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P re fa ce

T h e B u r e a u  of L a b o r  S t a t i s t i c s  p r o g r a m  of an n u a l 
o c c u p a tio n a l w a g e  s u r v e y s  in  m e tr o p o li t a n  a r e a s  i s  d e s ig n e d  
to  p r o v id e  d a ta  on o c c u p a tio n a l e a r n in g s ,  an d  e s t a b l i s h ­
m en t p r a c t i c e s  an d  s u p p le m e n ta r y  w age  p r o v i s io n s .  It 
y ie ld s  d e ta i le d  d a ta  b y  s e le c t e d  in d u s tr y  d iv is io n  fo r  e ac h  
of th e  a r e a s  s tu d ie d , fo r  g e o g r a p h ic  r e g io n s ,  an d  fo r  the 
U n ited  S t a t e s .  A  m a jo r  c o n s id e r a t io n  in  the p r o g r a m  i s  
the n eed  fo r  g r e a t e r  in s ig h t  in to  ( 1) the m o v e m e n t of w a g e s  
b y  o c c u p a tio n a l c a t e g o r y  an d  s k i l l  l e v e l ,  an d  (2 ) the s t r u c ­
tu r e  an d  le v e l  of w a g e s  am o n g  a r e a s  an d  in d u s tr y  d iv i s io n s .

A t th e  en d  of e a c h  s u r v e y ,  an  in d iv id u a l a r e a  b u l­
le t in  p r e s e n t s  s u r v e y  r e s u l t s  fo r  e a c h  a r e a  s tu d ie d . A fte r  
c o m p le t io n  o f a l l  o f the in d iv id u a l a r e a  b u l le t in s  fo r  a  roun d  
of s u r v e y s ,  a  tw o - p a r t  s u m m a r y  b u lle t in  i s  i s s u e d .  The 
f i r s t  p a r t  b r in g s  d a ta  fo r  e a c h  of the m e tr o p o li t a n  a r e a s  
s tu d ie d  in to  one b u lle t in . --The se c o n d  p a r t  p r e s e n t s  in fo r ­
m a tio n  w h ich  h a s  b e e n  p r o je c t e d  f r o m  in d iv id u a l m e t r o ­
p o lita n  a r e a  d a ta  to  r e la te  to  g e o g r a p h ic  r e g io n s  an d  the 
U n ited  S t a t e s .

N in e ty  a r e a s  c u r r e n t ly  a r e  in c lu d e d  in  th e  p r o ­
g r a m . In  e a c h  a r e a ,  in fo rm a t io n  on o c c u p a tio n a l e a r n in g s  
i s  c o l le c te d  a n n u a lly  an d  on e s ta b l i s h m e n t  p r a c t ic e s  and 
s u p p le m e n ta r y  w ag e  p r o v i s io n s  b ie n n ia lly .

T h is  b u lle t in  p r e s e n t s  r e s u l t s  o f th e  s u r v e y  in  
S io u x  F a l l s ,  S .  D a k .,  in  O c to b e r  1 9 68 . T h e S ta n d a rd  M e t­
r o p o lita n  S t a t i s t i c a l  A r e a ,  a s  d e fin e d  b y  the B u r e a u  of 
the B u d g e t  th ro u g h  J a n u a r y  1968 , c o n s i s t s  o f M in n eh ah a 
C oun ty. T h is  s tu d y  w a s  co n d u cted  b y  the B u r e a u 's  r e ­
g io n a l o f f ic e  in  K a n s a s  C ity , M o ., u n d e r  th e  g e n e r a l  d i ­
r e c t io n  of E d w a rd  C h a ik e n , A s s i s t a n t  R e g io n a l  D ir e c to r  
fo r  O p e r a t io n s .

C o n te n ts

P a g e

T a b le s :

1. E s t a b l i s h m e n t s  an d  w o r k e r s  w ith in  sc o p e  o f s u r v e y  an d
n u m b e r stu d ie d ______________________ ________________________________ 4

A . O c c u p a tio n a l e a r n in g s :
A -  1. O ffice  o c c u p a tio n s—m e n  an d  w om en_________________________ 5
A - 2 . P r o f e s s i o n a l  and  te c h n ic a l  o c c u p a tio n s—m e n  and

w om en________________________________________________________  5
A - 3 . O ff ic e ,  p r o f e s s io n a l ,  an d  te c h n ic a l  o c c u p a tio n s—

m e n  an d  w om en  c o m b in e d _________________________________  6
A - 4 .  M a in te n an c e  and p o w e rp la n t  o c c u p a t io n s__________________  6
A - 5 .  C u s to d ia l  an d  m a t e r i a l  m o v e m e n t o c c u p a t io n s ___________  7

B .  E s t a b l i s h m e n t  p r a c t ic e s  an d  su p p le m e n ta r y  w a g e  p r o v i s io n s :
B - l .  M in im u m  e n tr a n c e  s a l a r i e s  fo r  w om en  o f f ic e

w o r k e r s ______________________________________________________  8
B - 2 .  S h ift  d i f f e r e n t i a l s ____________________________________________  9
B - 3 .  S c h e d u le d  w e e k ly  h o u r s _____________________________________  10
B - 4 .  P a id  h o l id a y s _________________________________________________  11
B - 5 .  P a id  v a c a t i o n s ________________________________________________  \ z

B - 6 . H e a lth , in s u r a n c e ,  an d  p e n s io n  p la n s ______________________ 14
B - 7 .  M eth od  of w ag e  d e te r m in a t io n  an d  fr e q u e n c y  of

p a y m e n t______________________________________________________  15

A p p e n d ix . O c c u p a tio n a l d e s c r i p t i o n s _____________________________________  16

N O T E : S im i l a r  t a b u la t io n s  a r e  a v a i la b le  fo r  o th e r  
a r e a s .  (S e e  in s id e  b a c k  c o v e r .)

U nion  s c a l e s ,  in d ic a t iv e  o f p r e v a i l in g  p a y  l e v e l s  in 
th e  S io u x  F a l l s  a r e a ,  a r e  a l s o  a v a i la b le  fo r  s e v e n  s e le c t e d  
b u ild in g  t r a d e s .
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Area Wage Survey----

The Sioux Falls, S. Dak., Metropolitan Area

Introduction

T h is  a r e a  i s  1 o f 90 in  w h ich  the U .S . D e p a r tm e n t o f L a b o r 's  
B u r e a u  o f L a b o r  S t a t i s t i c s  c o n d u c ts  s u r v e y s  o f o c c u p a tio n a l e a r n in g s  
an d  r e la t e d  b e n e f i t s  on an  a r e a w id e  b a s i s . 1 In  th is  a r e a ,  d a ta  w e r e  
o b ta in e d  b y  p e r s o n a l  v i s i t s  o f  B u r e a u  f ie ld  e c o n o m is t s  to  r e p r e s e n t ­
a t iv e  e s t a b l i s h m e n t s  w ith in  s i x  b r o a d  in d u s tr y  d iv i s io n s :  M an u ­
fa c tu r in g ;  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 lic  u t i l i t i e s ;  
w h o le s a le  t r a d e ;  r e t a i l  t r a d e ;  f in a n c e , in s u r a n c e ,  an d  r e a l  e s t a t e ;  and 
s e r v i c e s .  M a jo r  in d u s tr y  g r o u p s  e x c lu d e d  f r o m  t h e s e  s tu d ie s  a r e  
g o v e rn m e n t o p e r a t io n s  and the c o n s tr u c t io n  an d  e x t r a c t iv e  in d u s t r i e s .  
E s t a b l i s h m e n t s  h av in g  fe w e r  th an  a  p r e s c r ib e d  n u m b e r o f w o r k e r s  a r e  
o m it te d  b e c a u s e  th e y  ten d  to  fu r n is h  in su ff ic ie n t  e m p lo y m e n t in  the 
o c c u p a tip n s  s tu d ie d  to  w a r r a n t  in c lu s io n . S e p a r a te  t a b u la t io n s  a r e  
p r o v id e d  f o r  e a c h  o f th e  b r o a d  in d u s tr y  d iv i s io n s  w h ich  m e e t  p u b li­
c a t io n  c r i t e r i a .

T h e s e  s u r v e y s  a r e  co n d u cted  on a  s a m p le  b a s i s  b e c a u s e  o f 
the u n n e c e s s a r y  c o s t  in v o lv e d  in  s u rv e y in g  a l l  e s t a b l i s h m e n t s .  T o  
o b ta in  o p tim u m  a c c u r a c y  a t m in im u m  c o s t ,  a  g r e a t e r  p r o p o r t io n  of 
l a r g e  th an  o f s m a l l  e s t a b l i s h m e n t s  i s  s tu d ie d . In co m b in in g  th e  d a ta ,  
h o w e v e r , a l l  e s t a b l i s h m e n t s  a r e  g iv e n  t h e ir  a p p r o p r ia te  w e ig h t . E s ­
t im a t e s  b a s e d  on the e s t a b l i s h m e n t s  s tu d ie d  a r e  p r e s e n t e d ,  t h e r e f o r e ,  
a s  r e la t in g  to  a l l  e s t a b l i s h m e n t s  in  the in d u s tr y  g ro u p in g  an d  a r e a ,  
e x c e p t  fo r  th o se  b e lo w  th e  m in im u m  s i z e  s tu d ie d .

O c c u p a tio n s  an d  E a r n in g s

T h e o c c u p a tio n s  s e le c t e d  fo r  s tu d y  a r e  co m m o n  to  a  v a r ie t y  
o f m a n u fa c tu r in g  an d  n o n m an u fa c tu r in g  in d u s t r i e s ,  an d  a r e  o f the 
fo llo w in g  t y p e s :  (1) O ff ic e  c l e r i c a l ;  (2) p r o f e s s io n a l  an d  t e c h n ic a l ;
(3) m a in te n a n c e  an d  p o w e rp la n t; an d  (4) c u s to d ia l  an d  m a t e r i a l  m o v e ­
m e n t. O c c u p a tio n a l c l a s s i f i c a t i o n  i s  b a s e d  on a  u n ifo rm  s e t  o f jo b  
d e s c r ip t io n s  d e s ig n e d  to  ta k e  ac c o u n t  o f in te r  e s ta b l i s h m e n t  v a r ia t io n  
in  d u t ie s  w ith in  th e  s a m e  jo b . T h e o c c u p a tio n s  s e le c t e d  fo r  stu d y  
a r e  l i s t e d  an d  d e s c r ib e d  in  th e  ap p e n d ix . T h e e a r n in g s  d a ta  fo llo w in g  
th e  jo b  t i t l e s  a r e  fo r  a l l  in d u s t r ie s  c o m b in e d . E a r n in g s  d a ta  fo r  so m e  
of th e  o c c u p a tio n s  l i s t e d  an d  d e s c r ib e d ,  o r  fo r  so m e  in d u s tr y  d iv i s io n s  
w ith in  o c c u p a t io n s ,  a r e  not p r e s e n t e d  in  the A - s e r i e s  t a b l e s ,  b e c a u s e  
e ith e r  (1) e m p lo y m e n t in  th e  o c c u p a tio n  i s  to o  s m a l l  to  p r o v id e  en ough  
d a ta  to  m e r i t  p r e s e n t a t io n ,  o r  (2) t h e r e  i s  p o s s ib i l i t y  o f d i s c lo s u r e  
of in d iv id u a l e s ta b l i s h m e n t  d a ta .

1 Included in the 90 areas are four studies conducted under contract with the New Yoik State 
Department of Labor. These areas are Binghamton (New York portion only); Rochester (office occu­
pations only); Syracuse; and Utica—Rome. In addition, the Bureau conducts more limited area studies 
in 91 areas at the request of the Wage and Hour and Public Contracts Divisions of the U. S. De­
partment of Labor.

O c c u p a tio n a l e m p lo y m e n t an d  e a r n in g s  d a ta  a r e  show n  fo r  
fu l l - t im e  w o r k e r s ,  i . e . ,  th o s e  h ir e d  to  w o rk  a  r e g u la r  w e e k ly  sc h e d u le  
in  th e  g iv e n  o c c u p a tio n a l c l a s s i f i c a t io n .  E a r n in g s  d a ta  e x c lu d e  p r e ­
m iu m  p a y  fo r  o v e r t im e  an d  fo r  w o rk  on w e e k e n d s , h o l id a y s ,  and 
la te  s h i f t s .  N o n p ro d u c tio n  b o n u se s  a r e .  e x c lu d e d , but c o s t - o f - l iv in g  
a l lo w a n c e s  an d  in c e n tiv e  e a r n in g s  a r e  in c lu d e d . W h ere  w e e k ly  h o u r s  
a r e  r e p o r t e d ,  a s  fo r  o f f ic e  c l e r i c a l  o c c u p a t io n s ,  r e f e r e n c e  i s  to  th e  
s ta n d a r d  w o rk w e e k  (ro u n d e d  to  th e  n e a r e s t  h a lf  h ou r) fo r  w h ich  e m ­
p lo y e e s  r e c e iv e  th e ir  r e g u la r  s t r a ig h t - t im e  s a l a r i e s  (e x c lu s iv e  o f p a y  
fo r  o v e r t im e  a t  r e g u la r  a n d /o r  p r e m iu m  r a t e s ) .  A v e r a g e  w e e k ly  e a r n ­
in g s  fo r  t h e s e  o c c u p a tio n s  h av e  b e e n  ro u n d e d  to  th e  n e a r e s t  h a lf  d o l la r .

T h e a v e r a g e s  p r e s e n t e d  r e f l e c t  c o m p o s it e ,  a r e a w id e  e s t i ­
m a t e s .  I n d u s t r ie s  an d  e s t a b l i s h m e n t s  d i f fe r  in  p a y  le v e l  an d  jo b  
s ta f f in g  an d , th u s ,  c o n tr ib u te  d i f fe r e n t ly  to  th e  e s t im a t e s  fo r  e a c h  jo b .. 
T h e p a y  r e la t io n s h ip  o b ta in a b le  f r o m  the a v e r a g e s  m a y  f a i l  to  r e f le c t  
a c c u r a t e ly  the w ag e  s p r e a d  o r  d i f fe r e n t ia l  m a in ta in e d  am o n g  jo b s  in 
in d iv id u a l e s t a b l i s h m e n t s .  S im i l a r ly ,  d i f fe r e n c e s  in  a v e r a g e  p a y  l e v ­
e l s  fo r  m e n  an d  w o m en  in  an y  o f th e  s e le c t e d  o c c u p a tio n s  sh o u ld  
not b e  a s s u m e d  to  r e f l e c t  d i f fe r e n c e s  in  p a y  t r e a tm e n t  o f th e  s e x e s  
w ith in  in d iv id u a l e s t a b l i s h m e n t s .  O th er p o s s ib le  f a c t o r s  w h ich  m a y  
c o n tr ib u te  to  d i f fe r e n c e s  in  p a y  fo r  m e n  an d  w o m en  in c lu d e : D i f f e r ­
e n c e s  in  p r o g r e s s i o n  w ith in  e s t a b l i s h e d  r a te  r a n g e s ,  s in c e  o n ly  th e  
a c tu a l  r a t e s  p a id  in c u m b e n ts  a r e  c o l le c te d ;  an d  d i f fe r e n c e s  in  s p e c i f i c  
d u t ie s  p e r fo r m e d ,  a lth o u gh  th e  w o r k e r s  a r e  c l a s s i f i e d  a p p r o p r ia te ly  
w ith in  the s a m e  s u r v e y  jo b  d e s c r ip t io n .  Jo b  d e s c r ip t io n s  u s e d  in  
c l a s s i fy in g  e m p lo y e e s  in th e s e  s u r v e y s  a r e  u s u a l ly  m o r e  g e n e r a l iz e d  
th an  th o se  u s e d  in  in d iv id u a l e s t a b l i s h m e n t s  an d  a llo w  f o r  m in o r  
d i f fe r e n c e s  am o n g  e s t a b l i s h m e n t s  in  th e  s p e c i f i c  d u t ie s  p e r fo r m e d .

O c c u p a tio n a l e m p lo y m e n t e s t im a t e s  r e p r e s e n t  th e  t o ta l  in  
a l l  e s t a b l i s h m e n t s  w ith in  the s c o p e  o f the s tu d y  an d  not th e  n u m b e r 
a c tu a l ly  su r v e y e d .  B e c a u s e  o f d i f f e r e n c e s  in  o c c u p a tio n a l s t r u c tu r e  
am o n g  e s t a b l i s h m e n t s ,  th e  e s t im a t e s  o f o c c u p a tio n a l e m p lo y m e n t o b ­
ta in e d  f r o m  th e  s a m p le  o f e s ta b l i s h m e n t s  s tu d ie d  s e r v e  o n ly  to  in d ic a te  
th e  r e la t iv e  im p o r ta n c e  of th e  jo b s  s tu d ie d . T h e s e  d i f f e r e n c e s  in  
o c c u p a tio n a l s t r u c tu r e  do not a f f e c t  m a t e r i a l ly  th e  a c c u r a c y  o f th e  
e a r n in g s  d a ta .

E s t a b l i s h m e n t  P r a c t i c e s  an d  S u p p le m e n ta r y  W age P r o v i s io n s

In fo rm a tio n  i s  p r e s e n t e d  (in  th e  B - s e r i e s  t a b le s )  on s e le c t e d  
e s ta b l i s h m e n t  p r a c t i c e s  an d  s u p p le m e n ta r y  w a g e  p r o v i s io n s  a s  th e y  
r e la t e  to  p la n t  an d  o f f ic e  w o r k e r s .  A d m in is tra t iv e !, ' e x e c u t iv e ,  and 
p r o f e s s io n a l  e m p lo y e e s ,  an d  c o n s tr u c t io n  w o r k e r s  w ho a r e  u t i l iz e d  
a s  a  s e p a r a t e  w o rk  fo r c e  a r e  e x c lu d e d . " P la n t  w o r k e r s "  in c lu d e

1
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w o rk in g  fo r e m e n  an d  a l l  n o n s u p e r v is o r y  w o r k e r s  (in c lu d in g  le a d -  
m e n  an d  t r a in e e s )  e n g a g e d  in  n o n o ffic e  fu n c tio n s . "O ff ic e  w o r k e r s "  
in c lu d e  w o rk in g  s u p e r v i s o r s  an d  n o n s u p e r v is o r y  w o r k e r s  p e r fo r m in g  
c l e r i c a l  o r  r e la te d  fu n c tio n s . C a f e t e r ia  w o r k e r s  an d  ro u te m e n  a r e  
e x c lu d e d  in  m a n u fa c tu r in g  in d u s t r i e s ,  but in c lu d e d  in  n o n m an u fa c tu r in g  
in d u s t r ie s .

M in im u m  e n tr a n c e  s a l a r i e s  fo r  w om en  o f f ic e  w o r k e r s  (tab le  
B - l )  r e la te  on ly  to  th e  e s t a b l i s h m e n t s  v i s i t e d .  B e c a u s e  o f the o p tim u m  
s a m p lin g  te c h n iq u e s  u s e d ,  an d  the p r o b a b i l i ty  th a t l a r g e  e s t a b l i s h ­
m e n ts  a r e  m o r e  l ik e ly  to  h av e  f o r m a l  e n tra n c e  r a t e s  fo r  w o r k e r s  
ab o v e  the s u b c le r i c a l  le v e l  th an  s m a l l  e s t a b l i s h m e n t s ,  the ta b le  i s  
m o r e - r e p r e s e n t a t iv e  o f p o l ic ie s  in m e d iu m  and la r g e  e s t a b l i s h m e n t s .

S h ift  d i f fe r e n t ia l  d a ta  (ta b le  B -2 )  a r e  l im ite d  to  p lan t w o r k e r s  
in  m a n u fa c tu r in g  in d u s t r ie s .  T h is  in fo rm a t io n  i s  p r e s e n t e d  both  in 
t e r m s  o f (1) e s ta b l i s h m e n t  p o l i c y ,2 p r e se n te d  in  t e r m s  o f to ta l  p lan t 
w o rk e r  e rh p lo y m e n t, an d  (2) e f fe c t iv e  p r a c t ic e ,  p r e s e n t e d  in  t e r m s  
of w o r k e r s  a c tu a l ly  e m p lo y e d  on the s p e c i f ie d  sh if t  a t  the t im e  of the 
s u r v e y .  In e s t a b l i s h m e n t s  h av in g  v a r ie d  d i f f e r e n t i a l s ,  the am ou n t 
a p p ly in g  to  a  m a jo r i t y  w a s  u s e d  o r ,  i f  no am ou n t a p p lie d  to  a  m a jo r i ty ,  
the c l a s s i f i c a t i o n  " o t h e r "  w a s  u s e d .  In e s ta b l i s h m e n t s  in w h ich  so m e  
l a t e - s h i f t  h o u r s  a r e  p a id  a t  n o r m a l  r a t e s ,  a  d i f fe r e n t ia l  w a s  r e c o r d e d  
on ly  i f  it  a p p lie d  to  a  m a jo r i t y  o f th e  sh if t  h o u r s .

T h e sc h e d u le d  w e e k ly  h o u rs  ( tab le  B -3 )  o f a  m a jo r i ty  o f the 
f i r s t - s h i f t  w o r k e r s  in  an  e s ta b l is h m e n t  a r e  ta b u la te d  a s  a p p ly in g  to  
a l l  o f the p la n t o r  o f f ic e  w o r k e r s  o f th a t  e s ta b l i s h m e n t .  S c h e d u le d  
w e e k ly  h o u rs  a r e  th o se  w h ich  fu l l - t im e  e m p lo y e e s  w e re  e x p e c te d  to  
w o rk , w h e th e r  th e y  w e r e  p a id  fo r  a t  s t r a ig h t - t im e  o r  o v e r t im e  r a t e s .

P a id  h o l id a y s ;  p a id  v a c a t io n s ;  h e a lth , in s u r a n c e ,  an d  p e n s io n  
p la n s ;  and f r e q u e n c y  o f w ag e  p a y m en t ( t a b le s  B - 4  th ro u g h  B -7 )  
a r e  t r e a t e d  s t a t i s t i c a l l y  on th e  b a s i s  th a t  th e s e  a r e  a p p l ic a b le  to  a l l  
p lan t o r  o f f ic e  w o r k e r s  if  a  m a jo r i ty  o f su c h  w o r k e r s  a r e  e l ig ib le  o r  
m a y  e v e n tu a lly  q u a lify  fo r  th e  p r a c t i c e s  l i s t e d .  S u m s  o f in d iv id u a l 
i t e m s  in  t a b le s  B - 2  th ro u g h  B - 7  m a y  not e q u a l t o t a l s  b e c a u s e  o f 
ro u n d in g .

D a ta  on p a id  h o lid a y s  ( tab le  B - 4 )  a r e  l im ite d  to  d a ta  on h o l i ­
d a y s  g r a n te d  an n u a lly  on a  f o r m a l  b a s i s ;  i . e . ,  (1) a r e  p r o v id e d  fo r  
in  w r it te n  fo r m , o r  (2) h av e  b e e n  e s t a b l i s h e d  b y  c u s to m . H o lid a y s  
o r d in a r i ly  g r a n te d  a r e  in c lu d e d  e v e n  though  th e y  m a y  f a l l  on a  n on ­
w o rk d a y  an d  th e  w o r k e r  i s  not g r a n te d  an o th e r  d a y  o ff. T h e f i r s t

2 An establishment was considered as having a policy if it met either of the following con­
ditions: (1) Operated late shifts at the time of the survey, or (2) had formal provisions covering
late shifts. An establishment was considered as having formal provisions if it (1) had operated late 
shifts during the 12 months prior to the survey, or (2) had provisions in written form for operating 
late shifts.

p a r t  o f the p a id  h o lid a y s  t a b le  p r e s e n t s  th e  n u m b e r o f w hole an d  h a lf  
h o lid a y s  a c tu a l ly  g r a n te d . The se c o n d  p a r t  c o m b in e s  w hole an d  h a lf  
h o lid a y s  to  show  to ta l  h o lid a y  t im e .

