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P r e fa c e

The Com munity  Wage Survey P r o g r a m

The Bureau of Labor  Statistics  r eg u la r ly  conducts 
a reaw ide  wage surveys  in a number of im portant indus
t r ia l  centers .  The studies, made f ro m  late fa l l  to ea r ly  
spring, re la te  to occupational earn ings and re la ted  supple
m en tary  benefits .  A  p re l im in a ry  rep o r t  is  ava ilab le  on 
com plet ion  o f  the study in each area ,  usually in the month 
fo l low ing  the p ay ro l l  p e r iod  studied. Th is  bulletin  p rov ides  
additional data not included in the e a r l i e r  repo r t .  A  con
solidated ana ly t ica l  bulletin  sum m ariz in g  the resu lts  o f  a l l  
o f  the y e a r 's  surveys  is  issued a f te r  com plet ion  o f  the 
f inal a rea  bu lletin  fo r  the current round o f  surveys .

Th is  r ep o r t  was p repared  in the Bureau's reg ion a l  
o f f ice  in Chicago, 111. , by W oodrow  C. Linn, under the d i
rec t ion  o f  G eorge  E. Votava, R eg iona l  Wage and Industr ia l  
Re la t ions  Ana lys t .
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O c c u p a t io n a l  W a g e  S u r v e y — S ou th  B e n d , In d .

Introduction

T his a r ea  is  one of s e v e r a l  im p ortan t in d u str ia l c e n te r s  in  
w hich the U .S . D ep artm en t o f L a b o r ’ s B u rea u  of L abor S ta t is t ic s  has conducted  su rv e y s  o f occu p ation a l ea rn in g s and re la ted  w age b en efits  
on an areaw id e b a s is .  In th is  a r ea , data w ere  obtained  by p erso n a l  
v is i t s  o f B u reau  f ie ld  ec o n o m is ts  to r e p resen ta tiv e  e s ta b lish m en ts  w ithin  s ix  broad  in d u stry  d iv is io n s:  M anufacturing; tr a n sp o r ta tio n ,1
co m m u n ica tion , and o th er public u t il it ie s ;  w h o lesa le  trade; r e ta il  
trade; f in a n c e , in su ra n ce , and r e a l e s ta te ;  and s e r v ic e s .  M ajor in 
d u stry  groups ex clu d ed  from  th ese  stu d ies  a re  g overn m en t o p era tio n s  and the co n stru c tio n  and e x tr a c tiv e  in d u s tr ie s . E sta b lish m en ts  having  few er  than a p r e sc r ib e d  num ber o f w o rk ers  a re  o m itted  a lso  b eca u se  they fu rn ish  in su ffic ie n t  em p lo ym en t in  the occu p ation s stu d ied  to w a r 
rant in c lu sio n . W h erever p o s s ib le , sep a ra te  tabu lation s are provided  for  ea ch  of the broad in d u stry  d iv is io n s .

T h ese  su rv e y s  are conducted  on a  sam p le  b a s is  b eca u se  o f the u n n e c e ssa r y  c o s t  in vo lved  in  su rv ey in g  a ll e s ta b lis h m e n ts . To obtain  app rop ria te a c cu ra cy  at m in im u m  c o s t ,  a g r ea ter  p ro p ortion  of la rg e  than of sm a ll  e s ta b lish m en ts  is  stu d ied . In com b in ing the data, how 
ev er, a ll e s ta b lish m e n ts  are  g iven  th e ir  approp ria te w e igh t. E s t im a te s  
b ased  on the e s ta b lish m e n ts  stu d ied  are p resen ted , th e r e fo r e , as r e la tin g  to a ll e s ta b lish m e n ts  in  the in d u stry  grouping and a r ea , e x cep t for  th o se  b elow  the m in im u m  s iz e  stu d ied .

O ccupations and E arn in g s
The occu p ation s s e le c te d  for  study a re  com m on  to a v a r ie ty  of m anufactu ring and nonm anufacturing in d u s tr ie s . O ccu p ation a l c l a s 

s if ic a t io n  i s  b a sed  on a u n iform  s e t  o f job d escr ip tio n s  d esig n ed  to  take accou n t of in te r e sta b lish m e n t v a r ia tio n  in  d u ties  w ith in  the sam e  job . (See appendix fo r  l is t in g  o f th ese  d e s c r ip t io n s .)  E arn in g s data are  p resen ted  (in the A - s e r ie s  ta b le s )  fo r  the fo llow in g  ty p es o f o ccu p a 
tions: (a) O ffice c le r ic a l;  (b) p r o fe ss io n a l and tech n ica l; (c) m a in te nance and pow erplant; and (d) c u sto d ia l and m a te r ia l m ov em en t.

O ccupationa l em p lo ym en t and ea rn in g s data a re  show n for  fu ll- t im e  w o r k e r s , i .  e . , th ose  h ired  to w ork a reg u la r  w eek ly  sc h e d ule in  the g iven  occu p ation a l c la s s if ic a t io n . E a rn in g s data exclu d e  
p rem iu m  pay for  o v e r tim e  and fo r  w ork on w eek en d s, h o lid a y s , and

1 R a ilro a d s , fo r m e r ly  ex c lu d ed  fro m  the sco p e  of th ese  s tu d ie s ,  have b een  added in  n ea r ly  a ll  o f the a r ea s  to be stu d ied  during the w in ter  o f 1959-60; ra ilro a d s  w ill  be added in  the rem a in in g  a r e a s  n ex t  y e a r . F o r  sco p e  o f su rv e y  in  th is  a r ea , s e e  footn ote to " tran sp orta tion , co m m u n ica tion , and oth er public u t il it ie s"  in  tab le 1.

la te  s h if ts .  N onproduction  b on u ses  are  ex clu d ed  a ls o , but c o s t - o f -  
liv in g  b on u ses and in cen tiv e  ea rn in g s are  in clu d ed . W here w eek ly  
hours are rep o rted , as for  o ff ic e  c le r ic a l  occu p a tio n s , r e fe ren c e  is  
to the w ork sch ed u les  (rounded to the n e a r e s t  h a lf hour) for  w hich  s tr a ig h t-t im e  s a la r ie s  are paid; a v erag e  w eek ly  ea rn in gs for th ese  
occu p ation s have b een  rounded to the n e a r e s t  h a lf d o lla r .

A v erag e  ea rn in gs o f m en  and w om en are p resen ted  sep a r a te ly  
for s e le c te d  occu p ation s in  w hich both s e x e s  are  com m on ly  em p lo yed . D iffere n ce s  in  pay le v e ls  o f m en  and w om en in  th ese  occu p ation s are  
la r g e ly  due to ( l )  d if fe r e n c e s  in  the d istr ib u tion  of the s e x e s  am ong  in d u str ie s  and esta b lish m en ts ;  (2) d iffe r e n c e s  in  sp e c if ic  d u ties  p e r 
form ed , although the occu p ation s a re  a p p rop ria te ly  c la s s i f ie d  w ith in  the sam e su rv e y  job d escr ip tion ; and (3) d iffe r e n c e s  in  len gth  of s e r v 
ic e  or m e r it  re v iew  when in d ivid ual s a la r ie s  are adju sted  on th is  b a s is . L onger a v era g e  s e r v ic e  of m en  w ould r e su lt  in. h igh er a v erag e  pay w hen both s e x e s  are  em p loyed  w ith in  the sam e ra te ra n ge . Job  
d escr ip tio n s  u sed  in  c la s s ify in g  em p lo y ees  in  th ese  su r v e y s  are u su 
a lly  m o re  g e n e r a liz e d  than th ose  u sed  in  ind iv id u al e s ta b lish m e n ts  to a llo w  fo r  m in or d iffe r e n c e s  am ong e s ta b lish m e n ts  in  s p e c if ic  d u ties  
p er fo rm ed .

O ccupationa l em ploym ent e s t im a te s  r e p r e se n t  the tota l in  a ll  es ta b lish m en ts  w ith in  the scop e  of the stu dy and not the num ber a c tu a lly  su rv e y ed . B eca u se  o f d iffe r e n c e s  in occu p ation a l stru ctu re  am ong  e s ta b lish m e n ts , the e s t im a te s  of occu p ation a l em p lo ym en t obtained  fro m  the sa m p le  o f e s ta b lish m e n ts  stu d ied  s e r v e  on ly  to in d icate  the re la t iv e  im p orta n ce of the job s stu d ied . T h ese  d iffe r e n c e s  in  o c c u pational s tru ctu re  do not m a te r ia lly  a ffec t  the a c cu ra cy  of the e a r n 
in gs data.

E sta b lish m en t P r a c t ic e s  and S u p p lem en tary  Wage P r o v is io n s
Inform ation  is  p re se n ted  a ls o  (in the B - s e r ie s  ta b le s )  on s e 

le c te d  e s ta b lish m en t p r a c t ic e s  and su p p lem en tary  b en efits  as they r e la te  to o ff ic e  and plant w o r k e r s . The te r m  "office w o r k e r s , " as u sed  in  th is  b u lle tin , in c lu d es  w orking s u p e r v iso r s  and n o n su p erv iso ry  
w o rk ers  p er fo rm in g  c le r ic a l  or  re la ted  fu n ctio n s , and ex c lu d es  ad m in is tr a t iv e ,  e x e c u tiv e , and p r o fe ss io n a l p er so n n e l. "Plant w o rk ers"  in clud e w orking fo re m en  and a ll n o n su p e rv iso ry  w o rk ers  (including le a d -  
m en  and tr a in e e s )  en gaged  in  n on office fu n ction s. A d m in istra tiv e ,  ex e c u tiv e , and p r o fe ss io n a l e m p lo y e e s , and fo r c e -a c c o u n t co n stru c tio n  
em p lo y ees  who a re  u tiliz e d  as a  sep a r a te  w ork fo r c e  a re  ex c lu d ed . 
C a fe te r ia  w o rk ers  and rou tem en  are  ex clu d ed  in  m anufactu ring in d u s
tr ie s , but a re  in clu d ed  a s  plant w o rk ers  in  nonm anufacturing in d u str ie s .
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T a b le  1. E s ta b lis h m e n t s  and w o r k e r s  w ith in  s c o p e  o f  s u r v e y  and n u m b e r s tu d ie d  in  South  B e n d , I n d . ,1 b y  m a jo r  in d u s tr y  d iv is io n ,  2 A p r i l  I9 6 0

In d u s try  d iv is io n

M in im u m  
e m p lo y m e n t  

in  e s t a b l is h 
m e n ts  in  s c o p e  

o f  study

N u m b e r o f  e s ta b l is h m e n ts W o r k e r s  in  e s ta b l is h m e n ts

W ith in  
s c o p e  o f 
study  3

S tudied
W ith in  s c o p e  o f  study S tu d ied

T o t a l4 O ff ic e P la n t T o t a l4

A l l  d iv is io n s  __ _ . . 51 137 74 4 8 , 700 7 , 900 31, 800 4 2 , 620

M a n u fa ctu r in g  _ .... _ . 51 56 32 38, 000 5, 500 2 6, 300 35, 720
N o n m a n u fa c tu r in g  .... _ . 51 81 42 10, 7 00 2 ,4 0 0 5, 5 00 6, 900

T r a n s p o r t a t io n ,  c o m m u n ic a t io n , and o th e r
p u b lic  u t i l it ie s  5 ________________________________________ 51 22 17 3 ,4 0 0 500 1, 7 00 2, 510

W h o le s a le  tra d e  _ ... . . . 51 12 5 1, 000 ( 6 ) ( 6 ) 420
R e t a il  t ra d e  ____________________________  ________________ 51 26 10 3 ,4 0 0 ( ) ( ) 1, 920
F in a n c e ,  in s u r a n c e ,  and r e a l  e s ta te 51 6 4 1, 800 ( 6 ) ( 6 ) 1, 570
S e r v i c e s 7 _________________________________________________ 51 15 6 1, 100 ( 6 ) ( 6 ) 4 80

1 T h e  South  B en d  M e t r o p o l it a n  A r e a  (St. J o se p h  C o u n ty ). T h e " w o r k e r s  w ith in  s c o p e  o f  stu d y" e s t im a t e s  sh ow n  in  th is  ta b le  p r o v id e  a r e a s o n a b ly  a c c u r a t e  d e s c r i p 
t io n  o f  the s iz e  and c o m p o s i t i o n  o f  the la b o r  f o r c e  in c lu d e d  in  the s u r v e y .  T h e  e s t im a t e s  a r e  not in te n d e d , h o w e v e r ,  to  s e r v e  a s  a b a s is  o f  c o m p a r is o n  w ith  o th e r  a r e a  
e m p lo y m e n t  in d e x e s  to  m e a s u r e  e m p lo y m e n t  tr e n d s  o r  le v e l s  s in c e  ( l )  p la n n in g  o f  w a g e  s u r v e y s  r e q u ir e s  the u se  o f  e s ta b l is h m e n t  data  c o m p ile d  c o n s id e r a b ly  in  a d v a n ce  
o f  the p a y r o l l  p e r io d  s tu d ie d , and  (2 ) s m a ll  e s ta b l is h m e n ts  a r e  e x c lu d e d  fr o m  the s c o p e  o f  the s u r v e y .

2 T h e 1957 r e v i s e d  e d it io n  o f  the S ta n da rd  I n d u s tr ia l C la s s i f i c a t i o n  M a n u a l w as u se d  in  c la s s i fy in g  e s ta b l is h m e n ts  b y  in d u s tr y  d iv is io n .  M a jo r  ch a n g e s  f r o m  the e a r l i e r  
e d i t io n  (u s e d  in  the B u re a u * s  la b o r  m a r k e t  w a g e  s u r v e y  p r o g r a m  p r io r  to  the w in te r  o f  1 9 5 8 -5 9 ) a r e  the t r a n s fe r  o f  m ilk  p a s t e u r iz a t io n  p la n ts  and  r e a d y -m ix e d  c o n c r e t e  
e s t a b l is h m e n t s  f r o m  tra d e  (w h o le s a le  o r  r e t a i l )  to  m a n u fa ctu r in g , and  the t r a n s fe r  o f  r a d io  and t e le v i s io n  b r o a d c a s t in g  f r o m  s e r v i c e s  to  the t r a n s p o r ta t io n ,  c o m m u n ic a t io n , 
and  o th e r  p u b l ic  u t i l it ie s  d iv is io n .

3 I n c lu d e s  a l l  e s t a b l is h m e n t s  w ith  to ta l e m p lo y m e n t  at o r  a b o v e  the m in im u m -s iz e  lim it a t io n .  A l l  o u t le ts  (w ith in  the a r e a )  o f  c o m p a n ie s  in  su ch  in d u s t r ie s  a s  t r a d e ,  
f in a n c e , a u to  r e p a ir  s e r v i c e s ,  an d  m o t io n -p ic t u r e  t h e a te r s  a r e  c o n s id e r e d  a s  1 e s ta b lis h m e n t .

4 I n c lu d e s  e x e c u t iv e ,  p r o fe s s io n a l ,  and  o th e r  w o r k e r s  e x c lu d e d  f r o m  the se p a r a te  o f f i c e  and p la n t c a t e g o r i e s .
5 R a i l r o a d s  w e r e  in c lu d e d ; t a x ic a b s  and  s e r v i c e s  in c id e n ta l to  w a te r  tr a n s p o r ta t io n  w e re  e x c lu d e d .
6 T h is  in d u s tr y  d iv is io n  is  r e p r e s e n te d  in  e s t im a t e s  fo r  " a l l  in d u s t r ie s "  and "n o n m a n u fa c tu r in g ”  in  the S e r ie s  A  and B t a b le s ,  a lth o u g h  c o v e r a g e  w a s  in s u f f ic ie n t  to  

ju s t i f y  s e p a r a te  p r e s e n t a t io n  o f  da ta .
7 H o te ls ; p e r s o n a l s e r v i c e s ;  b u s in e s s  s e r v i c e s ;  a u to m o b ile  r e p a ir  s h o p s ; m o t io n  p ic t u r e s ;  n o n p ro fit  m e m b e r s h ip  o r g a n iz a t io n s ;  and e n g in e e r in g  and a r c h i t e c t u r a l  s e r v i c e s .
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Sh ift d iffe ren tia l data (tab le B - l )  are lim ited  to m anufacturing 
in d u s tr ies . Th is  in fo rm ation  is  p resen ted  both in  term s o f (a ) e s ta b 
lish m en t p o licy , 2 p resen ted  in  te rm s  o f to ta l plant w o rk er  em p lo y 
m ent, and (b ) e ffe c t iv e  p ra c t ice , p resen ted  on the bas is  o f w o rk e rs  
actu a lly  em p loyed  on the sp ec ified  sh ift at the tim e o f the su rvey . 
In estab lishm en ts having v a r ied  d iffe r e n t ia ls , the amount applying to 
a m a jo r ity  was used o r ,  i f  no amount app lied  to a m a jo r ity , the c la s 
s ifica tio n  ' ’o th e r "  was used. In estab lishm en ts  in which som e la te -  
sh ift hours a re  paid at n o rm a l ra te s , a d iffe re n tia l was rec o rd ed  on ly 
i f  it  app lied  to a m a jo r ity  o f  the sh ift hours.

