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P reface

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  o f  an n u a l  
o c c u p a t io n a l  w a g e  s u r v e y s  in m e t r o p o l i t a n  a r e a s  i s  d e ­
s i g n e d  to p r o v i d e  d a ta  on o c c u p a t i o n a l  e a r n i n g s ,  an d  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 l e m e n t a r y  w a g e  p r o v i s i o n s .  It 
y i e l d s  d e t a i l e d  d a ta  by s e l e c t e d  i n d u s t r y  d i v i s i o n  f o r  e a c h  
of  the a r e a s  s t u d ie d ,  f o r  g e o g r a p h i c  r e g i o n s ,  an d  fo r  the 
U n ite d  S t a t e s .  A  m a j o r  c o n s i d e r a t i o n  in the  p r o g r a m  i s  
the n e e d  fo r  g r e a t e r  in s i g h t  into  (1 )  the m o v e m e n t  o f  w a g e s  
by o c c u p a t io 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 ­
t u r e  an d  l e v e l  o f  w a g e s  a m o n g  a r e a s  an d  i n d u s t r y  d i v i s i o n s .

At the end o f  e a c h  s u r v e y ,  a n  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 f t e r  
c o m p le t io n  of  a l l  o f  the in d iv id u a l  a r e a  b u l l e t in s  f o r  a  ro u n d  
of  s u r v e y s ,  a  t w o - p a r t  s u m m a r y  b u l le t in  i s  i s s u e d .  T h e  
f i r s t  p a r t  b r i n g s  d a ta  fo r  e a c h  o f  the m e t r o p o l i t a n  a r e a s  
s tu d ie d  into  one b u l le t in .  T h e  s e c o n d  p a r t  p r e s e n t s  i n f o r ­
m a t io n  w hich  h a s  b e e n  p r o j e c t e d  f r o m  in d iv id u a l  m e t r o ­
p o l i t a n  a r e a  d a ta  to r e l a t e  to g e o g r a p h i c  r e g i o 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 l y  a r e  in c lu d e d  in the p r o ­
g r a m .  In e a c h  a r e a ,  in f o r m a t i o n  on o c c u p a t i o n a l  e a r n i n g s  
i s  c o l l e c t e d  a n n u a l ly  and on e s t a b l i s h m e n t  p r a c t i c e s  and 
s u p p l e m e n t a r y  w a g e  p r o v i s i o n s  b ie n n ia l ly .

T h i s  b u l le t in  p r e s e n t s  r e s u l t s  o f  the s u r v e y  in 
M id la n d  and O d e s s a ,  T e x .  , in M a r c h  1969 .  T h e  S t a n d a r d  
M e t r o p o l i t a n  S t a t i s t i c a l  A r e a s ,  a s  d e f in e d  by  the B u r e a u  o f  
the B u d g e t  th r o u g h  J a n u a r y  19 6 8 ,  c o n s i s t  o f  M id la n d  and 
E c t o r  C o u n t ie s .  T h i s  s tu d y  w a s  c o n d u c te d  by the B u r e a u ' s  
r e g io n a l  o f f i c e  in D a l l a s ,  T e x .  , u n d e r  the g e n e r a l  d i r e c ­
t io n  of  B o y d  B .  O 'N e a l ,  A s s i s t a n t  R e g i o n a l  D i r e c t o r  fo r  
Ope r a t i o n s .
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Area W age Survey

The Midland and Odessa, Tex., Metropolitan Area

Introduction

T h i s  a r e a  i s  1 of 90 in  w hich  the U .S .  D e p a r t m e n t  of L a b o r ' s  
B u r e a u  of L a b o r  S t a t i s t i c s  c o n d u c t s  s u r v e y s  of o c c u p a t io n a l  e a r n i n g s  
and r e l a t e d  b e n e f i t s  on an  a r e a  w ide b a s i s . 1

T h i s  b u l l e t in  p r e s e n t s  c u r r e n t  o c c u p a t io n a l  e m p lo y m e n t  and 
e a r n i n g s  i n f o r m a t i o n  o b ta in ed  l a r g e l y  b y  m a i l  f r o m  the e s t a b l i s h m e n t s  
v i s i t e d  by  B u r e a u  f i e l d  e c o n o m i s t s  in  the l a s t  p r e v i o u s  s u r v e y  f o r  
o c c u p a t i o n s  r e p o r t e d  in  th a t  e a r l i e r  s tu d y .  P e r s o n a l  v i s i t s  w e r e  m a d e  
to n o n r e s p o n d e n t s  and to t h o s e  r e s p o n d e n t s  r e p o r t in g  u n u s u a l  c h a n g e s  
s in c e  the p r e v i o u s  s u r v e y .

In e a c h  a r e a ,  d a t a  a r e  o b ta in ed  f r o m  r e p r e s e n t a t i v e  e s t a b ­
l i s h m e n t s  w ith in  t h e s e  b r o a d  i n d u s t r y  d i v i s i o n s :  M a n u f a c tu r in g ;  t r a n s ­
p o r ta t io n ,  c o m m u n i c a t i o n ,  and o th e r  pub lic  u t i l i t i e s ;  w h o l e s a l e  t r a d e ;  
r e t a i l  t r a d e ;  f in a n c e ,  i n s u r a n c e ,  and r e a l  e s t a t e ;  s e r v i c e s ;  and c r u d e  
p e t r o l e u m  and n a t u r a l  g a s .  M a j o r  i n d u s t r y  g r o u p s  e x c lu d e d  f r o m  
t h e s e  s t u d ie s  a r e  g o v e r n m e n t  o p e r a t i o n s  and the c o n s t r u c t i o n  and 
m in in g  i n 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  f e w e r  than  a  p r e s c r i b e d  
n u m b e r  of w o r k e r s  a r e  o m i t t e d  b e c a u s e  th e y  tend to  f u r n i s h  i n s u f f i ­
c ie n t  e m p lo y m e n t  in  the o c c u p a t io n s  s tu d ie d  to w a r r a n t  i n c lu s io n .  
S e p a r a t e  t a b u l a t io n s  a r e  p r o v id e d  f o r  e a c h  of  the b r o a d  i n d u s t r y  
d i v i s i o n s  which  m e e t  p u b l i 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  c o n d u c ted  on a  s a m p l e  b a s i s  b e c a u s e  of 
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 r v e y i n 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 t im u m  a c c u r a c y  a t  m i n i m u m  c o s t ,  a  g r e a t e r  p r o p o r t i o n  of  
l a r g e  than  of 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 c o m b in in g  the 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 i r  a p p r o p r i a t e  w e ig h t .  E s ­
t i m 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 l a t i n g  to a l l  e s t a b l i s h m e n t s  in the  i n d u s t r y  g r o u p in g  an d  a r e a ,  
e x c e p t  fo r  t h o s e  b e lo w  the m i n i m u m  s i z e  s tu d ie d .