T h e s u m m a r y  o f v a c a t io n  p la n s  ( tab le  B -5 )  i s  l im ite d  to  a  
s t a t i s t i c a l  m e a s u r e  o f v a c a t io n  p r o v i s io n s .  It i s  not in ten d ed  a s  a  
m e a s u r e  o f th e  p r o p o r t io n  o f w o r k e r s  a c tu a l ly  r e c e iv in g  s p e c i f i c  b e n e ­
f i t s .  P r o v i s io n s  o f an  e s ta b l i s h m e n t  fo r  a l l  le n g th s  o f s e r v i c e  w e re  
t a b u la te d  a s  a p p ly in g  to  a l l  p lan t o r  o f f ic e  w o r k e r s  o f th e  e s t a b l i s h ­
m e n t, r e g a r d l e s s  o f le n g th  o f s e r v i c e .  P r o v i s io n s  fo r  p a y m en t on 
o th e r  th an  a  t im e  b a s i s  w e r e  c o n v e r te d  to  a  t im e  b a s i s ;  fo r  e x a m p le ,  
a  p ay m en t o f 2 p e r c e n t  o f an n u a l e a r n in g s  w a s  c o n s id e r e d  a s  the e q u iv ­
a le n t  o f 1 w e e k 's  p a y . E s t i m a t e s  e x c lu d e  v a c a t io n - s a v in g s  p la n s  and 
th o s e  w h ich  o f fe r  " e x te n d e d "  o r  " s a b b a t i c a l "  b e n e f i t s  b eyon d  b a s i c  
p la n s  to  w o r k e r s  w ith  q u a lify in g  le n g th s  o f s e r v i c e .  T y p ic a l  o f su ch  
e x c lu s io n s  a r e  p la n s  in  th e  s t e e l ,  a lu m in u m , and can  in d u s t r ie s .

D a ta  on h e a lth , in s u r a n c e ,  an d  p e n s io n  p la n s  ( ta b le  B - 6 )  in ­
c lu d e  th o se  p la n s  fo r  w h ich  the e m p lo y e r  p a y s  a t  l e a s t  a  p a r t  o f the 
c o s t .  S u ch  p la n s  in c lu d e  th o se  u n d e rw r it te n  b y  a  c o m m e r c ia l  in su r a n c e  
co m p a n y  an d  th o se  p r o v id e d  th ro u g h  a  un ion  fund o r  p a id  d i r e c t ly  by  
the e m p lo y e r  out o f c u r r e n t  o p e r a t in g  fu n d s o r  f r o m  a  fund s e t  a s id e  
fo r  th is  p u r p o s e .  A n e s ta b l i s h m e n t  w a s  c o n s id e r e d  to  h av e  a  p la n  
i f  th e  m a jo r i t y  o f e m p lo y e e s  w a s  e l ig ib le  to  b e  c o v e r e d  u n d e r  th e  
p la n , e v e n  if  l e s s  th an  a  m a jo r i t y  e le c te d  to  p a r t ic ip a te  b e c a u s e  e m ­
p lo y e e s  w e re  r e q u ir e d  to  c o n tr ib u te  to w a rd  th e  c o s t  o f the p la n . L e ­
g a l ly  r e q u ir e d  p la n s ,  su c h  a s  w o r k m e n 's  c o m p e n sa t io n , s o c i a l  s e ­
c u r i ty ,  an d  r a i l r o a d  r e t i r e m e n t  w e r e  e x c lu d e d .

S ic k n e s s  an d  a c c id e n t  in su r a n c e  i s  l im ite d  to  th a t  typ e  of 
in su r a n c e  u n d e r w h ich  p r e d e te r m in e d  c a s h  p a y m e n ts  a r e  m a d e  d i r e c t ly  
to  the in su r e d  d u r in g  i l l n e s s  o r  a c c id e n t  d i s a b i l i t y .  In fo rm a tio n  i s  
p r e s e n t e d  fo r  a l l  su c h  p la n s  to  w h ich  th e  e m p lo y e r  c o n tr ib u te s .  H ow ­
e v e r ,  in  New  Y o rk  an d  N ew  J e r s e y ,  w h ich  h av e  e n a c te d  t e m p o r a r y  
d i s a b i l i t y  in su r a n c e  la w s  w h ich  r e q u ir e  e m p lo y e r  c o n tr ib u tio n s ,  3 p la n s  
a r e  in c lu d e d  on ly  i f  th e  e m p lo y e r  (1) c o n tr ib u te s  m o r e  th an  i s  l e g a l ly  
r e q u ir e d ,  o r  (2) p r o v id e s  the e m p lo y e e  w ith  b e n e f i t s  w h ich  e x c e e d  the 
r e q u ir e m e n ts  o f the law . T a b u la t io n s  o f p a id  s i c k  le a v e  p la n s  a r e  
l im ite d  to  f o r m a l  p la n s  4 w h ich  p r o v id e  fu l l  p a y  o r  a  p r o p o r t io n  o f th e  
w o r k e r 's  p a y  d u r in g  a b s e n c e  f r o m  w o rk  b e c a u s e  o f i l l n e s s .  S e p a r a te  
t a b u la t io n s  a r e  p r e s e n t e d  a c c o r d in g  to  (1) p la n s  w h ich  p r o v id e  fu l l  p a y  
an d  no w a itin g  p e r io d ,  an d  (2) p la n s  w h ich  p r o v id e  e i th e r  p a r t ia l  p a y  
o r  a  w a it in g  p e r io d .  In  ad d it io n  to  th e  p r e s e n t a t io n  of th e  p r o p o r t io n s  
o f w o r k e r s  who a r e  p r o v id e d  s i c k n e s s  an d  a c c id e n t  in su r a n c e  o r  p a id  
s i c k  l e a v e ,  an  u n d u p lic a te d  t o ta l  i s  show n of w o r k e r s  w ho r e c e iv e  
e ith e r  o r  b oth  ty p e s  o f b e n e f i t s .

THe temporary disability laws in California and Rhode Island do not require employer 
contributions.

An establishment was considered as having a formal plan if it established at least the 
minimum number of days of sick leave available to each employee. Such a plan need not be 
written, but informal sick leave allowances, determined on an individual basis, were excluded.

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



C a ta s t r o p h e  in s u r a n c e ,  s o m e t im e s  r e f e r r e d  to  a s  m a jo r  m e d ­
ic a l  in s u r a n c e ,  in c lu d e s  th o se  p la n s  w h ich  a r e  d e s ig n e d  to  p r o te c t  
e m p lo y e e s  in  c a s e  o f s i c k n e s s  an d  in ju r y  in v o lv in g  e x p e n s e s  b eyon d  
the n o rm a l  c o v e r a g e  of h o s p i ta l iz a t io n ,  m e d ic a l ,  an d  s u r g i c a l  p la n s .  
M e d ic a l  in su r a n c e  r e f e r s  to  p la n s  p ro v id in g  fo r  c o m p le te  o r  p a r t ia l  
p a y m en t o f d o c t o r s '  f e e s .  S u ch  p la n s  m a y  b e  u n d e rw r it te n  b y  c o m ­
m e r c i a l  in su r a n c e  c o m p a n ie s  o r  n o n p ro fit  o r g a n iz a t io n s  o r  th e y  m a y  
b e  p a id  fo r  b y  th e  e m p lo y e r  out o f a  fund se t  a s id e  fo r  th is  p u r p o s e .  
T a b u la t io n s  o f r e t i r e m e n t  p e n s io n  p la n s  a r e  l im ite d  to  th o se  p la n s  
th a t p r o v id e  r e g u la r  p a y m e n ts  fo r  th e  r e m a in d e r  o f the w o r k e r 's  l i f e .

M eth o d  of w ag e  d e te r m in a t io n  (ta b le  B -7 )  r e l a t e s  to  b a s i c  
ty p e s  o f r a t e  s t r u c tu r e  fo r  w o r k e r s  p a id  u n d e r  v a r io u s  t im e  an d  in ­
c e n tiv e  s y s t e m s .  U n d er a  s in g le  r a te  s t r u c tu r e  th e  s a m e  r a te  i s  p a id  
to  a l l  e x p e r ie n c e d  w o r k e r s  in  th e  s a m e  jo b  c l a s s i f i c a t i o n .  A n in d iv id ­
u a l w o rk e r  o c c a s io n a l ly  m a y  be p a id  ab o v e  o r  b e low  th e  s in g le  r a te

3

fo r  s p e c i a l  r e a s o n s ,  but su c h  p a y m e n ts  a r e  e x c e p t io n s .  A  r a n g e - o f - 
r a t e s  p la n  s p e c i f i e s  the m in im u m  a n d /o r  m a x im u m  r a te  p a id  e x p e r i ­
e n c e d  w o r k e r s  fo r  the s a m e  jo b . In fo rm a tio n  a l s o  i s  p r o v id e d  on the 
m eth o d  of p r o g r e s s i o n  th ro u g h  the r a n g e .  In  the a b s e n c e  of a  f o r m a l  
r a te  s t r u c t u r e ,  the q u a l i f ic a t io n s  o f the in d iv id u a l w o rk e r  d e te r m in e  
the p a y  r a te .  In fo rm a tio n  on ty p e s  o f in c e n tiv e  p la n s  i s  p r o v id e d  on ly  
fo r  p la n t w o r k e r s  b e c a u s e  o f the low  in c id e n c e  o f su c h  p la n s  fo r  o ff ic e  
w o r k e r s .  U n d er a  p ie c e w o r k  s y s t e m ,  a  p r e d e te r m in e d  r a t e  i s  p a id  
fo r  e a c h  un it o f ou tpu t. P r o d u c t io n  b o n u se s  a r e  b a s e d  on p ro d u c tio n  
o v e r  a  q u o ta  o r  c o m p le t io n  of a  jo b  in  l e s s  th an  s ta n d a r d  t im e .  C o m ­
p e n s a t io n  on a  c o m m is s io n  b a s i s  r e p r e s e n t s  p a y m e n ts  b a s e d  on a 
p e r c e n ta g e  of v a lu e  of s a l e s ,  o r  on a  c o m b in a t io n  o f a  s ta te d  s a l a r y  
p lu s  a  p e r c e n ta g e .

D a ta  on fr e q u e n c y  of w ag e  p a y m en t a l s o  a r e  p r o v id e d  in 
ta b le  B - 7 .
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T a b le  1. E s t a b l i s h m e n t s  an d  W o r k e r s  W ithin S c o p e  o f S u r v e y  an d  N u m b e r  S tu d ie d  in  S io u x  F a l l s ,  S .  D ak . , 1 by  M a jo r  In d u str y  D iv i s io n ,2 O c to b e r  1968

In d u str y  d iv is io n

M in im u m  
em p lo y m en t 
in  e s t a b l i s h ­

m e n ts  in  s c o p e  
o f  s tu d y

N u m b e r  o f  e s t a b li sh m e n ts W o rk e rs  in  e s ta b li sh m e n ts

W ithin s c o p e  
o f  s t u d y 3 S tu d ie d

W ithin  sc o p e  o f  s tu d y
Stu d ie d

T o t a l4
P la n t O ffic e

N u m b e r P e r c e n t T o t a l4

A ll d iv i s io n s .  _____  _ ________  _______ . 67 66 1 1 ,1 0 0 100 7 ,6 0 0 1 ,3 0 0 1 1 ,0 0 0

M a n u fa c tu r in g _______  ____ ___________ __  ____ 50 18 18 5 ,4 0 0 49 4 ,3 0 0 400 5 ,4 0 0
N o n m a n u fa c tu r in g _________________________  ______ 49 48 5 ,7 0 0 51 3 ,3 0 0 9 0 0 5 ,6 0 0

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 i t i e s 5________________________ 50 11 11 1 ,9 0 0 17 800 300 1 ,9 0 0

W h o le sa le  t r a d e _____________________________ _ 50 11 10 800 7 (6 ) (6 ) 700
R e t a i l  t r a d e ____________________________________ 50 17 17 2 ,2 0 0 20 (6 ) (6 ) 2 ,2 0 0
F in a n c e ,  in s u r a n c e ,  an d  r e a l  e s t a t e _____  _ 50 6 6 500 4 (7 ) (6 ) 500
S e r v i c e s  8_______________________________________ 50 4 4 300 3 (6 ) (‘ ) 300

1 T h e S io u x  F a l l s  S ta n d a r d  M e tr o p o l ita n  S t a t i s t i c a l  A r e a ,  a s  d e fin e d  by the B u r e a u  o f the B u d g e t th ro u gh  J a n u a r y  196 8 , c o n s i s t s  o f  M in n eh ah a  C ou n ty . T h e  "w o r k e r s  w ith in  sc o p e  o f  s tu d y "  
e s t i m a t e s  show n in  th is  t a 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 ip t io n  o f  th e s i z e  an d  c o m p o s it io n  o f  the la b o r  f o r c e  in c lu d e d  in  th e s u r v e y .  T h e  e s t i m a t e s  a r e  not in ten d ed , h o w e v e r , to  s e r v e  
a s  a  b a s i s  o f  c o m p a r i so n  w ith  o th e r  e m p lo y m en t in d e x e s  fo r  th e a r e a  to  m e a s u r e  e m p lo y m en t t r e n d s  o r  le v e l s  s in c e  (1 )  p lan n in g  o f  w a g e  s u r v e y s  r e q u ir e s  th e u s e  o f  e s ta b li sh m e n t  d a ta  c o m p ile d  
c o n s id e r a b ly  in  a d v a n c e  o f th e p a y r o l l  p e r io d  s tu d ie d , an d  (2 )  s m a l l  e s ta b l i s h m e n ts  a r e  e x c lu d e d  f r o m  th e s c o p e  o f  the su r v e y .

2 T h e 1967 e d it io n  o f  th e  S ta n d a r d  I n d u s t r ia l  C l a s s i f i c a t io n  M an u a l w a s  u s e d  in  c l a s s i f y in g  e s t a b l i s h m e n t s  by  in d u s tr y  d iv is io n .
3 In c lu d e s  a l l  e s t a b l i s h m e n t s  w ith  to ta l  em p lo y m e n t a t  o r  a b o v e  th e m in im u m  lim it a t io n .  A l l  o u t le ts  (w ith in  th e a r e a )  o f  c o m p a n ie s  in  su c h  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 i r  s e r v i c e ,  

an d  m o tio n  p ic tu r e  th e a t e r s  a r e  c o n s id e r e d  a s  1 e s ta b li sh m e n t .
4 In c lu d e s  e x e c u t iv e ,  p r o f e s s io n a l ,  a n d  o th e r  w o r k e r s  e x c lu d e d  fr o m  the s e p a r a t e  p la n t an d  o f f ic e  c a t e g o r ie s .
5 T a x ic a b s  an d  s e r v i c e s  in c id e n ta l to  w a te r  t r a n s p o r t a t io n  w e re  ex c lu d e d .
6 T h is  in d u s tr y  d iv i s io n  i s  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 i e s "  an d  "n o n m a n u fa c tu r in g "  in  the S e r i e s  A  t a b le s ,  an d  fo r  " a l l  in d u s t r i e s "  in  th e S e r i e s  B  t a b le s .  ' S e p a r a t e  p r e se n ta t io n  

o f d a ta  fo r  th is  d iv i s io n  i s  not m a d e  fo r  one o r  m o r e  o f the fo llo w in g  r e a s o n s :  (1 )  E m p lo y m e n t in  th e d iv is io n  i s  to o  s m a l l  to  p r o v id e  en ough  d a ta  to  m e r i t  s e p a r a t e  s tu d y , (2 )  the s a m p le  w as 
not d e s ig n e d  in i t i a l ly  to  p e r m it  s e p a r a t e  p r e s e n t a t io n ,  (3 )  r e s p o n s e  w a s  in su f f ic ie n t  o r  in a d e q u a te  to  p e r m it  s e p a r a t e  p r e s e n t a t io n ,  an d  (4 )  th e r e  i s  p o s s ib i l i t y  o f d i s c lo s u r e  o f  in d iv id u a l 
e s ta b li sh m e n t  d a ta .  —

7 W o rk e rs  f r o m  th is  e n t ir e  in d u s tr y  d iv i s io n  a r e  r e p r e s e n te d  in  e s t i m a t e s  fo r  " a l l  in d u s t r i e s "  an d  "n o n m a n u fa c tu r in g "  in  th e S e r i e s  A  t a b le s ,  but f r o m  th e r e a l  e s t a t e  p o r t io n  on ly  in  
e s t i m a t e s  fo r  " a l l  in d u s t r i e s "  in  th e S e r i e s  B  t a b le s .  S e p a r a t e  p r e se n t a t io n  o f  d a ta  fo r  th is  d iv is io n  i s  not m a d e  f o r  one o r  m o r e  o f th e r e a s o n s  g iv e n  in  fo o tn o te  6 a b o v e .

8 H o te ls  an d  m o te ls ;  l a u n d r ie s  an d  o th e r  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 i r ,  r e n ta l ,  an d  p a r k in g ;  m o tio n  p i c 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  (e x c lu d in g  
r e l ig io u s  a n d  c h a r ita b le  o r g a n iz a t io n s ) ;  a n d  e n g in e e r in g  an d  a r c h i t e c t u r a l  s e r v i c e s .

A lm o s t  o n e -h a lf  o f  th e  w o r k e r s  w ith in  sc o p e  o f  the su r v e y  in  th e S io u x  F a l l s  a r e a  
w e r e  e m p lo y e d  in  m a n u fa c tu r in g  f i r m s .  T h e  fo llo w in g  p r e s e n t s  th e m a jo r  in d u s tr y  g r o u p s  
an d  s p e c i f ic  in d u s t r ie s  a s  a  p e r c e n t  o f a l l  m a n u fa c tu r in g :

In d u str y  g r o u p s  S p e c i f i c  in d u s t r ie s

F o o d  an d  k in d re d  p r o d u c t s _____73 M e a t p r o d u c t s _____________________62
R u b b e r  an d  p l a s t i c s  p r o d u c t s   10 M is c e l la n e o u s  p l a s t i c s
F a b r i c a t e d  m e ta l  p r o d u c t s _____ 7 p r o d u c t s _________________________ 10

F a b r i c a t e d  s t r u c t u r a l  m e ta l  
p r o d u c t s ________________________  7

T h is  in fo r m a tio n  i s  b a s e d  on e s t i m a t e s  o f  to ta l  em p lo y m e n t d e r iv e d  f r o m  u n iv e r se  
m a t e r i a l s  c o m p ile d  p r io r  to  a c tu a l  s u r v e y .  P r o p o r t io n s  in  v a r io u s  in d u s tr y  d iv i s io n s  m a y  
d i f f e r  f r o m  p r o p o r t io n s  b a s e d  on th e r e s u l t s  o f th e su r v e y  a s  show n in  ta b le  1 a b o v e .
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A. Occupational Earnings 

Table A-l. Office Occupations—Men and Women

5

(A v erag e  s tr a ig h t- t im e  w eekly  h o u rs and e a rn in g s  fo r se le c te d  o ccu p a tio n s stu d ied  on an a r e a  b a s i s  
by in d u stry  d iv is io n , S io u x  F a l l s ,  S . D ak . , O cto b er 1968)

S ex , o ccupation , and in d u stry  d iv isio n
N um ber

o f
workers

A verage
w eekly
hours1

(standard)

W eekly earn in gs1 
(standard)

M e an 2 M edian  2 M iddle  range 2

* *
55

and
under

60

t
"60

65

*
65

70

I
70

75

MEN $ $ $ $
C LE R K S, ACCOUNTING, CLASS A ------------- 28 4 0 .0 1 3 1 .0 0 1 3 3 .0 0 1 1 3 .0 0 - 1 4 9 .0 0 - “

WOMEN
BOOKKEEPING-MACHINE OPERATORS,

CLASS B ~ 15 4 0 .0 7 0 .0 0 7 0 .0 0 6 5 .0 0 -  7 6 .5 0 * 4 4 3

C LER K S, ACCOUNTING, CLASS A ---------------- 15 4 0 .0 9 5 .5 0 9 2 .5 0 8 5 .0 0 - 1 1 0 .0 0 - - - 1

C LE R K S, ACCOUNTING, CLASS B ---------------- 95 4 0 .0 7 8 .0 0 7 3 .0 0 6 7 .5 0 -  8 2 .0 0 - 14 21 21
MANUFACTURING ------------------------------------------ 32 4 0 .0 8 0 .5 0 7 4 .5 0 7 0 .0 0 -  8 7 .0 0 — 2 6 9
NONMANUFACTURING ----------------------------------- 63 4 0 .0 7 6 .5 0 7 2 .0 0 6 6 .5 0 -  8 1 .0 0 - 12 15 12

PU BLIC  U T IL IT IE S 3------------------------------- 19 4 0 .0 8 2 .0 0 8 0 .0 0 7 5 .0 0 -  8 4 .0 0 “ 2 3

C LERK S, F I L E ,  CLASS B ------------------------------- 19 4 0 .0 7 1 .5 0 6 7 .0 0 6 3 .5 0 -  7 1 .5 0 - 7 7 3

KEYPUNCH OPERATORS, CLASS B ---------------- 30 4 0 .0 7 5 .0 0 7 3 .5 0 6 9 .0 0 -  8 2 .5 0 - 4 5 9
NONMANUFACTURING ----------------------------- 20 4 0 .0 7 0 .5 0 7 1 .0 0 6 6 .0 0 -  7 5 .0 0 4 5 7

SECRETA RIES ----------------------  -------------------- 25 4 0 .0 1 0 6 .0 0 1 0 0 .0 0 8 9 .0 0 - 1 2 9 .0 0 _ - - 3
NONMANUFACTURING ----------------------------- 15 3 9 .5 1 1 2 .5 0 1 2 0 .0 0 8 0 .0 0 - 1 4 1 .5 0 * - 3

STENOGRAPHERS, GENERAL ----------------------- 83 4 0 .0 7 9 .0 0 7 4 .0 0 6 9 .0 0 -  8 4 .0 0 - 5 21 20
MANUFACTURING ----------------------------------- 28 4 0 .0 8 6 .5 0 7 8 .5 0 7 2 .5 0 - 1 0 7 .0 0 — - 3 8
NONMANUFACTURING ----------------------------- 55 4 0 .0 7 5 .0 0 7 2 .0 0 6 7 .5 0 -  8 0 .0 0 5 18 12

PUBLIC U T I L I T I E S 3------------------------- 18 4 0 .0 8 2 .5 0 8 2 .5 0 7 6 .0 0 -  9 0 .5 0 ~ - 2 2

STENOGRAPHERS, SENIOR ------------------------- 38 4 0 .0 1 0 4 .5 0 9 9 .5 0 9 1 .5 0 - 1 2 0 .5 0 - - 1 1
NONMANUFACTURING ----------------------------- 28 4 0 .0 1 0 2 .0 0 9 8 .5 0 9 0 .5 0 - 1 1 8 .0 0 1 1

SWITCHBOARD O PERATO R-RECEPTIO N ISTS- IT 4 0 .0 7 5 .0 0 6 9 .0 0 6 4 .5 0 -  8 0 .0 0 1 4 5 3

TRANSCRIBING-MACHINE OPERATORS,
GENERAL --------------------------------------------------- 17 4 0 .0 7 6 .5 0 7 1 .0 0 6 7 .0 0 -  8 7 .5 0 - 2 6 4

NONMANUFACTURING----------------------------- 15 4 0 .0 7 6 .0 0 7 1 .0 0 6 7 .0 0 -  8 5 .0 0 2 5 4

T Y P IS T S , CLASS B ----------------------------------- 38 4 0 .0 7 4 .0 0 6 6 .5 0 6 2 .5 0 -  7 5 .5 0 - 18 5 6
NONMANUFACTURING ----------------------------- 31 4 0 .0 6 8 .0 0 6 4 .5 0 6 2 .0 0 -  7 2 .5 0 18 3 6

N um ber o f w o rk e rs  re c e iv in g  s tr a ig h t- t im e  w eekly  e a rn in g s  of—

% * < f * r * * i * $ t t * t 1 -----
75 80 85 90 95 100 105 n o 115 120 125 130 135 140 150 160 170

80 85 90 95 100 105 n o 115 120 125 1 30 135 140 150 160 170 180

1 1 2 z 2 1 1 1 6 2 2 4 2 1

3 1

1 2 2 4 1 - l - - 2 1 - - - - - -

11 12 2 1 1 2 t 3 2 1 1 2 _ _ _ _ _
4 3 2 1 — - i 1 2 - 1 - - - - — -
7
5

9
6 - -

1 2
2

2
-

1
1 -

2
- - - - :

2
2

6
2

1 2

1

1 -

L
 L

 
1 1

1 1 2 5 1 _ 2 1 1 1 2 1 _ 3 1
1 1 “ 1 * * 1 1 - 2 1 - 3 1 -

12 6 3 4 1 1 5 2 3
5 1 - 2 1 1 2 2 3
7 5 3 2 - - 3 - - - - - - - - - -
4 3 3 2 - - 2

- 3 2 8 5 1 1 2 5 4 3 1 _ _ 1 _ _
3 2

2

4 5 1 1 2

1

3 2 1 1

1

1

1 1 1 1 1
1 1 * l 1

2 2 _ 1 - - — _ 1 3 _ _ - _ _ _ _
2 2

1 S tan d ard  h o u rs r e f le c t  the w orkw eek fo r  w hich e m p lo y ees r e c e iv e  th e ir  r e g u la r  s t r a ig h t- t im e  s a l a r i e s  (e x c lu s iv e  o f pay  fo r  o v ert im e  a t  jre g u la r  a n d /o r  p rem iu m  r a t e s ) ,  and the e a rn in g s  c o rre sp o n d  
to th e se  w eekly  h o u rs .