M in im um  entrance ra tes  (tab le B -2 ) r e la te  on ly  to the es tab 
lishm ents v is ite d . Th ey  are  p resen ted  on an estab lishm en t, ra th er 
than on an em p loym en t b as is . P a id  ho lidays; paid vaca tions ; and 
health, insu rance, and pension plans are trea ted  s ta t is t ic a lly  on the 
basis  that these are app licab le  to a ll plant o r  o ff ic e  w o rk e rs  i f  a m a 
jo r it y  o f such w o rk e rs  are  e lig ib le  o r  m ay even tu a lly  qu a lify  fo r  the 
p ra c t ice s  lis te d . Scheduled hours are  trea ted  s ta t is t ic a lly  on the basis  
that these are  app licab le  to a ll plant o r  o f f ic e  w o rk e rs  i f  a m a jo r ity  
a re  c o v e red . 3 B ecau se o f rounding, sums o f ind ividual item s in  these 
tabulations m ay not equal to ta ls .

The f i r s t  part o f the paid ho lidays table p resen ts  the num
b e r  o f w hole and h a lf ho lidays actua lly  p rov ided . The second part 
com bines w hole and h a lf ho lidays to show to ta l ho liday t im e .

The sum m ary o f vacation  plans is  lim ited  to fo rm a l a r ra n g e 
ments, excluding in fo rm a l plans w h ereby  tim e o ff  w ith pay is  gran ted  
at the d is c re tio n  o f the em p lo ye r . Separate es tim a tes  a re  p rov ided  
accord in g  to em p lo ye r  p ra c t ice  in  com puting vacation  paym ents, such 
as tim e paym ents, percen t o f annual ea rn in gs , o r  fla t-su m  am ounts. 
H ow ever , in  the tabulations o f vaca tion  a llow an ces , paym ents not on 
a tim e bas is  w e re  con verted ; fo r  exam p le , a paym ent o f  2 percent o f 
annual earn ings was con s id ered  as the equ iva len t o f  1 w eek 's  pay.

An estab lishm en t was con s id ered  as having a p o licy  i f  it  m et 
e ith e r  o f  the fo llo w in g  conditions: ( l )  O pera ted  la te  sh ifts  at the tim e 
o f the su rvey , o r  (2 ) had fo rm a l p ro v is io n s  co v e r in g  la te  sh ifts .

3 Scheduled w eek ly  hours fo r  o f f ic e  w o rk e rs  ( f i r s t  section  o f 
tab le B -3 ) in su rveys  made p r io r  to la te  1957 and e a r ly  1958 w ere  
p resen ted  in te rm s  o f  the p rop ortion  o f w om en o ff ic e  w o rk e rs  e m 
p loyed  in  o f f ic e s  w ith the ind icated  w eek ly  hours fo r  w om en w o rk e rs .

3

Data are  p resen ted  fo r  a ll health , in su ran ce, and pension 
plans fo r  which at le a s t a part o f the c o s t is  borne by the em p lo y e r , 
excep ting  on ly le g a l requ irem en ts  such as w o rk m en 1 s com pensation  
and so c ia l s e cu r ity . Such plans include those u n derw ritten  by a c o m 
m e rc ia l insurance com pany and those p rov ided  through a union fund o r  
paid d ire c t ly  by the em p lo yer  out o f  cu rren t opera tin g  funds o r  fro m  
a fund se t as ide fo r  th is purpose. Death b en e fits  a re  included as a 
fo rm  o f l i fe  insu ran ce.

S ickness and acciden t insurance is  lim ited  to that type o f  in 
surance under which p red e te rm in ed  cash  paym ents a re  m ade d ire c t ly  
to the insu red  on a w eek ly  o r  m onth ly basis  during i lln e s s  o r  acc iden t 
d isa b ility . In fo rm a tion  is  p resen ted  fo r  a ll such plans to which the 
em p lo ye r  con tribu tes . H ow ever , in  N ew  Y o rk  and N ew  J e rs e y , which 
have enacted tem p o ra ry  d isa b ility  insurance law s which req u ire  e m 
p loy e r  con tr ib u tion s ,4 plans are  included on ly  i f  the em p lo ye r  ( l )  con 
tribu tes m ore  than is  le g a lly  req u ired , o r  (2 ) p rov ides  the em p loyee  
w ith ben efits  which exceed  the req u irem en ts  o f the law . Tabu lations 
o f paid s ic k - le a v e  plans are  lim ited  to fo rm a l plans 5 w h ich p rov ide  
fu ll pay o r  a p roportion  o f the w o rk e r 's  pay during absence fro m  w ork  
because o f il ln e s s . Separate tabulations a re  p rov id ed  accord in g  to 
( l )  plans which p rov ide  fu ll pay and no w aiting p eriod , and (2) plans 
p rov id in g  e ith e r  p a rtia l pay o r  a w a iting  p eriod . In add ition  to the 
p resen ta tion  o f the p roportion s  o f  w o rk e rs  who are  p rov id ed  s ickness 
and acc iden t insurance o r  paid s ick  le a v e , an unduplicated to ta l is  
shown o f w o rk e rs  who r e c e iv e  e ith e r  o r  both types o f b en e fits .

C atastrophe insu ran ce, som etim es  r e fe r r e d  to as extended  
m ed ica l insu ran ce, includes those plans which a re  d esigned  to p ro te c t 
em p loyees  in case  o f s ickn ess and in ju ry  in vo lv in g  expenses beyond 
the n orm a l c o v e ra g e  o f h osp ita liza tion , m ed ica l, and su rg ica l p lans. 
M ed ica l insurance r e fe r s  to plans p rov id in g  fo r  com p lete  o r  p a rtia l 
paym ent o f  d o c to rs ’ fe e s .  Such plans m ay be u n derw ritten  by c o m m e r 
c ia l insurance com panies o r  n onpro fit organ iza tion s  o r  they m ay be 
s e lf- in su red . Tabu lations o f r e t ire m en t pension plans are lim ited  to 
those plans that p rov id e  m onthly paym ents fo r  the rem a in der  o f  the 
wo rke r ' s l i f e .

4 The tem p o ra ry  d isa b ility  law s in  C a lifo rn ia  and Rhode Island 
do not req u ire  em p lo ye r  con tribu tions .

5 An  estab lishm en t was con s id ered  as having a fo rm a l plan i f  
i t  es tab lish ed  at le a s t the m in im um  num ber o f days o f  s ick  lea ve  that 
cou ld  be expected  by each e m p lo y e e . Such a plan need not be w r itten , 
but in fo rm a l s ic k - le a v e  a llow an ces , d e term in ed  on an ind ividual b a s is , 
w e re  exc luded .
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4 A* Occupational Earnings

Table A -l. O ffice Occupations

(A v e ra g e  s tra ig h t-t im e  w eek ly  hours and ea rn in gs fo r  s e le c te d  occu p a tio n s  studied on  an a re a  b a s is  
by in du stry  d iv is io n , South Bend, Ind. , A p r il I960)

See footn ote  at end o f tab le .
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5

Table A -l. O ffice Occupations-Continued

(A v e ra g e  s tr a ig h t -t im e  w eek ly  hours and earn in gs fo r  se le c te d  o ccu p a tion s  stud ied  on an a re a  b a s is  
by in du stry  d iv is io n , South B end, Ind. , A p ril i960)

S ex , o ccu p a tion , and in du stry  d iv is io n

W om en— Continued

C le rk s , p a y ro ll 
M anufacturing
N onm anufacturing

C o m p tom eter  o p e r a to r s  . 
M anufacturing  ______

D u p lica tin g -m a ch in e  o p e r a to r s
(M im e o g ra p h  o r  D itto) ----------

M anufacturing  -----------------------

K eypunch  o p e r a to r s  
M anufacturing

O ffic e  g ir ls

S e cr e ta r ie s  --------------------
M anufacturing  _______
N on m anufactu rin g  —  

P u b lic  u tilit ie s  2 _

S te n o g ra p h e rs , g en era l
M anufacturing  ---------
N onm anufacturing  ----

S w itch boa rd  o p e ra to rs
M anufacturing  ------
N o n m a n u f a c t u r i n g

S w itch boa rd  o p e r a to r -r e c e p t io n is ts
M anufacturing  -------------------------------
N on m anufactu rin g  -------------------------

T ab u la tin g -m ach in e  o p e r a to r s , c la s s  A

T ab u la tin g -m ach in e  o p e r a to r s , c la s s  B 
M anufacturing  -------------------------------------

T ra n scr ib in g -m a ch in e  o p e r a to r s , g en era l 
M anufacturing  -------------------------------------------

T y p is ts , c la s s  A  ------
M anufacturing
N onm anufacturing

T y p is ts , c la s s  B 
M anufacturing

NUM BER OF WORKERS RECEIVING STRAIGHT-TIME WEEKLY EARNINGS 0 F -
N u m b er

ofw orkers W eek ly  i 
(S tand ard)

W ee k ly  j 
earn ings  

(Stand ard)
4 0 .  0 0a n du n d e r
4 5 .  00

$  | 
4 5 .  00

_ 5 0 .  0 0

!
8 ;

■ $ n50 .  00  

5 5 .  0 0

2

5 5 .  0 0  

6 0 .  00

7

S
6 0 .  00  

6 5 .  00

10

$6 5 .  0 0  |

7 0 . o o ; 

20

7 0 .  0 0  7 5 .  0 0  

7 5 .  0 0  , 8 0 .  00

19 3 !

8 0 .  0 0  

8 5 .  00

$
8 5 .  0 0  

9 0 .  0 0

$
9 0 .  00  

9 5 .  00

7

$
9 5 .  0 0  

1 0 0 . 0 0

2

$
1 0 0 . 0 0  

1 0 5 .  00
i
l
i
j

6 1

1 0 5 .  00  

1 1 0 . 0 0

i

2

S
n o .  0 0  

1 1 5 . 0 0

$
1 1 5 .  00  

1 2 0 . 0 0

1

$
1 2 0 . 0 0  

1 2 5 .  0H

$
1 2 5 .  00  

a n d  
o v e r

9 8 4 0 .  5 $ 7 3 .  00 9 ■

|

2
77 4 0 .  0 7 6 .  00 - i 2 7 ! 9 16 17 1 i 6 1 7 I 2 ! 6 1 2 - 1 - -
21 4 1 .  5 6 3 .  50 - 8 ! ! 1 4 2 2 3

s
1 -  1 - - - - - - -

4 0 4 0 .  0 7 3 .  50 _ 1 1
3 ; 1 6 j| 17 ! _ 5 i 4  | 3 - _ . _ _ - -

36 4 0 .  0 7 3 .  50 - 1 2 1 1 6 ! 17 5 1 4 1 ■ ■ * ■ ■ _

3 2 4 0 .  0 6 7 .  50 3 i 2 5 3 4 3 2 6 1 i  i 2 . . _ _ _ _ _
20 4 0 .  0 7 5 .  50 " 1 2 ! 3 i 3 i

j 1
2 s  ! ■ 2 " ■ * ' "

161 4 0 .  0 6 8 .  50 2 13 9 11 15 37 ! 31 20
!

13 3 6 1 . 1 . _ _ _
1 00 4 0 .  0 7 4 .  50 - - 1 1 4 ! 29 24 19 | 13 3 6 1 - - - - -

35 4 0 .  0 6 1 .  50 5 1 1 4 7 15
i
! 2 .

!
_ _ - _ _ _ _ -

4 6 8 4 0 .  0 8 8 .  50

f
i! 6 i

1 21 i 33 : 29 37
i

38 ! 4 9 9 8 81 31 18 15 3 4 5
3 4 3 4 0 .  0 9 3 .  50 - - — :— t - 1 ! 8 i 10 23 26 4 6 90 69 30 15 14 3 4 5
1 25 4 0 .  0 7 5 .  50 - - i 6 21 I 25 1 19 14 | 12 3 8 12 1 3 1 - - -

18 4 0 .  0 8 9 .  50 - - - ! - 1 j 4 i ! 2| - 1 8 1 - 1 ' -

4 3 8 4 0 .  0 7 4 .  00 2 17 2 2  j 21 j 55 i 4 6 j 58 | 54 j 7 0 54 I 26 i 12 _ 1 . . . -
3 51 4 0 .  0 7 7 .  00 - 2 10 13 28 35 t " 5 5  — 4 9 ; 6 6 54 26 1 2 - 1 - - - -

87 4 0 .  0 6 0 .  00 2 15 1 2 8 27 ! 11 ! 3 5 | 4 - 1 - 1 - - - -

55 4 0 .  0 6 7 .  00 2 i 8 1 4 8 3 1 8 6 9 4 _ 3 1 _ 1 - - - -
37 4 0 .  0 7 3 .  00 - 1 2 ! i 2 3 ! 7 1 5 1 8 4 - 3 1 - 1 - - - -
18 3 9 .  5 5 4 .  50 2 1 4 3 6 - ! 1i 1 i 1 - - - - - -
4 5 4 0 .  0 6 4 .  00 3 6 ! 3 1 6 i 6 1 2 ! 10 ! 5 I 3 _ . . 1 _ - - - -
28 4 0 .  0 6 5 .  00 - ! 4 i 2 5 1 I 8 ! 3 ! i - - - 1 - - - - -
17 4 0 .  0 6 2 .  0 0 3 2 i 4 1 1 1 2 2 ! 2 - - - - - -
21 4 0 .  0 9 8 .  50 , _ _ 1 - | 1 • 2 i 6 4 3 . 4 1 - -

18 4 0 .  0 8 5 .  00
1
!

j
I

!
1
!
! 2

1

! 7

1s
! 1

1i
1 5

I
i1! 1 . 2

17 4 0 .  0 8 6 .  0 0 1-------
i - - 1

| ’ - 1 - 1 ; 7 1 ; 5 ! 1 i - - 2 - *
73 4 0 .  0 6 2 .  50 9 7 13 1 2 0 9

1j 5 ! 4 1 ! 5 ; _ - _ - - -
4 6 3 9 .  5 6 7 .  50 I - ; - - 8 17 ; 7 5 3 i 1 1 5 - 1 - i - - - - -

1 74 4 0 .  0 7 7 .  00 . ] i 9 2 ! 5 ! 3 2 ! 18 : 34 ! 24 i 35 , 14 . I - - - -
1 58 4 0 .  0 7 8 .  50 i - - 2 1 5 ! 3 2 I 15 ! 31 1 24 ! 3 5 i 4 : - - - - - -

16 4 0 .  5 6 0 .  0 0 l 9 - - - ! 3 j 3 * j - - - - -
3 2 2 4  0 .  0 5 7 .  50 4 8 58 62 23 38 ! 4 2 i 13 i 10 2 0 i 8 . - - j - - - -
121 4 .' . 0 6 9 .  0 0 7

j--------------

11

j ------------

3 18
i
I

j 31
!

! 13 10 2 0

J_________

| 8

1
!

Standard hou rs r e f le c t  the w ork w eek  fo r  w h ich  e m p lo y e e s  re c e iv e  th eir  re g u la r  s tra ig h t-t im e  sa la r ie s  and the earn in gs co r re s p o n d  to  th ese  w eek ly  h ou rs . 
T ra n sp o r ta tio n , com m u n ica tio n , and oth er pu b lic  u t il it ie s .
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Table A-2. Professional and Technical Occupations

(Average stra igh t-tim e weekly hours and earnings for selected  occupations studied on an a rea  basis by industry division, South Bend, Ind. , A pril I960)

Sex, occupation, and industry  division Numberofworkers

Average NUMBER OF WORKERS RECEIVING STRAIGHT-TIME WEEKLY EARNINGS OF

Weeklyhours1(Standard)
Weeklyearnings1(Standard)

Under
$75. 00

?5. 0 0  and under 80. 0 0

$80. 0 0  

85. 00
*85. 0 0  

9 0 . 0 0

9 0 . 0 0  

95. 00
*95.00
1 0 0 . 0 0

1 0 0 . 0 0

105.00
1*05.00
1 1 0 . 0 0

1 1 0 . 0 0

115.00
115.00
1 2 0 . 0 0

^ 2 0 . 0 0

125.00
1 25.00 
130.00

*130.00
135.00

f 35.00 
140.00

*140.00
145.00

*145.00
150.00

*150.00
155.00

*155.00
1 6 0 . 0 0

^,60.0oJ^65.0oj^70.00
165.00 170.00 175.00

jl 7 5.0 0 
and 

' over

Men I

Draftsm en, senior ___________ *_______ 411 40. 0 $138.00 1 1 1 3 . I 2 : 9 i 15 9 i 13 2 1 1 35 i 40 34 28 25 ! 4 4 14 18 30 9 9 41Manufacturing __ ----------------._______ 403 oo' 138.50 1 1 1 1i ! 3 i ! 2 !----7 15 ! 9 13 17 33} 1 40 3 4 28 25 44 14 18 30 9 9 41

D raftsm en, ju n io r ------------------------------ 2 2 2 40. 0 1 0 1 . 0 0 2 25 8 31 5 2 0 ! 15 ' 27 23 7 . 7 9 35 1 0Manufacturing ------------------------------- 2 1 0 40. 0 102.50 19 4 29 ! 5 2 0 15 27 23 7 - 7 9 35 1 0 ! " - - -

Women Ij

N urses, industria l (re g is te red )_______ 29 40. 0 92.50 3 2 _ 7 16 1 . i . . . . . . ! . . _ . iM anufacturing ------------------------------ , 28 40. 0 ' 92.50
i

33
i
1

2 1 6 16 1 - 1

|
1

!
1______

!
1 1 ;

1 Standard hours reflect the workweek for which employees receive their regu lar s tra igh t-tim e sa la ries  and the earnings correspond to these weekly hours.
2 W orkers were d istributed  as follows: 5 at under $60; 17 at $60 to $65; 1 at $65 to $70; 2 at $70 to $75.
3 All w orkers were at $65 to $70.
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Table A-3. Maintenance and Powerplant Occupations

(Average stra igh t-tim e hourly earnings for men in selected occupations studied on an area  basis by industry  division, South Bend, Ind. , A pril I960)

Occupation and industry division N u m b er
of

w orkers

60

A v erage  
hou rly  , 

earn ings

N U M B E R  O F  W O R K E R S  R E C E I V I N G  S T R A IG H T -T IM E  H O U R L Y  E A R N I N G S  O F —
$ 1.80 and under 1. 90

$1.90 
2̂  00

$2. 00 
2. 10

$2. 10 
2. 20

$2. 20 
2. 30..