O c c u p a t io n s  and E a r n i n g s

T h e  o c c u p a t io n s  s e l e c t e d  f o r  s tu d y  a r e  c o m m o n  to  a  v a r i e t y  
of  m a n u fa c t u r in g  an d  n o n m a n u fa c tu r in g  i n d u s t r i e s ,  an d  a r e  of  the  f o l ­
low ing t y p e s :  (1) O f f ice  c l e r i c a l ;  (2) p r o f e s s i o n a l  an d  t e c h n i c a l ;  (3)
m a in t e n a n c e  and p o w e rp la n t ;  an d  (4) c u s t o 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 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 i fo r m  s e t  o f  jo b  d e s c r i p ­
t io n s  d e s i g n e d  to  t a k e  ac c o u n t  of i n t e r e s t a b l i s h m e n t  v a r i a t i o n  in d u t i e s  
w ith in  the s a m e  jo b .  T h e  o c c u p a t io n s  s e l e c t e d  f o r  s tu d y  a r e  l i s t e d  
and d e s c r i b e d  in the a p p e n d ix .  T h e  e a r n i n g s  d a t a  fo l lo w in g  the  jo b  
t i t l e s  a r e  fo r  a l l  i n d u s t r i e s  c o m b in e d .  E a r n i n g s  d a ta  f o r  s o m e  of  the 
o c c u p a t io n s  l i s t e d  and d e s c r i b e d ,  o r  f o r  s o m e  i n d u s t r y  d i v i s i o n s  w ith in  
o c c u p a t i o 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 i th e r

1 Included i n  the 90 areas are four studies conducted under contract with the New York 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.

(1) e m p lo y m e n t  in the o c c u p a t io n  i s  too 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 i b i l i t y  of d i s c l o s u r e  of 
in d iv id u a l  e s t a b l i s h m e n t  d a ta .

O c c u p a t io n a l  e m p lo y m e n t  and e a r n i n g s  d a ta  a r e  sho w n  fo r  
f u l l - t i m e  w o r k e r s ,  i . e . ,  t h o s e  h i r e d  to w o r k  a  r e g u l a r  w e e k ly  s c h e d u le  
in the  g iv e n  o c c u p a t io n a l  c l a s s i f i c a t i o n .  E a r n i n g s  d a ta  e x c lu d e  p r e ­
m i u m  p a y  f o r  o v e r t i m e  and f o r  w o r k  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 r o d u c t io n  b o n u s e s  a r e  e x c lu d e d ,  but c o s t - o f - l i v i n g  a l l o w ­
a n c e s  an d  in c e n t iv 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  f o r  o f f ic e  c l e r i c a l  o c c u p a t i o n s ,  r e f e r e n c e  i s  to the s t a n d ­
a r d  w o rk w e e k  ( ro u n d e d  to the n e a r e s t  h a l f  hour)  fo r  w hich  e m p l o y e e s  
r e c e i v e  t h e i r  r e g u l a r  s t r a i g h t - t i m e  s a l a r i e s  ( e x c l u s i v e  of p a y  fo r  
o v e r t i m e  at  r e g u l a r  a n d / o r  p r e m i u 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  
f o r  t h e s e  o c c u p a t io n s  h av e  b e e n  ro u n d e d  to  the n e a r e s t  h a l f  d o l l a 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 i t e ,  a r e a w i d e  e s t i ­
m a t e s .  I n d u s t r i e s  an d  e s t a b l i s h m e n t s  d i f f e r  in p a y  l e v e l  and jo b  
s t a f f in g  an d ,  t h u s ,  c o n tr ib u te  d i f f e r e n t l y  to the e s t i m a t e s  fo r  e a c h  jo b .  
The p a y  r e l a t i o n s h i p  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 l e c t  
a c c u r a t e l y  the  w a g e  s p r e a d  o r  d i f f e r e n t i a l  m a in t a in e d  a m o n g  j o 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 i m i l a r l y ,  d i f f e r e n c e s  in a v e r a g e  p a y  l e v e l s  
f o r  m e n  an d  w o m e n  in an y  of the  s e l e c t e d  o c c u p a t io n s  sh o u ld  not be 
a s s u m e d  to r e f l e c t  d i f f e r e n c e s  in p a y  t r e a t m e n t  of the s e x e s  with 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 i b l e  f a c t o r s  w hich  m a y  c o n t r i b ­
ute  to d i f f e r e n c e s  in p a y  fo r  m e n  an d  w o m e n  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 t e  r a n g e s ,  s i n c e  on ly  the  a c t u a l  r a t e s  
p a id  in c u m b e n t s  a r e  c o l l e c te d ;  an d  d i f f e r e n c e s  in s p e c i f i c  d u t ie s  p e r ­
f o r m e d ,  a l th o u gh  the 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 i a t e l y  w ith in  the 
s a m e  s u r v e y  jo b  d e s c r i p t i o n .  J o b  d e s c r i p t i o n s  u s e d  in c l a s s i f y i n g  e m ­
p l o y e e s  in  t h e s e  s u r v e y s  a r e  u s u a l l y  m o r e  g e n e r a l i z e d  than  t h o s e  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 l lo w  f o r  m in o r  d i f f e 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 the s p e c i f i c  d u t i e s  p e r f o r m e d .

O c c u p a t io n a l  e m p lo y m e n t  e s t i m a t e s  r e p r e s e n t  the  to 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  of the s tu d y  an d  not the n u m b e r  a c t u ­
a l l y  s u r v e y e d .  B e c a u s e  of d i f f e r e n c e s  in o c c u p a t io n a l  s t r u c t u r e  am o n g  
e s t a b l i s h m e n t s ,  the e s t i m a t e s  o f  o cc u p a t io n a l  e m p lo y m e n t  o b ta in e d  f ro m  
the s a m p l e  of  e s t a 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  the r e l a t i v e  
i m p o r t a n c e  of the j o 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 t io n a l  
s t r u c t u r e  do not a f f e c t  m a t e r i a l l y  the a c c u r a c y  of  the 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 l e m e n t a r y  W age  P r o v i s i o n s

T a b u l a t io n s  on s e l e c t e d  e s t a b l i s h m e n t  p r a c t i c e s  and s u p p l e ­
m e n t a r y  w a g e  p r o v i s i o n s  ( B - s e r i e s  t a b l e s )  a r e  not p r e s e n t e d  in th i s  
b u l le t in .  I n f o r m a t i o n  f o r  t h e s e  t a b u l a t io n s  i s  c o l l e c t e d  b ie n n ia l ly .  
T h e s e  t a b u la t io n s  on m i n i m u m  e n t r a n c e  s a l a r i e s  fo r  in e x p e r i e n c e d  
w o m e n  o f f ic e  w o r k e r s ;  sh i f t  d i f f e r e n t i a l s ;  s c h e d u l e d  w e e k ly  h o u r s ;  p a id  
h o l id a y s ;  p a id  v a c a t i o n s ;  an d  h e a l th ,  i n s u r a n c e ,  an d  p e n s io n  p la n s  a r e  
p r e s e n t e d  (in the B - s e r i e s  t a b l e s )  in p r e v i o u s  b u l l e t in s  fo r  .this  a r e a .
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Table 1. Establishments and Workers Within Scope of Survey and N u m b e r  Studied in Midland and Odessa, Tex.,1
by Major Industry Division,2 M a r c h  1969