2 The m ean  i s  com puted fo r  each  jo b  by to ta lin g  the e a rn in g s  o f a l l  w o rk e rs  and d iv id ing by the n um ber o f w o r k e r s .  The m ed ian  d e s ig n a te s  p o s itio n — h a lf  o f  the e m p lo y ees su rv ey e d  r e c e iv e  m o re  
than the ra te  show n; h a lf  r e c e iv e  l e s s  than the ra te  shown. The m id d le  ran ge  i s  de fined  by 2 r a t e s  o f pay ; a  fourth  o f the w o rk e rs  e a rn  l e s s  (than the lo w er o f th e se  r a t e s  and a  fourth  e a rn  m o re  than 
the h igh er r a te .

3 T r a n sp o r ta t io n , co m m u n icatio n , and o th er pu b lic  u t i l i t ie s .

Table A-2. Professional and Technical Occupations—Men and Women

S a la r ie s  o f p r o fe s s io n a l  and tec h n ic a l w o rk e rs  a r e  o m itted  
fro m  th is  re p o r t .  D ata  do not m e e t p u b licatio n  c r i t e r i a .
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Table A-3. Office, Professional, and Technical Occupations-Men and Women Combined

(A v e r a g e  s t r a ig h t - t im e  w ee k ly  h o u r s  an d  e a r n in g s  fo r  s e le c te d  o c c u p a t io n s  s tu d ie d  on a n  a r e a  b a s i s  
b y  in d u s tr y  d iv i s io n ,  S io u x  F a l l s ,  S . D ak . , O c to b e r  1968)

O c c u p a tio n  and in d u s tr y  d iv i s io n

BOOKKEEPING-MACHINE OPERATORS,
CLA SS 8 ------------------------------------------------

C LER K S, ACCOUNTING, CLA SS A ------------
MANUFACTURING ---------------------------------
NONMANUFACTURING---------------- ----------

C LER K S, ACCOUNTING, CLA SS B ------------
MANUFACTURING ---------------------------------
NONMANUFACTURING ---------------------------

PUBLIC U T I L I T I E S 3 -----------------------

C LER K S, F I L E ,  CLA SS B -----------------------

N u m ber
of

w orkers

A v e rag e

O c c u p a tio n  an d  in d u s tr y  d iv i s io n
N um ber

of
w orkers

A v e rage

O c c u p a tio n  an d  in d u s tr y  d iv is io n
N um ber

o f
w orkers

A v e rage

W eekly
h o u r*2

(stan dard )

W eekly  
earn in gs  2 
(standard )

W eekly 
hours 2 

(stan d ard )

W eekly  
earn in gs 2 
(standard )

W eekly 
hours 2 

(standard )

W eekly 
earn in gs  2 
(standard )

15 > O O

r $
9 0 .0 0

$

15

OO

7 0 . 0 0 I NONMANUFACTURING --------------------------- 28 4 0 . 0 1 0 2 . 0 0
KEYPUNCH OPERATORS, CLASS B ----------------- 30 4 0 .0 7 5 .0 0

4 3 4 0 .0 1 1 8 .5 0 NONMANUFACTURING --------------------------- 20 4 0 .0 7 0 .5 0 SWITCHBOARD OPERATO R-RECEPTIO NISTS- 17 4 0 . 0 7 5 . 0 0
16 4 0 .0 1 2 5 .0 0
27 4 0 .0 1 1 5 .0 0 SECRETA RIES ------------------------------------------ 25 4 0 . 0 1 0 6 .0 0 TRANSCRIBING-MACHINE OPERATORS,

NONMANUFACTURING ------------------------------------- 15 3 9 . 5 1 1 2 .5 0 GENERAL ----------------------------------------------------------------- 17 4 0 .0 7 6 .5 0
1 0 5 4 0 .0 8 1 .5 0 NONMANUFACTURING ------------------------------------- 15 4 0 . 0 7 6 .0 0

3 5 4 0 . 0 8 2 .5 0 STENOGRAPHERS, GENERAL ----------------------------- 84 4 0 . 0 7 9 .5 0
7 0 4 0 . 0 8 1 .0 0 MANUFACTURING --------------------------------------------- 28 4 0 .0 8 6 .5 0 T Y P IS T S , CLA SS B --------------------------------------------- 38 4 0 . 0 7 4 .0 0
20 4 0 .0 8 3 .  OO! NONMANUFACTURING ------------------------------------- 56 4 0 . 0 7 6 . 0 0 NONMANUFACTURING ------------------------------------- 31 4 0 . 0 6 8 .0 0

i PUBLIC U T I L I T I E S 3----------------------- 19 4 0 .0 8 5 .5 0  i

19

1 
>

 
1 

0
 

1 
0 7 1 . 50i

1 S a l a r i e s  o f p r o f e s s io n a l  and  te c h n ic a l  w o r K e r s  a r e  o m itte d  f r o m  th is  r e p o r t .
2 S ta n d a r d  h o u r s  r e f le c t  th e w o rk w ee k  fo r  w h ich  e m p lo y e e s  r e c e iv e  th e ir  r e g u la r  s t r a ig h t - t im e  s a l a r i e s  ( e x c lu s iv e  o f  p a y  fo r  o v e r t im e  a t  r e g u la r  a n d / o r  p r e m iu m  r a t e s ) ,  an d  th e e a r n in g s  

c o r r e s p o n d  to  th e se  w ee k ly  h o u r s .
3 T r a n s p o r t a t io n ,  c o m m u n ic a t io n , a n d  o th e r  p u b lic  u t i l i t i e s .

Table A-4. Maintenance afld Powerplant Occupations

(A v e r a g e  s t r a ig h t - t im e  h o u r ly  e a r n in g s  fo r  m e n  in  s e le c te d  o c c u p a t io n s  s tu d ie d  on a n  a r e a  b a s i s  
b y  in d u s t r y  d iv i s io n ,  S io u x  F a l l s ,  S .  D ak . , O c to b e r  1968)

H o u rly  earn in gs 1 N u m b e r  o f  w o r k e r s  r e c e iv in g  s t r a ig h t - tim e  h o u r ly  e a r n in g s  of-

O c c u p a tio n  an d  in d u s tr y  d iv is io n
N um ber

o f
w orkers M e a n 2 M e d ian  2 M idd le  r a n g e 2

t
2 . 7 0

an d
u n d er

*
2 .8 0

<
2 .9 0

*
3 .0 0

s
3 . 1 0

*
3 . 2 0

s  s
3 .3 0  3 .4 0

*
3 .5 0

$
3 .6 0

*
3 .7 0

$ $
3 . 8 0  3 . 9 0

*
4 . 0 0

$
4 . 1 0

$
4 .2 0

2 . 8 0 2 .9 0 3 .0 0 3 .1 0 3 . 2 0 3 .3 0 3 . 4 0  3 . 5 0 3 .6 0 3 .7 0 3 .8 0 3 . 9 0  4 . 0 0 4 . 1 0 4 . 2 0 4 . 3 0

MECHANICS, AUTOMOTIVE $
3 .3 2

$ $ $
3 . 4 3 10 12

P ‘1

21 3 * ’ l 3 * 3 7

1 E x c lu d e s  p r e m iu m  p a y  f o r  o v e r t im e  an d  fo r  w o rk  on w e e k e n d s , h o lid a y s ,  an d  la t e  s h i f t s .
2 F o r  d e fin it io n  o f  t e r m s ,  s e e  fo o tn o te  2 , t a b le  A - l .
3 T r a n s p o r t a t io n ,  c o m m u n ic a t io n , an d  o th e r  p u b lic  u t i l i t i e s .
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Table A-5. Custodial and Material Movement Occupations

(A v erag e  s tr a ig h t- t im e  h ourly  ea rn in g s fo r  se le c te d  o ccu p a tio n s stud ied  on an  a r e a  b a s i s  
by in d u stry  d iv ision , S io u x  F a l l s ,  S . D ak . , O ctob er 1968)

O ccu p atio n 1 and in d u stry  d iv isio n
Number

o f
woriters

H ourly earn in gs2

3 M edian 3 M iddle  range
U nder 

3 $
1 .6 0

N um ber o f w o rk e rs  re c e iv in g  s t r a ig h t- t im e  h o u rly  e a rn in g s  of—
_  _ _ -  _ _ _ _ -  - -  -  - j  ;  j  i  *  $ t  *  i  i
1 .6 0  1 .7 0  1 .8 0  1 .9 0  2 .0 0  2 .1 0  2 .2 0  2 .3 0  2 .4 0  2 .5 0  2 .6 0  2 .7 0  2 .8 0  2 .9 0  3 .0 0  3 .1 0  3 .2 0  3 .3 0  3 .4 0  3 .5 0  3 .6 0  3 .7 0
and _  _ _

under

1 .7 0  1 .8 0  1 .9 0  2 .0 0  2 .1 0  2 .2 0  2 .3 0  2 .4 0  2 .5 0  2 .6 0  2 .7 0  2 .8 0  2 .9 0  3 .0 0  3 .1 0  3 .2 0  3 .3 C  3 .4 0  3 . SC 3 .6 0  3 .7 0  3 .8 0

JAN ITO R S, PORTERS, AND CLEANERS -----
MANUFACTURING ------------------------------------
NONMANUFACTURING -----------------------------

68
34
34

$
2 .2 7
2 .5 3
2.01

$ $ $
2.1 8 1 .7 6 -  2 .6 0
2 .5 7 1 .8 7 -  3 .2 3
1.9 5 1 .6 9 -  2 .5 3

1 12 7 7 2 
-  3 3 4 1 
1 9 4 3 1

3 3
2

3 1

2 1 14 1
1 - 5  — —
1 1 9 - 1

4
4

1C 1
10 1

LABORERS, MATERIAL HANDLING -------------
MANUFACTURING ------------------------------------
NONMANUFACTURING -----------------------------

158
129

29

2 .8 3
2 .9 3
2 .3 9

3 .1 3
3 .1 7
2 .7 3

2 .5 0 -  3 .2 2  
2 .6 1 -  3 .2 4  
1 .8 5 -  2 .8 8

2 6 5 4 3 5 1 9 5 6 6 3 8 2 2 41 50 - - - - -
- 1 4 2 2 3 1 8 5 6 6 - 1 - - 40 50 - - - - -
2 5 1 2 1 2 - 1 - - - * 7 2 2 1 - - * -

ORDER F IL L E R S  ---------------------------------------
MANUFACTURING -----------------------------------
NONMANUFACTURING -----------------------------

41
24
17

2 .5 9
2 .8 0
2 .2 8

2 .5 9
2 .7 5
2 .0 9

2 .2 5 -  2 .9 6  
2 .5 2 -  3 .3 3  
1 .9 4 -  2 .8 5

6

6

TRUCKDRIVERS 4 ------------------------------------------
MANUFACTURING ------------------------------------
NONMANUFACTURING -----------------------------

PU BLIC  U T I L I T I E S 5-------------------------

130
28

102
26

3 .1 1
3 .1 5
3 .1 0
3 .2 9

3.4 1 2 .8 6 -  3 .4 7
3 .1 6 2 .9 3 -  3 .6 0
3.41 2 .8 5 -  3 .4 6
3 .2 6 3 .2 1 -  3 .3 5

8

8

1 - - 3 4 10 1 - 9 5 - 7 15 - 5 0 7 - 10
3 3 - - - - 5 - 6 - - - 5 - 6

1 - - - 1 10 1 - 9 - - 1 15 - 50 2 - 4
- - - - - - 4 - - 1 15 - 2 - 4

TRUCKDRIVERS, MEDIUM C1 -1 /2  TO 
AND INCLUDING 4 TONS) ------------------- 37 3 .3 4 3 .2 8 3 .2 2 -  3 .7 2 6 15 5 - 1 0

TRUCKERS, POWER (F O R K LIF T )  
MANUFACTURING ------------------

19
19

3 .0 8
3 .0 8

3 .5 1  2 .5 5 -
3 .5 1  2 .5 5 -

3 .5 6  1
3 .5 6  1

3 2 1
3 2 1

1 - 1
1 - 1

1 D ata  lim ited  to m en  w o rk e rs .
2 E x c lu d e s  p rem iu m  p ay  fo r  o v ert im e  and fo r  w ork  on w eekends, h o lid ay s , and la te  sh ifts .
3 F o r  de fin itio n  o f te r m s ,  se e  footnote 2, ta b le  A - l .
4 In clu d es a l l  d r iv e r s ,  a s  defined, r e g a r d le s s  o f s iz e  and type o f tru c k  o p e ra te d .
5 T ra n sp o rta t io n , co m m u nication , and o th er public u t i l i t ie s .
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B. Establishment Practices and Supplementary Wage Provisions 

Table B-l. Minimum Entrance Salaries for Women Office Workers

(D is t r ib u t io n  o f e s t a b l i s h m e n t s  s tu d ie d  in  a l l  in d u s t r ie s  an d  in  in d u s t r y  d iv i s io n s  b y  m in im u m  e n tr a n c e  s a l a r y  fo r  s e le c te d  c a t e g o r ie s  
o f  in e x p e r ie n c e d  w om en  o f f ic e  w o r k e r s ,  S io u x  F a l l s ,  S .  D ak . , O c to b e r  1968)

M in im um  w eek ly  s t r a ig h t - t im e  s a l a r y  1

In e x p e r ie n c e d  ty p is t s O th er in e x p e r ie n c e d  c l e r i c a l  w o r k e r s  2

A ll
in d u s t r ie s

M a n u fac tu r in g N o n m a n u fac tu r in g

A ll
in d u s t r ie s

M a n u fac tu r in g N o n m an u fac tu r in g

B a s e d  on s t a n d a r d  w ee k ly  h o u rs  3 o f--- B a s e d  on s t a n d a r d v ee k ly  h o u rs  3 of—

A ll
sc h e d u le s 40

A ll
sc h e d u le s 40

A ll
s c h e d u le s 40

A ll
sc h e d u le s 40

E s t a b l i s h m e n t s  s tu d ie d -------------------  --------------------  — 66 18 XXX 48 XXX 66 18 XXX 48 XXX

E s ta b l i s h m e n t s  h a v in g  a  s p e c i f ie d  m in im u m  ____________ . 13 -3 3 10 9 18 6 6 12 10

$ 57 . 50 an d  u n d er  $ 60 . 00_____________  _________________ 1 _ - 1 _ 1 _ _ 1 _
$ 6 0 . 00 an d  u n d er $ 62 . 50_________________ ________  _____ - - - - - - - - - -
$ 6 2 .5 0  an d  u n d e r  $ 6 5 .0 0 __________________________________ 7 1 1 6 6 10 3 3 7 6
$ 65 . 00 an d  u n d er  $ 67 . 50______  ___  _____ __________ 1 1 1 - - 1 1 1 - -
$ 67 . 50 an d  u n d er $ 70 . 00__________________ ______________ - - - - - 1 - - 1 1
$ 7 0 . 00 an d  u n d er  $ 7 2 . 50__________________________________ 2 - - 2 2 2 1 1 1 1
$ 7 2 .5 0  and u n d er $ 7 5 .0 0 __________________________________ - - - - - - - - - -
$ 7 5 .0 0  an d  u n d er  $ 7 7 .5 0 __________________________________ - - - - - - - - - -
$ 7 7 . 50 an d  u n d er  $ 80 . 00__________________________________ - - - - - - - - - -
$ 8 0 .0 0  an d  u n d er  $ 8 2 .5 0 __________________________________ 1 1 1 - - 1 1 1 - -
$ 8 2 .5 0  an d  u n d e r  $ 8 5 .0 0 ______________  ___________  ____ 1 - _ 1 1 1 “ - 1 1
$ 8 5 .0 0  an d  o v e r ____________________________________________ “ - - - " 1 ' 1 1

E s ta b l i s h m e n t s  h av in g  no s p e c i f ie d  m in im u m ______________ 11 2 XXX 9 XXX 25 5 XXX 20 XXX

E s ta b l i s h m e n t s  w h ich  d id  not em p lo y  w o r k e r s
in  th is  c a te g o r y _______________________________________________ 42 13 XXX 29 XXX 23 7 XXX 16 XXX

1 T h e se  s a l a r i e s  r e la t e  to  f o r m a l ly  e s t a b l i s h e d  m in im u m  s t a r t in g  (h ir in g ) r e g u la r  s t r a ig h t - t im e  s a l a r i e s  th a t a r e  p a id  fo r  s t a n d a r d  w o rk w e e k s .
2 E x c lu d e s  w o r k e r s  in  s u b c le r ic a l  jo b s  su c h  a s  m e s s e n g e r  o r  o f f ic e  g i r l .
3 D ata  a r e  p r e s e n t e d  fo r  a l l  s t a n d a r d  w o rk w e e k s c o m b in e d , an d  fo r  th e m o s t  co m m o n  s t a n d a r d  w o rk w ee k  r e p o r te d .
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Table B-2. Shift Differentials

( L a t e - s h i f t  p ay  p r o v is io n s  fo r  m a n u fa c tu r in g  p la n t w o rk e r s  by  type and am oun t o f p a y  d if fe r e n t ia l ,
S io u x  F a l l s ,  S . D a k . , O c to b er 1968)

{A l l  p la n t w o rk e r s  in  m a n u fa c tu r in g  = 100 p e rce n t)

P e r c e n t  o f m a n u fa c tu r in g  p lan t w o rk e r s—

L a t e - s h i f t  pay  p r o v is io n
In e s ta b l is h m e n t s  h av in g  p r o v is io n s  1 

f o r  la te  sh if t s
A c tu a lly  w ork in g  on la te  sh if ts

S eco n d  sh ift T h ird  o r  o th er 
sh ift Secon d  sh ift T h ird  o r  o th e r 

sh ift

T o ta l_________________________________________ 93 . 7 64 . 6 8. 6

No p a y  d if fe r e n t ia l  fo r  w ork  on la te  s h i f t _____ - - - -

P a y  d if fe r e n t ia l  fo r  w ork  on la te  s h i f t _________

T ype and am ou n t o f d if fe r e n t ia l :

93 . 7 64. 6 8. 6

U n ifo rm  c e n ts  (p e r  h o u r ) ---------------------- 93 . 7 64 . 6 8. 6 -

4 c e n t s _________________________________ .9 - . 1 -

5 c e n t s _________________________________ 4. 9 - . 6 -
7 c e n t s _________________________________ . 6 - - -

10 c e n t s ________________________________ 25. 7 3. 0 4 . 4 -

14 c e n t s ________________________________ 61. 6 61. 6 3. 5

1 In c lu d e s  a l l  p la n t w o rk e r s  in  e s ta b l is h m e n ts  c u r r e n t ly  o p e ra t in g  la te  sh if t s ,  an d  e s ta b l is h m e n ts  w h ose  f o r m a l  p r o v is io n s  
c o v e r  la te  sh if t s  even  though the e s ta b l is h m e n t s  w ere  not c u r r e n tly  o p e ra t in g  la te  sh if t s .
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Table B-3. Scheduled Weekly Hours

( P e r c e n t  d is t r ib u t io n  o f  p la n t an d  o f f ic e  w o r k e r s  in  a l l  in d u s t r ie s  an d  in  in d u s tr y  d iv i s io n s  by sc h e d u le d  w ee k ly  h o u r s  1 
o f  f i r s t - s h i f t  w o r k e r s ,  S io u x  F a l l s ,  S .  D ak . , O c to b e r  1968)

W eekly  h o u rs

P la n t w o r k e r s O ffice  w o r k e r s

A ll in d u s t r ie s  2 M anuf a c tu r in g P u b lic  u t i l i t i e s 3 A ll in d u s t r ie s 4 M an u fac tu r in g P u b lic  u t i l i t i e s 3

A ll  w o r k e r s __________________________________ 1 0 0 100 100 1 00 100 100

U n d er 3 7 V2 h o u r s _________________________________ 1 1
3 7 V2 h o u r s _________________________________________ 2 - - 2 - -
40  h o u r s ___________________________________________ 76 87 84 9 0 92 100
42  h o u r s ___________________________________________ 1 - - - _ _
4 2 V2 h o u r s _________________________________________ 2 2 - 2 5 _
44  h o u r s __________________________________________ 2 1 - 2 - _
45  h o u r s ___________________________________________ 9 3 10 1 - _
46 h o u r s _______________________________________  __ 1 - - - - -
48  b n i i r s __ 8 8 6 1 2 _
50 h o u r s ________________________________________  _

—

(5 ) 1

1 S c h e d u le d  h o u rs  a r e  th e w eek ly  h o u r s  w hich  a  m a jo r i ty  o f  the fu l l- t im e  w o r k e r s  w e re  e x p e c te d  to  w o rk , w h eth er th ey  w e r e  p a id  fo r  a t  s t r a ig h t - t im e  o r  o v e r t im e  r a t e s .
2 In c lu d e s  d a ta  fo r  w h o le sa le  t r a d e ,  r e t a i l  t r a d e ,  r e a l  e s t a t e ,  an d  s e r v i c e s ,  in  a d d it io n  to  th o se  in d u s tr y  d iv i s io n s  show n s e p a r a te ly .
3 T r a n s p o r t a t io n ,  c o m m u n ic a t io n , an d  o th e r  p u b lic  u t i l i t i e s .
4 In c lu d e s  d a ta  fo r  w h o le sa le  t r a d e ;  r e t a i l  t r a d e ;  f in a n c e ,  in s u r a n c e ,  and  r e a l  e s t a t e ;  and  s e r v i c e s ,  in  a d d it io n  to  th o se  in d u s tr y  d iv i s io n s  show n s e p a r a t e ly .
5 L e s s  th an  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 is t r ib u t io n  of p la n t an d  o f f ic e  w o r k e r s  in  a l l  in d u s t r ie s  an d  in  in d u s t r y  d iv i s io n s  b y  n u m b e r  o f  p a id  h o lid a y s  
p r o v id e d  an n u ally , S io u x  F a l l s ,  S .  D a k . ,  O c to b e r  1968)

Ite m

P la n t w o r k e r s O ffice  w o r k e r s

A ll in d u s t r ie s  1 M a n u fac tu r in g P u b lic  u t i l i t i e s 2 A ll in d u s t r ie s 3 M a n u fac tu r in g P u b lic  u t i l i t i e 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 o r k e r s  in  e s t a b l i s h m e n t s  p r o v id in g
p a id  h o l id a y s ____________________________________ 98 1 0 0 1 0 0 99 1 0 0 1 0 0

W o r k e r s  in  e s t a b l i s h m e n t s  p r o v id in g
no p a id  h o l id a y s _________________________________ 2 ' - 1 - -

N u m b e r  o f  d a y s

L e s s  th an  6  h o l id a y s ___________ ____________-_____ 6 4 _ 1 _ _
6  h o l id a y s ______________________________________  „ 24 8 3 40 26 32
7 h o l id a y s __________________________________________ 17 1 0 63 1 6 17 32
7 h o lid a y s  p lu s  1 h a lf  dayi-________________________ 1 1 - 7 3 -

7 h o lid a y s  p lu s  2 h a lf  d a y s _______________________ (4 ) - - 4 - -
8  h o l id a y s __________________________________________ 46 75 5 2 2 54 5
8  h o lid a y s  p lu s  1 h a lf  d ay ____ __________________ i - 1 0 2 - 9
9 h o lid a y s  p lu s  1 h a lf  d ay ________________________ - - - 1 - -
1 0  h o lid a y s_________________________________________ 3 - 19 1 - -

1 1  h o lid a y s_________________________________________ - - - 5 - 2 2
1 2  h o lid a y s_________________________________________ 1 1 - 1 - '