S 2. 30 
2. 40

1 $1 2. 40 
2. 50

i 8j 2. 50
i 2.60 

| 2

! $1 2. 60 
| 2. 70
1
! _

$ 2. 70 
2.80

3

$ 2. 80 
2. 90

2

$ 2. 90 
3. 00. _

15

$ 3. 00 
3. 10

22

| $1 3. 10
j .3. 20
j

1 10

$3. 20 
3.30

$3. 30 
i 3. 40

$3. 40 
__3._50

$3. 50 
3. 60

C arpenters, maintenance ---------------------------- $ 2. 98 3
i

-
j ' "  ' 

3Manufacturing ---------------------------------------- 59 2. 97 " - ! 3 1 2 ; 1 3 2 ! 15 22 j 9 1! 1 3 | -
E lec tric ians, maintenance -------------------------- 216 2. 98 _ _ _ _ 3 _ , 5 18 i 8 : 1 9 25 92 ' 46 i! _ :

Manufacturing ---------------------------------------- 216 2. 98 " “ “ 3 ! 5 ; 18 8 j 19 ! 25 92 ; 46 " - -
E ngineers, stationary  -------------------------------- 30 2. 83 1 5 . I

! 2 1 2 ! 7 12Manufacturing ---------------------------------------- 24 2. 94 - - 1 - - - I 2 1 1 2 i 6 12 - - - - -
F irem en, stationary boiler ------------------------- 57 2. 62 4 _ _ ^ ____1L i 3 10 3 ! 6 ! 1 0 ; 8 12 _ _ _ _ _

Manufacturing ---------------------------------------- 57 2. 62 4 ~ - ! ii 3 10 3 ! 6i i 10 I 8i ! 121 - - - " -
H elpers, trad es, m aintenance -------------------- 39 2. 34 " _ 4 . 7 8 8 2 8

i
! 2Manufacturing ---------------------------------------- 35 2. 37 - 7 8 8 2 i 8 _ j 2 | ! - - " - -

M achine-tool opera to rs, toolroom  --------------- 67 2. 85 _ _ _ _ _ _ ! 30 - 3 2 _ 1 31 _ _ _ _
M anufacturing ---------------------------------------- 67 2. 85 " " - - - - | 30| 1 :

3 2 - 1 31 - - - -
M achinists, m aintenance ---------------------------- 44 2. 86 _ _ _ 1 _ i _ 7 13 3 8 _ 4 _ _ 7 _

M anufacturing ---------------------------------------- 44 2. 86
1 - 1 i

| " 1i 7 13 j 3 8 " 4 - 7 -
M echanics, automotive (maintenance) ---------- 140 2. 77 j1___ “___ 1 ____ 2 2 16 6 ____ 2__ 4 I____ 1 22 14 37 32M anufacturing ---------------------------------------- 62 2. 78 1 1 2 2 2 6 2 1 1 ! 3 1 12 - - 32 - - - - -Nonmanufacturing ----------------------------------- 78 2. 77 - 1 ! - 14 ! - 3 - 1 10 14 1 37 - - - - _ _Public u t il i t ie s 2 -------------------------------- 75 2. 78 - ! - 14 | _ - - 10 14 37 - - - - -
M echanics, m aintenance ----------------------------- 125 2. 98 _ _ _ 2 j 2 11 _ 2 3 25 10 _ 68 _ _ _ 2Manufacturing ---------------------------------------- 123 2. 99 - - 2 !1 2 11 - " 3 25 10 68 - - - 2
M illwrights ------------------------------------------------ 251 2. 98 _ 1 _ 1 - - _ 5 41 1 7 28 115 50 _ 2 _ _

Manufacturing ---------------------------------------- 251 2. 98 1 ~ 1 ~ " " 5 41 1 7 28 1 15 50 2 -
O ilers ----------------------------------------- -------- ----- 54 2. 48 . . _ . _ 4 32 6 12 . _

Manufacturing ---------------------------------------- 54 2. 48 " " ■ “ 4 32
!

6 12 “ ~ “ - -
P ain ters , maintenance ------------------------------- 35 2.92 _ _ _ _ _ _ ii 2 3 _ 1 ■ 24 5 _ _

Manufacturing ---------------------------------------- 35 2. 92 ~ " ~ 2 3 1 24 !
1

5 _ - -
P ipefitte rs, maintenance ---------------------------- 158 3. 01 . _ _ _ _ . 4 21 1j 84 49Manufacturing ---------------------------------------- 158 3. 01 - - - - 4 21 ~ - 1 - 84 49 - -
Sheet-m etal w orkers, m aintenance -------------- 41 3. 00 _ _ _ _ - _ _ _ 4 _ 4 i 4 25 4 _ _ _ _

Manufacturing ---------------------------------------- 41 3. 00 “ - i “ " ■ 4 " 4 ! 4
1

25 4 " - - -
Tool and die m akers ----------------------------------- 279 3. 22 ! 5 5 6 1 9 14 10 221 9Manufacturing ---------------------------------------- 279 3. 22

In—.........

-

1

- 5 5 6
s

9 14 10 221 9

Excludes prem ium  pay for overtim e and for work on weekends, holidays, and late shifts T ransportation, communication, and other public u tilities .
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Table A-4. Custodial and Material Movement Occupations

(Average stra ig h t-tim e  hourly earnings for selected  occupations studied on an a rea  basis by industry division, South Bend, Ind. , April I960)
NUMBER OF WORKERS RECEIVING STRAIGHT-TIME HOURLY EARNINGS OF—

Number Average $ $ $ $ $ $ $ $ $ $ $ $ $ $ $ $ $ $ $ $ $ $Occupation 1 and industry division ofworkers hourly , earnings 0. 80 0. 90 1. 00 1. 10 1. 20 1. 30 1.40 1. 50 1. 60 1. 70 1. 80 1. 90 2. 00 2. 10 2. 20 2. 30 2. 40 2. 50 2. 60 2. 70 2. 80 2. 90
under " ■ " “ - “ ~ ■ " " “ “ - - - - - - and. 90 1. 00 1. 10 1. 20 1. 30 1.40 1_LJ50_ J^60_J 1. 70 1. 80 U90 S 2. 10 -2, 20 __ 2. 30 2.40 2^5Q_ JL_6£L_JL__70_ 2.80 2. 90 over

E levator opera to rs , passenger |(women) __________________________________ 20 $0. 97 8 3 6 - i 3 - - - - - - - - - - - _ _ _Nonmanufacturing _______________________ 20 .97 8 3 6 - 3 "
----- ----] - - - - - " - * - - -

Guards _____________________________________ 193 2. 39 _ - _ | - . _ 4 1 2 _ 1 9 10 37 _ 131 _ _ _ _
Manufacturing ___________________________ 191 2.40 - - 1 ' - - 4 - - 9 ! 1 0 37 - 131 - - - -

Jan ito rs , p o rte rs , and c leaners (men) ______ 537 2. 08 . - 10 5 .A ?  .! ..A*,, , 16 16 20 29 23 13 34 195 100 _ . _ _ _
Manufacturing __________________________ 427 2. 23 - - 4 l i1 10 |r 13 i 2 6 i 1 24 22 10 34 195 100 - - - - -Nonmanufacturing ------------------------------------ 110 1. 53 - - 6 5 18 13 i 7 ! 9 ! 14 10 i 19 5 1 3 - - - - - - - -Public u tilities 3 --------------------------------- 21 1. 73 1 - - ; 3 - - 2 1 13 1 1 1 - - - - - - -

Jan ito rs , p o r te rs , and cleaners(women) _________________________  _______ 158 1. 28 - - 91 7 14 10 7 ! 1 1 1 1 - - 6 5 10 _ 6 _ _ _ .
Manufacturing _____________________  ___ - 40 1. 90 - - - - 12 - 1 I - 1----- -— - - ------ 6~1 5 ! 10 - 6 - - - - -

L ab o rers , m ate ria l handling _______________ 402 2. 38 - _ _ 2 - - - . 10 i7 1 3 | 5 14 82 43 57 50 60 _ 43 7 19Manufacturing __________________________ 288 2. 35 - - - - - - - - 10 7 S 3 2 14 44 43 56 37 55 - - - 17Nonmanufacturing _______________________ 114 2.44 - - - 2 - - - i - - - 3 j 38 - 1 13 5 - 43 7 2Public u tilities 3 ---------------------------------- 52 2. 73 - - - - j | " - - - " - - - 43 7 2
O rder fille rs  _______________________________ 212 2. 24 _ _ _ I _ i 33 25 _ 2 14 21 89 28 _ _ . _

M anufacturing ___________________________ 130 2. 31 - - - - - - ---- ~----!1----- =“ - “ 25 - I - 4 21 52 28 - - - -Nonmanufacturing ------------------------------------ 82 2. 13 " - - ! - - 33 - - 1 2 10 - 37 - - - -
P ack ers , shipping __________________________ 148 2. 30 - - - - - ___ :__! - 1 - _ 50 33 4 28 32 _ - _ _

Manufacturing ----------------------------------------- 145 2. 30 - - - - - - ! - ! - 1 1 50 33 4 25 32 - - -
Receiving c lerks ---------------------------------------- 103 2. 40 - _ - - 1 _ . 2 1 1 . 3 _ 14 4 23 53 1 1 _ _

Manufacturing __________________  _______ 86 2.46 - - - - - - - - - - 1 - - - 3 4 23 53 1 1 - -Nonmanufacturing ------------------------------------ 17 2. 06 - - - 1 - - 2 - - - - 3 - 11 - - - - -
Shipping c lerks ------------------------------------------- 124 2.41 _ _ _ _ _ . _ _ _ _ 5 4 1 _ 12 7 18 77 _ _ _ _
T ru ck d riv e rs4 _____________________________ 288 2. 57 1 1 1 36 8 85 41 4 n o 1Manufacturing ----------------------------  ---------- 77 2.45 - - - - - - - - - - 1 - 1 1 2 8 53 6 2 - 2 1Nonmanufacturing ------------------------------------ 211 2. 61 - - - - - - - - - - - - - - 34 - 32 35 2 - 108 -Public u til i t ie s 3 ---------------------------------- 108 2. 81 - - - - - - - - - - “ - " - - ~ - 108 -

T ru ckd rivers , medium ( l 1̂  to andincluding 4 tons) _______________________ 77 2.46 - - - - - - - - - - 1 - 1 1 19 8 13 17 2 - 15 -
M anufacturing -------------- ------------------- 32 2. 38 - - - - - - - - - - 1 - 1 1 2 8 13 4 2 - - -Nonmanufacturing ____________________ 45 2. 51 ~ _ - " " ■ ■ " ■ " " ■ " 17 - " 13 " - 15 -

T ru ckd rivers , heavy (over 4 tons,tra i le r  type) ___________________________ 56 2. 50 - - - - - - - - - - - - - - 14 - 12 22 - - 7 1Nonmanufacturing ___  _______________ 47 2.47 - - - - - - " - - - - ' - 14 - 6 22 - - 5 -
T ru ckers , power (forklift) __________________ 366 2.43 - - - - - - - - - 1 - 19 - 37 29 254 - 23 1 2 _

Manufacturing ---------------------------------------- 360 2.43 " - - - - - - 1 19 - 33 29 254 - 23 1 - -
Watchmen -------------------------------------------------- 30 1. 85 _ _ . 5 2 1 i _ 3 - 3 _ 10 1 4 _ _ _ _ _ _

Manufacturing __________________________ 22 2. 08 1 3 3 10 1 4

1 Data lim ited to men w orkers except where otherwise indicated.2 Excludes prem ium  pay for overtim e and for work on weekends, holidays, and late shifts.3 T ransportation, communication, and other public u tilities .4 Includes all d riv ers  regard less  of size and type of truck  operated.
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B: Establishment Practices and Supplementary Wage Provisions

Table B-l. Shift Differentials

( P e r c e n t  o f  m a n u f a c t u r i n g  p l a n t  w o r k e r s  i n  e s t a b l i s h m e n t s  h a v i n g  f o r m a l  p r o v i s i o n s  f o r  s h i f t  w o r k ,  a n d  i n  e s t a b l i s h m e n t s  
a c t u a l l y  o p e r a t i n g  l a t e  s h i f t s  b y  t y p e  a n d  a m o u n t  o f  d i f f e r e n t i a l ,  S o u th  B e n d ,  I n d .  , A p r i l  I 9 6 0 )

S h i f t  d i f f e r e n t i a l

In  e s t a b l i s h m e n t s  h a v i n g  f o r m a l  
p r o v i s i o n s  1 f o r —

In  e s t a b l i s h m e n t s  a c t u a l l y  
o p e r a t i n g —

S e c o n d  s h i f t  
w o  r k

T h i r d  o r  o t h e r  
s h i f t  w o r k S e c o n d  s h i f t T h i r d  o r  o t h e r  

s h i f t

T o t a l  ___________________________________________________ 9 5 . 2 8 5 . 9 1 4 . 2 7 . 9

W ith  s h i f t  p a y  d i f f e r e n t i a l  _ _. .... .. 9 4 .  8 8 5 . 9 1 4 . 1 7 . 9
U n i f o r m  c e n t s  ( p e r  h o u r )  _____________________ 5 5 . 9 4 9 . 9 1 0 . 5 6 . 8

5 c e n t s __________________________________________ 1 .8 _ _

6 c e n t s  __________________________________________ 1 4 . 3 1 4 . 3 1 .9 1 .9
8 c e n t s __________________________________________ 6 . 8 - 1 .8 -
10 c e n t s  _______________________________________ 9 . 8 5 . 4 2 . 4 . 8
1 0 1 / 2 c e n t s _____________________________  _____ - 1 .7 - . 4
12 c e n t s ______  ________________________________ - 2 .9 - . 1
1 3 c e n t s  ________________________________________ 2 1 . 3 2 1 . 3 4 . 3 3 . 2
14  c e n t s  ________________________________________ 1 .4 _ . 1 _

1 5 c e n t s  ________________________________________ - 3 . 8 - . 3
1 52/ 5 c e n t s ____________________________________ . 5 . 5 . 1 . 1

U n i f o r m  p e r c e n t a g e  ___________________________ 3 8 . 8 3 6 . 0 3 . 6 1 . 2
5 p e r c e n t  ----------------------------------------------------------- 3 . 7 _ 1 .0 _
8 p e r c e n t  _______________________________________ 2 9 . 6 - 1. 5 -

10 p e r c e n t  -------------------------------------------------------- 5 . 6 3 6 . 0 1. 1 1 . 2

N o  s h i f t  p a y  d i f f e r e n t i a l  ___________________________ . 5 - . 1 -

1 I n c l u d e s  e s t a b l i s h m e n t s  c u r r e n t l y  o p e r a t i n g  l a t e  s h i f t s ,  a n d  e s t a b l i s h m e n t s  w i t h  f o r m a l  p r o v i s i o n s  c o v e r i n g  l a t e  s h i f t s  e v e n  
t h o u g h  t h e y  w e r e  n o t  c u r r e n t l y  o p e r a t i n g  l a t e  s h i f t s .
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Table B-2. Minimum Entrance Salaries for Women Office Workers

(D istr ib u tio n  o f e s ta b lish m e n ts  stud ied  in  a ll  in d u s tr ie s  and in  in d u stry  d iv is io n s  by m in im u m  en tran ce  s a la r y  for s e le c te d  c a te g o r ie s  
of in ex p e r ie n c e d  w o m en  o ff ic e  w o r k e r s , South B end, Ind. , A p r il I960)