M i n i m u m N u m b e r  of es tablishments Workers in establishments

Industry division
employment 
in establish- Within scope 

of study *

Within scope of study4

ments in scope 
of study

Studied
N u m b e r Percent

Studiec

All divisions.. ______  ___________________ _ 129 53 15,900 100 9,000

Manufacturing----------------------------------- 50 13 9 2,400 15 1,960

Transportation, communication, and
“ 116 44 13, 500 85 7, 040

other public utilities 5 --------------------- 50 22 10 2, 500 16 1,570
Wholesale trade 6 ____________________________ 50 4 3 500 3 410
Retail trade 6__ _ -- --------  ------------ 50 28 9 2, 600 17 1, 180
Finance, insurance, and real estate 6 ------ 50 7 3 700 4 400
Services 6 7__________________________________ 50 9 4 700 4 320
Crude petroleum and natural gas 6-------- 50 46 15 6, 500 41 3, 160

__________________

1 The Midland and Odessa Standard Metropolitan Statistical Areas, as defined by the Bureau of the Budget through January 1968, consist of 
Midland and Ector Counties. The "workers within scope of study" estimates shown in this table provide a reasonably accurate description of the 
size and composition of the labor force included in the survey. The estimates are not intended, however, to serve as a basis of comparison with 
other employment indexes for the area to meas ur e employment trends or levels since (1) planning of wage surveys requires the use of establishment 
data compiled considerably in advance of the payroll period studied, and (2) small establishments are excluded f r om the scope of the survey.

2 The 1967 edition of the Standard Industrial Classification Manual wa s used in classifying establishments by industry division.
3 Includes all establishments with total employment at or above the m i n i m u m  limitation. All outlets (within the area) of companies in such 

industries as trade, finance, auto repair service, and motion picture theaters are considered as 1 establishment.
4 Includes all workers in all establishments with total employment (within the area) at or above the m i n i m u m  limitation.
5 Taxicabs and services incidental to water transportation were excluded.
6 This industry division is represented in estimates for "all industries" and "nonmanufacturing" in the Series A  tables. Separate presentation 

of data for this division is not m a d e  for one or m o r e  of the following reasons: (1) Em pl oy me nt in the division is too small to provide enough data 
to merit separate study, (2) the sample wa s not designed initially to permit separate presentation, (3) response wa s insufficient or inadequate to 
permit separate presentation, and (4) there is possibility of disclosure of individual establishment data.

7 Hotels and motels; laundries and other personal services; business services; automobile repair, rental, and parking; motion pictures; 
nonprofit m e m b e r s h i p  organizations (excluding religious and charitable organizations); and engineering and architectural services.

Almost one-half of the workers within scope of the survey in the Midland and Odessa 
areas were employed in the crude petroleum and natural gas industry, and about one-seventh 
of the areas' employment wa s in manufacturing firms. The following presents the major 
industry groups and specific industries as a percent of all manufacturing:

Industry groups

Petroleum and coal products —  34 
Chemicals and allied
products_____________________  29

Fabricated metal products--- 11
Machinery, except electrical—  9
Printing and publishing-------  8
Fo od and kindred products___  6

Specific industries

Petroleum refining____________ 34
Plastics materials and

Construction and related

Newspapers____________________ 8
Fabricated structural metal

This information is based on estimates of total employment derived fr om universe 
materials compiled prior to actual survey. Proportions in various industry divisions m a y  
differ from proportions based on the results of the survey as shown in table 1 above.
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A. Occupational Earnings 

Table A-l. Office Occupations—Men and Women

3

(A v e r a g e  s tr a ig h t - t im e  w eek ly  h o u rs  and e a r n in g s  fo r  s e le c te d  o c c u p a tio n s  s tu d ied  on an  a r e a  b a s i s  
by in d u stry  d iv is io n , M id lan d  and O d e s s a ,  T e x , ,  M arch  1969)

S e x , occu p atio n , and in d u stry  d iv is io n

MEN

CLERKS, ACCOUNTING, CLASS A 
NONMANUFACTURING ---------------

WOMEN

OOOKKEEPING-MACHINE OPERATORS,  
CLASS A ---------------------------------------------

CLERKS, ACCOUNTING, CLASS A —  
NONMANUFACTURING ---------------------

CLERKS, ACCOUNTING, CLASS B —

CLERKS, F I L E , CLASS 8 -----------------
NONMANUFACTORING ---------------------

CLERKS, F I L E ,  CLASS C ------ ----------
NONMANIJF AC TUR I N G ---------------------

CLERKS, PAYROLL ------------------------------
NONMANUFACTURINC ---------------------

KEYPUNCH OPERATORS, CLASS A —  
NONMANUFACTURINC ---------------------

KEYPUNCH OPE RATORS, CLASS R —  
NONMANUFACTURING ---------------------

OFFICE GIRLS ------------------------------------
NONMANUFACTURINC,---------------------

SECRETARIES3---------------------------------------
NONMANUFACTURING ---------------------

SECRETARIES,  CLASS 8 --------------
NONMANUFACTURING ---------------------

SECRETARIES,  CLASS C ---------------
NONMANUFACTURING ---------------------

SECRETARIES,  c l a s s  d --------------
NONMANUFA(.TURING---------------------

s t e n o g r a p h e r s ,  g e n e r a l  --------------
MANUFACTURING ---------------------------
NONMANUFACTURING ---------------------

PU8LI C U T I L I T I E S 4 -----------------

STENOGRAPHERS, SENIOR -----------------
NONMANUFACTURING ---------------------

Weekly earnings* 
(standard)

Num ber
of

Average
weekly

s $
50

$
55

$
6 0 6 5

[standard) M e an 2 Median 2 Middle range 2 an d
u n d e r

55 6 0 65 7 0

1 7 3 4 0 . 0 ^ 4 5 . 5 0 1 2 5 . 5 0 - 1 8 2 . 6 0
1 6 2 4 0 . 0 1 5 5 . 0 0 1 5 6 . 0 0 1 2 5 . 5 0 - 1 8 4 . 5 0

