P 53.8 16,5 3.8 3004 | 46.4 | 24.9 86,0 35.5 32,2 39.3
113 seesesessorecsssaccnscsases o2 - - - 1.2 - - - - -
12 0F 125 seeerocecocsscococnnss 1.7 o5 - 1.0 - - 3.6 - - -
13 OF MOTE ssvevocssosossvocens 1,7 1.3 - 2,7 - - 1.0 - 15.3 -
Offices providing no paid holidays ... 4.0 - - - ~ | 40.6 - - - -

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



TABLE 7e-~Formal

provisions for paid sick leave in Boston offices, January 1950

Perceat of wnrkers employed in offices in -

ufactury
Transpor-
A1l Finence,|{ tation,

Provisions for paid sick leave A1l Non- |Whole~ . insur- | communi-~ )
indus-|@anu~ (Durablely el g1e Re?all ance, cation, |Services Central
tries | fac- goods goods | trade trade |, 4 realland other offices

turing estate | public
utilities
A1l offices studied eesssseerssccseesssss| 1000 1100,0 | 100,0! 100,92 1100,0 | 100.9} 190,0 100,90 | 100.0 | 100.0
1 _yeer of service
Offices with formal provisions for
paid sick 1eave sssssssesssessesrssnses| 35.0 | 36,7 42,1 30.8 [ 36.5 2144 39.0 2545 37.7 Tel

5 daya @vrorenernsseserPrererreteD 707 n-3 10.1 ]-2-7 10-3 5-1 7'0 9-—'-) 12,5 -

6 days sessvecessesrsssessessecsses 2.4 - - - - 13,7 1.5 - 4e9 340

T ~8 =~ 9 dayS cesoesasreccoresssans 1.3 - - - 10,2 - - - - -

10 days cosecessesccsossessossennessi 1004 | 1843 18,5 18.1 5¢3 - 11,56 ol 2.4 4ol
104 = 11 days esevessccecccoscroases o7 - - - 3.6 - - - 2,9 -
12 days eereersenes 8,2 - - - 1.3 2.5 16.3 1.2 9.9 -
15 ~ 15% days .. 24 2.3 4e3 - 7.2 - 2.5 - - -
20 dayS essevessssreccecrcvcarconaes 1.4 3.1 549 - Lo7 - - - 3ok -
Over 20 days sessscessscssccsencesee o5 1.7 3.3 - - - - 8 1.7 -
Offices with no formal provisions
for paid Sick 1€aVe seesssrsescsssascasl 65,0 | 6343 579| 6942 | 6304 73.5 61.0 The5 62.3 92,9
2 years of service
Offices with formal provisions
for paid sick 1leave sesserssoccsssessss| 35.0 | 36.7 42,1 3048 | 3645 | 2144 39.0 25.5 37.7 7.1
5 days eeecesevsesccosssvecerccssnss 4ol | 10,7 10.1{ 11.3 Le3 9 ok 6,2 12.5 -
6 daYS ceesescsccsrerseresrssarasens 1.9 | - - - - 843 1.5 - Le9 3.9
T =~8 =9 days essosecsccsscccrssnes 1.3 - - - 1%.1 - - - - -
1O dayS eesosvessccasecsssscacscassss| 13,5 | 18,9 18.5| 19.5 2.9 4o2 18.2 15.% 2.4 4ol
104 = 11 days cessescecssonrsorsasnss o5 - - - 3.4 - - - - -
12 daYS eocevessevensosenrercorsonnns 8.6 - - - 1.3 8.2 16.3 - 9.9 -
15 = 15} dayS eseersssesccsassssacses 1.9 - - - 4.9 - 2.5 - 2.9 -
essssesvonss 2,1 3.1 5.9 - 9.5 - - 1.7 3ok -
Over 20 d8YS esssrececscssassssoscses 1.0 440 746 - - - - 2,0 1.7 -
Offices with no formal provisions
for paid 8ick 16aVe ceeerecsvessossenes | 65.0 | 63a3 57.9 | 69.2 | 6344 78.5 61,0 o5 62.3 92.7
5 years of service
Offices with forwmal provisions
for paid sick 1eaVe eveseecccevsccssess | 3644 | 3647 42,1 | 30.8 | 36,% 3545 3949 255 37.7 7.1
5 dayS essecessessecessesssssressens 4ol 10,7 10.11 1.3 ko3 . ok 6.2 12,5 -
6 d8YS evecssccorensacsoscsnssscnnns 1.5 - - - - 562 1.5 - 49 3.0
7 =8 = 9days seecessceccecsscsscns 1.3 - - - 10,2 - - - - -
10 daYS eeessessececsscscescccvccccns 9+2 | 16,0 14.1 [ 18,2 2.9 o1 11.5 7.1 2.4 1%
104 - 11 days . oo o4 - - - 3.6 - - - - -
12 days eesesaese seses 844 - - - 1.3 5¢7 16.3 - 9.9 -
15 = 153 days eseecoreesevecscecseees| 365 | = - - heS - 6.7 - - -
20 dAyB R mx 2.7 5ok 10.3 - 245 - 2.5 - 3,& -
OVer 20 days ecscoscosmscccscsocssces 5e2 Leb 7% 1.3 6.9 23.8 - 12.2 heb -
Offices with no formal provisions
for pﬁid 8icK 10AVe sesecencccrcvoscnse 63.6 6303 57.9 69n2 630!& &h-'& 61.0 The5 6203 9249
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TABLE 8,--Nonproduction bonuses in Boston offices, Jamuary 1950