M in im u m  w e e k ly  s a la r y 1

In e x p e r ie n c e d  ty p is ts O ther in e x p e r ie n c e d  c le r ic a l  w o r k e r s  2

A ll
in d u s tr ie s

M anu facturing N on m an ufacturing M anu facturing N on m an ufacturing
B a sed  on stan dard w eek ly  ho u rs 3 of— A ll

in d u s tr ie s B ased  on stan dard w e e k ly  h o u rs 3 of—
A ll

sc h e d u le s 40 A ll
s ch e d u le s 40 A ll

s ch e d u le s 40 A ll
sch e d u le s 40

E sta b lish m e n ts  stu d ied  ---------------------------- -------- - ....................... ...... 74 32 XXX 42 XXX 74 32 XXX 42 XXX
E sta b lish m e n ts  having a sp e c if ie d  m in im u m  ........- ------------------ 28 1 3 11 15 13 37 15 1 3 22 18

$ 40 . 00 and under $ 42 . 50 ----------------------------------------------------- 3 1 1 2 2 7 1 1 6 5
$ 4 2 .5 0  and under $ 4 5 .0 0  ----------------------------------------------------- 5 1 1 4 3 3 1 1 2 1
$ 4 5 .0 0  and under $ 4 7 .5 0  ___________________________________ 2 1 1 1 1 2 1 1 1 1
$ 4 7 .5 0  and under $ 5 0 .0 0  ----------------------------------------------------- 1 1 1 - - 2 2 2 - -
$ 5 0 .0 0  and under $ 5 2 .5 0  ----------------------------------------------------- 3 1 1 2 1 6 3 2 3 2
$ 52. 50 and under $ 5 5 .0 0  ----------------------------------------------------- 4 1 1 3 3 4 - - 4 4
$ 5 5 .0 0  and under $ 5 7 .5 0  ----------------------------------------------------- 2 2 - - - 1 1 - - -
$ 5 7 .5 0  and under $ 60. 00 ----------------------------------------------------- 1 1 1 - - 2 2 2 - -
$ 6 0 .0 0  and under $ 6 2 .5 0  ----------------------------------------------------- 1 - - 1 1 2 1 1 1 1
$ 62. 50 and under $ 65. 00 ----------------------------------------------------- 4 4 4 - - 6 3 3 3 2
$ 6 5 .0 0  and under $ 6 7 .5 0  ----------------------------------------------------- - - - - - - - - -
$ 6 7 .5 0  and under $ 70. 00 ----------------------------------------------------- 2 - - 2 2 1 - - 1 1
O ver $ 70. 00 --------------------------------------------------------------------------- " - " - - 1 - - 1 1

E sta b lish m e n ts  having no sp e c if ie d  m in im u m  ----------------------- 7 4 XXX 3 XXX 9 6 XXX 3 XXX
E sta b lish m e n ts  w h ich  did not e m p loy  w o r k e r sin  th is  c a te g o r y  ---------------------  ------------------------------------------------- 39 15 XXX 24 XXX 28 11 XXX 17 XXX

1 L o w est sa la r y  r a te  fo r m a lly  e s ta b lish e d  for  h ir in g  in e x p e r ie n c e d  w o r k e r s  for  typ in g  or o th er  c le r ic a l  jo b s .
2 R a tes  a p p lic a b le  to m e s s e n g e r s ,  o ff ic e  g ir ls ,  or  s im ila r  s u b c le r ic a l  job s a r e  not c o n s id e r e d .
3 H ou rs r e f le c t  the w ork w eek  for w h ich  e m p lo y e e s  r e c e iv e  th e ir  re g u la r  s tr a ig h t-t im e  s a la r ie s .  D ata  a r e  p r e sen te d  for  a l l  w o rk w eek s  com b in ed , and for  the m o st  com m on  w ork w eek  r ep o rted .

Table B-3. Scheduled W eekly Hours

(P e r c e n t  d is tr ib u tio n  o f o ff ic e  and plant w o r k e r s  in  a ll  in d u s tr ie s  and in  in d u str y  d iv is io n s  by sch ed u led  w e e k ly  h o u rs  
o f f i r s t - s h i f t  w o r k e r s , South B end, Ind. , A p r il  I960)

W eek ly  ho u rs
OI’TICi; WORKERS PLANT WORKERS

All industries1 Manufacturing Public utilities 2 All industries 3 Manufacturing Public utilities 2

A ll  w o r k e r s  ................. .......... .................................... 100 100 100 100 too 100
U nder 373/2 h o u rs  -------------------- ------ ----------- _ 137x/2 h o u rs ............................ ........................................ i 1 _ 1 _
O ver 371/ 2 and under 40 h o u rs —........................ 2 2 _ 1 _
40 h o u rs ---------------------------------------------------- 95 97 98 91 98 8944 h o u rs ---------------------------------------------------- 2 - 3 2 1145 h o u rs ---------------------------------------------------- _ _ i (4 )48 ho u rs -------------------------------------- ----- -------- (4 ) " - i 3 2 -

3 In clu d es da ta  for  w h o le sa le  tra d e; r e ta il  trad e; fin an ce , in su r a n c e , and r e a l e s ta te ;  and s e r v ic e s  in ad d ition  to  th o se  in d u str y  d iv is io n s  show n se p a r a te ly .  T ra n sp o rta tio n , co m m u n ica tio n , and o th er  p u b lic  u t i l i t ie s .
In c lu d es data for  w h o le sa le  tr a d e , r e ta il  tr a d e , r e a l e s ta te , and s e r v i c e s  in  ad d ition  to th o se  in d u str y  d iv is io n s  show n s e p a r a te ly .4 L e s s  than 0. 5 p e r c e n t.
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Table B-4. Paid Holidays

(P e r c e n t  d istr ib u tio n  of o ff ic e  and plant w o r k e r s  in  a ll in d u s tr ie s  and in  in d u stry  d iv is io n s  by num ber of paid h o lid a y s
p rov id ed  an nually , South Bend, Ind. , A p r il I960)

Item
O h 1 (  E  W O R K E R S P L A N T  W O R K E R S

A ll in d u s tr ie s 1 M a n u fa c tu r in g P u b lic  u t i l i t ie s  2 A ll in d u s tr ie s  3 M an u fa c tu r in g P u b lic  u t i l i t ie s  2

A ll w o r k e r s  _____________________________ ______ 1 0 0 1 0 0 1 0 0 1 0 0 1 0 0 1 0 0

W ork ers in  e s ta b lish m e n ts  p rov id in g
paid h o lid a y s _________________________________ 99 99 1 0 0 99 99 1 0 0W ork ers in  e s ta b lish m e n ts  prov id in g
no pa id  h o lid ay s _______________________________ 1 ( 4 )

'
1 ( 4 ) “

Number of days

L e s s  than 5 h o lid a y s  ----------------------------------------- ( 4 ) ( 4 ) 1 65 h o lid a y s  _______________________________________ 1 1 - ( 4 ) ( 4 ) -
6  h o lid a y s  ________________  ____________________ 32 1 2 44 19 13 257 h o lid a y s  _______________________________________ 65 86 41 75 83 608 h o lid a y s  _______________________________________ 1 ( 4 ) 16 1 1 1 0
9 h o lid a y s  ----  ----------------- ------ ---------------------------- ( 4 ) " 2 2 ~

Total holiday time5

9 days ------------------------- --------------- -------------------- ( 4 ) 2 28 or m o re  days -------------------------------------------------- 1 ( 4 ) 1 6 3 2 1 0
7  or m o re  days -------------  ---------------------------------- 67 87 56 78 86 696 or m o re  days _ -------------  —  --------------------- 98 99 1 0 0 97 99 945 or m o re  days -------  ---------------------------------------- 99 99 1 0 0 97 99 944 or m o re  days -------------------------------------------------- 99 99 1 0 0 98 99 94
2  or m o re  days _________________________________ 99 99 1 0 0 98 99 1 0 01 or m o re  days __________  _____________________ 99 99 1 0 0 99 99 1 0 0

1 Includ es data for  w h o le sa le  trad e; r e ta il  trad e; fin a n c e , in su r a n c e , and r e a l e sta te ; and s e r v ic e s  in  ad d ition  to th o se  in d u str y  d iv is io n s  show n sep a r a te ly .
2 T ra n sp o rta tio n , co m m u n ica tio n , and oth er  public  u t i l i t ie s .
3 In c lu d es data for  w h o le sa le  tr a d e , r e ta il  tr a d e , r e a l e s ta te , and s e r v i c e s  in  ad d ition  to th o se  in d u stry  d iv is io n s  show n se p a r a te ly .
4 L e s s  than 0. 5 p e r c e n t.
5 A ll c om b in a tion s o f fu ll and h a lf days that add to the sa m e  am ount are  com bined; for  ex a m p le , the p rop ortion  of w o r k e r s  r e c e iv in g  a to ta l o f 7 days in c lu d e s  th o se  w ith  7 fu ll days and 

no h a lf d a y s, 6 fu ll days and 2 h a lf d a y s, 5 fu ll d a ys and 4 h a lf days,, and so  on. P ro p o r tio n s  w e r e  th en  cu m u la ted . No h a if-u a y  h o lid a y s w ere  r e p o r te d  in  the South B end a r e a .
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Table B-5. Paid Vacations

(P e rc en t d is tribu tio n  of office and plant w o rk ers  in a ll in d u s trie s  and in in du stry  d iv isions by vacation  pay p rov isions, South Bend, Ind. , A pril I960)
OFFICE W O R K E R S P L A N T  W O R K E R S

V acation  p o lic y
A ll in d u str ie s  1 M a n u fa c tu r in g P u b lic  u t i l i t ie s  2 A ll in d u s tr ie s  2 M an u fa c tu r in g P u b lic  u t i l i t ie s  2

A ll w o r k e r s  ---------------------------------------------- ------- 100 100 100 100 100 100

Method off payment

W ork ers in  e s ta b lish m e n ts  prov id in g
paid v a c a tio n s  ------------------------------------------------ 100 100 100 99 100 100

L e n g th -o f -t im e  pa ym en t --------------------------- 97 96 100 32 20 98
P er c e n ta g e  pa ym en t ----------------------------------- 2 3 - 68 80 2
F la t - s u m  p a ym en t ......... .............. ............. ........... - - - - - -
O ther ............ ...... ......................................................... (4) 1 - - - -

W ork ers in  e s ta b lish m e n ts  prov id in g
no paid v a c a tio n s  ------------------------------------------- " “ " (4) ~ “

Amount off vacation pay5

A fter  6 m onth s o f s e r v ic e
U nder 1 w eek  ---------------------------------------------------- 5 7 _ 5 6 _
1 w e e k  --------------------------------------------------------------- 20 19 44 5 2 55
O ver 1 and under 2 w e e k s  ------------------------------ 2 2 3 " " -

A fte r  1 y e a r  o f s e r v ic e
1 w e e k  --------------------------------------------------------------- 19 12 82 51 43 93
O ver 1 and under 2 w e e k s  ------------------------------ (4 ) ( 4 ) - 46 55 -
2 w e e k s  ------------------------------------------------------------- 81 88 18 2 1 7

A fter  2 y e a r s  o f s e r v ic e
1 w eek  --------------------------------------------------------------- 10 8 39 37 38 32
O ver 1 and under 2 w e e k s  ------------------------------ 1 ( 4 ) 4 48 57 -
2 w e e k s  ------------------------------------------------------------- 89 91 58 14 5 68
O ver 2 and under 3 w e e k s  ------------------------------ - - “ (4 ) 1 “

A fte r  3 y e a r s  o f s e r v ic e
1 w eek  --------------------------------------------------------------- 2 1 _ 11 12 4
O ver 1 and under 2 w e e k s  ------------------------------ 5 8 - 55 66 -
2 w e e k s  ------------------------------------------------------------- 93 91 100 32 22 96
O ver 2 and under 3 w e e k s  ------------------------------ - - “ 1 1 -

A fte r  5 y e a r s  o f s e r v ic e
1 w eek  -------------------------------------------------------------- (4 ) (4 ) _ 2 2 _
O ver 1 and under 2 w e e k s  ------------------------------ - 1 1 -
2 w e e k s  ------------------------------------------------------------- 82 75 97 49 40 100
O ver 2 and under 3 w e e k s  ------------------------------ 1 1 - 47 56 -
3 w e e k s  ------------------------------------------------------------- 16 23 3 1 2

See footnotes at end of tab le .
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Table B-5. Paid Vacations-Continued

(P e r c e n t  d is tr ib u tio n  o f o ff ic e  and plant w o r k e r s  in  a ll in d u s tr ie s  and in  in d u stry  d iv is io n s  by va ca tio n  pay  
p r o v is io n s ,  South B end , Ind. , A p ril I960)

Vacation policy
OFFUTi WORKERS PLANT WORKERS

All industries 1 Manufacturing I’ubt.c utilities 2 •Ml industries3 Manufacturing Public utilities 2

A m ount off v a c a t io n  p a y 5 — C o n tin u e d

A fter 10 y ea rs  of se rv ice
1 week _____________________________________ - - - (4 ) - -

2 weeks ------------------------------------------------------- 32 21 97 37 30 100
O ver 2 and under 3 w eeks ---------------------------- 32 46 - 28 33 -

3 w eeks -------------------------------------------------------- 35 32 3 10 7 -
O ver 3 and under 4 weeks ---------------------------- (4 ) 1 ~ 24 30 "

A fter 15 y ea rs  of se rv ice
1 week --------------------------------------------------------- - - - (4 ) - -
2 weeks _____________________________________ 11 7 5 13 9 -
O ver 2 and under 3 weeks ---------------------------- - - - 19 22 -
3 weeks _____________________________________ 88 92 95 38 34 100
O ver 3 and under 4 weeks ---------------------------- 1 1 - 28 33 -
'4 w eeks _____________________________________ ■ ~ 1 2 ~

A fter 20 y ea rs  of se rv ice 1|
1 week --------------------------------------------------------- _ - - (4 ) - -

2 w eeks -------------------------------------------------------- 11 7 5 13 ! 9 -
O ver 2 and under 3 weeks ---------------------------- - - - 19 22 -

3 weeks ____________________________________ 85 90 85 37 34 82
O ver 3 and under 4 weeks ---------------------------- 1 1 - 28 33 -
4 weeks ____________________________________ 3 l 10 3 2 18

A fter 25 y ea rs  of se rv ice
1 week ______________________________________ - - - (4 ) - -

2 weeks _____________________________________ 11 7 5 13 9 -
O ver 2 and under 3 weeks ---------------------------- - - - 19 22 -

3 weeks ____________________________________ 77 81 70 21 16 72
O ver 3 and under 4 weeks ---------------------------- 1 1 - 29 35 -

4 weeks ------------------------------------------------------ 11 11 26 17 18 28

1 In clu d es data for w h o le sa le  trad e; r e ta il  trad e; f in a n c e , in su r a n c e , and r e a l e sta te ; and s e r v ic e s  in  ad d ition  to  th o se  in d u stry  d iv is io n s  show n se p a r a te ly .
2 T r a n sp o r ta tio n , c o m m u n ic a tio n , and o th er  pu b lic  u t i l i t ie s .
3 In clu d es data for w h o le sa le  tr a d e , r e ta il  tr a d e , r e a l e s t a te ,  and s e r v ic e s  in ad d ition  to  th o se  in d u stry  d iv is io n s  show n sep a r a te ly .
4 L e s s  than 0. 5 p e r c e n t.5 P e r io d s  o f s e r v ic e  w e r e  a r b itr a r ily  c h o se n  and do not n e c e s s a r i ly  r e f le c t  th e in d iv id u al p r o v is io n s  for p r o g r e s s io n s .  F or  e x a m p le , the ch an ges in  p ro p o rtio n s  in d ica ted  at 10 y e a r s '  

s e r v ic e  in clu d e  ch an ges in  p r o v is io n s  o c c u r r in g  b etw een  5 and 10 y e a r s .
NOTE: In the tab u la tion s o f v a c a tio n  a llo w a n c e s  by y e a r s  of s e r v i c e ,  p a ym en ts  o th er than " length  o f t im e ,"  su ch  as p e r c e n ta g e  of annual ea rn in g s  or f la t - s u m  p a y m e n ts , w e r e  c o n v erted  

to an eq u iva len t t im e  b a s is ;  for e x a m p le , a paym ent of 2 p e r c e n t o f annual ea rn in g s  w as c o n s id e r e d  as 1 w e e k 's  pay.
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Table B-6. Health, Insurance, and Pension Plans

(P e r c e n t  o f o ff ic e  and plant w o r k e r s  in a ll  in d u s tr ie s  and in in d u str y  d iv is io n s  e m p loyed  in  e s ta b lish m e n ts  p rov id in g  
hea lth , in su ra n c e , or p e n sio n  b e n e f its , South B end, Ind. , A p r il I960)

OFFICE WORKERS PLANT WORKERS
T ype o f b en efit

All industries * Manufacturing Public utilities 2 All industries 3 Manufacturing Public utilities- 2