1 6 4 0 . 0 8 6 . 0 0 8 2 . 0 0 o 0 1 o o

7 A 4 0 . 0 1 2 8 . 0 0 1 2 7 . 0 0 1 0 2 . 0 0 - 1 5 9 . 0 0 - _ _ _

6 6 4 0 . 0 1 3 1 . 5 0 1 2 9 . 5 0 1 0 4 . 5 0 - 1 6 0 . 5 0 - - - -

8 3 4 0 . 0 9 1 . 5 0 0 9 . 5 0 8 2 . 0 0 - 1 0 0 . 5 0 - - - 4

2 A 4 0 .  0 0 6 . 0 0 8 0 . 5 0 7 6 . 0 0 -  8 9 . 5 0 - - - -

24 4 0 . 0 8 6 . 0 0 8 0 . 5 0 7 6 . 0 0 -  8 9 . 5 0 - - - -

5 3 4 0 . 0 7 7 . 5 0 7 2 . 5 0 7 0 . 5 0 -  7 5 . 0 0 - - _ 11
4 8 4 0 . 0 7 7 . 5 0 7 3 . 0 0 7 0 . 5 0 -  7 5 . 0 0 - - 8

2 3 4 0 . 0 9 2 . 5 0 9 0 . 0 0 8 3 . 5 0 - 1 0 0 . 0 0 _ _ _ _

18 4 0 . 0 9 1 . 0 0 a 7 . 0 0 8 2 . 5 0 -  9 7 . 0 0 - “ -

31 4 0 . 0 9 4 . 5 0 9 5 . 5 0 8 6 . 5 0 - 1 0 0 . 0 0 _ _ _ _

2 I 4 0 . 0 9 2 .  50 9 5 . 0 0 8 6 . 0 0 -  9 9 . 0 0 - -

5 5 4 0 . 0 7 9 . 0 0 8 0 . 5 0 7 2 . 0 0 -  8 4 . 5 0 _ _ - 8
4 6 4 0 . 0 7 7 . 0 0 7 5 . 0 0 7 1 . 0 0 -  8 3 . 0 0 “ 8

1 f 4 0 . 0 8 0 . 5 0 8 1 . 0 0 7 3 . 0 0 -  8 5 . 5 0 - - - _

17 4 0 . 0 8 0 . 5 0 8 1 . 0 0 7 3 . 0 0 -  8 5 . 5 0 “ - - “

2 7 1 4 0 . 0 1 2 R . 5 0 121.00 1 0 8 . 0 0 - 1 4 8 . 0 0 _ _ _ _

7 4 0 4 0 . 0 1 2 9 . 5 0 1 2 4 . 0 0 1 0 7 . 5 0 - 1 5 1 . 0 0 - - - -

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

1 0 6 4 0 . 0 1 2 9 . 5 0 1 2 8 . 5 0 1 0 9 . 0 0 - 1 4 8 . 5 0 - _ - _

9 2 4 0 . 0 1 3 1 . 0 0 1 3 0 . 5 0 1 0 9 . 0 0 - 1 5 0 . 5 0 - - - -

1 0 7 4 0 . 0 1 2 2 . 5 0 1 1 6 . 0 0 1 0 3 . 5 0 - 1 4 1 . 0 0 _ _ _ _

9 8 4 0 . 0 1 2 3 . 5 0 1 1 6 . 0 0 1 0 3 . 0 0 - 1 4 4 . 0 0 “ - -

7 3 8 4 0 . 0 l 0 0 . 0 0 9 5 . 0 0 8 8 . 5 0 - 1 0 7 . 0 0 - _ _ -

2 6 A O ,  0 1 0 0 . 0 0 9 9 * 0 0 9 3 . 0 0 - 1 1 1 . 0 0 - - - -

212 4 0 . 0 100.00 9 4 .  50 8 8 . 0 0 - 1 0 6 . 5 0 - - - -

S 2 8 4 0 . 0 1 1 1 . 0 C 1 0 2 .  50 9 2 . 0 0 - 1 1 9 . 0 0 - - - -

1 3 4 4 0 , 0 1 0 8 . 0 0 1 1 0 . 5 0 9 5 . 0 0 - 1 1 6 . 5 0 - - _ _

1 3 2 4 0 . 0 1 0 8 . 0 0 110.00 9 5 . 0 0 - 1 1 6 . 5 0

N u m b er o f w o r k e r s  re c e iv in g  s tr a ig h t - t im e  w eek ly  e a r n in g s  03

i l i * i $ $ * $ $ $ $ $ $ $
70 75 80 85 90 100 110 120 130 140 150 160 170 180 190 200 210

75 80 85 90 100 110 120 130 140 150 160 170 180 190 200 210 220

23 8 26 22 16 12 13 9 i i 19 12 7
23 6 22 16 12 12 13 9 u 19 12 7

5 8 1 A l

3 5 2 _ 8 7 7 9 2 5 10 6 8 2 _ - _
~ 5 2 - 8 5 6 8 1 5 10 6 8 2 - -

4 8 12 16 18 9 8 4

5 7 5 2 2 _ 2 - 1 - _ - - - - - -
5 7 5 2 2 - 2 - 1 - - - - - - - -

30 _ _ 4 5 _ _ 3
30 - - 2 5 - - 3

1
l

- 7
7

4
4

6
4

3 1
1

- - 1
1

- - - - - - -

2 4 _ 7 11 3 2 2
2 4 - 6 i i 2 2

17 i 17 7 5
16 l 16 4 i

7 1 5 4
7 l 5 4

2 4 _ 6 13 6C 50 24 21 28 19 20 16 2 4 2 -
2 4 - 6 13 5 3 41 16 16 27 18 20 16 2 4 2 -

10 9 3 3 a - 8 1 2 2 - -
10 7 1 2 7 - a 1 2 2 - -

- - - - 5 25 15 12 12 13 15 3 6 _ - - -
- - - - 5 22 11 8 10 13 14 3 6 -

2 4 _ b 6 25 25 8 5 4 8 6 _ 2 2 -
2 4 - 6 6 21 22 6 4 5 4 8 6 - 2 2 -

1 7 27 35 84 35 22 10 5 7 2 _ 3 _ _ _ _
- i 1 3 10 5 4 2
1 6 26 32 74 30 18 8 5 7 2 3 - - ~ -
1 - i 3 9 1 8 2 - - * 3 - - - -

_ _ - 2 52 11 53 5 3 3 _ - _ _ - - -
2 52 1 1 51 5 8 3

See  foo tn o te s a t  end of tab le .
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Table A-l. Office Occupations—Men and Women— Continued

(A v erag e  s tr a ig h t- t im e  w eekly  h o u rs and 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 is io n , M idland and O d e s s a ,  T e x . , M arch  1969)

1 S tan d ard  h o u rs r e f le c t  the w orkw eek for which em p lo y ees re 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 r e g u la r  a n d /o r  p rem iu m  r a te 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  job  by to ta lin g  the e a rn in g s  o f a l l  w o rk e rs  and div id ing by the n um ber o f w o rk e rs .  The m ed ian  d e s ig n a te s  p o s itio n — h alf o f the em p lo y ees su rv ey e d  re c e iv e  m o re  
than the ra te  shown; 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  defined  by 2 ra te s  o f pay ; a fourth  o f the w o rk e rs  e a rn  l e s s  than the low er of th e se  r a te s  and a fourth  ea rn  m o re  than the 
h igh er ra te .