T o ta l  h o lid a y  t im e  5

1 2  d a y s _____________________________________________ 1 1 - 1 - -

1 1  d a y s  o r  m o r e ___________________________________ 1 1 - 7 - 2 2
1 0  d a y s  o r  m o r e ___________________________________ 3 1 19 7 - 2 2
9 / 2  d a y s  o r  m o r e _________________________________ 3 1 19 8 - 2 2

8 V2 d a y s  o r  m o r e _________________________________ 4 1 28 1 0 - 31
8  d a y s  o r  m o r e --------------- -------------------------------- 51 77 33 36 54 36
7 V2 d a y s  o r  m o r e _________________________________ 51 78 33 43 57 36
7 d a y s  o r  m o r e ____________________________________ 6 8 87 97 59 74 6 8
6  d a y s  o r  m o r e ___________________________________ 92 96 1 0 0 98 1 0 0 1 0 0
5 d a y s  o r  m o r e ___________________________________ 94 1 0 0 1 0 0 98 1 0 0 1 0 0
2 d a y s  o r  m o r e ____________________________________ 97 1 0 0 1 0 0 99 1 0 0 1 0 0
1 d ay  o r  m o r e _____________________________________ 98 1 0 0 1 0 0 99 1 0 0 1 0 0

1 In c lu d e s  d a ta  fo r  w h o le sa le  t r a d e ,  r e t a i l  t r a d e ,  r e a l  e s t a t e ,  and  s e r v i c e s ,  in  a d d it io n  to  th o se  in d u s tr y  d iv i s io n s  sh ow n s e p a r a te ly .
2 T r a n s p o r t a t io n ,  c o m m u n ic a t io n , an d  o th e r  p u b lic  u t i l i t i e s .
3 In c lu d e s  d a ta  fo r  w h o le sa le  t r a d e ;  r e t a i l  t r a d e ;  f in a n c e , in su r a n c e ,  an d  r e a l  e s t a t e ;  and  s e r v i c e s ,  in  a d d it io n  to  th o se  in d u s t r y  d iv i s io n s  show n s e p a r a te ly .
4 L e s s  th an  0. 5 p e r c e n t .
5 A ll c o m b in a t io n s  o f fu l l  an d  h a lf  d a y s  th a t ad d  to  th e s a m e  a m o u n t a r e  c o m b in ed ; f o r  e x a m p le , th e  p r o p o r t io n  o f  w o r k e r s  r e c e iv in g  a  to ta l  o f  9 d a y s  in c lu d e s  th o se  w ith  9 fu l l  d a y s  

an d  no h a lf  d a y s ,  8 fu ll  d a y s  an d  2 h a lf  d a y s ,  7 fu l l  d a y s  and 4  h a lf  d a y s ,  and so  on . P r o p o r t io n s  th en  w e re  c u m u la te d .
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Table B-5. Paid Vacations

( P e r c e n t  d is t r ib u t io n  o f  p la n t an d  o f f ic e  w o r k e r s  in  a l l  in d u s t r ie s  a n d  in  in d u s tr y  d iv i s io n s  by  v a c a t io n  p a y  
p r o v i s io n s ,  S io u x  F a l l s ,  S . D a k . ,  O c to b e r  1968)

P la n t w o r k e r s O ffice  w o r k e r s

V a c a t io n  p o l ic y
A ll in d u s t r ie s 2 M a n u fac tu r in g P u b lic  u t i l i t i e s 3 A ll in d u s t r ie s 4 M an u fac tu rin g P u b lic  u t i l i t i e s 3

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

M eth od  o f  p a y m e n t 

W o r k e r s  in  e s t a b l i s h m e n t s  p r o v id in g
p a id  v a c a t io n s .  _ _ _ _______  ___  __ 100 100 100 100 100 100

L e n g th - o f - t im e  p a y m e n t_____________________ 94 93 99 99 98 100
P e r c e n t a g e  p a y m e n t . .  __  ____ .  ________ 6 7 1 (5 ) 2 -

W o r k e r s  in  e s t a b l i s h m e n t s  p r o v id in g
no p a id  v a c a t io n s _______________________________ - - - - - -

A m o u n t o f  v a c a t io n  p a y 6 

A f te r  6 m o n th s o f s e r v i c e
U n d er 1 w eek______________________________________ 3 3 - 3 3 _
1 w eek___________________________________ _________ 5 2 8 22 14 9
O v e r  1 an d  u n d er  2 w e e k s _______________________ 8 9 * 11 8 -

A f te r  1 y e a r  o f  s e r v i c e

1 w e e k . 86 89 92 46 28 91
O v e r  1 an d  u n d e r  2 w e e k s __________________  __ (5) - - i - -
2 w e e k s __________ __ _____________________ ______ 13 11 8 52 69 9
O v e r  2 an d  u n d e r  3 w e e k s _______________________ - - - 1 3 -

A f te r  2 y e a r s  o f  s e r v ic e
1 w e e k .______  . ______  __ 53 80 23 14 15 22
O v e r  1 an d  u n d er  2 w e e k s _______________________ 2 1 - 3 3 2
2 w e e k s ________________________ ______________ ___ 45 19 77 83 80 76
O v e r  2 an d  u n d er 3 w e e k s _______________________ - * - 1 3 -

A f te r  3 y e a r s  o f s e r v ic e

1 w ee k . 3 1 _ 1 . _
O v e r  1 an d  u n d er  2 w e e k s _______________________ 2 1 - 2 3 -
2 w e e k s .  __ ______  __  _____  _ _ __  ____ 95 98 100 93 94 100
O v e r  2 an d  u n d er  3 w e e k s _______________ —______ - - - 5 3 *

A f te r  4 y e a r s  o f  s e r v ic e

1 w e e k . _____________________________  __________ 2 - - - _ .
O v e r  1 an d  u n d er  2 w e e k s _______________________ 1 1 - 1 3 -
2 w e e k s  _ ___ .......... . . . .  _ 97 99 100 93 94 100
O v e r  2 an d  u n d e r  3 w e e k s _______________________ (5 ) - - 6 3 -

A f te r  5 y e a r s  o f  s e r v ic e

O v e r  1 and u n d e r  2 w e e k s 1 1 - 1 3 .
2 w e e k s  _ _ .  .  _ __ __  ___ 95 99 100 89 94 100
O v e r  2 a n d  u n d er 3 w e e k s . .  ____ _____ (5) - - 5 3
3 w e e k s  __  - __ _ 3 - - 6 - -

A f te r  10 y e a r s  o f  s e r v i c e

2 w ee k s 22 12 10 29 16 21
O v e r  2 an d  u n d er 3 w e e k s _______________________ 1 - - 1 - _
3 w e e k s __ ______  _____  __________________ .  _ 76 88 90 63 81 79
O v e r  3 an d  u n d er  4 w e e k s _______________________ (5 ) - - 6 3 .
4 w e e k s  _ ___________  ____________ _ _ __ 1 “ 1 " -

S e e  fo o tn o te s a t end of ta b le .
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Table B-5. Paid Vacations1— Continued

( P e r c e n t  d is t r ib u t io n  o f  p la n t an d  o f f ic e  w o r k e r s  in  a l l  in d u s t r ie s  an d  in  in d u s tr y  d iv i s io n s  by v a c a t io n  p a y  
p r o v i s io n s ,  S io u x  F a l l s ,  S .  D a k . ,  O c to b e r  1968)

P la n t w o r k e r s O ffic e  w o r k e r s
V a c a t io n  p o lic y

A ll in d u s t r ie s 2 M a n u fac tu r in g P u b lic  u t i l i t i e s 3 A ll in d u s t r ie s 4 M an u fac tu r in g P u b lic  u t i l i t i e s 3

A m o u n t o f  v a c a t io n  p a y 6— C o n tin u ed  

A f te r  12 y e a r s  o f  s e r v i c e

2 w e e k s ________________________________________  __ 22 12 9 28 16 17
O v er  2 and u n d e r  3 w e e k s _______________________ 1 - - 1 _ _
3 w e e k s ________________________________________ ___ 76 88 91 64 81 83
O v e r  3 an d  u n d e r  4  w e e k s _______________________ (5 ) - - 6 3 _
4 w e e k s __________________ ________________________ 1 - - 1 - -

A f te r  15 y e a r s  o f  s e r v ic e

2 w e e k s ____________  ___  _____ »._____ ____  ____ 14 3 8 17 2 16
3 w e e k s  .............. 47 35 82 55 51 63
O v e r  3 an d  u n d er  4 w e e k s _____  _______________ (5 ) - - 3 3 _
4 w e e k s ____________________________ ___ ________ ___ 39 62 10 24 44 21

A fte r  20 y e a r s  o f  s e r v ic e

2 w e e k s _____________________________________ __  . 13 3 8 17 2 16
3 w e e k s  . .  _______________________ _____________ 23 33 7 26 46 5
O v e r  3 an d  u n d e r  4 w e e k s _____  _______________ 1 2 - 4 8 _
4 w e e k s ___________________________________________ 27 - 85 38 - 79
5 w e e k s ---------------------------------------------------------- 35 62 14 44 -

A f te r  25 y e a r s  o f  s e r v ic e

2 w e e k s 13 3 8 17 2 16
3 w e e k s ___________________________________________ 19 30 - 25 44 4
O v e r  3 an d  u n d er  4 w e e k s ___________ ____________ 1 2 _ 4 8 _
4 w e e k s _________________-__________ ____ ___ _____ 28 3 74 39 2 80
O v er  4 an d  u n d er  5 w e e k s _______________________ - - - 1 _ _
5 w e e k s ---------------------------------------------------------- 38 62 19 15 44 -

A f te r  30 y e a r s  o f  s e r v ic e

2 w ee k s 13 3 8 17 2 16
3 w e e k s ___________________________________________ 19 30 - 25 44 4
O v er  3 an d  u n d er 4 w e e k s  _____________________ 1 2 - 4 8 _

4 w e e k s ____________________  ___________________ 28 3 74 33 2 58
5 w e e k s ___________  __  ___ _____ __  _ __  _ 38 62 19 21 44 22

M a x im u m  v a c a t io n  a v a i la b le

2 w e e k s__ 13 3 8 17 2 16
3 w e e k s ____________________________________ ____ _ 19 30 - 25 44 4
O v er  3 an d  u n d er  4 w e e k s _______________________ 1 2 - 4 8 _

4 w e e k s __ ________________________ _____________ 28 3 74 33 2 58
5 w e e k s ___________________________________________ 38 62 19 20 44 22
O v er  6 w e e k s___ ___  __________________  __ 1 -

1 In c lu d e s  b a s i c  p la n s  o n ly . E x c lu d e s  p la n s  su c h  a s  v a c a t io n - s a v in g s  an d  th o se  p la n s  w h ich  o f fe r  " e x te n d e d "  o r  " s a b b a t i c a l "  b e n e f it s  b ey o n d  b a s i c  p la n s  to  w o r k e r s  w ith  q u a lify in g  le n g th s  
o f  s e r v i c e .  T y p ic a l  o f su c h  e x c lu s io n s  a r e  p la n s  in  th e s t e e l ,  a lu m in u m , an d  can  in d u s t r ie s .

2 In c lu d e s  d a ta  fo r  w h o le s a le  t r a d e ,  r e t a i l  t r a d e ,  r e a l  e s t a t e ,  and  s e r v i c e s ,  in  a d d it io n  to  th o se  in d u s tr y  d iv i s io n s  sh ow n s e p a r a te ly .
3 T r a n s p o r t a t io n ,  c o m m u n ic a t io n , an d  o th e r  p u b lic  u t i l i t i e s .
4 In c lu d e s  d a ta  fo r  w h o le s a le  t r a d e :  r e t a i l  t r a d e ;  f in a n c e ,  in s u r a n c e ,  a n d  r e a l  e s t a t e :  and  s e r v i c e s ,  in  a d d it io n  to  th o se  in d u s tr y  d iv i s io n s  sh ow n s e p a r a t e ly .
5 L e s s  th an  0. 5 p e r c e n t .
6 In c lu d e s  p a y m e n ts  o th e r  th an  " le n g th  o f t i m e , "  su c h  a s  p e r c e n ta g e  o f an n u al e a r n in g s  o r  f l a t - s u m  p a y m e n ts ,  c o n v e r te d  to  a n  e q u iv a le n t t im e  b a s i s ;  fo r  e x a m p le ,  a  p a y m e n t o f  2 p e r c e n t  

o f an n u al e a r n in g s  w a s  c o n s id e r e d  a s  1 w e e k 's  p a y .  P e r io d s  o f  s e r v i c e  w e r e  c h o se n  a r b i t r a r i ly  an d  do not n e c e s s a r i l y  r e f le c t  th e  in d iv id u a l p r o v i s io n s  fo r  p r o g r e s s i o n .  F o r  e x a m p le ,  the 
c h a n g e s  in  p r o p o r t io n s  in d ic a te d  a t  10 y e a r s '  s e r v i c e  in c lu d e  c h a n g e s  in  p r o v i s io n s  o c c u r r in g  b e tw e en  5 an d  10 y e a r s .  E s t im a t e s  a r e  c u m u la t iv e . T h u s ,  the p r o p o r t io n  e l ig ib le  fo r  3 w e e k s ' 
p a y  o r  m o r e  a f t e r  10 y e a r s  in c lu d e s  th o se  e l ig ib le  fo r  3 w e e k s ' p a y  o r  m o r e  a f t e r  fe w e r  y e a r s  o f  s e r v ic e .
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Table B-6. Health, Insurance, and Pension Plans

( P e r c e n t  o f  p la n t an d  o f f ic e  w o r k e r s  in  a l l  in d u s t r ie s  and in  in d u s t r y  d iv i s io n s  em p lo y e d  in  e s t a b l i s h m e n t s  p r o v id in g  
h ea lth , in su r a n c e ,  o r  p e n s io n  b e n e f it s ,  1 S io u x  F a l l s ,  S . D ak . , O c to b e r  1968)

P la n t w o r k e r s O ffice  w o r k e r s

T y p e  o f b e n e fit
A ll i n d u s t r i e s 2 M a n u fac tu r in g P u b lic  u t i l i t i e s 3 A ll in d u s t r ie s 4 M an u fac tu rin g P u b lic  u t i l i t i e s 3

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

W o r k e r s  in  e s t a b l i s h m e n t s  p r o v id in g  a t  
l e a s t  1 o f  the b e n e f it s  show n b e lo w ___________ 98 100 100 99 100 100

L ife  in s u r a n c e _________________________________ 97 99 100 94 98 100
A c c id e n ta l  d e ath  and d is m e m b e r m e n t  

in s u r a n c e _____________________________________ 44 31 80 64 30 76
S ic k n e s s  an d  a c c id e n t  in su r a n c e  o r  

s i c k  le a v e  o r  b o th 5__________________________ 84 84 92 79 83 97

S ic k n e s s  and a c c id e n t  in s u r a n c e __________ 24 14 32 38 21 48
S ic k  le a v e  ( fu ll  p a y  and no 

w a itin g  p e r io d )____________________________ 17 5 23 53 72 64
S ic k  le a v e  ( p a r t ia l  p a y  o r  

w a itin g  p e r io d )____________________________ 49 67 48 10 4 22

H o sp ita l iz a t io n  in s u r a n c e _____________________ 98 100 100 99 100 100
S u r g ic a l  in s u r a n c e _____________________________ 98 100 100 99 100 100
M e d ic a l  in s u r a n c e _____________________________ 92 100 90 94 100 91
C a ta s t r o p h e  in s u r a n c e ________________________ 84 93 97 90 90 97
R e t ir e m e n t  p e n s io n . 62 73 77 69 71 65

1 In c lu d e s  th o se  p la n s  f o r  w h ich  a t  l e a s t  a  p a r t  o f the c o s t  i s  b o r n e  b y  the e m p lo y e r , e x c e p t  th o se  le g a l ly  r e q u ir e d ,  su c h  a s  w o rk m e n 1 s  c o m p e n sa t io n , s o c i a l  s e c u r i ty ,  an d  r a i l r o a d  
r e t ir e m e n t .

2 In c lu d e s  d a ta  f o r  w h o le s a le  t r a d e ,  r e t a i l  t r a d e ,  r e a l  e s t a t e ,  and  s e r v i c e s ,  in  a d d it io n  to  th o se  in d u s tr y  d iv i s io n s  shown- s e p a r a te ly .
3 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 i t i e s .
4 In c lu d e s  d a ta  fo r  w h o le s a le  t r a d e ;  r e t a i l  t r a d e ;  f in a n c e , in su r a n c e ,  an d  r e a l  e s t a t e ;  and s e r v i c e s ,  in  a d d it io n  to th o se  in d u s t r y  d iv i s io n s  show n s e p a r a te ly .
5 U n d u p lic a te d  to ta l o f  w o r k e r s  r e c e iv in g  s i c k  le a v e  o r  s i c k n e s s  an d  a c c id e n t  in su r a n c e  show n s e p a r a t e ly  b e lo w . S ic k  le a v e  p la n s  a r e  l im ite d  to  th o se  w h ich  d e f in i te ly  e s t a b l i s h  a t l e a s t  

th e m in im u m  n u m b e r  o f  d a y s ' p a y  th at c a n  b e  e x p e c te d  b y  e a c h  e m p lo y e e . I n fo r m a l s i c k  le a v e  a l lo w a n c e s  d e te r m in e d  on  an  in d iv id u a l b a s i s  a r e  e x c lu d e d .
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Table B-7. Method of Wage Determination and Frequency of Payment

(P e r c e n t  d is t r ib u t io n  o f p la n t an d  o f f ic e  w o r k e r s  in  a l l  in d u s t r ie s  and  in  in d u s t r y  d iv i s io n s  b y  m e th o d  o f w a g e  d e te r m in a t io n 1 
an d  fr e q u e n c y  o f w a g e  p a y m e n t, S io u x  F a l l s ,  S . D a k .,  O c to b e r  1968)

Ite m

P la n t w o r k e r s O ffice  w o r k e r s

A ll in d u s t r ie s  2 M a n u fac tu r in g P u b lic  u t i l i t i e s 3 A ll in d u s t r ie s 4 M a n u fac tu r in g P u b lic  u t i l i t i e s  3

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

M eth od  o f  w a g e  d e te r m in a t io n 1

P a id  t im e  r a t e s __________________________________ 94 94 99 100 100 100
F o r m a l  r a t e  p o l i c y ____________________________ 78 90 92 40 23 58

S in g le  r a t e  ___________________ ____________ 11 9 42 1 - 5
R a n g e  of r a t e s _-___________________________ 67 80 50 39 23 53

P r o g r e s s i o n  b a s e d  on a u to m a t ic
a d v a n c e m e n t a c c o r d in g  to
le n g th  o f s e r v i c e - 52 69 50 9 2 31

P r o g r e s s io n  b a s e d  on m e r i t
re v iew - 12 9 - 26 21 22

P r o g r e s s io n  b a s e d  on a
c o m b in a t io n  o f len g th  o f
s e r v ic e  an d  m e r i t  re v ie w 3 2 - 4

N o f o r m a l  r a t e  p o l ic y 16 5 8 60 77 42
P a id  b y  in c e n t iv e  m e th o d s 6 6 (5 ) - -

P ie c e  r a te  - ____ 3 6 -
In d ivid ual__  ___  ___ 3 6 -
G ro u p — — .  .  - - - -

P r o d u c t io n  b o n u s -  - __ 1 - - Method of determining incentive pay of office w orkers not presented
In d ivid ual__ _____ __ __  ________  ___ 1 -
G ro u p  . . . .  __  . - - -

C o m m is s io n .  . 2 “ ( * )

F r e q u e n c y  o f w a g e  p ay m e n t

W e e k ly _____________________________________________ 78 96 18 35 36 31
B iw e e k ly ___________________________________________ 18 4 77 39 61 63
S e m im o n th ly 4 - 5 26 4 6
M o n th ly ----------------------------------------------------------- 1 “ - -
O th e r  f r e q u e n c y ___________________________________

1 F o r  a  d e s c r ip t io n  o f th e m e th o d s  o f w a g e  d e te r m in a t io n , s e e  In tro d u ctio n .
2 In c lu d e s  d a ta  fo r  w h o le s a le  t r a d e ,  r e t a i l  t r a d e ,  r e a l  e s t a t e ,  an d  s e r v i c e s ,  in  a d d it io n  to  th o se  in d u s t r y  d iv i s io n s  sh ow n s e p a r a te ly .
3 T r a n s p o r t a t io n ,  c o m m u n ic a t io n , an d  o th e r  p u b lic  u t i l i t i e s .
4 In c lu d e s  d a ta  fo r  w h o le s a le  t r a d e ;  r e t a i l  t r a d e ;  f in a n c e , in su r a n c e ,  an d  r e a l  e s t a t e ;  and s e r v i c e s ,  in  a d d it io n  to  th o se  in d u s tr y  d iv i s io n s  sh ow n s e p a r a te ly .
5 L e s s  th an  0 .5  p e r c e n t .
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Appendix. Occupational Descriptions

T h e p r im a r y  p u r p o s e  o f p r e p a r in g  jo b  d e s c r ip t io n s  f o r  the B u r e a u 's  w age  s u r v e y s  i s  to  a s s i s t  i t s  f ie ld  s t a f f  in  c l a s s i f y in g  in to  a p p r o p r ia te  
o c c u p a t io n s  w o r k e r s  who a r e  em p lo y e d  u n d e r  a  v a r ie t y  o f  p a y r o l l  t i t l e s  a n d  d if fe r e n t  w o rk  a r r a n g e m e n t s  f r o m  e s ta b li sh m e n t  to  e s ta b li sh m e n t  an d  
f r o m  a r e a  to  a r e a .  T h is  p e r m i t s  the g ro u p in g  o f  o c c u p a t io n a l w age  r a t e s  r e p r e se n t in g  c o m p a r a b le  jo b  c o n te n t. B e c a u s e  o f  th is  e m p h a s i s  on 
in te r e s t a b l i s h m e n t  an d  in t e r a r e a  c o m p a r a b i l i ty  o f  o c c u p a t io n a l c o n te n t, the B u r e a u 's  jo b  d e s c r ip t io n s  m a y  d i f fe r  s ig n i f ic a n t ly  f r o m  th o se  in  u s e  in  
in d iv id u a l e s t a b l i s h m e n t s  o r  th o se  p r e p a r e d  f o r  o th e r  p u r p o s e s .  In a p p ly in g  th e s e  jo b  d e s c r ip t io n s ,  th e B u r e a u 's  f ie ld  e c o n o m is t s  a r e  in s t r u c te d  
to  e x c lu d e  w o rk in g  s u p e r v i s o r s ;  a p p r e n t ic e s ;  l e a r n e r s ;  b e g in n e r s ;  t r a i n e e s ;  an d  h a n d ic a p p e d , p a r t - t im e ,  t e m p o r a r y ,  an d  p r o b a t io n a r y  w o r k e r s .

OFFICE

B I L L E R ,  M A C H IN E

P r e p a r e s  s t a t e m e n t s ,  b i l l s ,  and in v o ic e s  on a  m a c h in e  o th e r  th an  an  o r d in a r y  o r  e l e c t r o -  
m a t ic  ty p e w r it e r .  M ay  a l s o  k e e p  r e c o r d s  a s  to  b i l l in g s  o r  sh ip p in g  c h a r g e s  o r  p e r f o r m  o th er 
c l e r i c a l  w o rk  in c id e n ta l to  b i l l in g  o p e r a t io n s .  F o r  w age  stu d y  p u r p o s e s ,  b i l l e r s ,  m a c h in e , a r e  
c l a s s i f i e d  b y  ty p e  o f m a c h in e , a s  f o l lo w s :

B i l l e r ,  m a c h in e  (b il lin g  m a c h in e ) . U s e s  a  s p e c i a l  b i l l in g  m a c h in e  (M oon H o p k in s , E l l io t t  
F i s h e r ,  B u r r o u g h s ,  e t c . ,  w h ich  a r e  c o m b in a t io n  ty p in g  an d  ad d in g  m a c h in e s )  to  p r e p a r e  b i l l s  
an d  in v o ic e s  f r o m  c u s t o m e r s '  p u r c h a se  o r d e r s ,  in te r n a l ly  p r e p a r e d  o r d e r s ,  sh ip p in g  m e m o ­
r a n d u m s, e t c .  U su a lly  in v o lv e s  a p p lic a t io n  o f p r e d e te r m in e d  d is c o u n ts  an d  sh ip p in g  c h a r g e s ,  
and  e n tr y  o f n e c e s s a r y  e x te n s io n s ,  w h ich  m a y  o r  m a y  n ot be  c o m p u te d  on the b il l in g  m a c h in e , 
and t o t a l s  w hich  a r e  a u to m a t ic a lly  a c c u m u la te d  b y  m a c h in e . T h e o p e r a t io n  u s u a l ly  in v o lv e s  
a  l a r g e  n u m b e r  of c a r b o n  c o p ie s  o f th e b i l l  b e in g  p r e p a r e d  and  i s  o ften  done on a  fa n fo ld  
m a c h in e .