A ll w o r k e r s  ----------------------------------------------------- 100 100 100 100 100 100
W ork ers in  e s ta b lish m e n ts  p rov id in g:

L ife  in su ra n c e  -------------------------------------------
A c c id e n ta l death  and d ism e m b e r m e n t

98 99 94 96 99 96
in su ra n c e  ------------------------------------------------- 79 94 58 88 93 73S ic k n e s s  and a c c id e n t in su ra n c e  or
s ic k  le a v e  or  b o th 4 --------------------------------- 96 97 94 95 96 96

S ic k n e ss  and a c c id e n t in su ra n c e  -------- 65 80 24 89 95 24S ick  le a v e  (fu ll pay and no
w aitin g  p er iod ) -----------------------------------

S ick  le a v e  (p a r tia l pay or
81 84 33 9 1 62

w a itin g  p er iod ) ----------------------------------- 5 (5 ) 53 2 - 10
H o sp ita liz a t io n  in su ra n c e  ------------------------- 97 99 51 95 99 38S u r g ic a l in su ra n c e  ------------------------------------ 96 99 51 93 97 38M ed ica l in su ra n c e  ------------------------------------ 84 87 33 76 83 14C a ta stro p h e in su ra n c e  ------------------------------ 69 71 10 27 28 4R e tir e m e n t p e n s io n  ------------------------- ------— 75 86 66 81 87 89No hea lth , in su r a n c e , or p e n sio n  p lan  — (5 ) (5) (5 ) 1 1

1 In c lu d es da ta  for  w h o le sa le  trad e; r e ta il  trad e; fin a n ce , in su r a n c e , and r e a l e s ta te ;  and s e r v i c e s  in  ad d ition  to  th o se  in d u str y  d iv is io n s  show n s e p a r a te ly .
2 T ra n sp o rta tio n , co m m u n ica tio n , and o th er  pu blic  u t i l i t ie s .3 In c lu d es data for  w h o le sa le  tr a d e , r e ta il  tr a d e , r e a l e s ta te , and s e r v i c e s  in addition  to  th o se  in d u str y  d iv is io n s  show n se p a r a te ly .4 U nd up licated  to ta l o f  w o r k e r s  r e c e iv in g  s ic k  le a v e  or s ic k n e s s  and a c c id e n t in su ra n c e  show n sep a r a te ly  b e lo w . S ic k - le a v e  p lan s a r e  lim ite d  to th o se  w h ich  d e f in ite ly  e s ta b l is h  at le a s t  

th e  m in im u m  n u m b er o f d a y s 1 pay that can be ex p ected  by e a ch  e m p lo y e e . In fo rm al s ic k - le a v e  a llo w a n c e s  d e ter m in e d  on an in d iv id u a l b a s is  a r e  e xc lu d ed .
5 L e s s  than 0. 5 p e r c e n t.
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Appendix: Occupational Descriptions

T h e  p r i m a r y  p u r p o s e  o f  p r e p a r i n g  j o b  d e s c r i p t i o n s  f o r  t h e  B u r e a u ’ s  w a g e  s u r v e y s  i s  t o  a s s i s t  i t s  
f i e l d  s t a f f  i n  c l a s s i f y i n g  i n t o  a p p r o p r i a t e  o c c u p a t i o n s  w o r k e r s  w h o  a r e  e m p l o y e d  u n d e r  a  v a r i e t y  o f  p a y r o l l  
t i t l e s  a n d  d i f f e r e n t  w o r k  a r r a n g e m e n t s  f r o m  e s t a b l i s h m e n t  t o  e s t a b l i s h m e n t  a n d  f r o m  a r e a  t o  a r e a .  T h i s  i s  
e s s e n t i a l  i n  o r d e r  t o  p e r m i t  t h e  g r o u p i n g  o f  o c c u p a t i o n a l  w a g e  r a t e s  r e p r e s e n t i n g  c o m p a r a b l e  j o b  c o n t e n t .  
B e c a u s e  o f  t h i s  e m p h a s i s  o n  i n t e r e s t a b l i s h m e n t  a n d  i n t e r a r e a  c o m p a r a b i l i t y  o f  o c c u p a t i o n a l  c o n t e n t ,  t h e  
B u r e a u ’ s  j o b  d e s c r i p t i o n s  m a y  d i f f e r  s i g n i f i c a n t l y  f r o m  t h o s e  i n  u s e  i n  i n d i v i d u a l  e s t a b l i s h m e n t s  o r  t h o s e  
p r e p a r e d  f o r  o t h e r  p u r p o s e s .  I n  a p p l y i n g  t h e s e  j o b  d e s c r i p t i o n s ,  t h e  B u r e a u ’ s  f i e l d  e c o n o m i s t s  a r e  
i n s t r u c t e d  t o  e x c l u d e  w o r k i n g  s u p e r v i s o r s ,  a p p r e n t i c e s ,  l e a r n e r s ,  b e g i n n e r s ,  t r a i n e e s ,  h a n d i c a p p e d  w o r k e r s ,  
p a r t - t i m e ,  t e m p o r a r y ,  a n d  p r o b a t i o n a r y  w o r k e r s .

O F F I C E

BILLER, MACHINE BOOKKEEPING-MACHINE OPERATOR
P r e p a r e s  s t a t e m e n t s ,  b i l l s ,  a n d  i n v o i c e s  o n  a  m a c h i n e  o t h e r  

t h a n  a n  o r d i n a r y  o r  e l e c t r o m a t i c  t y p e w r i t e r .  M a y  a l s o  k e e p  r e c o r d s  a s  
t o  b i l l i n g s  o r  s h i p p i n g  c h a r g e s  o r  p e r f o r m  o t h e r  c l e r i c a l  w o r k  i n c i d e n t a l  
t o  b i l l i n g  o p e r a t i o n s .  F o r  w a g e  s t u d y  p u r p o s e s ,  b i l l e r s ,  m a c h i n e ,  a r e  
c l a s s i f i e d  b y  t y p e  o f  m a c h i n e ,  a s  f o l l o w s :

B ille r , m achine (b illin g  m achine)— U s e s  a  s p e c i a l  b i l l i n g  m a 
c h i n e  ( M o o n  H o p k i n s ,  E l l i o t t  F i s h e r ,  B u r r o u g h s ,  e t c . ,  w h i c h  a r e  
c o m b i n a t i o n  t y p i n g  a n d  a d d i n g  m a c h i n e s )  t o  p r e p a r e  b i l l s  a n d  i n 
v o i c e s  f r o m  c u s t o m e r s ’ p u r c h a s e  o r d e r s ,  i n t e r n a l l y  p r e p a r e d  o r d e r s ,  
s h i p p i n g  m e m o r a n d u m s ,  e t c .  U s u a l l y  i n v o l v e s  a p p l i c a t i o n  o f  p r e d e 
t e r m i n e d  d i s c o u n t s  a n d  s h i p p i n g  c h a r g e s  a n d  e n t r y  o f  n e c e s s a r y  
e x t e n s i o n s ,  w h i c h  m a y  o r  m a y  n o t  b e  c o m p u t e d  o n  t h e  b i l l i n g  m a 
c h i n e ,  a n d  t o t a l s  w h i c h  a r e  a u t o m a t i c a l l y  a c c u m u l a t e d  b y  m a c h i n e .  
T h e  o p e r a t i o n  u s u a l l y  i n v o l v e s  a  l a r g e  n u m b e r  o f  c a r b o n  c o p i e s  o f  
t h e  b i l l  b e i n g  p r e p a r e d  a n d  i s  o f t e n  d o n e  o n  a  f a n f o l d  m a c h i n e .

B iller, m achine (b o o kkeep in g  m achine)— U s e s  a  b o o k k e e p i n g  
m a c h i n e  ( S u n d s t r a n d ,  E l l i o t t  F i s h e r ,  R e m i n g t o n  R a n d ,  e t c . ,  w h i c h  
m a y  o r  m a y  n o t  h a v e  t y p e w r i t e r  k e y b o a r d )  t o  p r e p a r e  c u s t o m e r s ’ 
b i l l s  a s  p a r t  o f  t h e  a c c o u n t s  r e c e i v a b l e  o p e r a t i o n .  G e n e r a l l y  i n 
v o l v e s  t h e  s i m u l t a n e o u s  e n t r y  o f  f i g u r e s  o n  c u s t o m e r s ’ l e d g e r  r e c 
o r d .  T h e  m a c h i n e  a u t o m a t i c a l l y  a c c u m u l a t e s  f i g u r e s  o n  a  n u m b e r  
o f  v e r t i c a l  c o l u m n s  a n d  c o m p u t e s  a n d  u s u a l l y  p r i n t s  a u t o m a t i c a l l y  
t h e  d e b i t  o r  c r e d i t  b a l a n c e s .  D o e s  n o t  i n v o l v e  a  k n o w l e d g e  o f  b o o k 
k e e p i n g .  W o r k s  f r o m  u n i f o r m  a n d  s t a n d a r d  t y p e s  o f  s a l e s  a n d  
c r e d i t  s l i p s .

O p e r a t e s  a  b o o k k e e p i n g  m a c h i n e  ( R e m i n g t o n  R a n d ,  E l l i o t t  
F i s h e r ,  S u n d s t r a n d ,  B u r r o u g h s ,  N a t i o n a l  C a s h  R e g i s t e r ,  w i t h  o r  w i t h o u t  
a  t y p e w r i t e r  k e y b o a r d )  t o  k e e p  a  r e c o r d  o f  b u s i n e s s  t r a n s a c t i o n s .

C la ss  A — K e e p s  a  s e t  o f  r e c o r d s  r e q u i r i n g  a  k n o w l e d g e  o f  
a n d  e x p e r i e n c e  i n  b a s i c  b o o k k e e p i n g  p r i n c i p l e s  a n d  f a m i l i a r i t y  w i t h  
t h e  s t r u c t u r e  o f  t h e  p a r t i c u l a r  a c c o u n t i n g  s y s t e m  u s e d .  D e t e r m i n e s  
p r o p e r  r e c o r d s  a n d  d i s t r i b u t i o n  o f  d e b i t  a n d  c r e d i t  i t e m s  t o  b e  u s e d  
i n  e a c h  p h a s e  o f  t h e  w o r k .  M a y  p r e p a r e  c o n s o l i d a t e d  r e p o r t s ,  b a l a n c e  
s h e e t s ,  a n d  o t h e r  r e c o r d s  b y  h a n d .

C la ss  B — K e e p s  a  r e c o r d  o f  o n e  o r  m o r e  p h a s e s  o r  s e c t i o n s  o f  
a  s e t  o f  r e c o r d s  u s u a l l y  r e q u i r i n g  l i t t l e  k n o w l e d g e  o f  b a s i c  b o o k 
k e e p i n g .  P h a s e s  o r  s e c t i o n s  i n c l u d e  a c c o u n t s  p a y a b l e ,  p a y r o l l ,  
c u s t o m e r s ’ a c c o u n t s  ( n o t  i n c l u d i n g  a  s i m p l e  t y p e  o f  b i l l i n g  d e s c r i b e d  
u n d e r  b i l l e r ,  m a c h i n e ) ,  c o s t  d i s t r i b u t i o n ,  e x p e n s e  d i s t r i b u t i o n ,  i n 
v e n t o r y  c o n t r o l ,  e t c .  M a y  c h e c k  o r  a s s i s t  i n  p r e p a r a t i o n  o f  t r i a l  
b a l a n c e s  a n d  p r e p a r e  c o n t r o l  s h e e t s  f o r  t h e  a c c o u n t i n g  d e p a r t m e n t .

CLERK, ACCOUNTING
C la ss  A — U n d e r  g e n e r a l  d i r e c t i o n  o f  a  b o o k k e e p e r  o r  a c c o u n t 

a n t ,  h a s  r e s p o n s i b i l i t y  f o r  k e e p i n g  o n e  o r  m o r e  s e c t i o n s  o f  a  c o m 
p l e t e  s e t  o f  b o o k s  o r  r e c o r d s  r e l a t i n g  t o  o n e  p h a s e  o f  a n  e s t a b l i s h 
m e n t ' s  b u s i n e s s  t r a n s a c t i o n s .  W o r k  i n v o l v e s  p o s t i n g  a n d  b a l a n c i n g  
s u b s i d i a r y  l e d g e r  o r  l e d g e r s  s u c h  a s  a c c o u n t s  r e c e i v a b l e  o r  a c c o u n t s
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CLERK, ACCOUNTING— Continued
p a y a b l e ;  e x a m i n i n g  a n d  c o d i n g  i n v o i c e s  o r  v o u c h e r s  w i t h  p r o p e r  a c 
c o u n t i n g  d i s t r i b u t i o n ;  r e q u i r e s  j u d g m e n t  a n d  e x p e r i e n c e  i n  m a k i n g  
p r o p e r  a s s i g n a t i o n s  a n d  a l l o c a t i o n s .  M a y  a s s i s t  i n  p r e p a r i n g ,  a d 
j u s t i n g  a n d  c l o s i n g  j o u r n a l  e n t r i e s ;  m a y  d i r e c t  c l a s s  B  a c c o u n t i n g  
c l e r k s .

C la ss  B — U n d e r  s u p e r v i s i o n ,  p e r f o r m s  o n e  o r  m o r e  r o u t i n e  a c 
c o u n t i n g  o p e r a t i o n s  s u c h  a s  p o s t i n g  s i m p l e  j o u r n a l  v o u c h e r s  o r  a c 
c o u n t s  p a y a b l e  v o u c h e r s ,  e n t e r i n g  v o u c h e r s  i n  v o u c h e r  r e g i s t e r s ;  
r e c o n c i l i n g  b a n k  a c c o u n t s ;  p o s t i n g  s u b s i d i a r y  l e d g e r s  c o n t r o l l e d  
b y  g e n e r a l  l e d g e r s ,  o r  p o s t i n g  s i m p l e  c o s t  a c c o u n t i n g  d a t a .  T h i s  
j o b  d o e s  n o t  r e q u i r e  a  k n o w l e d g e  o f  a c c o u n t i n g  a n d  b o o k k e e p i n g  
p r i n c i p l e s  b u t  i s  f o u n d  i n  o f f i c e s  i n  w h i c h  t h e  m o r e  r o u t i n e  a c c o u n t 
i n g  w o r k  i s  s u b d i v i d e d  o n  a  f u n c t i o n a l  b a s i s  a m o n g  s e v e r a l  w o r k e r s .

CLERK, FILE
C la ss  A — I n  a n  e s t a b l i s h e d  f i l i n g  s y s t e m  c o n t a i n i n g  a  n u m 

b e r  o f  v a r i e d  s u b j e c t  m a t t e r  f i l e s ,  c l a s s i f i e s  a n d  i n d e x e s  c o r r e s 
p o n d e n c e  o r  o t h e r  m a t e r i a l ;  m a y  a l s o  f i l e  t h i s  m a t e r i a l .  M a y  k e e p  
r e c o r d s  o f  v a r i o u s  t y p e s  i n  c o n j u n c t i o n  w i t h  f i l e s  o r  m a y  s u p e r 
v i s e  o t h e r s  i n  f i l i n g  a n d  l o c a t i n g  m a t e r i a l  i n  t h e  f i l e s .  M a y  p e r 
f o r m  i n c i d e n t a l  c l e r i c a l  d u t i e s .

C la ss  B — P e r f o r m s  r o u t i n e  f i l i n g ,  u s u a l l y  o f  m a t e r i a l  t h a t  h a s  
a l r e a d y  b e e n  c l a s s i f i e d  o r  w h i c h  i s  e a s i l y  i d e n t i f i a b l e ,  o r  l o c a t e s  
o r  a s s i s t s  i n  l o c a t i n g  m a t e r i a l  i n  f i l e s .  M a y  p e r f o r m  i n c i d e n t a l  
c l e r i c a l  d u t i e s .

CLERK, ORDER
R e c e i v e s  c u s t o m e r s ’ o r d e r s  f o r  m a t e r i a l  o r  m e r c h a n d i s e  b y  m a i l ,  

p h o n e ,  o r  p e r s o n a l l y .  D u t i e s  i n v o l v e  any com bination  o f  the fo llow ing:  
Q u o t i n g  p r i c e s  t o  c u s t o m e r s ;  m a k i n g  o u t  a n  o r d e r  s h e e t  l i s t i n g  t h e  i t e m s  
t o  m a k e  u p  t h e  o r d e r ;  c h e c k i n g  p r i c e s  a n d  q u a n t i t i e s  o f  i t e m s  o n  o r d e r  
s h e e t ;  d i s t r i b u t i n g  o r d e r  s h e e t s  t o  r e s p e c t i v e  d e p a r t m e n t s  t o  b e  f i l l e d .  
M a y  c h e c k  w i t h  c r e d i t  d e p a r t m e n t  t o  d e t e r m i n e  c r e d i t  r a t i n g  o f  c u s t o m e r ,  
a c k n o w l e d g e  r e c e i p t  o f  o r d e r s  f r o m  c u s t o m e r s ,  f o l l o w  u p  o r d e r s  t o  s e e  
t h a t  t h e y  h a v e  b e e n  f i l l e d ,  k e e p  f i l e  o f  o r d e r s  r e c e i v e d ,  a n d  c h e c k  s h i p 
p i n g  i n v o i c e s  w i t h  o r i g i n a l  o r d e r s .