3 M ay in clude w o rk e rs  o th er than th o se  p r e se n te d  se p a r a te ly .
4 T r a n sp o r ta t io n , co m m u n icatio n , and o th er pub lic  u t il it 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 te ch n ica l w o rk e rs  a r e  om itted  
fro m  th is  re p o r t .  D ata do not m e e t pu b licatio n  c r i t e r i a .
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Table A-3. Office, Professional, and Technical Occupations1—Men and Women Combined

(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 stud ied  on an a r e a  b a s i s  
by in d u stry  d iv isio n , M idland and O d e ssa , T e x .,  M arch  1969)

Average

O ccupation  and in d u stry  d iv isio n
Number

of Weekly

(standard)

Weekly
earnings
(standard)

BOOKKEEPING-MACHINE OPERATORS,
CLASS A --------------------------------------------- 16 4U .0

$
8 6 .0 0

CLERKS, ACCOUNTING, CLASS A ------------ 252 4U .0 1 4 5 .5 0
m a n u f a c t u r in g ------------------------------- 24 4 0 .0 1 2 1 .5 0
NONMANUFACTURING-------------------------- 228 4 0 .0 1 4 8 .0 0

PUBLIC u t i l i t i e s 3---------------------- 15 4 0 .0 1 5 8 .5 0

CLERKS, ACCOUNTING, CLASS B ------------ 83 ■P* C o 9 1 .5 0

CLERKS, e i l f , c l a s s  b ---------------------- 28 4 0 .0 9 3 .5 0
NONMANUFACTURING -------------------------- 28 4 0 .0 9 3 .5 0

CLERKS, F IL E , CLASS C --------------- ------- 5 3 4 0 .0 7 7 .5 0
NONMANUFACTURING -------------------------- 48 4 0 .0 7 7 .5 0

CLERKS, PAYROLL --------------------------------- 28 4 0 .0 1 0 5 .5 0
NONMANUFACTURING -------------------------- 21 4 0 .0 1 0 4 .5 0

O ccu pation  and in d u stry  d iv isio n
Number

of

Average

Weekly
hours 2 

(standard)

Weekly
earnings 2 
(standard)

KEYPUNCH OPERATORS, CLASS A ------------ 31 4 0 .0
$
9 4 .5 0

NON M A N'J FACT UR I N G -------------------------- 27 4 0 .0 9 2 .5 0

KEYPUNCH OPtftATORSt CLASS G ----------- 55 4 0 .0 7 9 .0 0
NONMANUEACTURING -------------------------- 46 4 0 .0 7 7 .0 0

OFFICE BOYS ANU GIRLS------------------------ 26 4 0 .0 8 4 .0 0
N0NMANUFACTURING -------------------------- 25 4 0 .0 8 3 .5 0

SECRETARIES4 ---------------------------------------- 271 4 0 .0 1 2 8 .5 0
NONMANUFACTURING------------------ ------- 240 4 0 .0 1 2 9 .5 0

SECRETARIES, CLASS > ( -------------------- 46 4 0 .0 1 3 7 .5 0
NONMANUFACTURING -------------------------- 40 4 0 .0 1 3 9 .0 0

SECRETARIES, CLASS C -------------------- 106 4 0 .0 1 2 9 .5 0
NONMANUFmCTURING -------------------------- 92 4 0 .0 1 3 1 .0 0

SECRETARIES, CLASS 0 --------------------- 107 4 0 .0 1 2 2 .5 0
NONMANUFACTURING -------------------------- 98 4 0 .0 1 2 3 . 50

O c c u p a t i o n  a n d  i n d u s t r y  d i v i s i o n
Number

of

Average

Weekly 
hours 2 

(standard)

Weekly
earnings 2 
(standard)

STENOGRAPHERS,  GENERAL ----------------------- 2 3 8 4 0 . 0
$
1 0 0 . 0 0

MAN UFACTURING---------------------------------- 2 6 4 C . 0 1 0 0 . 0 0
NONMANUFuCTURin g  ----------------------------- 2 1 2 4 5 . 0 1 0 0 . 0 0

PU BLIC U T I L I T I E S 3 ------------------------- 2 8 4 0 . 0 111.00
STENOGRAPHERS,  SEN IOR ------------------------- l 34 4 0 . 0 1 0 8 . 0 0

N0NMANUEICTURING ----------------------------- 1 32 4 o .  0 1 0 8 . 0 0

SWITCHBOARD OPERATORS, CL AS S H ------- 33 41 . 0 7 3 . 0 0
NONMANUFACTURING ---------------------------- 3 3 4 1 . 0 7 3 . 0 0

SWITCHBOARD OPERATOR—RECEPTION 1 S T S - 31 4 0 . 0 1 0 0 . 5 0
NONMANUFACTURING ----------------------------- 2 3 4 0 . 0 1 0 3 . 5 0

T Y P I S T S ,  C L A S S  R ---------------------------------- 2 9 4 0 . 0 7 6 . 5 0
NONMANUFACTURING ----------------------------- 2 2 4 0 . 0 7 0 .  50

1 S a la r ie s  o f p r o fe s s io n a l  and te ch n ica l w o rk e rs  a r e  om itted  fro m  th is re p o rt.
2 S tan d ard  h o u rs re f le c t  the w orkw eek fo r  w hich em p lo y ees re c e iv e  th e ir  r e g u la r  s tr a ig h t- t im e  s a l a r i e s  (e x c lu s iv e  of pay  fo r  o v ertim e at r e g u la r  a n d /o r  p rem iu m  r a te s ) ,  and the ea rn in g s 

c o rre sp o n d  to th e se  w eekly  h o u rs.
3 T ra n sp o r ta t io n , com m u n ication , and o th er pub lic  u t il it ie s .
4 M ay include w o rk e rs  o th er than th ose  p r e se n te d  se p a ra te ly .
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Table A-4. Maintenance and Powerplant Occupations

(A v erag e  s tr a ig h t- t im e  h ourly  e a rn in g s  fo r  m en in se le c te d  o ccu p atio n s stud ied  on an a r e a  b a s i s  
by in d u stry  d iv is io n , M idland and O d e ssa , T e x .,  M arch  1969)

1 E x c lu d e s  p rem iu m  pay fo r  o v ert im e  and fo r  w ork on w eeken d s, h o lid ay s , and la te  sh ifts .
2 F o r  d efin ition  of t e r m s ,  se e  footnote 2, tab le  A - l .
3 T ra n sp o r ta t io n , co m m u n icatio n , and o th er public u t i l i t ie s .