Percent_of workers employed in offices in -
Manufacturing Transpor—
AT1 Finance, | tation,
£ b A1) _ Non- |Whole~ ;9] insur- [communi- .
Type of borus indus- ms;:.:u Duzz.gl;_e durable| sale fé;:g;l ance, cation, [Services Sg?;:';‘:
tries tur;:.- g goods |trade and real |and other
ng estate | public
utilities
A11 offices 8tudied seeeeessesncssesees |100,0 1100,0 | 00,0 | 100,0 {100,0 |100,0 | 100.0 100,0Q 100,0 ]100,0
Offices with nonproduction
bonuses eeccesessessansencrsnscess | 35.2 | 36,8 | 28,2 | 46,2 | 46,0 | 51.6 | 32.4 12.6 31.3 | 18.6
Christmas or year-end seeecscecees | 28,1 | 30,0 16,1 46e2 | 42.0 | 37,4 23.3 12,6 31.3 11,7
Profit—sharing .eeeecececcecccsors 2,1 5.7 50k 6,1 244 - 1,6 - - -
Other sevcvecococorescoroseccncone 5.8 Lol 6,7 1.9 1.6 | 1.4 7.5 - - 6.9
Offices with no nonproduction
DONUSEE essevcosssosssesssnnssescasss | 64e8 | 63,2 | 71,8 5348 | 54.0 | 48.4 | 67.6 87.4 68.7 81l.4
1/ Unduplicated total,
TABLE 9,~-Insurance and pension plans in Boston offices, January 1950
Percent, of workers employed in offices in -
Manmufacturing Transpor-
A1l Finance,| tation,
A1) Non~ {Whole~ insur- | communi-
Type of plan Indus- m;:::: D‘tﬁe durable| sale i‘;:gi‘l ance, cation, |Services g;;‘;‘:i
tries turin g goods [trade and reael| and other
g estate | publie
utilities
A1) offices studied seessesscvcccsacee | 100,0 13100,0 13100,0 | 100,0 ]100,0 J]100,0 { 100,0 100,0 100,08 1100,0
Offices with insurance or pension
Plans 1/ eeesssnssosessescsssscsscns 91,6 | 92,0 | 97.5 | 85.9 | 80,6 | 92,1 | 97.3 90.6 78.3 | 86.8
Life Insurance seesesesevccescces 78,1 | 79,7 86,3 T2.6 | 64.8 | T1,1 91.9 42,2 45,1 81.8
Health insurance seecoesessocssce 34.9 | 4842 5546 40,0 1 30,5 | 49.7 26,6 Lot 26.8 49
Retirement pension c.seesssesvese 53,2 | 36.8 38.6 3449 | 33.0 | 42,9 68,6 82.6 33.8 35.8
Other wevsessosseceosssscccsssens 60,1 | 62.8 634 62,0 | 49.5 | 55.5 72,2 36,9 28,6 41,9
Offices with no insurance or pension
PlANS wesossessresssssscesenssssnnes 844 840 245 4.1 1944 7.9 2.7 9.4 2.7 13,2

1/ Unduplicated total.
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APPENLIX A

Scope and Msthod of Survey

The informastion presented in this bulletin was collected by visits of fleld representa-
tives of the Bureau to representative offices in the city surveyed. In classifying workers by oc-
cupation, uniform jJob 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 those that are found in & large proportion of offices and that involve duties that are more
or less uniform from firm to firm, The Jjobs studied are more representative of the salarles of
women than of men office workers, ’