CLERK, PAYROLL
C o m p u t e s  w a g e s  o f  c o m p a n y  e m p l o y e e s  a n d  e n t e r s  t h e  n e c e s 

s a r y  d a t a  o n  t h e  p a y r o l l  s h e e t s .  D u t i e s  i n v o l v e :  C a l c u l a t i n g  w o r k e r s ’ 
e a r n i n g s  b a s e d  o n  t i m e  o r  p r o d u c t i o n  r e c o r d s ;  p o s t i n g  c a l c u l a t e d  d a t a  
o n  p a y r o l l  s h e e t ,  s h o w i n g  i n f o r m a t i o n  s u c h  a s  w o r k e r ’ s  n a m e ,  w o r k i n g  
d a y s ,  t i m e ,  r a t e ,  d e d u c t i o n s  f o r  i n s u r a n c e ,  a n d  t o t a l  w a g e s  d u e .  M a y  
m a k e  o u t  p a y c h e c k s  a n d  a s s i s t  p a y m a s t e r  i n  m a k i n g  u p  a n d  d i s t r i b u t 
i n g  p a y  e n v e l o p e s .  M a y  u s e  a  c a l c u l a t i n g  m a c h i n e .

COMPTOMETER OPERATOR
P r i m a r y  d u t y  i s  t o  o p e r a t e  a  C o m p t o m e t e r  t o  p e r f o r m  m a t h e m a 

t i c a l  c o m p u t a t i o n s .  T h i s  j o b  i s  n o t  t o  b e  c o n f u s e d  w i t h  t h a t  o f  s t a t i s 
t i c a l  o r  o t h e r  t y p e  o f  c l e r k ,  w h i c h  m a y  i n v o l v e  f r e q u e n t  u s e  o f  a  C o m p 
t o m e t e r  b u t ,  i n  w h i c h ,  u s e  o f  t h i s  m a c h i n e  i s  i n c i d e n t a l  t o  p e r f o r m a n c e  
o f  o t h e r  d u t i e s .

DUPLICATING-MACHINE OPERATOR (MIMEOGRAPH OR DITTO)
U n d e r  g e n e r a l  s u p e r v i s i o n  a n d  w i t h  n o  s u p e r v i s o r y  r e s p o n s i 

b i l i t i e s ,  r e p r o d u c e s  m u l t i p l e  c o p i e s  o f  t y p e w r i t t e n  o r  h a n d w r i t t e n  m a t t e r ,  
u s i n g  a  M i m e o g r a p h  o r  D i t t o  m a c h i n e .  M a k e s  n e c e s s a r y  a d j u s t m e n t  s u c h  
a s  f o r  i n k  a n d  p a p e r  f e e d  c o u n t e r  a n d  c y l i n d e r  s p e e d .  I s  n o t  r e q u i r e d  t o  
p r e p a r e  s t e n c i l  o r  D i t t o  m a s t e r .  M a y  k e e p  f i l e  o f  u s e d  s t e n c i l s  o r  D i t t o  
m a s t e r s .  M a y  s o r t ,  c o l l a t e ,  a n d  s t a p l e  c o m p l e t e d  m a t e r i a l .

KEYPUNCH OPERATOR
U n d e r  g e n e r a l  s u p e r v i s i o n  a n d  w i t h  n o  s u p e r v i s o r y  r e s p o n s i 

b i l i t i e s ,  r e c o r d s  a c c o u n t i n g  a n d  s t a t i s t i c a l  d a t a  o n  t a b u l a t i n g  c a r d s  b y  
p u n c h i n g  a  s e r i e s  o f  h o l e s  i n  t h e  c a r d s  i n  a  s p e c i f i e d  s e q u e n c e ,  u s i n g  
a n  a l p h a b e t i c a l  o r  a  n u m e r i c a l  k e y p u n c h  m a c h i n e ,  f o l l o w i n g  w r i t t e n  i n 
f o r m a t i o n  o n  r e c o r d s .  M a y  d u p l i c a t e  c a r d s  b y  u s i n g  t h e  d u p l i c a t i n g  d e 
v i c e  a t t a c h e d  t o  m a c h i n e .  M a y  k e e p  f i l e s  o f  p u n c h  c a r d s .  M a y  v e r i f y  
o w n  w o r k  o r  w o r k  o f  o t h e r s .

OFFICE BOY OR GIRL
P e r f o r m s  v a r i o u s  r o u t i n e  d u t i e s  s u c h  a s  r u n n i n g  e r r a n d s ,  o p 

e r a t i n g  m i n o r  o f f i c e  m a c h i n e s  s u c h  a s  s e a l e r s  o r  m a i l e r s ,  o p e n i n g  a n d  
d i s t r i b u t i n g  m a i l ,  a n d  o t h e r  m i n o r  c l e r i c a l  w o r k .
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SECRETARY
P e r f o r m s  s e c r e t a r i a l  a n d  c l e r i c a l  d u t i e s  f o r  a  s u p e r i o r  i n  a n  a d 

m i n i s t r a t i v e  o r  e x e c u t i v e  p o s i t i o n .  D u t i e s  i n c l u d e  m a k i n g  a p p o i n t m e n t s  
f o r  s u p e r i o r ;  r e c e i v i n g  p e o p l e  c o m i n g  i n t o  o f f i c e ;  a n s w e r i n g  a n d  m a k i n g  
p h o n e  c a l l s ;  h a n d l i n g  p e r s o n a l  a n d  i m p o r t a n t  o r  c o n f i d e n t i a l  m a i l ,  a n d  
w r i t i n g  r o u t i n e  c o r r e s p o n d e n c e  o n  o w n  i n i t i a t i v e ;  t a k i n g  d i c t a t i o n  ( w h e r e  
t r a n s c r i b i n g  m a c h i n e  i s  n o t  u s e d )  e i t h e r  i n  s h o r t h a n d  o r  b y  S t e n o t y p e  o r  
s i m i l a r  m a c h i n e ,  a n d  t r a n s c r i b i n g  d i c t a t i o n  o r  t h e  r e c o r d e d  i n f o r m a t i o n  
r e p r o d u c e d  o n  a  t r a n s c r i b i n g  m a c h i n e .  M a y  p r e p a r e  s p e c i a l  r e p o r t s  o r  
m e m o r a n d u m s  f o r  i n f o r m a t i o n  o f  s u p e r i o r .

STENOGRAPHER, GENERAL
P r i m a r y  d u t y  i s  t o  t a k e  d i c t a t i o n  f r o m  o n e  o r  m o r e  p e r s o n s ,  

e i t h e r  i n  s h o r t h a n d  o r  b y  S t e n o t y p e  o r  s i m i l a r  m a c h i n e ,  i n v o l v i n g  a  n o r 
m a l  r o u t i n e  v o c a b u l a r y ,  a n d  t o  t r a n s c r i b e  t h i s  d i c t a t i o n  o n  a  t y p e w r i t e r .  
M a y  a l s o  t y p e  f r o m  w r i t t e n  c o p y .  M a y  a l s o  s e t  u p  a n d  k e e p  f i l e s  i n  o r 
d e r ,  k e e p  s i m p l e  r e c o r d s ,  e t c .  D oes not include transcrib ing-m achine  
work ( s e e  t r a n s c r i b i n g - m a c h i n e  o p e r a t o r ) .

STENOGRAPHER, TECHNICAL
P r i m a r y  d u t y  i s  t o  t a k e  d i c t a t i o n  f r o m  o n e  o r  m o r e  p e r s o n s  

e i t h e r  i n  s h o r t h a n d  o r  b y  S t e n o t y p e  o r  s i m i l a r  m a c h i n e ,  i n v o l v i n g  a  v a r i e d  
t e c h n i c a l  o r  s p e c i a l i z e d  v o c a b u l a r y  s u c h  a s  i n  l e g a l  b r i e f s  o r  r e p o r t s  o n  
s c i e n t i f i c  r e s e a r c h  a n d  t o  t r a n s c r i b e  t h i s  d i c t a t i o n  o n  a  t y p e w r i t e r .  M a y  
a l s o  t y p e  f r o m  w r i t t e n  c o p y .  M a y  a l s o  s e t  u p  a n d  k e e p  f i l e s  i n  o r d e r ,  
k e e p  s i m p l e  r e c o r d s ,  e t c .  D oes not inc lu d e  transcrib ing-m achine work.
SWITCHBOARD OPERATOR

O p e r a t e s  a  s i n g l e -  o r  m u l t i p l e - p o s i t i o n  t e l e p h o n e  s w i t c h b o a r d .  
D u t i e s  i n v o l v e  h a n d l i n g  i n c o m i n g ,  o u t g o i n g ,  a n d  i n t r a p l a n t  o r  o f f i c e  c a l l s .  
M a y  r e c o r d  t o l l  c a l l s  a n d  t a k e  m e s s a g e s .  M a y  g i v e  i n f o r m a t i o n  t o  p e r 
s o n s  w h o  c a l l  i n ,  o r  o c c a s i o n a l l y  t a k e  t e l e p h o n e  o r d e r s .  F o r  w o r k e r s  
w h o  a l s o  a c t  a s  r e c e p t i o n i s t s  s e e  s w i t c h b o a r d  o p e r a t o r - r e c e p t i o n i s t .

SWITCHBOARD OPERATOR-RECEPTIONIST
I n  a d d i t i o n  t o  p e r f o r m i n g  d u t i e s  o f  o p e r a t o r ,  o n  a  s i n g l e  p o s i 

t i o n  o r  m o n i t o r - t y p e  s w i t c h b o a r d ,  a c t s  a s  r e c e p t i o n i s t  a n d  m a y  a l s o  t y p e  
o r  p e r f o r m  r o u t i n e  c l e r i c a l  w o r k  a s  p a r t  o f  r e g u l a r  d u t i e s .  T h i s  t y p i n g  
o r  c l e r i c a l  w o r k  m a y  t a k e  t h e  m a j o r  p a r t  o f  t h i s  w o r k e r ' s  t i m e  w h i l e  a t  
s w i t c h b o a r d .
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TABULATING-MACHINE OPERATOR
C la ss  A — O p e r a t e s  a  v a r i e t y  o f  t a b u l a t i n g  o r  e l e c t r i c a l  a c 

c o u n t i n g  m a c h i n e s ,  t y p i c a l l y  i n c l u d i n g  s u c h  m a c h i n e s  a s  t h e  t a b u 
l a t o r ,  c a l c u l a t o r ,  i n t e r p r e t e r ,  c o l l a t o r  a n d  o t h e r s .  P e r f o r m s  c o m 
p l e t e  r e p o r t i n g  a s s i g n m e n t s  w i t h o u t  c l o s e  s u p e r v i s i o n ,  a n d  p e r f o r m s  
d i f f i c u l t  w i r i n g  a s  r e q u i r e d .  T h e  c o m p l e t e  r e p o r t i n g  a n d  t a b u l a t i n g  
a s s i g n m e n t s  t y p i c a l l y  i n v o l v e  a  v a r i e t y  o f  l o n g  a n d  c o m p l e x  r e 
p o r t s  w h i c h  o f t e n  a r e  o f  i r r e g u l a r  o r  n o n r e c u r r i n g  t y p e  r e q u i r i n g  
s o m e  p l a n n i n g  a n d  s e q u e n c i n g  o f  s t e p s  t o  b e  t a k e n .  A s  a  m o r e  
e x p e r i e n c e d  o p e r a t o r ,  i s  t y p i c a l l y  i n v o l v e d  i n  t r a i n i n g  n e w  o p e r a 
t o r s  i n  m a c h i n e  o p e r a t i o n s ,  o r  p a r t i a l l y  t r a i n e d  o p e r a t o r s  i n  w i r i n g  
f r o m  d i a g r a m s  a n d  o p e r a t i n g  s e q u e n c e s  o f  l o n g  a n d  c o m p l e x  r e p o r t s .  
D oes no t inc lude w o r k i n g  s u p e r v i s o r s  p e r f o r m i n g  t a b u l a t i n g - m a c h i n e  
o p e r a t i o n s  and d a y - t o - d a y  s u p e r v i s i o n  o f  t h e  w o r k  a n d  p r o d u c t i o n  o f  
a  g r o u p  o f  t a b u l a t i n g - m a c h i n e  o p e r a t o r s .

C la ss  B — O p e r a t e s  m o r e  d i f f i c u l t  t a b u l a t i n g  o r  e l e c t r i c a l  a c 
c o u n t i n g  m a c h i n e s  s u c h  a s  t h e  t a b u l a t o r  a n d  c a l c u l a t o r ,  i n  a d d i t i o n  
t o  t h e  s o r t e r ,  r e p r o d u c e r ,  a n d  c o l l a t o r .  T h i s  w o r k  i s  p e r f o r m e d  u n d e r  
s p e c i f i c  i n s t r u c t i o n s  a n d  m a y  i n c l u d e  t h e  p e r f o r m a n c e  o f  s o m e  w i r 
i n g  f r o m  d i a g r a m s .  T h e  w o r k  t y p i c a l l y  i n v o l v e s ,  f o r  e x a m p l e ,  t a b u 
l a t i o n s  i n v o l v i n g  a  r e p e t i t i v e  a c c o u n t i n g  e x e r c i s e ,  a  c o m p l e t e  b u t  

s m a l l  t a b u l a t i n g  s t u d y ,  o r  p a r t s  o f  a  l o n g e r  a n d  m o r e  c o m p l e x  r e p o r t .  
S u c h  r e p o r t s  a n d  s t u d i e s  a r e  u s u a l l y  o f  a  r e c u r r i n g  n a t u r e  w h e r e  
t h e  p r o c e d u r e s  a r e  w e l l  e s t a b l i s h e d .  M a y  a l s o  i n c l u d e  t h e  t r a i n i n g  
o f  n e w  e m p l o y e e s  i n  t h e  b a s i c  o p e r a t i o n  o f  t h e  m a c h i n e .

C la ss  C— O p e r a t e s  s i m p l e  t a b u l a t i n g  o r  e l e c t r i c a l  a c c o u n t 
i n g  m a c h i n e s  s u c h  a s  t h e  s o r t e r ,  r e p r o d u c i n g  p u n c h ,  c o l l a t o r ,  e t c . ,  
w i t h  s p e c i f i c  i n s t r u c t i o n s .  M a y  i n c l u d e  s i m p l e  w i r i n g  f r o m  d i a g r a m s  
a n d  s o m e  f i l i n g  w o r k .  T h e  w o r k  t y p i c a l l y  i n v o l v e s  p o r t i o n s  o f  a  
w o r k  u n i t ,  f o r  e x a m p l e ,  i n d i v i d u a l  s o r t i n g  o r  c o l l a t i n g  r u n s ,  o r  r e 
p e t i t i v e  o p e r a t i o n s .

TRANSCRIBING-MACHINE OPERATOR, GENERAL
P r i m a r y  d u t y  i s  t o  t r a n s c r i b e  d i c t a t i o n  i n v o l v i n g  a  n o r m a l  r o u t i n e  

v o c a b u l a r y  f r o m  t r a n s c r i b i n g - m a c h i n e  r e c o r d s .  M a y  a l s o  t y p e  f r o m  w r i t t e n  
c o p y  a n d  d o  s i m p l e  c l e r i c a l  w o r k .  W o r k e r s  t r a n s c r i b i n g  d i c t a t i o n  i n 
v o l v i n g  a  v a r i e d  t e c h n i c a l  o r  s p e c i a l i z e d  v o c a b u l a r y  s u c h  a s  l e g a l  b r i e f s  
o r  r e p o r t s  o n  s c i e n t i f i c  r e s e a r c h  a r e  n o t  i n c l u d e d .  A  w o r k e r  w h o  t a k e s  
d i c t a t i o n  i n  s h o r t h a n d  o r  b y  S t e n o t y p e  o r  s i m i l a r  m a c h i n e  i s  c l a s s i f i e d  
a s  a  s t e n o g r a p h e r ,  g e n e r a l .
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TYPIST
U ses a typew riter to make co p ie s  of various m a te ria l or to  make 

out b ills  a fte r c a lc u la tio n s  have been made by ano ther p e rso n . May in 
clude typing of s te n c ils ,  m ats, or s im ila r m a te ria ls  for u se  in d u p lic a t
ing p ro c e s se s . May do c le r ic a l  work involving l i t t le  s p e c ia l  tra in in g , 
such as keep ing  sim ple reco rd s , filing  records and rep o rts , or so rting  
and d is tribu ting  incom ing m ail.