B i l l e r ,  m a c h in e  (b o o k k ee p in g  m a c h in e ) . U s e s  a  b o o k k ee p in g  m a c h in e  (S u n d str a n d , E l l io t t  
F i s h e r ,  R em in g to n  R an d , e t c . ,  w hich  m a y  o r  m a y  n ot h ave  ty p e w r ite r  k e y b o a rd )  to  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 the a c c o u n ts  r e c e iv a b le  o p e r a t io n . G e n e r a lly  in v o lv e s  the s im u l t a ­
n e o u s  e n tr y  o f f ig u r e s  on c u s t o m e r s '  le d g e r  r e c o r d .  T h e m a c h in e  a u t o m a t ic a lly  a c c u m u la te s  
f ig u r e s  on a  n u m b er o f v e r t ic a l  c o lu m n s and c o m p u te s , and u s u a l ly  p r in t s  a u t o m a t ic a l ly  the 
d e b it  o r  c r e d it  b a l a n c e s .  D o e s  not in v o lv e  a  k n ow led g e  o f b o o k k e e p in g . W o rks f r o m  u n ifo r m  
and  s t a n d a r d  ty p e s  o f s a l e s  an d  c r e d it  s l i p s .

B O O K K E E P IN G -M A C H IN E  O P E R A T O R

O p e r a te s  a  b o o k k ee p in g  m a c h in e  (R e m in g to n  R an d , E l l io t t  F i s h e r ,  S u n d stra n d , B u r r o u g h s ,  
N a tio n a l C a sh  R e g i s t e r ,  w ith  o r  w ith ou t a  ty p e w r it e r  k e y b o a rd )  to  k e e p  a  r e c o r d  o f b u s in e s s  
t r a n s a c t io n s .

C l a s s  A . K e e p s  a  s e t  o f r e c o r d s  r e q u ir in g  a  kn ow led ge  o f and e x p e r ie n c e  in  b a s ic  
b o o k k ee p in g  p r in c ip le s ,  and  f a m i l ia r i t y  w ith  the s t r u c t u r e  o f the p a r t ic u l a r  a c c o u n tin g  s y s t e m  
u s e d .  D e te r m in e s  p r o p e r  r e c o r d s  and  d is t r ib u t io n  o f d e b it  and  c r e d i t  i t e m s  to  be  u se d  in  e a c h  
p h a se  o f the w o rk . M ay  p r e p a r e  c o n so l id a te d  r e p o r t s ,  b a la n c e  s h e e t s ,  and  o th er  r e c o r d s  
b y  h and .

C l a s s  B . K e e p s  a  r e c o r d  of one o r  m o r e  p h a s e s  o r  s e c t io n s  o f a  s e t  o f r e c o r d s  u s u a l ly  
r e q u ir in g  li t t le  k n ow led g e  o f b a s i c  b o o k k ee p in g . P h a s e s  o r  s e c t io n s  in c lu d e  a c c o u n ts  p a y a b le , 
p a y r o l l ,  c u s t o m e r s '  a c c o u n ts  (not in c lu d in g  a  s im p le  typ e o f b i l l in g  d e s c r ib e d  u n d er  b i l l e r ,  
m a c h in e ) , c o s t  d is t r ib u t io n ,  e x p e n se  d is t r ib u t io n ,  in v e n to ry  c o n tr o l ,  e t c .  M ay  c h e c k  o r  a s s i s t  
in  p r e p a r a t io n  of t r i a l  b a la n c e s  an d  p r e p a r e  c o n tr o l s h e e t s  f o r  the a c c o u n tin g  d e p a r tm e n t .

C L E R K ,  A C C O U N T IN G

C l a s s  A . U nd er g e n e r a l  d ir e c t io n  o f a  b o o k k e e p e r  o r  a c c o u n ta n t, h a s  r e s p o n s ib i l i t y  fo r  
k e e p in g  one o r  m o r e  s e c t io n s  o f a  c o m p le te  s e t  o f b o o k s o r  r e c o r d s  r e la t in g  to  one p h a se  
o f an  e s t a b l i s h m e n t 's  b u s in e s s  t r a n s a c t io n s .  W ork in v o lv e s  p o s tin g  an d  b a la n c in g  s u b s id ia r y  
le d g e r  o r  le d g e r s  su c h  a s  a c c o u n ts  r e c e iv a b le  o r  a c c o u n t s  p a y a b le ; ex a m in in g  an d  co d in g  
in v o ic e s  o r  v o u c h e r s  w ith  p r o p e r  a c c o u n tin g  d is tr ib u t io n ;  an d  r e q u ir e s  ju d g m e n t an d  e x p e r i ­
e n c e  in  m a k in g  p r o p e r  a s s ig n a t io n s  an d  a l lo c a t io n s .  M ay  a s s i s t  in  p r e p a r in g ,  a d ju s t in g ,  and  
c lo s in g  jo u r n a l  e n t r i e s ;  and  m a y  d i r e c t  c l a s s  B  a c c o u n tin g  c l e r k s .

C l a s s  B . U n d er s u p e r v is io n ,  p e r f o r m s  one o r  m o r e  ro u tin e  a c c o u n tin g  o p e r a t io n s  su c h  
a s  p o s tin g  s im p le  jo 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 le  v o u c h e r s ,  e n te r in g  v o u c h e r s  in  
v o u c h e r  r e g i s t e r s ;  r e c o n c il in g  b an k  a c c o u n t s ;  an d  p o s tin g  s u b s id ia r y  le d g e r s  c o n tr o l le d  by 
g e n e r a l  l e d g e r s ,  o r  p o s tin g  s im p le  c o s t  ac c o u n tin g  d a ta .  T h is  jo b  d o e s  not r e q u ir e  a  kn ow l­
e d g e  o f a c c o u n tin g  an d  b o o k k ee p in g  p r in c ip le s  b u t i s  foun d  in  o f f ic e s  in  w hich  the m o r e  ro u tin e  
a c c o u n tin g  w o rk  i s  su b d iv id e d  on a  fu n c tio 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 .

C L E R K ,  F I L E

C l a s s  A . In an  e s t a b l i s h e d  f i l in g  s y s t e m  c o n ta in in g  a  n u m b er  o f v a r ie d  s u b je c t  m a t t e r  
f i l e s ,  c l a s s i f i e s  and in d e x e s  f i l e  m a t e r ia l  su c h  a s  c o r r e sp o n d e n c e ,  r e p o r t s ,  t e c h n ic a l d o c u ­
m e n ts ,  e t c .  M ay  a l s o  f i l e  th is  m a t e r ia l .  M ay  k e e p  r e c o r d s  of v a r io u s  ty p e s  in  co n ju n ctio n  
w ith  the f i l e s .  M ay  le a d  a  s m a l l  g r o u p  o f lo w e r  le v e l  f i l e  c l e r k s .

C l a s s  B . S o r t s ,  c o d e s ,  an d  f i l e s  u n c la s s i f i e d  m a t e r ia l  b y  s im p le  ( s u b je c t  m a tt e r )  h e a d ­
in g s  ~or—p a r t ly  c l a s s i f i e d  m a t e r i a l  b y  f in e r  su b h e a d in g s . P r e p a r e s  s im p le  r e la t e d  in d e x  an d  
c r o s s - r e f e r e n c e  a id s .  A s  r e q u e s te d ,  lo c a t e s  c l e a r ly  id e n tif ie d  m a t e r ia l  in  f i l e s  and fo r w a r d s  
m a t e r ia l .  M ay  p e r f o r m  r e la t e d  c l e r i c a l  t a s k s  r e q u ir e d  to  m a in ta in  and s e r v ic e  f i l e s .

C l a s s  C . P e r f o r m s  ro u t in e  f i l in g  o f m a t e r ia l  th 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 hich  
i s  e a s i l y  c l a s s i f i e d  in  a  s im p le  s e r i a l  c l a s s i f i c a t io n  s y s t e m  ( e .g . ,  a lp h a b e t ic a l ,  c h r o n o lo g ic a l ,  
o r  n u m e r ic a l ) .  A s  r e q u e s te d ,  lo c a t e s  r e a d i ly  a v a i la b le  m a t e r ia l  in  f i l e s  and  fo r w a r d s  m a ­
t e r i a l ;  and  m a y  f i l l  out w ith d ra w a l c h a r g e .  P e r f o r m s  s im p le  c l e r i c a l  an d  m a n u a l t a s k s  r e ­
q u ir e d  to  m a in ta in  and s e r v ic e  f i l e s .

C L E R K , O R D E R

R e c e iv 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 ia l  o r  m e r c h a n d is e  b y  m a i l ,  ph on e , o r  p e r s o n a l ly .  
D u tie s  in v o lv e  a n y  c o m b in a t io n  o f the fo llo w in g : Q u oting p r i c e s  to  c u s t o m e r s ;  m a k in g  out an  o r d e r  
sh e e t  l i s t in g  the i t e m s  to  m a k e  up the o r d e r ;  c h e c k in g  p r i c e s  an d  q u a n ti t ie s  o f i t e m s  on o r d e r  
sh e e t ;  an d  d is t r ib u t in g  o r d e r  s h e e t s  to  r e s p e c t iv e  d e p a r tm e n ts  to  be  f i l le d .  M ay  c h e c k  w ith  c r e d it  
d e p a r tm e n t  to  d e te r m in e  c r e d it  r a t in g  o f c u s to m e r ,  a c k n o w le d g e  r e c e ip t  o f o r d e r s  f r o m  c u s t o m e r s ,  
fo llo w  u p  o r d e r s  to  s e e  th a t  th e y  h a v e  b e e n  f i l l e d ,  k e e p  f i l e  of' o r d e r s  r e c e iv e d ,  and c h e c k  sh ip p in g  
in v o ic e s  w ith  o r ig in a l  o r d e r s .

C L E R K ,  P A Y R O L L

C o m p u te s  w a g e s  o f c o m p an y  e m p lo y e e s  an d  e n te r s  the n e c e s s a r y  d a ta  on the p a y r o l l  
s h e e t s .  D u tie s  in v o lv e : C a lc u la t in g  w o r k e r s ' e a r n in g s  b a s e d  on t im e  o r  p r o d u c tio n  r e c o r d s ;  and 
p o s t in g  c a lc u la te d  d a ta  on p a y r o l l  sh e e t ,  sh ow in g in fo r m a tio n  su c h  a s  w o r k e r 's  n a m e , w o rk in g  
d a y s ,  t im e ,  r a t e ,  d e d u c tio n s  f o r  in su r a n c e ,  an d  to ta l w a g e s  d u e . M ay  m a k e  out p a y c h e c k s  and 
a s s i s t  p a y m a s te r  in  m a k in g  u p  and d is t r ib u t in g  p a y  e n v e lo p e s .  M ay  u se  a  c a lc u la t in g  m a c h in e .

C O M P T O M E T E R  O P E R A T O R

P r im a r y  d u ty  i s  to  o p e r a te  a  C o m p to m e te r  to  p e r fo r m  m a th e m a t ic a l  c o m p u ta t io n s . T h is  
jo b  i s  not to  be  c o n fu se d  w ith  th a t o f s t a t i s t i c a l  o r  o th e r  type o f c l e r k ,  w hich  m a y  in v o lv e  f r e ­
quen t u se  of a  C o m p to m e te r  b u t, in  w h ich , u s e  o f th is  m a c h in e  i s  in c id e n ta l to  p e r fo r m a n c e  of 
o th e r  d u t ie s .

K E Y P U N C H  O P E R A T O R

C l a s s  A . O p e r a te s  a  n u m e r ic a l  a n d /o r  a lp h a b e t ic a l  o r  c o m b in a t io n  k ey pu n ch  m a c h in e  to  
t r a n s c r ib e  d a ta  f r o m  v a r io u s  so u r c e  d o c u m e n ts  to  k ey pu n ch  ta b u la t in g  c a r d s .  P e r f o r m s  sa m e  
t a s k s  a s  lo w e r  le v e l  keypu n ch  o p e r a to r  b u t, in  a d d it io n , w o rk  r e q u ir e s  a p p lic a t io n  of c o d in g  
s k i l l s  an d  the m a k in g  o f so m e  d e te r m in a t io n s ,  fo r  e x a m p le ,  l o c a t e s  on th e so u r c e  d o c u m en t 
the i t e m s  to  be  pu nch ed ; e x t r a c t s  in fo r m a tio n  f r o m  s e v e r a l  d o c u m e n ts ; an d  s e a r c h e s  fo r  and  
in te r p r e t s  in fo r m a tio n  on the d o c u m en t to  d e te r m in e  in fo r m a tio n  to  be pu n ch ed . M ay  t r a in  
in e x p e r ie n c e d  o p e r a t o r s .
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C l a s s  B . U n d er c lo s e  su p e r v is io n  o r  fo llo w in g  s p e c i f ic  p r o c e d u r e s  o r  in s t r u c t io n s ,  
t r a n s c r ib e s  d a ta  f r o m  so u r c e  d o c u m e n ts  to  punch ed  c a r d s .  O p e r a te s  a  n u m e r ic a l  a n d /o r  
a lp h a b e t ic a l  o r  c o m b in a t io n  keypu n ch  m a c h in e  to  key pu n ch  ta b u la t in g  c a r d s .  M ay  v e r i fy  c a r d s .  
W orking f r o m  v a r io u s  s t a n d a r d iz e d  so u r c e  d o c u m e n ts , fo llo w s sp e c i f ie d  s e q u e n c e s  w hich  h ave 
b ee n  co d ed  o r  p r e s c r ib e d  in  d e ta i l  and r e q u ir e  l i t t le  o r  no se le c t in g ,  co d in g , o r  in te r p r e t in g  
o f d a ta  to  be pu nch ed . P r o b le m s  a r i s in g  f r o m  e r r o n e o u s  i t e m s  o r  c o d e s ,  m i s s in g  in fo r m a tio n , 
e t c . ,  a r e  r e f e r r e d  to  s u p e r v i s o r .

O F F I C E  BO Y  OR G IR L

P e r f o r m s  v a r io u s  ro u tin e  d u t ie s  su c h  a s  ru nn in g e r r a n d s ,  o p e r a t in g  m in o r  o ff ic e  m a ­
c h in e s  su c h  a s  s e a l e r s  o r  m a i l e r s ,  o pen in g and d is tr ib u t in g  m a i l ,  and o th er  m in o r  c l e r i c a l  w o rk .

S E C R E T A R Y

A s s ig n e d  a s  p e r so n a l  s e c r e t a r y ,  n o r m a l ly  to  one in d iv id u a l. M a in ta in s  a  c lo s e  an d  h ig h ly  
r e s p o n s iv e  r e la t io n sh ip  to  the d a y - t o - d a y  w o rk  a c t iv i t ie s  o f the s u p e r v i s o r .  W orks f a i r l y  in d e ­
pen d en tly  r e c e iv in g  a  m in im u m  of d e ta i le d  su p e r v is io n  and  g u id a n c e . P e r f o r m s  v a r ie d  c l e r i c a l  
and s e c r e t a r i a l  d u t ie s ,  u s u a l ly  in c lu d in g  m o s t  o f the fo llo w in g : (a) R e c e iv e s  te le p h o n e  c a l l s ,
p e r so n a l  c a l l e r s ,  and  in c o m in g  m a i l ,  a n s w e r s  ro u tin e  in q u ir ie s ,  and  r o u te s  the te c h n ic a l in q u ir ie s  
to  the p r o p e r  p e r s o n s ;  (b) e s t a b l i s h e s ,  m a in ta in s ,  an d  r e v i s e s  the s u p e r v i s o r 's  f i l e s ;  (c) m a in ta in s  
the s u p e r v i s o r 's  c a le n d a r  and  m a k e s  a p p o in tm e n ts  a s  in s t r u c te d ;  (d) r e la y s  m e s s a g e s  f r o m  s u p e r ­
v i s o r  to  s u b o r d in a te s ;  (e) r e v ie w s  c o r r e sp o n d e n c e ,  m e m o r a n d a , an d  r e p o r t s  p r e p a r e d  b y  o th e r s  
fo r  the s u p e r v i s o r 's  s ig n a tu r e  to  a s s u r e  p r o c e d u r a l  and ty p o g ra p h ic  a c c u r a c y ;  an d  (f) p e r f o r m s  
s te n o g r a p h ic  an d  ty p in g  w o rk .

M ay  a l s o  p e r fo r m  o th e r  c l e r i c a l  and s e c r e t a r i a l  t a s k s  o f c o m p a r a b le  n a tu re  and  d if f ic u lty . 
The w o rk  ty p ic a lly  r e q u ir e s  kn ow led ge  o f o ff ic e  ro u tin e  an d  u n d e rs ta n d in g  o f the o r g a n iz a t io n , 
p r o g r a m s ,  and p r o c e d u r e s  r e la t e d  to  the w o rk  o f the s u p e r v i s o r .

E x c lu s io n s

N ot a l l  p o s it io n s  th a t a r e  t i t le d  " s e c r e t a r y "  p o s s e s s  the a b o v e  c h a r a c t e r i s t i c s .  E x a m p le s  
of p o s it io n s  w hich  a r e  e x c lu d e d  f r o m  the d e fin itio n  a r e  a s  fo l lo w s :  (a) P o s i t io n s  w hich  do not m e e t 
the " p e r s o n a l "  s e c r e t a r y  c o n c e p t d e s c r ib e d  a b o v e ; (b) s t e n o g r a p h e r s  not fu l ly  t r a in e d  in  s e c r e t a r i a l  
type d u t ie s ;  (c) s t e n o g r a p h e r s  s e r v in g  a s  o ff ic e  a s s i s t a n t s  to  a  g r o u p  of p r o f e s s io n a l ,  t e c h n ic a l,  
o r m a n a g e r ia l  p e r s o n s ;  (d) s e c r e t a r y  p o s it io n s  in  w hich  the d u t ie s  a r e  e i th e r  su b s t a n t ia l ly  m o r e  
ro u tin e  o r  su b s t a n t ia l ly  m o r e  c o m p le x  and  r e s p o n s ib le  th an  th o se  c h a r a c t e r i z e d  in  the d e fin it io n ; 
and (e) a s s i s t a n t  typ e p o s it io n s  w hich  in v o lv e  m o r e  d if f ic u lt  o r  m o r e  r e s p o n s ib le  te c h n ic a l,  a d m in ­
i s t r a t i v e ,  s u p e r v is o r y ,  o r  sp e c ia l iz e d  c l e r i c a l  d u t ie s  w hich  a r e  not ty p ic a l  o f s e c r e t a r i a l  w o rk .

N O T E : The t e r m  " c o r p o r a t e  o f f i c e r , "  u se d  in  the le v e l d e f in it io n s  fo llo w in g , r e f e r s  to  
th o se  o f f i c i a l s  who h a v e  a  s ig n i f ic a n t  c o r p o r a te - w id e  p o lic y m a k in g  r o le  w ith  r e g a r d  to  m a jo r  
c o m p an y  a c t iv i t ie s .  T h e t i t le  " v i c e  p r e s i d e n t , "  though  n o r m a l ly  in d ic a t iv e  of th is  r o le ,  d o e s  not 
in  a l l  c a s e s  id e n tify  su ch  p o s it io n s .  V ice  p r e s id e n t s  w h ose  p r im a r y  r e s p o n s ib i l i t y  i s  to  a c t  p e r ­
so n a l ly  on in d iv id u a l c a s e s  o r  t r a n s a c t io n s  ( e .g . ,  a p p ro v e  o r  d en y  in d iv id u a l lo an  o r  c r e d it  a c t io n s ;  
a d m in is te r  in d iv id u a l t r u s t  a c c o u n t s ;  d ir e c t ly  s u p e r v is e  a  c l e r i c a l  s ta ff )  a r e  not c o n s id e r e d  to  be 
" c o r p o r a t e  o f f i c e r s "  fo r  p u r p o s e s  o f a p p ly in g  the fo llo w in g  le v e l  d e f in i t io n s .

C l a s s  A

a . S e c r e t a r y  to  the c h a ir m a n  of the b o a r d  o r  p r e s id e n t  o f a  c o m p an y  th a t e m p lo y s ,  in  a l l ,  
o v e r  100 but fe w e r  th an  5 , 000 p e r s o n s ; o r

b . S e c r e t a r y  to  a  c o r p o r a te  o f f ic e r  (o th e r  th an  the c h a ir m a n  of the b o a r d  o r  p r e s id e n t)  
of a  co m p an y  th a t e m p lo y e s ,  in  a l l ,  o v e r  5 , 000 b u t fe w e r  th an  25 , 000  p e r s o n s ; o r

c . S e c r e t a r y  to  the h ea d  ( im m e d ia te ly  b e lo w  the c o r p o r a te  o f f ic e r  le v e l)  o f a  m a jo r  s e g ­
m e n t o r  s u b s id ia r y  o f a  co m p an y  th a t e m p lo y s ,  in  a l l ,  o v e r  25 , 000  p e r s o n s .

C l a s s  B

a .  S e c r e t a r y  to  the c h a ir m a n  of the b o a rd  o r  p r e s id e n t  of a  c o m p an y  th a t e m p lo y s ,  in  a l l ,  
fe w e r  th an  100 p e r s o n s ;  or

b . S e c r e t a r y  to  a  c o r p o r a te  o f f ic e r  (o th e r  th an  c h a ir m a n  of the b o a rd  o r  p r e s id e n t)  of 
a  co m p an y  th at e m p lo y s ,  in a l l ,  o v e r  100 b ut fe w e r  th an  5, 000 p e r s o n s ; o r

c . S e c r e t a r y  to  the h ea d  ( im m e d ia te ly  b e lo w  the o f f ic e r  le v e l)  o v e r  e i th e r  a  m a jo r  
c o r p o r a te - w id e  fu n c tio n a l a c t iv i ty  ( e .g . ,  m a r k e t in g ,  r e s e a r c h ,  o p e r a t io n s ,  in d u s t r ia l  r e la t io n s ,  e tc .)  
o r  a  m a jo r  g e o g r a p h ic  o r  o r g a n iz a t io n a l  se g m e n t  ( e .g . ,  a  r e g io n a l  h e a d q u a r te r s ;  a  m a jo r  d iv isio n ) 
o F a  c o m p an y  th a t e m p lo y s ,  in  a l l ,  o v e r  5 , 000  b u t fe w e r  th an  25, 000  e m p lo y e e s ; o r
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d . S e c r e t a r y  to  the h ead  o f an  in d iv id u a l p la n t, f a c to r y ,  e t c .  (o r  o th er  e q u iv a le n t le v e l  
of o f f ic ia l )  th a t e m p lo y s ,  in  a l l ,  o v e r  5 ,0 0 0  p e r s o n s ; o r

e .  S e c r e t a r y  to  the h ea d  o f a  l a r g e  and im p o r ta n t  o r g a n iz a t io n a l  se g m e n t  ( e .g . ,  a  m id d le  
m a n a g e m e n t s u p e r v i s o r  o f an o r g a n iz a t io n a l  se g m e n t  o ften  in v o lv in g  a s  m a n y  a s  s e v e r a l  h u n d red  
p e r so n s )  o f a  c o m p an y  th a t e m p lo y s ,  in  a l l ,  o v e r  25 , 000 p e r s o n s .