Table A-5. Custodial and Material Movement Occupations

(A v erag e  s tr a ig h t- t im e  h ourly  e a 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 is io n , M idland and O d e ssa , T e x .,  M arch  1969)

O ccu pation 1 and in d ustry  d iv ision
Number
of

workers

Hourly earnings2 Number of workers receiving straight-time hourly earnings of—

Mean3 Median3 Middle range3
1 .3 0  1 .4 0  1 .5 0  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 .£ P  2 .9 0  3 . CO 3 .1 0  3 .2 0  3 .3 0  3 .4 0  3 .5 0

and
under
1 .4 0  1 .5 0  1 .6 0  1 .7 0  1 .3 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 C  3 .2 0  3 .3C  3 .4 0  3 .4 0  l.M*

JAN ITO RS, PMRTcRS, ANC CLtANERS --- 131
3T
94

145
137

S
1 .9 6
1 .8 6
2 .0 0

2 .2 4
2 .2 8

$
1.7R
i.as
1 .7 7

2 .0 6  
2 .0  7

$ $ 
1 .6 5 -  2 .0 9  
1 .6 7 -  2 .0 5  
1 .6 3 -  2 .2 3

1 .7 4 -  2 .7 9  
1 .7 7 -  2 .8 1

Id - 2 24 28 8 7 14 4 -  5 -  3 -  -  - - - - 1 8

kONMANUFACTURING -----------------

T<UCKOK[Vc>S ------------------------
NQMM'V\‘'JFA trU R IN C »-----------------

18 -  2 11 23 6 5 2 4 - 5 - - - - - - -  - 1 8 - - -

- 2 7 2 2  8 7 1 4  8 6 3 2 4 - 1 0  9 8 6 - 2 -  -  9 
- 1 9  22 8 7 1 4  8 6 3 2 4 - 1 0  9 8 6 -  2 -  -  9

D ata  lim ited  to m en w o rk e rs .
E x c lu d e s  p rem iu m  pay fo r  o v ert im e  and fo r  w ork on w eekends, h o lid ay s , and la te  sh ift s .  
F o r  defin itio n  of t e r m s ,  se e  footnote 2, tab le  A - l .
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Appendix. Occupational Descriptions

The p r im a r y  p u r p o se  of p r e p a r in g  jo b  d e s c r ip t io n s  fo 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 ed  u n d er a  v a r ie ty  o f p a y r o l l  t i t l e s  and  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  and 
fr 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 tio 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  co n ten t. B e c a u s e  o f th is  e m p h a s is  on 
in te r e s t a b l is h m e n t  an d  in te r a r e a  c o m p a r a b il i ty  o f o c c u p a tio n a l co 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 ay  d if fe r  s ig n i f ic a n t ly  f r o m  th  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  fo r  o th e r  p u r p o s e s .  In a p p ly in g  th e se  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 ts  a r e  in s tr 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 in e e s ;  an d  h a n d ic a p p ed , p a r t - t im e ,  te m p o r a r y ,  and  p ro b a tio n a  **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 er  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 fo 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 il lin 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  type o f m a c h in e , a s  fo 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 il lin 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 hich  a r e  co m b in a t io n  ty p in g  and ad d in g  m a c h in e s)  to  p r e p a r e  b i l l s  
and 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 tc . U su a lly  in v o lv e s  a p p lic a t io n  of 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 try  of n e c e s s a r y  e x te n s io n s ,  w hich  m a y  o r  m a y  not be co m p u te d  on the b il lin 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  by m a c h in e . The o p e ra tio n  u su a l ly  in v o lv e s  
a  l a r g e  n u m b er o f c a r b o n  c o p ie s  o f the b il 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 stra 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  not 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 to 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 ts  a u to m a t ic a lly  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 ge of b o o k k ee p in g . W o rks f r o m  u n ifo rm  
and s t a n d a r d  ty p e s  o f s a l e s  and 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 em 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 out a  ty p e w r ite r  k e y b o a rd ) to  k e e p  a  r e c o r d  of 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  of the p a r t ic u l a r  a c c o u n tin g  s y s te m  
u se 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  of d e b it  and c r e d it  i t e m s  to  be u se d  in  ea c h  
p h a se  o f the w o rk . M ay  p r e p a r e  c o n s o 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 se 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 su a l ly  
r e q u ir in g  li t t le  kn ow led ge  of b a s ic  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  ty p e of b il l in g  d e s c r ib e d  u n d er b i l le 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 sh e e t s  fo r  the ac 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  of 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 ep 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  of 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  and 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 ts  p a y a b le : ex a m in in g  and 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 ;  and r e q u ir e s  ju d g m en t and e x p e r i ­
en ce  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 ch  
a s  p o s tin g  s im p le  jo u r n a l  v o u c h e rs  o r  a c c o u n ts  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 ;  re c o n c il in g  b an k  a c c o u n t s ;  and p o s tin g  s u b s id ia r y  le d g e r s  c o n tr o lle 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
ed ge  o f a c c o u n tin g  and  b o o k k ee p in g  p r in c ip le s  b u t i s  found 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  am 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 il in g  s y s t e m  co n ta in in g  a  n u m b er o f v a r ie d  su b je c t  m a tte 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 le  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 ,  te c h n ic a l d o c u ­
m e n ts ,  e tc . 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 ro u p  of lo w e r  le v e l  f i le  c l e r k s .

C l a s s  B . S o r t s ,  c o d e s ,  and f i l e s  u n c la s s i f i e d  m a t e r ia l  by  s im p le  ( s u b je c t  m a tte r )  h e a d ­
in g s  o r  p a r t ly  c l a s s i f i e d  m a t e r ia l  by  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 te d  in d ex  and 
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 te 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 fo r m  r e la te 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 tin e  f il in g  o f m a t e r ia l  th a t h a s  a lr e a d y  b ee 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 te 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  and 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  fo 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 one , o r  p e r so n a l ly .  
D u tie s  in v o lv e  an y  c o m b in a t io n  of the fo llo w in g : Q uoting p r i c e s  to  c u s to 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 ;  ch ec k in g  p r i c e s  and  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 ;  and d is tr ib u t in g  o r d e r  sh 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  ra 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 to m e r s ,  
fo llo w  up o r d e r s  to  s e e  th a t th ey  h ave  b ee n  f i l le d ,  k e e p  f i l e  o f o r d e r s  r e c e iv e d ,  and c h e c k  sh ipp 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  of c o m p an y  e m p lo y e e s  and 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 tim e  o r  p r o d u c tio n  r e c o r d s ;  and 
p o s tin 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 ork in g 
d a y s ,  t im e ,  r a t e ,  d e d u c tio n s  fo r  in su r a n c e ,  and 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  up and d is tr ib u t in g  pay  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  du 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 tic a l c o m p u ta tio 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 er  typ e of c le r k ,  w hich  m a y  in vo lv e  f r e ­
quen t u se  of a  C o m p to m e te r  b ut, in  w h ich , u se  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 er 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  co m b in a t io n  keypu 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  key 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 ut, 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  o f co d in g  
s k i l l s  and 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 ,  lo c a te s  on the so u r c e  d o cu m en t 
the i t e m s  to  be  punch 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 ; and  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 cu m en t to  d e te r m in e  in fo r m a tio n  to  be pu nch ed . M ay  tr 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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K E Y P U N C H  O P E R A T O R — C ontinu ed