C la ss A — Perform s one or more o f  the fo llow in g : T yping ma
te ria l in final form when it invo lves com bining m a te ria l from se v e ra l 
sources or re sp o n sib ility  for co rrec t sp e llin g , s y lla b ic a tio n , punc-

P R O F E S S IO N A L

DRAFTSMAN, JUNIOR
(A ss is ta n t draftsm an)

Draws to  s c a le  u n its  or p a rts  of draw ings p repared  by d ra f ts 
man or o thers for eng ineering , co n s tru c tio n , or m anufacturing p u rp oses . 
U ses  various typ es of d rafting  to o ls  a s  requ ired . May p repare  draw ings 
from sim ple p lans or sk e tc h e s , or perform other d u ties  under d irec tio n  
of a d raftsm an.
DRAFTSMAN, LEADER

P lan s  and d ire c ts  a c t iv it ie s  of one or more draftsm en in prep
ara tion  of working p lan s  and d e ta il  draw ings from rough or prelim inary  
sk e tc h e s  for eng ineering , co n s tru c tio n , or m anufacturing p u rp o ses . D u ties 
involve a combination o f  the follow ing: In terp reting  b lu ep rin ts , s k e tc h e s , 
and w ritten  or v erb a l o rders; determ ining work p ro ced u res; a ss ig n in g  
d u ties  to su bo rd in a tes  and in sp ec tin g  the ir work; perform ing more d if
f icu lt problem s. May a s s i s t  su bo rd in a tes  during em ergencies or a s  a 
regu lar ass ig n m en t, or perform re la te d  d u tie s  of a su pe rv iso ry  or ad 
m in istra tive  natu re .

DRAFTSMAN, SENIOR
P rep ares  w orking p lan s  and d e ta il draw ings from n o te s , rough 

or d e ta iled  sk e tc h e s  for eng ineering , co n s tru c tio n , or m anufacturing pur
p o se s . D u ties involve a combination o f  the follow ing: P rep aring  work
ing p lans, d e ta il d raw ings, m aps, c ro s s -se c tio n s , e tc . ,  to  s c a le  by use 
of d rafting  instrum en ts; making eng ineering  com putations such  a s  tho se

TYPIST— Continued
tua tio n , e tc . ,  of te c h n ic a l or u n usu a l words or fo reign  language ma
te r ia l;  p lann ing  layou t and typing of com plica ted  s ta t i s t i c a l  ta b le s  
to m aintain  uniform ity and b a lan ce  in sp ac in g . May type rou tine  
form le tte rs  vary ing  d e ta i ls  to  su it  c irc u m s ta n c e s .

C la ss B — Perform s one or more o f  the fo llow in g : Copy typing 
from rough or c le a r  d ra fts ; rou tine typing of form s, in su ran ce  p o lic ie s , 
e tc .;  s e ttin g  up sim ple standard  ta b u la tio n s , or copying more com
plex  ta b le s  a lready  s e t  up and sp aced  properly .

AND T E C H N IC A L

DRAFTSMAN, SENIOR— Continued
involved  in s tren g th  of m a te ria ls , beam s and t ru s s e s ;  verify ing  com
p le te d  work, check ing  d im ensions, m a te ria ls  to be u sed , and q u a n tit ie s ;  
w riting  sp e c if ic a tio n s ; m aking ad ju stm en ts  or changes in draw ings or 
sp e c if ic a tio n s . May ink in lin e s  and le tte rs  on p en c il d raw ings, p repare 
d e ta il u n its  of com plete d raw ings, or trace  d raw ings. Work is  frequently  
in a sp e c ia liz e d  fie ld  such  a s  a rc h ite c tu ra l, e le c tr ic a l , m ech an ica l, or 
s tru c tu ra l drafting .
NURSE, INDUSTRIAL (REGISTERED)

A reg is te red  nu rse  who g iv es  nursing  s e rv ic e  to i l l  or in ju red  
em ployees or o ther p erso n s who becom e i l l  or su ffer an a c c id e n t on the 
p rem ises of a factory  or o ther e s ta b lish m e n t. D u ties involve a combina
tion o f  the follow ing: G iving f irs t  a id  to  the i l l  or in ju red ; a tten d in g  to 
su bseq u en t d re ss in g  of em plo y ees’ in ju r ie s ; keep ing  reco rd s  of p a tie n ts  
trea ted ; p reparing ac c id e n t repo rts  for com pensation  or o ther p u rp o ses ; 
conducting  p h y s ic a l exam inations and h ea lth  ev a lu a tio n s  of ap p lic a n ts  
and em ployees; and p lanning  and carry ing  out program s invo lv ing  h ea lth  
ed u ca tio n , a cc id en t p reven tion , ev a lu a tio n  of p lan t env ironm ent, or o ther 
a c t iv it ie s  a ffec tin g  the h e a lth , w elfare , and sa fe ty  of a l l  p e rso n ne l.
TRACER

C opies p lans and draw ings prepared  by o th e rs , by p lac ing  tra c 
ing c lo th  or paper over draw ing and trac in g  with pen or p e n c il. U ses  
T -sq uare , com pass, and o ther d rafting  to o ls . May prepare sim ple draw 
ings and do sim ple le tte rin g .
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MAINTENANCE

CARPENTER, MAINTENANCE
Perform s the carpentry  d u tie s  n e c e ssa ry  to  co n stru c t and m ain

ta in  in good rep a ir build ing woodwork and equipm ent such  a s  b in s , c rib s , 
coun ters, b en ch es , p a rtitio n s , doors, floors, s ta ir s ,  c a s in g s , and trim  
made of wood in an es tab lish m en t. Work invo lves m ost o f  the follow ing: 
Plann ing  and lay ing  out of work from b lu ep rin ts , d raw ings, m odels, or 
verbal in s tru c tio n s ; using  a varie ty  of ca rp en te r’s han d to o ls, portable  
power to o ls , and s tandard  m easuring instru m en ts; m aking standard  shop  
com putations re la tin g  to  d im ensions of work; s e le c tin g  m a te ria ls  n e c 
e ssa ry  for the work. In genera l, the work of the m ain tenance carpen ter 
requ ires rounded tra in ing  and experience  u su a lly  acqu ired  through a for
mal ap p ren tice sh ip  or eq u iv a len t tra in ing  and ex p erien ce .
ELECTRICIAN, MAINTENANCE

Perform s a varie ty  of e le c tr ic a l  trade functions such  as the 
in s ta lla tio n , m ain tenance, or repair of equipm ent for the genera ting , d is 
tribu tion , or u tiliz a tio n  of e le c tr ic  energy in an es tab lish m en t. Work 
involves m ost o f  the follow ing: In s ta llin g  or repairing  any of a varie ty  
of e le c tr ic a l  equipm ent su ch  as  gen era to rs , tran sfo rm ers, sw itch b o ard s, 
co n tro lle rs , c ircu it b reak ers , m otors, h ea ting  u n its , conduit sy stem s, 
or other tran sm issio n  equipm ent; working from b lu ep rin ts , d raw ings, lay 
out, or o ther sp e c if ic a tio n s ; loca tin g  and d iagnosing  trouble in the e le c 
tr ic a l sy stem  or equipm ent; working s tandard  com putations re la tin g  to 
load requirem ents of w iring or e le c tr ic a l  equipm ent; u sing  a varie ty  of 
e le c tr ic ia n ’s hand too ls and m easuring and te s tin g  in stru m en ts . In gen 
era l, the work of the m ain tenance e le c tr ic ia n  requ ires rounded tra in ing  
and experience  u sua lly  acquired  through a form al ap p ren tice sh ip  or 
equ ivalen t tra in ing  and ex p erien ce .

ENGINEER, STATIONARY
O perates and m ain tains and may a lso  su p e rv ise  the opera tion  

of s ta tio n a ry  eng in es  and equipm ent (m echan ical or e le c tr ic a l)  to su p 
ply the es tab lish m en t in which em ployed w ith pow er, h ea t, re frig e ra 
tion , or a ir-cond ition ing . Work inv o lv es: O perating  and m ain taining  
equipm ent such  a s  steam  en g in es , a ir co m presso rs , g en era to rs , motors 
tu rb in es , v en tila tin g  and refrigera ting  equipm ent, steam  bo ile rs  and 
bo iler-fed  w ater pum ps; m aking equipm ent rep a irs ; keeping a record  of 
operation  of m achinery , tem perature, and fue l consum ption. May also  
su p e rv ise  th e se  o p era tio n s . Head or c h ie f  engineers in establishm ents  
em ploying more than one engineer are exclu ded .
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D PO W ER PLA N T

FIREMAN, STATIONARY BOILER
F ire s  s ta tio n a ry  bo ile rs  to  fu rn ish  the es tab lish m en t in which 

em ployed w ith h ea t, power, or steam . F e e d s  fu e ls  to fire by hand or 
o p era tes  a m echan ica l s to k er, g a s , or o il burner; ch eck s  w ater and sa fe ty  
v a lv e s . May c lean , o il, or a s s i s t  in rep a irin g  boilerroom  equipm ent.
HELPER, TRADES, MAINTENANCE

A ss is t?  one or more w orkers in the  sk ille d  m ain tenance trad es , 
by perform ing sp e c ific  or g en era l d u ties  of le s s e r  sk il l ,  such  a s  keep ing  
a worker su pp lied  w ith m ate ria ls  and to o ls ; c lean ing  working area , ma
ch ine , and equipm ent; a s s is t in g  worker by ho ld ing  m a te ria ls  or to o ls ; 
perform ing o ther u n sk illed  ta sk s  a s  d irec ted  by journeym an. The kind of 
work the he lper is  perm itted  to perform v a rie s  from trade to  trad e : In 
some trad es  the h e lpe r is  confined to  supp ly ing , liftin g , and holding ma
te r ia ls  and too ls  and c lean ing  w orking a re a s ;  and in o thers he is  oer- 
m itted to perform sp e c ia liz e d  m achine o p e ra tio n s , or p a rts  of a trade 
tha t are a lso  perform ed by w orkers on a fu ll-tim e b a s is .

MACHINE-TOOL OPERATOR, TOOLROOM
S p e c ia liz e s  in the operation  of one or more typ es of m achine 

to o ls , such  a s  jig  borers, cy lin d rica l or su rface  g rind ers, engine la th e s , 
or m illing m achines in the co nstruc tion  of m achine-shop  to o ls , gauges, 
j ig s , f ix tu re s , or d ie s . Work invo lves m ost o f  the follow ing: P lann ing  
and perform ing d ifficu lt m achining o p era tio n s; p ro cess in g  item s reau iring  
com plicated  se tu p s  or a high degree of accu racy ; u sin g  a v arie ty  of p re
c is io n  m easuring  instrum en ts; s e le c tin g  fe e d s , sp e e d s , too ling  and op
eration  seq u en ce ; making n e c e ssa ry  ad ju stm en ts  during operation  to 
ach ieve re q u is ite  to le ra n c es  or d im ensions. May be required  to recog
n ize  when too ls  need  d re ss in g , to d re ss  to o ls , and to  s e le c t  proper 
coo lan ts  and cu tting  and lub rica ting  o ils . For c ro ss-in d u stry  w age study 
p u rp oses , m achine-too l o pera to rs, toolroom , in too l and d ie  jobbing shops 
are excluded  from th is  c la s s if ic a t io n .

MACHINIST, MAINTENANCE
P rod u ces rep lacem ent p a rts  and new p a rts  in m aking rep a irs  of 

m etal p a rts  of m echan ica l equipm ent operated  in an es tab lish m en t. Work 
invo lves m ost o f  the follow ing: In terp re ting  w ritten  in s tru c tio n s  and 
s p e c if ic a tio n s ; p lanning  and lay ing  out of work; u sing  a v a rie ty  of ma
c h in is t’s  hand too ls and p rec is io n  m easuring  in stru m en ts; s e ttin g  up and
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MACHINIST, MAINTENANCE— Continued
operating  s tand ard  m achine to o ls ; shap ing  of m eta l p a rts  to c lo se  to le r
a n ces ; m a k in g s ta n d a rd sh o p c o m p u ta tio n s re la tin g to  d im ensions of work, 
•ooling, feed s and sp eed s  of m achining; know ledge of the working prop
e r tie s  of the common m eta ls ; se le c tin g  s tand ard  m a te r ia ls , p a r ts , and 
equipm ent requ ired  for h is  work; f ittin g  and assem b ling  p arts  in to  me
ch an ica l equipm ent. In genera l, the m ach in is t’s work norm ally req u ires  
a rounded tra in ing  in m achine-shop p rac tice  u sua lly  acqu ired  through a 
formal a p p ren tice sh ip  or eq u iv a len t tra in ing  and ex p erien ce .
MECHANIC, AUTOMOTIVE (MAINTENANCE)

R epa irs  au tom ob iles, b u se s , m otortrucks, and trac to rs  of an e s 
tab lishm en t. Work invo lves m ost o f  the follow ing: Exam ining autom otive 
equipm ent to  d iagn o se  source of troub le ; d isa ssem b lin g  equipm ent and 
perform ing rep a irs  tha t involve the use  of such  hand too ls a s  w ren ch es, 
gauges, d r ills ,  or s p e c ia liz e d  equipm ent in d isa ssem b lin g  or fittin g  p a rts ; 
rep lacing  broken or d e fec tiv e  p a rts  from sto ck ; grinding and ad ju s tin g  
v a lves; rea ssem b lin g  and in s ta llin g  the various a sse m b lie s  in the v eh ic le  
and making n e c e ssa ry  ad ju s tm en ts ; a lin ing  w h ee ls , ad ju s tin g  b rakes and 
lig h ts , or tig h ten in g  body b o lts . In g en era l, the work of the autom otive 
m echanic req u ires  rounded tra in ing  and ex p erien ce  u su a lly  acqu ired  
through a form al ap p ren tice sh ip  or eq u iv a len t tra in ing  and ex p erien ce .

MECHANIC, MAINTENANCE
R epa irs  m achinery or m echan ica l equipm ent of an e s ta b lish m e n t. 

Work invo lves m ost o f  the follow ing : Exam ining m achines and m echan
ic a l  equipm ent to d iagnose  source  of trouble; d ism an tling  or partly  d is 
m antling  m achines and perform ing rep a irs  tha t mainly involve the u se  of 
hand too ls in scrap in g  and fittin g  p a rts ; rep lac in g  broken or d e fec tiv e  
p a rts  w ith item s ob ta ined  from s to ck ; ordering the production of a re p la c e 
ment p a rt by a m achine shop or sen d in g  of the m achine to  a m achine shop  
for major rep a irs ; preparing w ritten  sp e c if ic a tio n s  for major rep a irs  or 
for the production  of p a rts  ordered from m achine shop; reassem b lin g  ma
c h in e s ; and making a l l  n e c e ssa ry  ad justm en ts  for operation . In gen era l, 
the work of a m ain tenance m echanic requ ires  rounded tra in in g  and ex 
p erience  u su a lly  acqu ired  through a form al ap p ren tice sh ip  or eq u iv a len t 
tra in in g  and exp erien ce . E xcluded  from th is  c la s s if ic a tio n  are  w orkers 
w hose primary duties involve se ttin g  up or ad ju s tin g  m ach ines.

MILLWRIGHT
In s ta lls  new m achines or heavy  equipm ent and d ism an tle s  and 

in s ta l ls  m achines or heavy  equipm ent when changes in the p la n t layou t

MILLWRIGHT— Continued
are requ ired . Work invo lves m ost o f  the follow in g: P lan n in g  and laying 
out of the work; in te rp re ting  b lu ep rin ts  or o ther sp e c if ic a tio n s ; using  a 
v a rie ty  of hand too ls  and rigging; m aking s tand ard  shop  com putations re 
la tin g  to s t r e s s e s ,  s tren g th  of m a te ria ls , and ce n te rs  of g rav ity ; a lin in g  
and ba lan c in g  of equipm ent; s e le c tin g  s ta n d a rd  to o ls , equipm ent, and p a rts  
to be u sed ; in s ta llin g  and m ain tain ing  in good order power tran sm issio n  
equipm ent such  a s  d rives and sp eed  red u ce rs . In gen era l, the m ill
w righ t’s work norm ally req u ires  a rounded tra in in g  and ex p erien ce  in the  
trad e  acqu ired  through a form al ap p re n tic e sh ip  or eq u iv a len t tra in ing  and 
ex p erien ce .
OILER

L u b ric a te s , w ith o il or g re a se , the moving p a rts  or w earing su r
fa c e s  of m echan ica l equipm ent of an e s ta b lish m e n t.

PAINTER, MAINTENANCE
P a in ts  and red eco ra te s  w a lls , woodwork, and fix tu res  of an e s 

tab lish m en t. Work in v o lves  the fo llow in g : K nowledge of su rface  p ecu 
l ia r i t ie s  and types of p a in t requ ired  for d iffe ren t ap p lic a tio n s ; preparing  
su rface  for pa in ting  by rem oving old f in ish  or by p la c in g  pu tty  or f ille r  in 
n a il h o les  and in te rs t ic e s ;  ap p ly ing  p a in t w ith sp ray  gun or b rush . May 
mix co lo rs , o ils , w hite lead , and o ther p a in t ing red ien ts  to  ob ta in  proper 
co lo r or c o n s is te n c y . In g en era l, the work of the m ain tenance p a in te r  
req u ires  rounded tra in in g  and ex p erien ce  u su a lly  acqu ired  through a for
mal a p p ren tice sh ip  or eq u iv a len t tra in in g  and ex p erien ce .