C l a s s  C

a .  S e c r e t a r y  to  an  e x e c u t iv e  o r m a n a g e r ia l  p e r s o n  w h ose  r e s p o n s ib i l i t y  i s  n ot e q u iv a le n t 
to  one of the s p e c i f ic  le v e l  s i tu a t io n s  in  the d e fin it io n  f o r  c l a s s  B , but w h ose  su b o rd in a te  s t a f f  
n o r m a l ly  n u m b e rs  a t  l e a s t  s e v e r a l  d o ze n  e m p lo y e e s  an d  i s  u s u a l ly  d iv id e d  in to  o r g a n iz a t io n a l  
s e g m e n t s  w h ich  a r e  o fte n , in  tu r n , fu r th e r  su b d iv id e d . In so m e  c o m p a n ie s ,  th is  l e v e l  in c lu d e s  a  
w ide r a n g e  o f o r g a n iz a t io n a l  e c h e lo n s ; in  o th e r s ,  on ly  one o r  tw o; o r

b . S e c r e t a r y  to  the h ead  o f an  in d iv id u a l p la n t, fa c to r y ,  e t c .  (o r  o th er  e q u iv a le n t le v e l  of 
o f f ic ia l )  th a t e m p lo y s ,  in  a l l ,  fe w e r  th an  5 ,0 0 0  p e r s o n s .

C l a s s  D

a .  S e c r e t a r y  to  the s u p e r v i s o r  o r  h ea d  o f a  s m a l l  o r g a n iz a t io n a l  u n it ( e .g . ,  fe w e r  th an  
a b o u t 25 o r  30 p e r s o n s ) ;  o r

b . S e c r e t a r y  to  a  n o n s u p e r v i so r y  s t a f f  s p e c i a l i s t ,  p r o f e s s io n a l  e m p lo y e e , a d m in is t r a t iv e  
o f f ic e r ,  o r  a s s i s t a n t ,  sk i l le d  te c h n ic ia n  o r  e x p e r t .  (N O T E : M any  c o m p a n ie s  a s s i g n  s t e n o g r a p h e r s ,  
r a th e r  th an  s e c r e t a r i e s  a s  d e s c r ib e d  a b o v e , to  th is  le v e l  o f s u p e r v i s o r y  o r  n o n s u p e r v i so r y  w o r k e r .)

S T E N O G R A P H E R , G E N E R A L

P r im a r y  du ty  i s  to  ta k e  d ic ta t io n  in v o lv in g  a  n o r m a l ro u tin e  v o c a b u la r y  f r o m  one o r  m o r e  
p e r s o n s  e i th e r  in  sh o rth a n d  o r  b y  S ten o ty p e  o r  s i m i l a r  m a c h in e ; and t r a n s c r ib e  d ic ta t io n . M ay  
a l s o  typ e f r o m  w r it te n  co p y . M ay  m a in ta in  f i l e s ,  k e e p  s im p le  r e c o r d s ,  o r  p e r f o r m  o th er  r e la t iv e ly  
ro u tin e  c l e r i c a l  t a s k s .  M ay  o p e r a te  f r o m  a  s te n o g r a p h ic  p o o l. D o e s not in c lu d e  t r a n s c r ib in g -  
m a c h in e  w o rk . (S e e  t r a n s c r ib in g - m a c h in e  o p e r a t o r .)

S T E N O G R A P H E R , S E N IO R

P r im a r y  du ty  i s  to  ta k e  d ic ta t io n  in v o lv in g  a  v a r ie d  te c h n ic a l o r  s p e c i a l iz e d  v o c a b u la r y  
su c h  a s  in  le g a l  b r i e f s  o r  r e p o r t s  on s c ie n t if i c  r e s e a r c h  f r o m  one o r  m o r e  p e r s o n s  e i th e r  in  s h o r t ­
h and o r  b y  S ten o ty p e  o r  s i m i l a r  m a c h in e ; and  t r a n s c r ib e  d ic ta t io n . M ay  a l s o  ty p e  f r o m  w rit ten  
c o p y . M ay  a l s o  s e t  u p  and m a in ta in  f i l e s ,  k e e p  r e c o r d s ,  e t c .

OR

P e r f o r m s  s te n o g r a p h ic  d u t ie s  r e q u ir in g  s ig n i f ic a n t ly  g r e a t e r  in d ep en d e n ce  and r e s p o n s i ­
b il i ty  th an  s t e n o g r a p h e r s ,  g e n e r a l  a s  ev id e n c e d  b y  the fo llo w in g : W ork r e q u ir e s  h igh  d e g r e e  of 
s te n o g r a p h ic  sp e e d  and  a c c u r a c y ;  and  a  th o ro u g h  w o rk in g  kn ow led ge o f g e n e r a l  b u s in e s s  an d  o ff ic e  
p r o c e d u r e s  and o f the s p e c i f ic  b u s in e s s  o p e r a t io n s ,  o r g a n iz a t io n , p o l ic i e s ,  p r o c e d u r e s ,  f i l e s ,  
w o rk flo w , e t c .  U s e s  th is  k n ow led ge in  p e r fo r m in g  s te n o g r a p h ic  d u t ie s  an d  r e s p o n s ib le  c l e r i c a l  
t a s k s  su c h  a s ,  m a in ta in in g  fo llo w u p  f i l e s ;  a s s e m b l in g  m a t e r ia l  f o r  r e p o r t s ,  m e m o r a n d u m s, le t t e r s ,  
e t c . ;  c o m p o s in g  s im p le  le t t e r s  f r o m  g e n e r a l  in s t r u c t io n s ;  r e a d in g  and ro u tin g  in c o m in g  m a i l ;  and 
a n sw e r in g  ro u tin e  q u e s t io n s ,  e t c .  D o e s not in c lu d e  t r a n s c r ib in g - m a c h in e  w o rk .

SW IT C H B O A R D  O P E R A T O R

C l a s s  A . O p e r a te s  a  s in g le -  o r  m u lt ip le - p o s it io n  te le p h o n e  sw itc h b o a rd  h an d lin g  in c o m in g , 
o u tgo in g , in tr a p la n t  o r  o ff ic e  c a l l s .  P e r f o r m s  fu l l  te le p h o n e  in fo r m a tio n  s e r v ic e  o r  h a n d le s  
c o m p le x  c a l l s ,  su c h  a s  c o n fe r e n c e , c o l le c t ,  o v e r s e a s ,  o r  s i m i l a r  c a l l s ,  e i th e r  in  a d d it io n  to  do in g 
ro u tin e  w o rk  a s  d e s c r ib e d  f o r  sw itc h b o a rd  o p e r a to r ,  c l a s s  B , o r  a s  a  f u l l- t im e  a s s ig n m e n t .  
( " F u l l "  te le p h o n e  in fo r m a tio n  s e r v ic e  o c c u r s  w hen the e s ta b li sh m e n t  h a s  v a r ie d  fu n c tio n s th a t a r e  
not r e a d i ly  u n d e r s ta n d a b le  fo r  te le p h o n e  in fo r m a tio n  p u r p o s e s ,  e . g . ,  b e c a u s e  o f o v e r la p p in g  o r  
in te r r e l a t e d  fu n c tio n s , and c o n se q u e n tly  p r e s e n t  fre q u e n t  p r o b le m s  a s  to  w hich  e x te n s io n s  a r e  
a p p r o p r ia te  fo r  c a l l s . )

C l a s s  B . O p e r a te s  a  s in g le -  o r  m u lt ip le - p o s it io n  te le p h o n e  sw itc h b o a rd  h an d lin g  in c o m in g , 
o u tgo in g , in tr a p la n t  o r  o ff ic e  c a l l s .  M ay  h an d le  ro u tin e  lo n g  d is ta n c e  c a l l s  and r e c o r d  t o l l s .  M ay  
p e r fo r m  lim ite d  te le p h o n e  in fo r m a tio n  s e r v i c e .  ( " L im it e d "  te le p h o n e  in fo r m a tio n  s e r v ic e  o c c u r s  
i f  the fu n c tio n s o f the e s ta b li sh m e n t  s e r v ic e d  a r e  r e a d i ly  u n d e r s ta n d a b le  fo r  te le p h o n e  in fo r m a tio n  
p u r p o s e s ,  o r  i f  the r e q u e s t s  a r e  ro u t in e , e . g . ,  g iv in g  e x te n s io n  n u m b e r s  w hen s p e c i f ic  n a m e s  a r e  
fu r n is h e d ,  o r  i f  c o m p le x  c a l l s  a r e  r e f e r r e d  to  a n o th e r  o p e r a to r .)
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SW IT C H B O A R D  O P E R A T O R - R E C E P T IO N IS T

In  a d d it io n  to  p e r fo r m in g  d u t ie s  o f o p e r a to r  on a  s in g le - p o s i t io n  o r  m o n ito r - ty p e  sw itc h ­
b o a r d ,  a c t s  a s  r e c e p t io n i s t  an d  m a y  a l s o  ty p e  o r  p e r fo r m  ro u t in e  c l e r i c a l  w o rk  a s  p a r t  o f r e g u la r  
d u t ie s .  T h is  ty p in g  o r  c l e r i c a l  w o rk  m a y  ta k e  the m a jo r  p a r t  o f th is  w o r k e r 's  t im e  w h ile  at 
sw itc h b o a rd .

T A B U  L A  T IN G -M A C H IN E  O P E R A T O R

C l a s s  A . O p e r a te s  a  v a r ie ty  o f ta b u la t in g  o r  e l e c t r i c a l  a c c o u n tin g  m a c h in e s ,  ty p ic a lly  
in c lu d in g  §uch m a c h in e s  a s  the ta b u la t o r ,  c a lc u la to r ,  in t e r p r e t e r ,  c o l l a to r ,  and  o th e r s .  
P e r f o r m s  c o m p le te  r e p o r t in g  a s s ig n m e n t s  w ith out c lo s e  su p e r v is io n ,  and p e r f o r m s  d if f ic u lt  
w ir in g  a s  r e q u ir e d .  The c o m p le te  r e p o r t in g  and  ta b u la t in g  a s s ig n m e n t s  ty p ic a lly  in vo lv e  a  
v a r ie ty  o f lo n g  an d  c o m p le x  r e p o r t s  w h ich  o ften  a r e  of i r r e g u la r  o r  n o n r e c u r r in g  ty p e  r e ­
q u ir in g  so m e  p lan n in g  and se q u e n c in g  o f s t e p s  to  b e  ta k e n . A s  a  m o r e  e x p e r ie n c e d  o p e r a to r ,  
i s  t y p ic a lly  in v o lv ed  in  tr a in in g  new o p e r a t o r s  in  m a c h in e  o p e r a t io n s ,  o r  p a r t ia l ly  t r a in e d  
o p e r a to r s  in  w ir in g  f r o m  d ia g r a m s  and o p e r a t in g  s e q u e n c e s  of lo n g  and c o m p le x  r e p o r t s .  
D o e s  not in c lu d e  w o rk in g  s u p e r v i s o r s  p e r fo r m in g  ta b u la t in g -m a c h in e  o p e r a t io n s  an d  d a y - to -  
d a y  s u p e r v is io n  o f th e w o rk  and p r o d u c tio n  of a  g ro u p  o f ta b u la t in g -m a c h in e  o p e r a t o r s .

C l a s s  B . O p e r a te s  m o r e  d if f ic u lt  ta b u la t in g  o r  e l e c t r ic a l  ac c o u n tin g  m a c h in e s  su c h  a s  the 
ta b u la to r  and c a lc u la to r ,  in  a d d it io n  to  the s o r t e r ,  r e p r o d u c e r ,  and c o l l a to r .  T h is  w o rk  i s  
p e r fo r m e d  u n d er s p e c i f i c  in s t r u c t io n s  and  m a y  in c lu d e  th e p e r fo r m a n c e  of so m e  w ir in g  f r o m  
d ia g r a m s .  T h e w o rk  ty p ic a lly  in v o lv e s ,  fo r  e x a m p le ,  t a b u la t io n s  in v o lv in g  a  r e p e t it iv e  
a c c o u n tin g  e x e r c i s e ,  a  c o m p le te  but s m a l l  ta b u la t in g  s tu d y , o r  p a r t s  o f a  lo n g e r  and  m o r e  
c o m p le x  r e p o r t .  S u ch  r e p o r t s  and s t u d ie s  a r e  u s u a l ly  o f a  r e c u r r in g  n a tu re  w h ere  th e p r o ­
c e d u r e s  a r e  w e ll e s t a b l i s h e d .  M ay  a l s o  in c lu d e  th e tr a in in g  o f new e m p lo y e e s  in  th e b a s ic  
o p e r a t io n  o f th e m a c h in e .

PROFESSIONAL

D R A F T SM A N

C l a s s  A . P la n s  the g r a p h ic  p r e se n ta t io n  o f c o m p le x  it e m s  h av in g  d is t in c t iv e  d e s ig n  
f e a tu r e s  th a t d if f e r  s ig n i f ic a n t ly  f r o m  e s t a b l i s h e d  d r a ft in g  p r e c e d e n t s .  W o rks in  c lo s e  s u p ­
p o r t  w ith  the d e s ig n  o r ig in a to r ,  and  m a y  re c o m m e n d  m in o r  d e s ig n  c h a n g e s . A n a ly z e s  the 
e f fe c t  o f ea c h  ch an ge  on the d e t a i l s  o f fo r m ,  fu n c tio n , and  p o s it io n a l  r e la t io n sh ip s  o f c o m ­
p o n en ts and p a r t s .  W o rks w ith  a  m in im u m  o f s u p e r v i s o r y  a s s i s t a n c e .  C o m p le te d  w o rk  i s  
re v ie w e d  by d e s ig n  o r ig in a to r  fo r  c o n s is t e n c y  w ith  p r io r  e n g in e e r in g  d e te r m in a t io n s .  M ay  
e ith e r  p r e p a r e  d r a w in g s ,  o r  d ir e c t  th e ir  p r e p a r a t io n  by lo w e r  le v e l  d r a f t s m e n .

C l a s s  B . P e r f o r m s  n on ro u tin e  an d  c o m p le x  d r a ft in g  a s s ig n m e n t s  th at r e q u ir e  the a p p l i­
c a tio n  o f m o s t  o f the s t a n d a r d iz e d  d ra w in g  te c h n iq u e s  r e g u la r ly  u se d .  D u tie s  ty p ic a lly  in ­
v o lv e  su c h  w o rk  a s :  P r e p a r e s  w o rk in g  d ra w in g s  o f s u b a s s e m b l i e s  w ith  i r r e g u la r  s h a p e s ,
m u lt ip le  fu n c tio n s , and p r e c i s e  p o s it io n a l  r e la t io n sh ip s  b etw e en  c o m p o n e n ts; p r e p a r e s  a r c h i­
t e c tu r a l  d ra w in g s  fo r  c o n s tr u c t io n  of a  b u ild in g  in c lu d in g  d e ta i l  d ra w in g s  o f fo u n d a t io n s , w a ll 
s e c t io n s ,  f lo o r  p l a n s ,  an d  r o o f .  U se s  a c c e p te d  fo r m u la s  and m a n u a ls  in  m a k in g  n e c e s s a r y  
c o m p u ta tio n s  to  d e te r m in e  q u a n tit ie s  o f m a t e r i a l s  to  be  u se d ,  lo a d  c a p a c i t ie s ,  s t r e n g th s ,  
s t r e s s e s ,  e tc . R e c e iv e s  in it ia l  in s t r u c t io n s ,  r e q u ir e m e n t s ,  and  a d v ic e  f r o m  s u p e r v i s o r .  
C o m p le te d  w o rk  i s  c h eck ed  fo r  te c h n ic a l a d e q u a c y .

C l a s s  C . P r e p a r e s  d e ta i l  d ra w in g s  o f s in g le  u n its  o r  p a r t s  fo r  e n g in e e r in g , c o n s tr u c t io n , 
m a n u fa c tu r in g , o r  r e p a ir  p u r p o s e s .  T y p e s  of d ra w in g s  p r e p a r e d  in c lu d e  i s o m e t r ic  p r o je c t io n s  
(d e p ic t in g  th r e e  d im e n s io n s  in  a c c u r a te  s c a le )  and se c t io n a l  v ie w s  to  c l a r i f y  p o s it io n in g  o f

T A B U L A T IN G -M A C H IN E  O P E R A T O R — C ontinu ed

C l a s s  C . O p e r a te s  s im p le  ta b u la t in g  o r  e l e c t r ic a l  ac c o u n tin g  m a c h in e s  su c h  a s  the 
s o r t e r ,  re p r o d u c in g  punch , c o l l a to r ,  e t c . ,  w ith  s p e c i f ic  in s t r u c t io n s .  M ay  in clu d e  s im p le  
w ir in g  f r o m  d ia g r a m s  and so m e  f il in g  w o rk . T h e w o rk  ty p ic a lly  in v o lv e s  p o r t io n s  o f a  w o rk  
u n it, fo r  e x a m p le ,  in d iv id u a l so r t in g  o r  c o lla t in g  ru n s  o r  r e p e t it iv e  o p e r a t io n s .

T R A N S C R IB IN G -M A C H IN E  O P E R A T O R , G E N E R A L

P r im a r y  duty  i s  to  t r a n s c r ib e  d ic ta t io n  in v o lv in g  a  n o rm a l ro u tin e  v o c a b u la r y  f r o m  
tr a n s c r ib in g - m a c h in e  r e c o r d s .  M ay  a l s o  ty p e  f r o m  w r it te n  co py  and do s im p le  c l e r ic a l  w o rk . 
W o rk e rs  t r a n s c r ib in g  d ic ta t io n  in v o lv in g  a  v a r ie d  te c h n ic a l o r  s p e c i a l iz e d  v o c a b u la r y  su ch  a s  le g a l  
b r ie f s  o r  r e p o r t s  on s c ie n t i f i c  r e s e a r c h  a r e  not in c lu d ed . A w o rk e r  who ta k e s  d ic ta t io n  in  s h o r t ­
hand o r  by  S ten o ty p e  o r  s i m i l a r  m a c h in 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 .

T Y P IS T

U s e s  a  ty p e w r ite r  to  m a k e  c o p ie s  o f v a r io u s  m a t e r ia l  o r  to  m ak e  out b i l l s  a f t e r  c a lc u la ­
tio n s  h ave  been  m ad e  by a n o th er  p e r so n .  M ay  in c lu d e  ty p in g  o f s t e n c i l s ,  m a t s ,  o r  s i m i la r  m a te ­
r i a l s  f o r  u se  in  d u p lic a tin g  p r o c e s s e s .  M ay  do c l e r i c a l  w o rk  in v o lv in g  l i t t le  s p e c i a l  t r a in in g ,  su ch  
a s  k e e p in g  s im p le  r e c o r d s ,  f i l in g  r e c o r d s  and r e p o r t s ,  o r  so r t in g  and d is t r ib u t in g  in co m in g  m a il .

C l a s s  A . P e r f o r m s  one o r  m o re  of the fo llo w in g : T y p in g  m a t e r ia l  in  fin a l fo r m  w hen it
in v o lv e s  c o m b in in g  m a t e r ia l  f r o m  s e v e r a l  s o u r c e s  o r  r e s p o n s ib i l i t y  fo r  c o r r e c t  sp e l l in g ,  
sy l la b ic a t io n ,  p u n ctu a tio n , e t c . ,  o f te c h n ic a l o r  u n u su a l w o r d s  o r  fo r e ig n  la n g u a g e  m a te r ia l ;  
and p lan n in g  .lay o u t and ty p in g  o f c o m p lic a te d  s t a t i s t i c a l  t a b le s  to  m a in ta in  u n ifo rm ity  and 
b a la n c e  in  sp a c in g .  M ay  ty p e  ro u tin e  fo r m  l e t t e r s  v a r y in g  d e ta i l s  to  su it  c i r c u m s ta n c e s .

C l a s s  B . P e r f o r m s  one o r  m o r e  o f th e fo llo w in g : C opy  ty p in g  f r o m  ro u g h  o r  c l e a r  d r a f t s ;
ro u t in e  ty p in g  of f o r m s ,  in su r a n c e  p o l ic i e s ,  e t c . ;  and se t t in g  up s im p le  s t a n d a r d  ta b u la t io n s ,  
o r  co py in g  m o r e  c o m p le x  t a b le s  a lr e a d y  se tu p  and s p a c e d  p r o p e r ly .

AND TECHNICAL

D R A F T S M A N --- C on tin u ed

c o m p o n en ts and co n v ey  n e ed e d  in fo r m a tio n . C o n s o lid a te s  d e t a i l s  f r o m  a  n u m b er o f s o u r c e s  
an d  a d ju s t s  o r  t r a n s p o s e s  s c a l e  a s  r e q u ir e d .  S u g g e s te d  m e th o d s o f a p p r o a c h , a p p lic a b le  
p r e c e d e n t s ,  and  a d v ic e  on s o u r c e  m a t e r i a l s  a r e  g iv e n  w ith  in it ia l  a s s ig n m e n t s .  I n s tr u c t io n s  
a r e  l e s s  c o m p le te  w hen a s s ig n m e n t s  r e c u r .  W ork m a y  be sp o t- c h e c k e d  d u rin g  p r o g r e s s .

D R A F T S M A N -T R A C E R

C o p ie s  p la n s  and d r a w in g s  p r e p a r e d  by  o th e r s  b y  p la c in g  t r a c in g  c lo th  o r  p a p e r  o v e r  
d r a w in g s  and t r a c in g  w ith  pen  o r  p e n c i l.  (D o e s  not in c lu d e  t r a c in g  l im ite d  to  p la n s  p r im a r i ly  
c o n s is t in g  o f s t r a ig h t  l in e s  and  a  l a r g e  s c a l e  not r e q u ir in g  c lo s e  d e lin e a tio n .)

a n d / o r

P r e p a r e s  s im p le  o r  r e p e t it iv e  d r a w in g s  o f e a s i l y  v is u a l iz e d  it e m s .  W ork i s  c lo s e ly  s u p e r v is e d  
d u r in g  p r o g r e s s .

N U R S E , IN D U S T R IA L  (R E G IS T E R E D )

A  r e g i s t e r e d  n u r se  who g iv e s  n u r s in g  s e r v i c e  u n d er g e n e r a l  m e d ic a l  d ir e c t io n  to  il l  o r 
in ju r e d  e m p lo y e e s  o r  o th e r  p e r s o n s  who b e c o m e  i l l  o r  s u f fe r  an  a c c id e n t  on the p r e m i s e s  o f a  
fa c to r y  o r  o th er  e s ta b li sh m e n t .  D u tie s  in vo lv e  a  co m b in a tio n  o f the fo llo w in g : G iv in g  f i r s t  a id
to  the i l l  o r  in ju r e d ; a tte n d in g  to  su b se q u e n t d r e s s in g  of e m p lo y e e s *  in ju r ie s ;  k e ep in g  r e c o r d s  
of p a t ie n ts  t r e a te d ;  p r e p a r in g  a c c id e n t  r e p o r t s  fo r  c o m p e n sa tio n  o r  o th er p u r p o s e s ;  a s s i s t in g  in 
p h y s ic a l  e x a m in a t io n s  an d  h e a lth  e v a lu a t io n s  o f a p p lic a n t s  and e m p lo y e e s ;  and p lan n in g  and c a r r y ­
in g out p r o g r a m s  in v o lv in g  h e a lth  e d u c a tio n , a c c id e n t  p r e v e n tio n , e v a lu a tio n  of p lan t e n v iro n m e n t , 
o r  o th er  a c t iv i t ie s  a f fe c t in g  the h e a lth , w e l f a r e ,  and  s a fe ty  o f a l l  p e r so n n e l .