C l a s s  B . U n d er c lo s e  s u 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 s e 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 punch 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 IC 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 ra tin g  m in o r  o ff ic e  m a -  • 
c h in e s su ch  a s  s e a l e r s  o r  m a i l e r s ,  open in g an d  d is t r 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  and  h igh 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 ­
p en d en tly  r e c e iv in g  a  m in im u m  o f d e ta i le d  s u 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 ,  and 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 is o r  to  su 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 ,  and  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 ;  and (f) p e r f o r m s  
s te n o g r a p h ic  and ty p in g  w o rk .

M ay  a l s o  p e r fo r m  o th er  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  of 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  *of o f f 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 .

Exclusions

N ot a l l  p o s it io n s  th at 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  
o f p o s it io n s  w hich  a r e  e x c lu d e d  fr o m  the d e fin it io 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 lly  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 ro u p  of p r o f e s s io n a l ,  te 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 re  
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  type 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 i s o r y ,  o r  s p e c i a 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 ave  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 i e s .  The 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 tiv e  o f 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 r o v e  o r  d eny  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 t e 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 "  f o 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 rd  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 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  o f the b o a r d  o r  p r e s id e n t)  
o f 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  2 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 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 en t o r  s u b s id ia r y  of a  c o m p an y  th a t e m p lo y s ,  in  a l l ,  o v e r  2 5 ,0 0 0  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 r d  o r  p r e s id e n t  of a  c o m p an y  th at 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  c o m p an y  th at e m p lo y s ,  in a l l ,  o v e r  100 b u t 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 ead  ( 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 is io 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  but fe w e r  th an  25, 000 e m p lo y e e s ;  o r

S E C R E T A R Y — C ontinued

d . S e c r e t a r y  to  the h ead  of 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 ff ic ia l )  th a t e m p lo y s ,  in  a l l ,  o v e r  5, 000 p e r s o n s ;  o r

e .  S e c r e t a r y  to  the h ead  of a  la r g e  and im p o rta 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 is o r  of an o r g a n iz a t io n a l  se g m e n t  o ften  in vo lv in g  a s  m an y  a s  s e v e r a l  h un dred  
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 tiv e  o r m a n a g e r ia l  p e r so n  w h ose r e s p o n s ib i l i t y  i s  not eq 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  fo 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  and  i s  u su a l ly  d iv id ed  in to  o r g a n iz a t io n a l  
se g m e n t s  w hich  a r e  o fte n , in tu rn , 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  le 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 ff 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 ead  of a  s m a l l  o r g a n iz a t io n a l  unit ( e .g . ,  fe w e r  than 
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 iso 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 i c 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  of s u p e r v is o r y  o r  n o n s u p e r v iso r y  w o rk 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  tak 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 re  
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 rit te n  c o 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 fo 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 , SE N IO R

P r im a r y  d u 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 ia l iz e d  v o c a b u la r y  
su ch  a s  in  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  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 ­
hand o r  b y  S ten o ty p e  o r  s i m i la 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 ritten  
c o p y . M ay  a l s o  s e t  up and m a in ta in  f i l e s ,  k e e p  r e c o r d s ,  e tc .

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 en 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  by  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  and 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  fo 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 t in 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  tr 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 lep 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 ll 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  doin g 
ro u tin e  w o rk  a s  d e s c r ib e d  fo 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  fu l l- t im e  a s s ig n m e n t .  
( " F u l l "  te lep 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  of o v e r la p p in g  or 
in te r r e la t e d  fu n c t io n s , and c o n se q u e n tly  p r e s e n t  fr e 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  lon 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 lep h o n e  in fo r m a tio n  s e r v ic 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 of 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 ish e d , o r  if  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 er  o p e r a to r .)

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



9

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 tie 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  and m a y  a l s o  typ e o r  p e r fo r m  ro u tin 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  su c h  m a c h in e s  a s  the ta b u la to r ,  c a lc u la to r ,  in te r p r e te r ,  c o l l a to r ,  an d  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  s u 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 long and 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  typ 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 be  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  ty p ic a lly  in v o lv ed  in tr a in in g  new o p e r a to 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  se q u e n c e s  o f lo n g  and c o m p le x  r e p o r t s .  
D o e s  not in clu 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  and d a y -to -  
d ay  su p e r v is io n  of the 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 la 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 ic  in s t r u c t io n s  and m a y  in c lu d e  the p e r fo r m a n c e  o f so m e  w ir in g  f r o m  
d ia g r a m s .  The 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  
ac 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 re  
c o m p le x  r e p o r t .  Such  r e p o r t s  and s tu d ie s  a r e  u su a l ly  of a  r e c u r r in g  n a tu re  w h ere  the 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  the tr a in in g  o f new e m p lo y e e s  in  the b a s ic  
o p e r a t io n  o f the m a c h in e .

PROFESSIONAL

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 c lu 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 . The w o rk  ty p ic a lly  in v o lv e s  p o r t io n s  of 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 t in 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  fr o m  w r it te n  co py  and do s im p le  c l e r i c 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 c h  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 r k e r  who ta k e s  d ic t a t io n  in  s h o r t ­
hand o r  by S te n 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 it e 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  b een  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 l a r  m a te ­
r i a l s  fo 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  f in 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 t e 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  of the 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 tin e  ty p in g  o f 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 sp a c e d  p r o p e r ly .

TECHNICAL

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  
fe a tu r e s  th a t d if f e r  s ig n i f ic a n t ly  fr 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  r e 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 ctio 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  of 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  and 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 st  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  of 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 en ts; p r e p a r e s  a r c h i ­
te 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 r a w in g s  o f fo u n d at io n s , w a ll 
s e c t io n s ,  f lo o r  p la n s ,  and  r o o f . U s e s  a c c e p te d  f o r m u la s  and  m a n u a ls  in  m ak 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 ia l s  to  b e  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 ts ,  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 ted  w o rk  i s  ch ec k ed  fo r  te c h n ic a l a d e q u a c y .