PIPEFITTER, MAINTENANCE
In s ta lls  or rep a irs  w ater, s team , g a s , or o ther typ es of p ipe and 

p ip e fittin g s  in an es tab lish m en t. Work inv o lv es  m ost o f  the follow in g: 
L aying  out of work and m easuring to  lo c a te  p o sitio n  of p ipe from draw ings 
or o ther w ritten  sp e c if ic a tio n s ; cu ttin g  various s iz e s  of p ipe to  co rrec t 
len g th s  w ith c h ise l  and hammer or oxy a c e ty le n e  torch  or p ipe-cu tting  ma
ch ine ; thread ing  pipe w ith s to c k s  and d ie s ;  bending pipe by hand-driven 
or pow er-driven m ach ines; a ssem b ling  p ipe w ith coup lings and fa s te n in g  
p ipe to hangers; making s tandard  shop  com putations re la tin g  to p re s su re s , 
flow , and s iz e  of p ipe required ; m aking stand ard  t e s ts  to determ ine 
w hether fin ished  p ip es  m eet sp e c if ic a tio n s . In g en era l, the work of the 
m ain tenance p ip e fitte r req u ires  rounded tra in in g  and ex p erien ce  u su a lly  
acqu ired  through a form al a p p ren tice sh ip  or eq u iv a len t tra in ing  and ex 
p erien ce . Workers primarily engaged in installing and repairing building 
sanitation or heating syste m s  are exclu d ed .
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PLUMBER, MAINTENANCE
K eeps the plumbing sy stem  of an e s tab lish m en t in  good order. 

Work invo lves: Knowledge of san ita ry  codes regard ing  in s ta lla tio n  of 
v en ts  and traps in plum bing sy stem ; in s ta llin g  or repairing  p ipes and 
fix tu res; opening clogged  d rains w ith a p lunger or plum ber’s sn ak e . In 
g en era l, the work of the m ain tenance plum ber req u ires  rounded tra in ing  
and experience u sua lly  acquired  through a formal ap p ren tice sh ip  or equ iv 
a le n t tra in ing  and experience .
SHEET-METAL WORKER, MAINTENANCE

F a b r ic a te s , in s ta l ls ,  and m ain tains in good repair the sh e e t-  
m etal equipm ent and fix tu res (such  a s  m achine guards, g rease  p an s , 
sh e lv e s , lo c k e rs , tan k s , v e n tila to rs , c h u te s , d u c ts , m etal roofing) of an 
es tab lish m en t. Work invo lves m ost o f  the follow ing: P lann ing  and lay 
ing out a l l  types of sh ee t-m eta l m ain tenance work from b lu ep rin ts , m odels, 
or other sp e c if ic a tio n s ; se ttin g  up and operating  a ll av a ilab le  typ es of 
sheet-m etal-w ork ing  m ach ines; u sing  a v a rie ty  of hand too ls in cu tting , 
bending, form ing, shap ing , fittin g , and assem b ling ; in s ta llin g  sh e e t-  
m eta l a r t ic le s  a s  required . In g en era l, the work of the m ain tenance 
sh ee t-m eta l worker requ ires rounded tra in ing  and experience  u sua lly  
acqu ired  through a formal ap p ren tice sh ip  or equ iva len t tra in ing  and 
experience .

TOOL AND DIE MAKER
(D iem aker; jig  maker; too lm ake r; fix ture maker; gauge maker)

C o n struc ts  and rep a irs  m achine-shop  to o ls , gau g es, jig s , fix 
tu res  or d ie s  for fo rg ings, punching and o ther m etal-form ing work. Work 
invo lves m ost o f  the follow ing: P lan n ing  and lay ing  out of work from 
m odels, b lu ep rin ts , draw ings, or o ther o ra l and w ritten  sp e c if ic a tio n s ; 
u sin g  a v arie ty  of too l and die m aker’s hand too ls and p rec is io n  m eas
uring instru m en ts , understand ing  of the w orking p roperties of common 
m eta ls  and a llo y s ; s e ttin g  up and opera ting  of m achine too ls and re la ted  
equipm ent; making n e c e ssa ry  shop com putations re la tin g  to  d im ensions 
of work, sp e e d s , feed s , and too ling  of m ach ines; h ea ttrea tin g  of m etal 
p a rts  during fab rica tion  as w ell a s  of f in ish ed  too ls  and d ie s  to  ach iev e  
required  q u a lit ie s ;  working to c lo se  to le ra n c e s ; fittin g  and assem b ling  
of p a rts  to p resc rib ed  to le ra n c es  and a llo w an ce s; se le c tin g  appropria te  
m a te ria ls , to o ls , and p ro c e s se s . In g en e ra l, the tool and d ie  m aker’s 
work requ ires a rounded tra in ing  in m ach ine-shop  and toolroom  p rac tice  
u su a lly  acqu ired  through a formal a p p ren tice sh ip  or eq u iv a len t tra in ing  
and ex p erien ce .

For c ro ss-in d u stry  w age study  p u rp o ses , too l and d ie m akers 
in too l and die jobbing shops are exc luded  from th is  c la s s if ic a t io n .

CUSTO DIAL AND M ATERIAL MOVEMENT
ELEVATOR OPERATOR, PASSENGER

T ran sp o rts  p assen g e rs  betw een floors of an  office building, 
apartm ent ho use , departm ent s to re , h o te l or s im ilar e s ta b lish m e n t. 
Workers who operate  e lev a to rs  in conjunction  w ith o ther d u ties  such  a s  
those  of s ta r te rs  and jan ito rs  are excluded .
GUARD

Perform s routine po lice  d u tie s , e ith e r a t  fixed p o st or on tour, 
m aintaining order, u sing  arms or force w here n e c e ssa ry . Includes ga te- 
men who are station ed  at gate and check on identity o f  em p loyees and 
other persons entering .
JANITOR, PORTER, OR CLEANER

(Sweeper; charw om an; ja n itre s s )
C lean s and keeps in an orderly cond ition  factory  working a rea s  

and washroom s, or p rem ises of an o ffice , apartm ent house , or com m ercial

JANITOR, PORTER, OR CLEANER— Continued
or other e s tab lish m en t. D uties involve a combination o f  the follow ing: 
Sw eeping, mopping or scrubb ing , and p o lish in g  floors; rem oving ch ip s , 
tra sh , and o ther re fu se ; dusting  equipm ent, fu rn itu re , or fix tu res ; p o lish 
ing m etal fix tu res or trim m ings; providing su p p lie s  and minor m ain te
nance s e rv ic e s ;  c lean ing  la v a to rie s , show ers, and restroom s. Workers 
who s p e c ia liz e  in window w ashing  are exc luded .

LABORER, MATERIAL HANDLING
(L oader and un loader; hand ler and s ta c k e r; sh e lv e r; trucker; s tock - 
man or s to ck  helper; w arehousem an or w arehouse helper)

A w orker em ployed in a w arehouse , m anufacturing p lan t, s to re , 
or o ther e s tab lish m en t w hose d u tie s  involve one or more o f  the fo llow 
ing: L oading  and unload ing  various m a te ria ls  and m erchandise on or
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LABORER, MATERIAL HANDLING— Continued
from freigh t c a rs , tru ck s, or o ther transpo rting  d e v ic e s ; unpacking , sh e lv 
ing, or p lac ing  m a te ria ls  or m erchandise in proper sto rage  loca tio n ; tra n s 
porting m a te ria ls  or m erchandise by hand truck , car, or w heelbarrow . 
Longshorem en , who load and unload sh ips are exclu ded .

ORDER FILLER
(Order p icke r; s to ck  se le c to r ; w arehouse stockm an)

F i l ls  sh ipp ing  or tran sfe r orders for fin ish ed  goods from sto red  
m erchandise in accordance  with sp e c if ic a tio n s  on s a le s  s l ip s , cu s to m ers’ 
o rders, or o ther in s tru c tio n s . May, in add ition  to fillin g  orders and in d i
ca ting  item s filled  or om itted, keep  reco rds of outgoing o rders, re q u is i
tion ad d itio na l s to c k , or report short su p p lie s  to su pe rv iso r, and perform 
o ther re la ted  d u tie s .
PACKER, SHIPPING

P rep a res  fin ish ed  p roducts for sh ipm ent or sto rage  by p lac ing  
them in sh ipp ing  co n ta in e rs , the sp e c ific  o p era tio n s perform ed being 
dependent upon the type, s iz e , and number of u n its  to be p acked , the 
type of co n ta in e r em ployed, and method of sh ipm ent. Work req u ires  the 
p lac ing  of item s in sh ipp ing  co n ta in ers  and may in volve one or more o f  
the follow ing: K nowledge of various item s of s to ck  in order to  verify  
con ten t; s e le c tio n  of appropria te  type and s iz e  of co n ta in er; in se r tin g  
en c lo su res  in co n ta in e r; u sing  e x c e ls io r or o ther m ate ria l to p reven t 
breakage or dam age; c lo sin g  and se a lin g  co n ta in er; app ly ing  la b e ls  or 
en tering  iden tify ing  d a ta  on co n ta in er. P ackers who also make wooden  
boxes or crates are excluded.

SHIPPING AND RECEIVING CLERK
P rep a res  m erchandise for sh ipm ent, or re c e iv e s  and is  resp o n 

s ib le  for incom ing sh ipm ents of m erchandise or o ther m a te ria ls . Shipping 
work in v o lv e s : A know ledge of sh ipp ing  p rocedu res , p ra c tic e s , ro u te s, 
a v a ilab le  m eans of tran spo rta tion  and ra te s ;  and preparing records of the 
goods sh ipped , making up b ills  of lad ing , po stin g  w eight and sh ipp ing  
ch arg es, and keep ing  a file  of sh ipp ing  reco rd s. May d ire c t or a s s i s t  in 
preparing the m erchandise for sh ipm ent. R eceivin g  work in v o lv e s : V eri
fying or d irec tin g  o thers in verify ing the co rrec tn ess  of sh ipm en ts a g a in s t  
b ills  of lad ing , in v o ic e s , or o ther reco rd s; check ing  for sh o rtag es  and 
re jec tin g  dam aged goods; routing  m erchandise or m a te ria ls  to proper de
partm en ts; m ain ta in ing  n e c e ssa ry  reco rds and f i le s .

SHIPPING AND RECEIVING CLERK— Continued
F or w age study  p u rp oses , w orkers are  c la s s if ie d  as  follow s:
R eceiv in g  clerk
Shipping clerk
Shipping and receivin g  clerk

TRUCKDRIVER
D rives a truck  w ithin a c ity  or in d u s tr ia l area  to tran spo rt ma

te r ia ls , m erchand ise , equipm ent, or men betw een  various typ es of e s ta b 
lish m ents  such  a s :  M anufacturing p la n ts , freigh t d ep o ts , w areh o u ses , 
w ho lesa le  and re ta i l  e s ta b lish m e n ts , or betw een re ta il  e s tab lish m en ts  
and cu s to m ers’ h o uses  or p la c e s  of b u s in e s s . May a lso  load or unload 
truck w ith or w ithout h e lp e rs , make minor m ech an ica l re p a irs , and keep 
truck  in good w orking order. Driver-salesmen and over-the-road drivers are excluded.

For wage s tudy  p u rp oses , truckdrivers  are  c la s s if ie d  by s iz e  
and type of equipm ent, a s  fo llow s: (T ra c to r-tra ile r  shou ld  be ra ted  on the b a s is  of tra ile r  c ap ac ity .)

Truckdriver (combination o f  s i z e s  lis te d  sep a ra tely)  
Truckdriver, light (under lV2 ton s)
Truckdriver, medium ( l l/ 2 to and including 4  ton s)
Truckdriver, h eavy (over  4  tons, trailer typ e)
Truckdriver, h eavy (o v er  4 tons, other than trailer typ e)

TRUCKER, POWER
O pera tes a m anually con tro lled  g a so lin e -  or e lec tric -pow ered  

truck  or trac to r to tran spo rt goods and m a te ria ls  of a ll  k inds about a 
w arehouse, m anufacturing  p lan t, or o ther e s ta b lish m e n t.

F or wage study  p u rp oses , w orkers are c la s s if ie d  by type of 
truck , a s  fo llow s:

Trucker, pow er (forklift)
Trucker, pow er (other than forklift)

WATCHMAN
M akes rounds of p rem ises p e rio d ica lly  in p ro tec tin g  property 

a g a in s t fire , th e ft, and ille g a l en try .
*  U.S. GOV ERNMENT PRI NT ING  OFFICE : I 9 6 0  0  — 553977
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Occupational Wage Surveys

O ccupational wage su rveys are being conducted  in 60 major labor m arkets during la te  1959 and early  I960 . T h e se  b u lle tin s , when a v a ila b le , 
may be purchased  from the S uperin tendent of D ocum ents, U.S. Government P rin ting  O ffice, W ashington 25, D .C ., or from any of the BLS reg iona l 
s a le s  o ffices shown on the in s id e  front cover.

A summary b u lle tin  con ta in ing  d a ta  for a ll  labor m arkets, com bined w ith ad d itio n a l a n a ly s is , w ill be is su e d  early  in 1961.
B u lle tin s  for the a re a s  l is te d  below  are  now a v a ilab le .

B altim ore, Md., Septem ber 1959—BLS B ull. 1265-7, p rice 15 c e n ts  
B oston, M ass., O ctober 1959—BLS B ull. 1265-8, p rice  25 cen ts  
B uffalo, N .Y ., O ctober 1959—BLS B ull. 1265-4, p rice 20 c en ts  
C anton, Ohio, D ecem ber 1959—BLS B ull. 1265-10, p rice 25 c e n ts  
C in c in na ti, O hio—K y., February  I9 6 0 —BLS B u ll. 1265-31, p rice 25 ce n ts  
C leveland , Ohio, Septem ber 1959—BLS B ull. 1265-1, p rice 20 cen ts
D a lla s , T ex ., O ctober 1959—BLS B ull. 1265-3, p rice  20 cen ts  
D ayton, O hio, D ecem ber 1959—BLS B ull. 1265-9, p rice  25 cen ts  
D enver, C o lo ., D ecem ber 1959—BLS B ull. 1265-11, p rice 25 cen ts  
D es M oines, Iow a, February  I9 6 0 —BLS B ull. 1265-30, p rice  25 cen ts  
D etro it, M ich., January  I9 6 0 —BLS B ull. 1265-25, p rice  20 cen ts  
F o rt Worth, T ex ., November 1959—BLS B ull. 1265-13, p rice 25 cen ts
In d ianapo lis , Ind ., January  I960—BLS B ull. 1265-22, p rice 25 cen ts  
Ja c k so n , M iss ., February  I9 6 0 —BLS B ull. 1265-26, p rice 25 cen ts  
J a c k so n v ille , F la . ,  D ecem ber 1959—BLS B ull. 1265-14, p rice  25 cen ts  
K ansas  C ity , Mo.—K an s., January  I9 6 0 —BLS B ull. 1265-23, p rice 25 cen ts  
Memphis, T enn ., January  I9 6 0 —BLS B ull. 1265-19, p rice 25 cen ts  
Miami, F la . ,  D ecem ber 1959—BLS B ull. 1265-6, p rice  20 cen ts
M inneapolis—St. P a u l, Minn., January  I9 6 0 —BLS B ull. 1265-21, p rice 25 c e n ts  
Newark and Je rse y  C ity , N .J ., February  I960—BLS B ull. 1265-28, p rice 25 ce n ts  
P h ilad e lp h ia , P a .,  November 1959—BLS B ull. 1265-16, p rice 25 cen ts  
P ittsb u rg h , P a .,  D ecem ber 1959—BLS B ull. 1265-20, p rice 25 cen ts  
P o rtland , M aine, November 1959—BLS B ull. 1265-12, p rice 20 cen ts  
Richm ond, V a., February  I960—BLS B ull. 1265-24, price 25 cen ts  
St. L o u is , Mo., O ctober 1959—BLS B ull. 1265-5, p rice 25 cen ts
San B ernard ino—R iv e rs id e—O ntario , C a lif ., Novem ber 1959—

BLS B ull. 1265-15, p rice 25 ce n ts
San F ra n c isc o —O akland, C a lif ., January  I9 6 0 —BLS B ull. 1265-17, p rice  25 ce n ts  
S e a ttle , W ash., A ugust 1959—BLS B ull. 1265-2, p rice  25 cen ts  
Sioux F a lls ,  S. D ak ., February  I9 6 0 —BLS B ull. 1265-29, p rice 20 c en ts  
W ashington, D .C .—Md.—V a., D ecem ber 1959—BLS B ull. 1265-18, p rice 25 cen ts  
York, P a .,  February  I960—BLS B ull. 1265-27, p rice  25 ce n ts
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