The study covered six broad industry divisions (and central offices) and in each division
only establishments above & certain slze 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 estab-
lishments of & certain size, however, was given only its proper influence on the information pre-
sented, The industries included in the study together with the minimum size of establishments and
the nmumber of establishments surveyed are swmmarized below,

Establishments and workers in major industry divisions in Boston, and number
studled by the Bureau of Ilabor Statistics, Janvary 1950

Minimum Number of
size of establishments Fxp loyment
Itenm establish- Estimated Estimated | In establishments
ment total Studied total studied
1/ 2/ Total Office
Industry division
All divisions ®Seeeccccccssssscrcce 1,714-8 237 358,700 1‘4‘8,510 38,760
MaNUTaCtUring eceeecsescscscscss 101 u56 52 168,800 63,330 7,520
Durable goods 3/ secvesecnes 10l 150 18 65,700 37,100 5,130
Nondurable goods 4/ .v.eeess 101 306 3% 1 103,100 | 26,230 2,390
Wholesale trade ...ceeeeesssssns 26 492 L2 37,300 7,660 2,220
Retail trade sieeesesecscscoces 101 167 39 60,400 | 30,600 k,530
Finance, insurance, and real

09tate seserneccscrarncannans 26 321 Lo 43,100 18,770 17,480

Transportation, commmication,
and other public utilities 5/ 101 66 20 31,000 21,440 4,300
S6rvices 6/ sieiesecececococnce 26 222 29 16,300 5,210 1,560
Central OFf1CEB seseeevevecenes |. 26 2k 15 1,800 1,500 1,150

Size of establishment

Al) 8126 EYOUPS sesecesssecsccenss 1,748 237 358,700 | 148,510 | 38,760
501 8-n~d- QVOY' seseevecscssccssee 110 63 1581000 119}630 29’960
251- 500 IR N RN NR N R NN RN NN NN NN NN 179 36 61,300 13’030 2,730
101 - 250 LA N B N N N N N N NN ) 627 78 lm,soo ].2,980 h’510
26' 100 Q0800000000000 0000000 832 60 38’900 2,870 1’560

1/ Number of plant and office workers,
2/ )Plant and office employment in the Boston Metropolitan Aree (as defined by the Bureau of the
Budget )
g/ Metalworking; lumber, furniture,and other wood products; stone, clay and glass products;
professional, scientific and controlling Instruments; optical goods; watches and clocks; and mis-

cel]7neous manufacturing.
Food and kindred products; tobacco; textiles; apparel and other finished products made from

fabrics; paper and paper products; printing and publishing; chemicals; products of petroleum and
coals rub'ber products; and leather and leather products.
5/ Excludes railrcads.
Business service; such professional services as engineering, architectural, accounting,
audIting and bookkeeping flrms; 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 dats refer to the work schedules for which these
salaries are paid, Hourly rates were obtained by dividing these weekly salariles 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 classification,

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

The swmmary of vacation and sick leave plans is limited to formal arrangements and ex-
cludes informal plans whereby 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 time off and exclude health insurance even though pald for by employers.

In evaluating Information on variations in salaries with size of establishment, in the
few cities in which the coverage Justifies such a summary, it should be remembered that this fac-
tor may be related to others, There is 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 is to assist its
field staff in claseifying workers who are employed under a variety of pay-roll
titles and different work arrangements from office to office and from area to
area, into appropriate occupations, This is essential in order to permit the
grouping of occupatlonal wage rates repressenting 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 characteristice of the Bureau's Jjob descriptions, their adop-
tion without modificetion by any single establishment or for any other purpose
than that indicated herein is not recommended, Whers office workers regularly
perform duties classified in more than one occupation, they are genserally clas-
sified according to the most skilled or responsible duties that are & regular
part of their Job and that are significant in determining their value to the
firm,

BILIFR, MACHINE

A worker who prepares statements, bills, 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 iIncldental to tilling operations, Should be designated as working on billing
machine or bookkeeping machine as described below.

Billing Machine - A worker who uses a special billing machine (Moon Hopkins, Elliott
Fisher, Burroughs, etc., which are combination typing and adding machines) to prepare bills and
invoices from cugtomers' purchase orders, Iinternally prepared orders, shipping memoranda, etc.
Usually involves application of predetermined discounts and shipping charges and entry of nec-
egsary 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 1s 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 operastion. Generally involves the simultaneous
entry of figures on a customer's ledger record. The machine automatically accumulates figures
on a number of vertical colurms and computes and usually prints automatically the debit or
credit balances, Does not involve a kmowledge of bookkeeping. Works from uniform and standard
types of sales and credit slips.