MAINTENANCE AND POWERPLANT

C A R P E N T E R , M A IN T E N A N C E

P e r f o r m s  the c a r p e n tr y  d u t ie s  n e c e s s a r y  to  c o n s t r u c t  and m a in ta in  in  good  r e p a i r  b u ild in g  
w o o d w o rk  and eq u ip m en t su c h  a s  b in s ,  c r i b s ,  c o u n te r s ,  b e n c h e s ,  p a r t i t io n s ,  d o o r s ,  f l o o r s ,  s t a i r s ,  
c a s i n g s ,  an d  t r im  m a d e  of w ood  in  an  e s ta b li sh m e n t .  W ork in v o lv e s  m o s t  o f the fo llo w in g : P la n ­
ning and la y in g  out of w o rk  f r o m  b lu e p r in t s ,  d r a w in g s ,  m o d e ls ,  o r  v e r b a l  in s t r u c t io n s  u s in g  a 
v a r ie ty  o f c a r p e n t e r 's  h a n d to o ls ,  p o r t a b le  p o w e r t o o l s ,  and s t a n d a r d  m e a s u r in g  in s t r u m e n ts ;

C A R P E N T E R , M A IN T E N A N C E — C on tin u ed

m a k in g  s t a n d a r d  sh o p  c o m p u ta tio n s  r e la t in g  to  d im e n s io n s  of w o rk ; and se le c t in g  m a t e r ia l s  n e c e s ­
s a r y  fo r  th e w o rk . In  g e n e r a l ,  th e  w o rk  o f the m a in te n an c e  c a r p e n te r  r e q u ir e s  ro u n d ed  t r a i n ­
in g and e x p e r ie n c e  u su a l ly  a c q u ir e d  th ro u gh  a  f o r m a l  a p p r e n t ic e sh ip  o r  e q u iv a le n t tr a in in g  and 
e x p e r ie n c e .
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E L E C T R IC IA N , M A IN T E N A N C E

P e r f o r m s  a  v a r ie ty  o f e l e c t r i c a l  t r a d e  fu n c tio n s su c h  a s  th e  in s ta l la t io n ,  m a in te n a n c e , 
o r  r e p a i r  o f eq u ip m en t fo r  th e  g e n e r a t io n ,  d is t r ib u t io n ,  o r  u t i l iz a t io n  o f e l e c t r ic  e n e r g y  in  an  
e s ta b li sh m e n t .  W ork  in v o lv e s  m o s t  o f th e fo llo w in g ; In s ta l l in g  o r  r e p a ir in g  an y  o f a  v a r ie ty  o f 
e l e c t r i c a l  eq u ip m en t su c h  a s  g e n e r a t o r s ,  t r a n s f o r m e r s ,  s w itc h b o a r d s ,  c o n t r o l le r s ,  c ir c u it  b r e a k ­
e r s ,  m o t o r s ,  h e a tin g  u n it s ,  con d u it s y s t e m s ,  o r  o th er  t r a n s m i s s i o n  eq u ip m en t; w o rk in g  f r o m  
b lu e p r in t s ,  d r a w in g s ,  la y o u t s ,  o r  o th e r  s p e c i f ic a t io n s ;  lo c a t in g  and d ia g n o s in g  tr o u b le  in  th e 
e l e c t r i c a l  s y s t e m  o r  eq u ip m en t; w o rk in g  s t a n d a r d  c o m p u ta tio n s  r e la t in g  to  lo a d  r e q u ir e m e n ts  o f 
w ir in g  o r  e l e c t r i c a l  eq u ip m en t; an d  u s in g  a  v a r ie t y  of e l e c t r i c i a n 's  h a n d to o ls  an d  m e a s u r in g  and 
te s t in g  in s t r u m e n ts .  In g e n e r a l ,  th e  w o rk  o f th e m a in te n a n c e  e l e c t r ic i a n  r e q u ir e s  ro u n d ed  t r a i n ­
in g and e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u g h  a  f o r m a l  a p p r e n t ic e sh ip  o r  e q u iv a le n t tr a in in g  and 
e x p e r ie n c e .

E N G IN E E R , ST A T IO N A R Y

O p e r a te s  an d  m a in ta in s  an d  m a y  a l s o  s u p e r v i s e  th e o p e r a t io n  o f s t a t io n a r y  e n g in e s  and 
eq u ip m en t (m e c h a n ic a l o r  e l e c t r ic a l )  to  su p p ly  th e e s ta b li sh m e n t  in  w h ich  em p lo y e d  w ith  p o w e r , 
h e a t ,  r e f r ig e r a t io n ,  o r  a ir - c o n d it io n in g .  W ork in v o lv e s : O p e ra tin g  an d  m a in ta in in g  eq u ip m en t
su c h  a s  s t e a m  e n g in e s ,  a i r  c o m p r e s s o r s ,  g e n e r a t o r s ,  m o t o r s ,  tu r b in e s ,  v e n t ila t in g  an d  r e f r i g ­
e r a t in g  e q u ip m en t , s t e a m  b o i l e r s  an d  b o i le r - f e d  w a te r  p u m p s ; m a k in g  eq u ip m en t r e p a i r s ;  and 
k e e p in g  a  r e c o r d  of o p e r a t io n  o f m a c h in e r y ,  t e m p e r a tu r e ,  an d  fu e l c o n su m p tio n . M a y  a l s o  s u ­
p e r v i s e  th e se  o p e r a t io n s .  H ea d  o r  c h ie f  e n g in e e r s  in  e s ta b l i s h m e n ts  e m p lo y in g  m o r e  th an  one 
en g in e e r  a r e  e x c lu d e d .

F IR E M A N , ST A T IO N A R Y  B O IL E R

F i r e s  s t a t io n a r y  b o i l e r s  to  fu r n is h  th e e s ta b li sh m e n t  in  w h ich  em p lo y e d  w ith  h e a t ,  p o w e r , 
o r  s t e a m . F e e d s  fu e ls  to  f i r e  b y  h and  o r  o p e r a te s  a  m e c h a n ic a l  s t o k e r ,  o r  g a s  o r  o i l  b u r n e r ;  
an d  c h e c k s  w a te r  and s a f e ty  v a lv e s .  M ay  c le a n , o i l ,  o r  a s s i s t  in  r e p a ir in g  b o i le r r o o m  eq u ip m en t.

H E L P E R ,  M A IN T E N A N C E  T R A D E S

A s s i s t s  one o r  m o r e  w o r k e r s  in  th e sk i l le d  m a in te n a n c e  t r a d e s ,  b y  p e r fo r m in g  s p e c i f ic  
o r  g e n e r a l  d u t ie s  o f l e s s e r  s k i l l ,  su c h  a s  k e e p in g  a  w o r k e r  su p p lie d  w ith  m a t e r i a l s  an d  t o o l s ;  
c le a n in g  w o rk in g  a r e a ,  m a c h in e , and  eq u ip m en t; a s s i s t i n g  jo u r n e y m a n  b y  h o ld in g  m a t e r ia l s  o r  
t o o l s ;  and  p e r fo r m in g  o th er  u n sk il le d  t a s k s  a s  d ir e c te d  b y  jo u r n e y m a n . T h e k in d  o f w o rk  the 
h e lp e r  i s  p e r m it te d  to  p e r f o r m  v a r i e s  f r o m  t r a d e  to  t r a d e :  In so m e  t r a d e s  th e h e lp e r  i s  c o n ­
fin e d  to  su p p ly in g , li f t in g ,  an d  h o ld in g  m a t e r i a l s  an d  to o ls  an d  c le a n in g  w o rk in g  a r e a s ;  an d  in  
o th e r s  he i s  p e r m it te d  to  p e r f o r m  s p e c i a l i z e d  m a c h in e  o p e r a t io n s ,  o r  p a r t s  o f a  t r a d e  th a t a r e  
a l s o  p e r fo r m e d  b y  w o r k e r s  on a  fu l l- t im e  b a s i s .

M A C H IN E -T O O L  O P E R A T O R , TO O LR O O M

S p e c ia l i z e s  in  th e o p e r a t io n  o f one o r  m o r e  ty p e s  o f m a c h in e  t o o l s ,  su c h  a s  j i g  b o r e r s ,  
c y l in d r ic a l  o r  s u r f a c e  g r i n d e r s ,  en g in e  la th e s ,  o r  m ill in g  m a c h in e s ,  in  th e  c o n s tr u c t io n  of 
m a c h in e - sh o p  t o o l s ,  g a g e s ,  j i g s ,  f ix t u r e s ,  o r  d ie s .  W ork in v o lv e s  m o s t  o f th e fo llo w in g : P la n ­
ning an d  p e r fo r m in g  d if f ic u lt  m a c h in in g  o p e r a t io n s ;  p r o c e s s in g  i t e m s  r e q u ir in g  c o m p lic a te d  s e tu p s  
o r  a  h igh  d e g r e e  o f a c c u r a c y ;  u s in g  a  v a r ie ty  o f p r e c i s io n  m e a s u r in g  in s t r u m e n ts ;  s e le c t in g  f e e d s ,  
s p e e d s ,  to o l in g , an d  o p e r a t io n  se q u e n c e ; an d  m a k in g  n e c e s s a r y  a d ju s tm e n t s  d u r in g  o p e r a t io n  to  
a c h ie v e  r e q u is i t e  t o l e r a n c e s  o r  d im e n s io n s .  M ay  be r e q u ir e d  to  r e c o g n iz e  w hen to o l s  n eed  d r e s s ­
in g , to  d r e s s  t o o l s ,  an d  to  s e le c t  p r o p e r  c o o la n ts  and c u ttin g  an d  lu b r ic a t in g  o i l s .  F o r  c r o s s ­
in d u s tr y  w a g e  s tu d y  p u r p o s e s ,  m a c h in e - to o l o p e r a t o r s ,  to o lr o o m , in  to o l and d ie  jo b b in g  sh o p s  
a r e  ex c lu d e d  fr o m  th is  c l a s s i f i c a t io n .

M A C H IN IST , M A IN T E N A N C E

P r o d u c e s  r e p la c e m e n t  p a r t s  an d  new p a r t s  in  m a k in g  r e p a i r s  o f m e ta l  p a r t s  o f m e c h a n ­
ic a l  eq u ip m en t o p e r a te d  in  an  e s ta b li sh m e n t .  W ork in v o lv e s  m o s t  o f the fo llo w in g : In te r p r e t in g
w r it te n  in s t r u c t io n s  an d  s p e c i f ic a t io n s ;  p lan n in g  an d  la y in g  out o f w o rk ; u s in g  a  v a r ie ty  o f m a ­
c h in i s t 's  h a n d to o ls  an d  p r e c i s io n  m e a s u r in g  in s t r u m e n ts ;  se t t in g  up an d  o p e r a t in g  s t a n d a r d  m a c h in e  
t o o l s ;  sh a p in g  o f m e ta l  p a r t s  to  c lo s e  t o l e r a n c e s ;  m a k in g  s t a n d a r d  sh o p  c o m p u ta tio n s  r e la t in g  to  
d im e n s io n s  o f w o rk , to o lin g , f e e d s ,  an d  sp e e d s  o f m a c h in in g ; k n o w led g e  o f th e w o rk in g  p r o p e r t ie s  
o f th e co m m o n  m e t a l s ;  s e le c t in g  s t a n d a r d  m a t e r i a l s ,  p a r t s ,  an d  eq u ip m en t r e q u ir e d  fo r  h is  w o rk ; 
and  fit t in g  an d  a s s e m b l in g  p a r t s  in to  m e c h a n ic a l  eq u ip m en t. In g e n e r a l ,  th e  m a c h in i s t 's  w o rk  
n o r m a l ly  r e q u ir e s  a  ro u n d ed  t r a in in g  in  m a c h in e - sh o p  p r a c t ic e  u s u a l ly  a c q u ir e d  th ro u gh  a  fo r m a l 
a p p r e n t ic e sh ip  o r  eq u iv a le n t t r a in in g  an d  e x p e r ie n c e .

M E C H A N IC , A U T O M O T IV E  (M A IN T E N A N C E )

R e p a i r s  a u to m o b i le s ,  b u s e s ,  m o to r t r u c k s ,  an d  t r a c t o r s  o f an  e s ta b li sh m e n t .  W ork in ­
v o lv e s  m o s t  o f th e  fo llo w in g : E x a m in in g  a u to m o tiv e  eq u ip m en t to  d ia g n o se  s o u r c e  o f t r o u b le ; 
d i s a s s e m b l in g  eq u ip m en t and p e r fo r m in g  r e p a i r s  th a t  in v o lv e  th e  u s e  o f su c h  h a n d to o ls  a s  
w r e n c h e s ,  g a g e s ,  d r i l l s ,  o r  s p e c i a l i z e d  eq u ip m en t in  d i s a s s e m b l in g  o r  f it t in g  p a r t s ;  r e p la c in g  
b ro k e n  o r  d e fe c t iv e  p a r t s  f r o m  s to c k ;  g r in d in g  an d  a d ju s t in g  v a lv e s ;  r e a s s e m b l in g  an d  in s ta l l in g
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th e v a r io u s  a s s e m b l i e s  in  th e v e h ic le  an d  m a k in g  n e c e s s a r y  a d ju s tm e n t s ;  an d  a lin in g  w h e e ls ,  
a d ju s t in g  b r a k e s  an d  l i g h t s ,  o r  tig h te n in g  b o d y  b o l t s .  In g e n e r a l ,  th e  w o rk  o f th e a u to m o tiv e  
m e c h a n ic  r e q u ir e s  ro u n d ed  t r a in in g  an d  e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u gh  a  f o r m a l  a p p r e n ­
t ic e s h ip  o r  e q u iv a le n t tr a in in g  an d  e x p e r ie n c e .

M E C H A N IC , M A IN T E N A N C E

R e p a i r s  m a c h in e r y  o r  m e c h a n ic a l  eq u ip m en t of a n  e s ta b li sh m e n t .  W ork in v o lv e s  m o s t  
o f th e  fo llo w in g : E x a m in in g  m a c h in e s  and  m e c h a n ic a l  eq u ip m en t to  d ia g n o se  s o u r c e  o f  t r o u b le ;
d ism a n tl in g  o r  p a r t ly  d ism a n tl in g  m a c h in e s  and p e r fo r m in g  r e p a i r s  th a t  m a in ly  in v o lv e  th e u se  
o f h a n d to o ls  in  s c r a p in g  an d  fit t in g  p a r t s ;  r e p la c in g  b r o k e n  o r  d e fe c t iv e  p a r t s  w ith  i t e m s  o b ta in e d  
f r o m  s to c k ;  o r d e r in g  th e p r o d u c tio n  o f a  r e p la c e m e n t  p a r t  b y  a  m a c h in e  sh o p  o r  se n d in g  o f  th e 
m a c h in e  to  a  m a c h in e  sh o p  fo r  m a jo r  r e p a i r s ;  p r e p a r in g  w r it te n  sp e c i f ic a t io n s  fo r  m a jo r  r e p a i r s  
o r  f o r  th e  p r o d u c tio n  o f p a r t s  o r d e r e d  f r o m  m a c h in e  sh o p ; r e a s s e m b l in g  m a c h in e s ;  and m ak in g  
a l l  n e c e s s a r y  a d ju s tm e n t s  fo r  o p e r a t io n . In  g e n e r a l ,  th e  w o rk  o f a  m a in te n an c e  m e c h a n ic  r e ­
q u i r e s  ro u n d ed  t r a in in g  and  e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u gh  a  fo r m a l  a p p r e n t ic e sh ip  o r  
eq u iv a le n t tr a in in g  an d  e x p e r ie n c e .  E x c lu d e d  f r o m  th is  c l a s s i f i c a t io n  a r e  w o r k e r s  w h o se  p r im a r y  
d u t ie s  in v o lv e  s e t t in g  up o r  a d ju s t in g  m a c h in e s .

M IL L W R IG H T

I n s t a l l s  new  m a c h in e s  o r  h e a v y  eq u ip m en t, an d  d is m a n t le s  an d  in s t a l l s  m a c h in e s  o r  
h e a v y  eq u ip m en t w hen c h a n g e s  in  th e p la n t la y o u t a r e  r e q u ir e d .  W ork in v o lv e s  m o s t  o f th e f o l ­
lo w in g : P la n n in g  and la y in g  out o f th e w o rk ; in te r p r e t in g  b lu e p r in t s  o r  o th e r  s p e c i f ic a t io n s ;  u s in g
a  v a r ie t y  o f h a n d to o ls  an d  r ig g in g ;  m a k in g  s t a n d a r d  sh o p  c o m p u ta tio n s  r e la t in g  to  s t r e s s e s ,  
s t r e n g th  o f m a t e r i a l s ,  an d  c e n te r s  o f g r a v ity ;  a lin in g  and b a la n c in g  o f eq u ip m en t; s e le c t in g  s t a n d ­
a r d  t o o l s ,  eq u ip m e n t , an d  p a r t s  to  b e  u se d ;  an d  in s ta l l in g  and  m a in ta in in g  in  go o d  o r d e r  p o w er 
t r a n s m i s s i o n  eq u ip m en t su c h  a s  d r iv e s  an d  sp e e d  r e d u c e r s .  In g e n e r a l ,  th e  m i l lw r ig h t 's  w o rk  
n o r m a l ly  r e q u ir e s  a  ro u n d ed  t r a in in g  an d  e x p e r ie n c e  in  th e t r a d e  a c q u ir e d  th ro u g h  a  fo r m a l  
a p p r e n t ic e sh ip  o r  e q u iv a le n t t r a in in g  an d  e x p e r ie n c e .

O IL E R

L u b r ic a t e s ,  w ith  o i l  o r  g r e a s e ,  th e m o v in g  p a r t s  o r  w e a r in g  s u r f a c e s  o f m e c h a n ic a l 
eq u ip m en t o f an  e s ta b li sh m e n t .

P A IN T E R , M A IN T E N A N C E

P a in t s  an d  r e d e c o r a t e s  w a l l s ,  w o o d w o rk , an d  f ix tu r e s  o f an  e s ta b li sh m e n t .  W ork in ­
v o lv e s  the fo llo w in g : K n ow led g e  of s u r f a c e  p e c u l ia r i t ie s  an d  ty p e s  of p a in t r e q u ir e d  fo r  d if fe r e n t
a p p l ic a t io n s ;  p r e p a r in g  s u r f a c e  fo r  p a in tin g  b y  re m o v in g  o ld  f in ish  o r  b y  p la c in g  pu tty  o r  f i l l e r  
in  n a il  h o le s  an d  i n t e r s t i c e s ;  an d  a p p ly in g  pa in t w ith  s p r a y  gun o r  b r u s h .  M ay  m ix  c o lo r s ,  o i l s ,  
w h ite  le a d ,  an d  o th er  pa in t in g r e d ie n ts  to  o b ta in  p r o p e r  c o lo r  o r  c o n s is t e n c y .  In  g e n e r a l ,  the 
w o rk  o f th e m a in te n an c e  p a in te r  r e q u ir e s  rou n d ed  t r a in in g  and e x p e r ie n c e  u su a l ly  a c q u ir e d  th ro u gh  
a  f o r m a l  a p p r e n t ic e sh ip  o r  e q u iv a le n t tr a in in g  an d  e x p e r ie n c e .

P I P E F I T T E R ,  M A IN T E N A N C E

I n s t a l l s  o r  r e p a i r s  w a te r ,  s t e a m ,  g a s ,  o r  o th er  ty p e s  o f p ip e  an d  p ip e f it t in g s  in  an 
e s ta b li sh m e n t .  W ork in v o lv e s  m o s t  o f th e fo llo w in g : L a y in g  out o f w o rk  an d  m e a s u r in g  to  lo ­
c a te  p o s it io n  o f p ip e  f r o m  d r a w in g s  o r  o th er  w r it te n  s p e c i f ic a t io n s ;  cu ttin g  v a r io u s  s i z e s  o f p ipe  
to  c o r r e c t  le n g th s  w ith  c h is e l  an d  h a m m e r  o r  o x y a c e ty le n e  to r c h  o r  p ip e -c u tt in g  m a c h in e ; th r e a d ­
in g  p ip e  w ith  s t o c k s  and  d ie s ;  b en d in g  p ip e  b y  h a n d -d r iv e n  o r  p o w e r -d r iv e n  m a c h in e s ;  a s s e m b l in g  
p ip e  w ith  c o u p lin g s  an d  fa s te n in g  p ip e  to  h a n g e r s ;  m a k in g  s t a n d a r d  sh o p  c o m p u ta tio n s  r e la t in g  
to  p r e s s u r e s ,  f lo w , and s i z e  o f p ip e  r e q u ir e d ;  and  m a k in g  s t a n d a r d  t e s t s  to  d e te r m in e  w h eth er 
f in ish e d  p ip e s  m e e t  s p e c i f ic a t io n s .  In g e n e r a l ,  th e w o rk  o f the m a in te n a n c e  p ip e f it t e r  r e q u ir e s  
ro u n d ed  tr a in in g  an d  e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u g h  a  f o r m a l  a p p r e n t ic e sh ip  o r  e q u iv a le n t 
tr a in in g  an d  e x p e r ie n c e .  W o rk e rs  p r im a r i l y  en g a g e d  in  in s ta l l in g  and  r e p a ir in g  b u ild in g  s a n i t a ­
tio n  o r  h e a tin g  s y s t e m s  a r e  e x c lu d e d .

P L U M B E R , M A IN T E N A N C E

K e e p s  the p lu m b in g  s y s t e m  o f an  e s ta b li sh m e n t  in  go o d  o r d e r .  W ork in v o lv e s : K n ow led g e
of s a n i t a r y  c o d e s  r e g a r d in g  in s ta l la t io n  o f v e n ts  and t r a p s  in  p lu m b in g  s y s t e m ;  in s ta l l in g  o r  r e ­
p a i r in g  p ip e s  an d  f ix t u r e s ;  and open in g  c lo g g e d  d r a in s  w ith  a  p lu n g e r  o r  p l u m b e r 's  sn a k e . In 
g e n e r a l ,  th e  w o rk  of the m a in te n a n c e  p lu m b e r  r e q u ir e s  ro u n d ed  tr a in in g  an d  e x p e r ie n c e  u su a l ly  
a c q u ir e d  th ro u gh  a  f o r m a l  a p p r e n t ic e sh ip  o r  eq u iv a le n t t r a in in g  an d  e x p e r ie n c e .

S H E E T - M E T A L  W O R K E R , M A IN T E N A N C E

F a b r i c a t e s ,  in s t a l l s ,  an d  m a in ta in s  in  go o d  r e p a i r  th e sh e e t - m e ta l  eq u ip m en t and f i x ­
t u r e s  (su c h  a s  m a c h in e  g u a r d s ,  g r e a s e  p a n s ,  s h e lv e s ,  l o c k e r s ,  t a n k s ,  v e n t i l a t o r s ,  c h u te s , d u c ts ,  
m e ta l  ro o fin g ) o f an  e s ta b li sh m e n t .  W ork in v o lv e s  m o s t  o f the fo llo w in g : P la n n in g  and  la y in g
out a l l  ty p e s  o f s h e e t - m e ta l  m a in te n a n c e  w o rk  f r o m  b lu e p r in t s ,  m o d e ls ,  o r  o th e r  s p e c i f ic a t io n s ;  
se t t in g  up an d  o p e r a t in g  a l l  a v a i la b le  ty p e s  of sh e e t - m e ta l  w o rk in g  m a c h in e s ;  u s in g  a  v a r ie ty  of

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



2 0

S H E E T - M E T A L  W O R K E R , M A IN T E N A N C E — C on tin u ed

h a n d to o ls  in  c u ttin g , b en d in g , fo r m in g ,  sh a p in g , f it t in g , an d  a s s e m b l in g ;  and in s ta l l in g  sh e e t-  
m e ta l  a r t i c l e s  a s  r e q u ir e d .  In g e n e r a l ,  the w o rk  of th e m a in te n an c e  s h e e t - m e ta l  w o r k e r  r e q u ir e s  
ro u n d ed  t r a in in g  and e x p e r ie n c e  u su a l ly  a c q u ir e d  th ro u gh  a  fo r m a l  a p p r e n t ic e sh ip  o r  eq u iv a le n t 
t r a in in g  and  e x p e r ie n c e .

T O O L  A N D  D IE  M A K E R

(D ie m a k e r ;  j i g  m a k e r ;  to o l m a k e r ;  f ix tu r e  m a k e r ;  g a g e  m a k e r )

C o n s tr u c t s  and r e p a i r s  m a c h in e - sh o p  t o o l s ,  g a g e s ,  j i g s ,  f ix tu r e s  o r  d ie s  fo r  f o r g in g s ,  
pu n ch in g , and 'o th e r  m e ta l- fo r m in g  w o rk . W ork in v o lv e s  m o s t  o f the fo llo w in g : P la n n in g  and . 
la y in g  out o f w o rk  fr o m  m o d e ls ,  b lu e p r in t s ,  d r a w in g s ,  o r  o th e r  o r a l  an d  w r it te n  s p e c i f ic a t io n s ;

T O O L  AND D IE  M A K E R — C on tin u ed

u s in g  a  v a r ie ty  of to o l and d ie  m a k e r 's  h a n d to o ls  and  p r e c is io n  m e a s u r in g  in s tr u m e n ts ;  u n d e r ­
sta n d in g  o f the w o rk in g  p r o p e r t ie s  of c o m m o n  m e ta ls  and a l lo y s ;  se tt in g  up and o p e ra tin g  of 
m a c h in e  to o ls  and r e la te d  eq u ip m en t; m a k in g  n e c e s s a r y  sh o p  co m p u ta tio n s r e la t in g  to  d im e n s io n s  
o f w o rk , s p e e d s ,  f e e d s ,  and to o lin g  o f m a c h in e s ;  h e a t - t r e a t in g  o f m e ta l  p a r t s  d u r in g  fa b r ic a t io n  
a s  w e ll a s  o f f in ish e d  to o l s  and d ie s  to  a c h ie v e  r e q u ir e d  q u a l i t ie s ;  w o rk in g  to  c lo s e  to l e r a n c e s ;  
f it t in g  and a s s e m b l in g  o f p a r t s  to  p r e s c r ib e d  to l e r a n c e s  and a l lo w a n c e s ;  and se le c t in g  a p p r o p r ia te  
m a t e r i a l s ,  t o o l s ,  and p r o c e s s e s .  In g e n e r a l ,  the to o l and d ie  m a k e r 's  w o rk  r e q u ir e s  a  roun ded  
tr a in in g  in  m a c h in e - sh o p  and to o lr o o m  p r a c t ic e  u su a l ly  a c q u ir e d  th ro u gh  a  fo r m a l  a p p r e n t ic e sh ip  
o r  e q u iv a le n t tr a in in g  and e x p e r ie n c e .