BOOKKEEPER, HAND

A vorker who keeps a set of books for recording business transactions and whose work in-
volves most of the following: posting and balancing subsidiary ledgers, cash books or Jjournals,
Journalizing transactions where judgment is involved as to accounts affected; posting general
ledger; and taking trial balances, May also prepare accounting statements and bills; may direct
work of assistants or accounting clerks,
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BOOKKEEPING-MACHINE OPERATOK

A worker who operates a bookkeeping machine (Remington Rand, Ellioti Fisher, Sund-
strand, Burroughs, Natlonal Cash Reglster) to keep & record of business transactions.

Classe A - A worker who uses a bookkeeping machine with or without a typewriter key-
board to keep a 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 & bookkeeping machine with or without a typewriter key-
board to keep & reccrd ofone or more phases or sections of a set of reccrds pertaining to busi-
ness transactions usvally requiring socme 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 additlion, may check or assist in preparation of trial balances and prepare control
sheets for the accounting department.

CAICULATING-MACHINE OPERATOR

A vorker whose primary function ccnsists of operating a calculating machine to per-
form mathematical computatlions other thean addition exclusively.

Comptometer type
Other than Comptometer type

CLERK, ACCOUNTING

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

CLERK, FILE

Class A - A worker who is responsible for maintaining an established filing system
and classifies and indexes correspondence or other meterial; may also file this material, May
keep records of verious types in conjunction with files or supervige 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 clessifled, or locates or assists in locating material in files, May perform incidental
clerical duties,

CLERK, GENERAL

A worker who is typically required to perform a veriety of office operations, This
requirement may arise as & result of Impracticability of specialization in a smell office or
because versatility is essential in meeting peak requirements in larger offices. ~The work
generally involves the use of independent Jjudgment 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 or 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

work requires, (See Clerk-Typist.)
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CLFRK, ORDER

A worker who receives customers'’ orders for material or merchandise by mail, phone,
or personally and vwhose 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 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.

CIERK, 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 esrnings based on time or produc-
tion records; posting calculated data on pay-roll sheet, showing Information such as wquer's
name, working days, time, rate, deductions for insurance, and total wages due, In addition, may
make out pay checks and sssist the paymaster in making up and distributing the pay envelopes.
May use a calculating machins,

CILERK-TYPIST

A worker 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 fraom 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 supervisgion ani with no supervisory responsibilities, records account-
ing and statistical date on tabulating cards by punching & series of holes in the cards in a
specified sequencs, using & numerical key-punch machine, following written information on rec-
ords, May be required to duplicate cards by using the duplicating device attached to machine.
Xeeps 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
miner 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; receiving 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
a transcribing machine. In addition, may prepare special reports or memorande for information
of superior, !

STENOGRAPHER, GENERAL

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 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 vorker whose primary function is to teke dictation from one or more persons, either
in shorthand or by stenotype or similar machine, involving a varied technicel or specialized
vocabulary 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 OPERATCOR

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 wessages. As a minor part of duties, may give information to per-
sons who call in, or occasionally teke telephone orders. For workers who also do typing or
other stenographic work or act as receptionists, see Switchboard Operator-Receptionist.

SWTTCHBOARD OPFRATOR-RECEPTIONIST

A worker who in eddition 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 may take the major part of this
worker's time while at switchboard,

TRANSCRIBING-MACHINE OPERATOR, GENERAL

A worker whose primary function is to transcribve dictation involving a 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 mechine is
clagsified as a Stenographer, General,

TRANSCRIBING-MACHINE OPERATOR, TECHNICAL

A vorker whose primary function is to transcribe dictation involving a varled tech-
nical or specialized vocabulary such as in legal briefs or reports on sclentific research 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 1s classified as a
Stenographer, Technical.

TYPIST

A worker who uses a typewriter to make coples of various material or to make out bills
after calculations have been mede by another person. May operate & teletype machine,

Class A - A worker who performs one or more of the following: typing meterial in
final form from very rough and involved draft; copying from plain or corrected copy in which
there is a frequent and varied uss of technical and unusual words or from foreign language copy;
combining material from several sources; or plamning lay-out of complicated statistical tables
to maintaln wuniformity and balance in spacing; typing tables from rough draft in final form,
May also type routine form letters, varying details to sult 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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