F o r  c r o s s - in d u s t r y  w age  stu d y  p u r p o s e s ,  to o l and d ie  m a k e r s  in  to o l and d ie  jo b b in g  
sh o p s  a r e  ex c lu d e d  fr o m  th is  c l a s s i f i c a t io n .

CUSTODIAL AND MATERIAL MOVEMENT

G U A R D  A N D  W A TC HM A N

G u a r d . P e r f o r m s  ro u tin e  p o lic e  d u t ie s ,  e ith e r  a t f ix e d  p o s t  o r  on to u r ,  m a in ta in in g  
o r d e r ,  u s in g  a r m s  o r  fo r c e  w h ere  n e c e s s a r y .  In c lu d e s  g a te m e n  who a r e  s ta t io n e d  at g a te  and 
ch eck  on id e n tity  of e m p lo y e e s  and o th er  p e r s o n s  e n te r in g .

W atch m an . M a k e s  ro u n d s of p r e m i s e s  p e r io d ic a l ly  in  p r o te c t in g  p r o p e r ty  a g a in s t  f i r e ,  
th e ft, and i l l e g a l  en try .

JA N IT O R , P O R T E R , O R  C L E A N E R

(S w e e p e r ; ch arw o m an ; ja n i t r e s s )

C le a n s  and k e e p s  in  an  o r d e r ly  c o n d itio n  fa c to r y  w o rk in g  a r e a s  and  w a s h r o o m s ,  o r  
p r e m i s e s  of an  o f f ic e ,  a p a r tm e n t  h o u s e , o r  c o m m e r c ia l  o r  o th er  e s ta b li sh m e n t .  D u tie s  in vo lv e 
a  c o m b in a t io n  o f the fo llo w in g : S w e e p in g , m o p p in g  o r  s c r u b b in g ,  an d  p o lish in g  f lo o r s ;  re m o v in g
c h ip s ,  t r a s h ,  and o th er r e f u s e ;  d u stin g  e q u ip m en t , fu r n itu r e ,  o r  f ix t u r e s ;  p o lish in g  m e ta l  f ix tu r e s  
o r t r im m in g s ;  p r o v id in g  s u p p lie s  an d  m in o r  m a in te n an c e  s e r v i c e s ;  and c le a n in g  l a v a t o r i e s ,  sh o w ­
e r s ,  and  r e s t r o o m s .  W o rk e rs  who s p e c i a l i z e  in  w indow  w a sh in g  a r e  e x c lu d e d .

L A B O R E R , M A T E R IA L  H A N D LIN G

(L o a d e r  and u n lo a d e r ; h a n d le r  and s t a c k e r ;  s h e lv e r ;  t r u c k e r ;  s to c k m a n  o r  s to c k  h e lp e r ;  w a r e ­
h o u se m a n  o r  w a re h o u se  h e lp e r )

A  w o rk e r  em p lo y e d  in  a  w a r e h o u s e ,  m a n u fa c tu r in g  p la n t, s t o r e ,  o r  o th er  e s ta b li sh m e n t  
w h o se  d u t ie s  in vo lv e  one o r  m o r e  of th e fo llo w in g : L o a d in g  and u n lo ad in g  v a r io u s  m a t e r ia l s  and
m e r c h a n d is e  on o r  f r o m  f r e ig h t  c a r s ,  t r u c k s ,  o r  o th er  t r a n s p o r t in g  d e v ic e s ;  u n p a c k in g , sh e lv in g , 
o r  p la c in g  m a t e r i a l s  o r  m e r c h a n d is e  in  p r o p e r  s t o r a g e  lo c a tio n ; an d  t r a n s p o r t in g  m a t e r ia l s  o r 
m e r c h a n d is e  b y  h a n d tru c k , c a r ,  o r  w h e e lb a rro w . L o n g sh o r e m e n , who lo a d  and u n lo ad  sh ip s  a r e  
e x c lu d e d .

O R D E R , F I L L E R

(O rd e r  p ic k e r ;  s to c k  s e le c t o r ;  w a re h o u se  sto c k m a n )

F i l l s  sh ip p in g  o r  t r a n s f e r  o r d e r s  fo r  f in ish e d  g o o d s  f r o m  s t o r e d  m e r c h a n d is e  in  a c c o r d ­
a n c e  w ith  sp e c i f ic a t io n s  on s a l e s  s l i p s ,  c u s t o m e r s '  o r d e r s ,  o r  o th er  in s t r u c t io n s .  M ay , in  ad d it io n  
to  f il l in g  o r d e r s  and in d ic a tin g  it e m s  f i l le d  o r  o m itte d , k e e p  r e c o r d s  o f ou tgo in g  o r d e r s ,  r e q u i­
s i t io n  a d d it io n a l s to c k  o r  r e p o r t  sh o r t  s u p p lie s  to  s u p e r v i s o r ,  and  p e r fo r m  o th er  r e la t e d  d u t ie s .

P A C K E R , S H IP P IN G

P r e p a r e s  f in ish e d  p r o d u c ts  fo r  sh ip m e n t o r  s t o r a g e  by p la c in g  th e m  in  sh ip p in g  c o n ­
t a in e r s ,  the s p e c i f ic  o p e r a t io n s  p e r fo r m e d  b e in g  d epen d en t upon the ty p e , s i z e ,  and  n u m b er of 
u n its  to  be p a c k e d , the ty p e o f c o n ta in e r  e m p lo y e d , and m eth o d  o f sh ip m e n t. W ork r e q u ir e s  the 
p la c in g  o f i t e m s  in  sh ip p in g  c o n ta in e r s  and m a y  in vo lv e  one o r  m o r e  o f th e fo llo w in g : K n ow l­
ed ge  o f v a r io u s  i t e m s  o f s to c k  in  o r d e r  to  v e r i f y  conten t; se le c t io n  o f a p p r o p r ia te  ty p e  an d  s iz e  
of c o n ta in e r ; in se r t in g  e n c lo s u r e s  in  c o n ta in e r ; u s in g  e x c e l s io r  o r  o th er m a t e r ia l  to  p r e v e n t 
b r e a k a g e  o r  d a m a g e ; c lo s in g  and se a l in g  c o n ta in e r ; and a p p ly in g  la b e l s  o r  e n te r in g  id e n tify in g  
d a ta  on c o n ta in e r . P a c k e r s  who a l s o  m a k e  w ooden  b o x e s  o r  c r a t e s  a r e  e x c lu d e d .

S H IP P IN G  A N D  R E C E IV IN G  C L E R K

P r e p a r e s  m e r c h a n d is e  fo r  sh ip m e n t, o r  r e c e iv e s  and i s  r e s p o n s ib le  fo r  in c o m in g  s h ip ­
m e n ts  o f m e r c h a n d is e  o r  o th er  m a t e r i a l s .  Sh ip p in g  w o rk  in v o lv e s ; A kn ow led ge o f sh ip p in g  
p r o c e d u r e s ,  p r a c t i c e s ,  r o u t e s ,  a v a i la b le  m e a n s  o f t r a n s p o r t a t io n ,  and  r a t e ;  and p r e p a r in g  r e c ­
o r d s  o f the go o d s sh ip p e d , m a k in g  up b i l l s  o f la d in g , p o s tin g  w eigh t and sh ip p in g  c h a r g e s ,  and 
k e e p in g  a  f i l e  o f 'sh ip p in g  r e c o r d s .  M ay  d ir e c t  o r  a s s i s t  in  p r e p a r in g  the m e r c h a n d is e  fo r  s h ip ­
m e n t. R e c e iv in g  w o rk  in v o lv e s : V e r ify in g  o r  d ir e c t in g  o th e r s  in  v e r i fy in g  the c o r r e c t n e s s  o f
sh ip m e n ts  a g a in s t  b i l l s  o f la d in g , in v o ic e s ,  o r  o th er  r e c o r d s ;  c h eck in g  fo r  s h o r t a g e s  and r e je c t in g  
d a m a g e d  g o o d s ; ro u t in g  m e r c h a n d is e  o r  m a t e r ia l s  to  p r o p e r  d e p a r tm e n ts ; and m a in ta in in g  n e c e s ­
s a r y  r e c o r d s  an d  f i l e s .

F o r  w age  stu d y  p u r p o s e s ,  w o r k e r s  a r e  c l a s s i f i e d  a s  fo llo w s :

R e c e iv in g  c le r k  
S h ip p in g  c le r k
Sh ip p in g  and  r e c e iv in g  c le r k

T R U C K D R IV E R

D r iv e s  a  t r u c k  w ith in  a  c ity  o r  in d u s t r ia l  a r e a  to  t r a n s p o r t  m a t e r i a l s ,  m e r c h a n d is e ,  
e q u ip m en t , o r  m en  b etw een  v a r io u s  ty p e s  of e s ta b l i s h m e n ts  su c h  a s :  M a n u fac tu r in g  p la n t s ,  fr e ig h t
d e p o ts ,  w a r e h o u s e s ,  w h o le s a le  and  r e t a i l  e s t a b l i s h m e n t s ,  o r  b etw een  r e t a i l  e s ta b l i s h m e n ts  and 
c u s t o m e r s '  h o u s e s  o r  p l a c e s  of b u s in e s s .  M ay  a l s o  lo a d  o r  u n lo ad  tr u c k  w ith  o r  w ith out h e lp e r s ,  
m a k e  m in o r  m e c h a n ic a l  r e p a i r s ,  and  k e e p  tr u c k  in  good  w o rk in g  o r d e r .  D r iv e r  - s a l e s m e n  and 
o v e r - th e - r o a d  d r i v e r s  a r e  e x c lu d e d .

F o r  w a g e  stu d y  p u r p o s e s ,  t r u c k d r iv e r s  a r e  c l a s s i f i e d  by s i z e  and ty p e  o f eq u ip m en t, 
a s  fo l lo w s :  ( T r a c t o r - t r a i l e r  sh o u ld  be  r a te d  on the b a s i s  o f t r a i l e r  c a p a c ity .)

T r u c k d r iv e r  (c o m b in a t io n  of s i z e s  l i s t e d  s e p a r a te ly )  
T r u c k d r iv e r ,  lig h t (un d er lVz ton s)
T r u c k d r iv e r ,  m e d iu m  (JV 2 to  and in c lu d in g  4 to n s) 
T r u c k d r iv e r ,  h ea v y  (o v e r  4 to n s ,  t r a i l e r  type) 
T r u c k d r iv e r ,  h ea v y  (o v e r  4 to n s ,  o th er  th an  t r a i l e r  type)

T R U C K E R , PO W ER

O p e r a te s  a  m a n u a lly  c o n tr o lle d  g a s o l in e -  o r  e le c t r ic - p o w e r e d  t r u c k  o r  t r a c t o r  to 
t r a n s p o r t  g o o d s an d  m a t e r ia l s  o f a l l  k in d s abo u t a  w a r e h o u s e ,  m a n u fa c tu r in g  p la n t, o r  o th er 
e s ta b li sh m e n t .

F o r  w a g e  stu d y  p u r p o s e s ,  w o r k e r s  a r e  c l a s s i f i e d  b y  ty p e  o f t r u c k ,  a s  fo llo w s :

T r u c k e r ,  p o w er (fo rk lif t)
T r u c k e r ,  po w er (o th er th an  fo r k lif t )
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Area Wage Surveys

A l i s t  o f  the l a t e s t  a v a i l a b le  b u l le t in s  i s  p r e s e n t e d  below. A d i r e c t o r y  of a r e a  w age  s tu d ie s  including m o r e  l im i te d  s tu d ie s  con ducted  a t  the 
r e q u e s t  o f  the Wage and Hour and Pu blic  C o n t r a c t s  D iv is io n s  of the D ep ar tm e n t  of L a b o r  i s  a v a i l a b l e  on r e q u e s t .  B u l le t in s  m a y  be p u r c h a s e d  f r o m  
the Su p er in ten d en t  of D o c u m e n ts ,  U .S .  G o v ern m en t  P r in t in g  O ff ice ,  Washington, D. C .  , 20402,  o r  f r o m  any  of the B L S  re g io n a l  s a l e s  o f f i c e s  shown on 
the in s id e  fron t  c o v e r .

A r e a
B u l le t in  n um ber 

and p r ic e A r e a
B u l le t in  n u m b er  

and p r ic e

Akron,  Ohio, Ju ly  1 9 6 8 ---------------------------------------------
A lbany—Sch en e c tad y —T r o y ,  N. Y. , A p r .  1968 1_________
A lb u q u e rq u e ,  N. M ex.  , A p r .  1 9 6 8 1 --------------------------
Allentown—B eth le h e m —E a s to n ,  P a . —N. J .  ,

A t lan ta ,  Ga .  , M ay 1968 1________________________________
B a l t i m o r e ,  Md. , Sep t .  1968 1 -----------------------------------
B eau m o n t—P o r t  A r th u r—O ran g e ,  T e x . ,  May 1968 1 ____
B in gh am ton ,  N. Y. , Ju ly  1968 1_________________________
B i r m in g h a m ,  A la .  , A p r .  1968__________________________
B o i s e  C ity ,  Idaho, Ju ly  1968 1___________________________
B o sto n ;  M a s s . ,  Sept .  1 9 6 8 * ____________________________
B u ffa lo ,  N. Y . ,  D ec .  1967_______________________________
Bu rl ing to n ,  Vt. , M a r .  1 9 6 8 ---------------------------------------
Canton, Ohio, Ju n e  1968 1------------------------------------------
C h a r le s to n ,  W. Va.  , A p r .  1968 1_______________________
C h a r lo t t e ,  N. C. , A p r .  1968 1___________________________
C h attano oga ,  Tenn. —G a . , Sep t .  1968 * _________________
C h ic a go ,  111., A p r .  1 9 6 8 -------------------------------------------
C inc innati ,  Ohio—Ky. —Ind. , M a r .  1968 1---------------------
C le v e lan d ,  Ohio, Sept .  1968 1___________________________
C o lu m b u s ,  Ohio, Oct. 1967_____________________________
D a l l a s ,  T e x . ,  Nov. 1 9 6 7 ________________________________
D aven port—R o c k  I s lan d —M oline ,  Iowa—111. ,

Dayton, Ohio, J a n .  1968 1------------------------------------------
D en v er ,  C o lo .  , D ec .  1967 1 _____________________________
D es  M o in es ,  Iowa, F e b .  1 9 6 8 * ----------------------------------
D etro it ,  M ic h . ,  J a n .  1968 1 ---------------------------------------
F o r t  Worth, T e x .  , Nov. 1967___________________________
G re e n  B a y ,  Wis.  , Ju ly  1968 1------------------------------------
G r e e n v i l le ,  S . C . ,  M ay 1968 1------------------------------------
Houston, T e x . ,  Ju n e  1968 1----------------------------------------
In d ian a p o l i s ,  I n d . ,  D ec .  1967 1----------------------------------
J a c k s o n ,  M i s s . ,  F e b .  1968 1____________________________
Ja c k s o n v i l l e ,  F l a . ,  J a n .  1 9 6 8 __________________________
K a n s a s  C ity ,  Mo. —K a n s .  , Sep t .  1968 1 -----------------------
L a w r e n c e —H a v e rh i l l ,  M a s s . —N. H. , Ju n e  1968 1_______
L it t le  R ock—N orth  L i t t le  R ock ,  A r k . ,  Ju l y  1968 * _____
L o s  A n g e le s —L on g  B e a c h  and A n ah e im —Santa  A n a -

G a rd e n  G ro v e ,  C a l i f . ,  M a r .  1 9 6 8 ____________________
L o u i s v i l le ,  K y . —Ind. , F e b .  1968________________________
Lubbo ck ,  T e x . ,  Ju n e  1 9 6 8 * ---------------------------------------
M a n c h e s te r ,  N. H. , Ju ly  1968 1 _________________________
M e m p h is ,  T e n n .—A r k .  , N ov.  1968 ---------------------------
M ia m i ,  F l a . ,  D ec .  1967 1_______________________________
M idland and O d e s s a ,  T e x . ,  Ju n e  1 9 6 8 * ________________
M ilw aukee ,  Wis.  , A p r .  1968--------------------------------------

1 575-84
1575-68
1575-58

1575-86
1575-71
1625-8 ,
1575-75
1625-3 ,
1575-59
1625-6 ,
1 6 25-15
1575-41
1575-48
1575-65
1575-63
1575-57
1625-14
1575-81
1575-62
1625-19
1575-23
1575-20

1625-16
1 5 7 5 - 5 1
1575-38
1575-52
1575-45
1575-22
1625 -7 ,
1575-66
1575-82
1575-36
1575-49
1575-33
1625-17
1575-74
1625-11

1575-64
1575-50
1575-77
1625-4 ,
1625-30
1575-28
1575-72
1575-67

35 c en ts
30 c en ts
30 c e n ts

40 c en ts
35 c en ts
50 cen ts
30 c e n ts
35 c e n ts
30 cen ts
35 cen ts
50 cen ts
30 c en ts
20 c en ts
30 c en ts
30 c en ts
30 cen ts
35 c en ts
50 c en ts
30 c en ts
50 c en ts
25 c en ts
25 c en ts

30 c en ts
30 c e n ts
25 c e n ts
30 cen ts
35 c e n ts
25 c en ts
35 c en ts
30 c e n ts
45 c e n ts
30 c en ts
30 c e n ts
20 c en ts
45 c e n ts
30 c e n ts
35 c en ts

30 c en ts
30 c e n ts
30 c e n ts
35 c en ts
30 cen ts
25 c e n ts
30 c en ts
30 c en ts

M in n e ap o l is—St.  P a u l ,  M in n . ,  J a n .  1 9 6 8 _______________
M u skegon—M u sk ego n  H e igh ts ,  M ic h . ,  M ay 1968 1_____
N e w a rk  and J e r s e y  C ity ,  N. J .  , F e b .  1968 1___________
New Haven, C o n n . ,  J a n .  1968 1 ________________________
New O r le a n s ,  L a . ,  F e b .  1 9 6 8 __________________________
New Y o rk ,  N. Y . , A p r .  1 9 6 8 ____________________________
N orfo lk—P o r t sm o u th  and N ew port  N ew s—

H am pton,  Va.  , Ju n e  1 9 6 8 ----------------------------------------
O k lahom a C ity ,  O kla .  , Ju ly  1 9 6 8 -------------------------------
O m ah a,  N e b r . —Iowa, Oct. 1967 1 _______________________
P a t e r s o n —C lifton—P a s s a i c , N. J .  , M ay 1968 1 _________
P h i lad e lp h ia ,  P a . —N. J .  , Nov. 1967 1___________________
Phoenix ,  A r i z .  , M a r .  1968 1____________________________
P i t t s b u rg h ,  P a .  , J a n .  1968______________________________
P o rt lan d ,  M aine,  Nov. 1 9 6 8 ____________________________
P o rt lan d ,  O re g .  —W ash. , M ay  1968 1___________________
P r o v id e n c e —P aw tucket—W arw ick,  R. I . —M a s s .  ,

M ay 1 9 6 8 ----------------------------------------------------------------
R a le ig h ,  N. C. , A u g.  1968 1 ---------------------------------------
R ichm on d ,  V a . , Nov. 1967 1 ____________________________
R o c h e s t e r ,  N .Y .  (o f f ic e  o c c u p a t io n s  only), Ju l y  1968 l „
R o c k fo rd ,  111., M ay 1968 1______________________________
St.  L o u i s ,  M o .—111. , J a n .  1968_________________________
S a l t  L a k e  C ity ,  Utah, D ec .  1 9 6 7 ________________________
S an  Antonio, T e x .  , Ju n e  1968___________________________
San  B e r n a r d in o —R i v e r s i d e —O n tar io ,  C a l i f .  ,

S an  D iego ,  C a l i f . ,  Nov. 1 9 6 7 ___________________________
San F r a n c i s c o —Oakland, C a l i f .  , J a n .  1968_____________
S an  J o s e ,  C a l i f . ,  Sept .  1 9 6 8 ____________________________
Savannah ,  Ga .  , M ay  1968 1 ______________________________
S c ra n to n ,  P a . ,  Ju ly  1 9 6 8 * ______________________________
S e a t t le —E v e r e t t ,  Wash. , Nov. 1967 1 ___________________
Siou x  F a l l s ,  S.  D a k . ,  Oct. 1968 1 ------------------------------
South Bend,  In d . ,  M a r .  1 9 6 8 * __________________________
S po kane ,  W a s h . ,  Ju n e  1 9 6 8 _____________________________
S y r a c u s e ,  N. Y. , Ju ly  1968 1 --------------------------------------
T a m p a —St.  P e t e r s b u r g ,  F l a . ,  Aug. 1 9 6 8 _______________
T o led o ,  Ohio—M ich. , F e b .  1968_________________________
T ren to n ,  N. J . , Oct. 1968 1______________________________
U tic a—R o m e ,  N. Y. , Ju ly  1 9 6 8 * ---------------------------------
W ashington, D. C. —Md. —V a. , Sept .  1 9 6 8 ______________
W aterbu ry ,  C o n n . ,  A p r .  1 9 6 8 * _________________________
W ater loo ,  Iowa, Nov. 1967 ______________________________
W ichita,  K a n s . ,  D ec .  1 9 6 7 ______________________________
W o r c e s te r ,  M a s s . ,  Ju n e  1 9 6 8 1 _________________________
Y o rk ,  P a . ,  F e b .  1 9 6 8 1__________________________________
Youngstow n—W a rre n ,  Ohio, Nov. 1967 1 _______________

1575-47 ,
1575-60 ,
1575-54 ,
1575-34 ,
1575-46 ,
1575-78 ,

1575-85 ,
1625-9 ,
1575-21 ,
1575-83 ,
1575-40 ,
1575-55 ,
1575-44 ,
1625-20 ,
1575-80 ,

1575-61 ,
1625-13 ,
1575-27 ,
1625-2
1575-70 ,
1575-39 ,
1575-35 ,
1575-69 ,

1625-25 ,
1575-19 ,
1575-37 ,
1625-21 ,
1575-73 ,
1625-12 ,
1575-29 ,
1625-23 ,
1575-56 ,
1575-79 ,
1625-5 ,
1625-10 ,
1575-43 ,
1625-18 ,
1625-1 ,
1625-22 ,
1575-53 ,
1575-26 ,
1575-31 ,
1575-76 ,
1575-42 ,
1575-25 ,

30 c e n ts  
30 c en ts  
35 c e n ts  
25 c e n ts  
30 c e n ts  
50 c e n ts

30 c en ts  
30 c en ts  
25 c e n ts  
40 c e n ts  
30 c e n ts  
30 cen ts  
30 c e n ts  
30 c e n ts  
40 c e n ts

30 c e n ts  
35 c e n ts  
25 c en ts  
35 c e n ts  
30 c e n ts  
30 c e n ts  
20 cen ts  
30 c e n ts

40 c en ts  
20 c en ts  
25 c e n ts  
30 c en ts  
30 c en ts  
35 c e n ts  
25 c e n t s  
30 c e n ts  
30 c e n ts  
30 c e n ts  
35 c e n t s  
30 c e n ts  
30 c e n ts  
35 c e n ts  
35 c e n ts  
35 c e n ts  
30 c e n ts  
20 c e n ts  
20 c en ts  
30 c e n ts  
30 c e n ts  
25 c e n ts

D ata  on estab lish m ent p rac tice s and supplem entary  w age provisions are a lso  presented.
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