C la s s  C . P r e p a r e s  d e ta il  d ra w in g s  of 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 i r  p u r p o s e s .  T y p e s  o f 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 tin 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

D R A F T S M A N --- C ontinu ed

c o m p o n en ts arid 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  
and 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 so u r c e  m a t e r ia 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 r in 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 ra 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 er  
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  lim 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  of e a s i l y  v is u a l iz e d  i t e m s .  W ork i s  c lo s e ly  s u p e r v is e d  
d u rin 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  or 
in ju r e d  e m p lo y e e s  o r  o th er  p e r s o n s  who b e c o m e  i l l  o r  su f f e r  an  a c c id e n t  on the p r e m i s e s  o f a  
f a c to r y  o r  o th er  e s ta b li sh m e n t .  D u tie s  in v o lv e  a  c o m b in a t io n  of 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  
o f 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 t io 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  and h ea lth  e v a lu a t io n s  o f a p p lic a n t s  an d  e m p lo y e e s ;  and p lan n in g  and c a r r y ­
ing out p r o g r a m s  in v o lv in g  h ea 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 en 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 tie s  n e c e s s a r y  to  c o n s tr u c t  and m a in ta in  in  go o d  r e p a i r  b u ild in g  
w oodw ork  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 i o 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 ,  and t r im  m ad e  o f 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  fr 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 ta b le  p o w e r  to 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 a n 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  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 .
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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  the 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 : I n s ta l l in g  o r  r e p a ir in g  any  o f a  v a r ie ty  of
e l e c t r ic 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 ea 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 ts ,  o r  o th er  s p e c i f ic a t io n s ;  lo c a t in g  and d ia g n o sin g  tr o u b le  in  the 
e l e c t r ic 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  of 
w ir in g  o r  e l e c t r i c a l  eq u ip m en t; and u s in g  a  v a r ie ty  of e l e c t r i c i a n 's  h a n d to o ls  and  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 ­
ing 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  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 .

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

O p e r a te s  and 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  e m p lo y ed  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  and 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 to r s ,  tu r b in e s ,  v e n tila t in g  an d  r e f r i g ­
e r a t in g  eq u ip m e n t , s t e a m  b o i le r s  and 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  o f o p e r a t io n  o f m a c h in e r y ,  te m p e r a tu r e ,  an d  fu e l c o n su m p tio n . M ay  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 ead  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 
e n g in e e r  a r e  e x c lu d e d .

F IR E M A N , S T 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 le r s  to  fu r n is h  the e s ta b li sh m e n t  in  w h ich  e m p lo y ed  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  by  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 ; 
and 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 s k i l le d  m a in te n an 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  and to 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  by  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 e r  u n sk ille d  t a s k s  a s  d ir e c te d  b y  jo u rn e y m a n . The kind  o f w o rk  the 
h e lp e r  i s  p e r m itte d  to  p e r f o r m  v a r i e s  f r o m  tr a d e  to  t r a d e :  In so m e  t r a d e s  the h e lp e r  i s  c o n ­
fin e d  to  su p p ly in g , l i f t in g ,  an d  h o ld in g  m a t e r i a l s  and to o ls  and c le a n in g  w o rk in g  a r e a s ;  and in 
o th e r s  he i s  p e r m itte 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  f u 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 i x t u r e s ,  o r  d ie s .  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 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  it 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  of 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  to 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 cu ttin g  and 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  stu 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  and 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 rit te n  in s t r u c t io n s  and  s p e c i f ic a t io n s ;  p lan n in g  an d  la y in g  out of 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 is 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 and  o p e r a t in g  s t a n d a r d  m a c h in e  
to 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  s p e e d s  o f m a c h in in g ; kn ow led ge  o f th e w o rk in g  p r o p e r t ie s  
o f the co m m o n  m e ta ls ;  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  and 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 ork  
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 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 .

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 an d  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 is 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  and in s ta l l in g

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 )--- C ontinu ed

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  and m a k in g  n e c e s s a r y  a d ju s tm e n t s ;  and a lin in g  w h e e ls ,  
a d ju s t in g  b r a k e s  and l ig h t s ,  o r  tig h te n in g  body  b o lt s .  In g e n e r a l ,  the w o rk  o f the au to m o tiv e  
m e c h a n ic  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  fo r m a l  a p p r e n ­
t ic e s h 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 .

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 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  
of the 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  so u r c e  of t r o u b le ;
d ism a n tl in g  o r  p a r t ly  d ism a n tlin 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 vo lv e  the u se  
o f h a n d to o ls  in  s c r a p in g  and  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  w ith  it e m s  o b ta in ed  
fr o m  s to c k ;  o r d e r in g  the p r o d u c tio n  of a  r e p la c e m e n t  p a r t  by  a  m a c h in e  sh o p  o r  se n d in g  of the 
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  s p 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  fo 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 lin 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 ,  the w o rk  of a  m a in te n a n c e  m e c h a n ic  r e ­
q u i r e s  ro u n d ed  tr 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 
e q u iv a le n t tr a in in g  and  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  e q u ip m en t , an d  d is m a n t le s  and 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  the p lan t lay 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 the 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 er  s p e c i f ic a t io n s ;  u sin g
a  v a r ie ty  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 op  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 ,  and  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 ,  e q u ip m en t , and  p a r t s  to  be  u se d ;  an d  in s ta l l in g  and m a in ta in in g  in  good  o r d e r  po 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  and sp e e d  r e d u c e r s .  In g e n e r a l ,  the m i llw r ig h t 's  w ork  
n o r m a l ly  r e q u ir e s  a  ro u n d ed  tr a in in g  and  e x p e r ie n c e  in  the t r a d e  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  and 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 il  o r  g r e a s e ,  the 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  of 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  and r e d e c o r a t e s  w a l l s ,  w o o d w o rk , and  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  o f s u r f a c e  p e c u l ia r i t ie s  and ty p e s  o f p a in t r e q u ir e d  fo r  d if fe re n t
a p p lic 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  by  re m o v in g  o ld  f in ish  o r  by  p la c in g  putty o r  f i l l e r  
in  n a il  h o le s  and in 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 sh . M ay  m ix  c o lo r s ,  o i l s ,  
w h ite  le a d ,  and o th er  p a 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  of the m a in te n an c e  p a in te 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  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 t r a in in g  and  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  of p ip e  an d  p ip e fit 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 the 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  of 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  and 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  an d  d ie s ;  b en d in g  p ip e  by 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 ,  flo w , an d  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 th e m a in ten an 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  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 
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  e n 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 ea 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 bin g  s y s t e m  of 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
o f 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  of v e n ts  and  t r a p s  in  p lu m b in g  sy 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  o f th e m a in te n an 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  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 .

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 ,  i n s t a l l s ,  an d  m a in ta in s  in  go o d  r e p a i r  the 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 ,  lo c k e r s ,  t a n k s ,  v e n t i la t o r s ,  c h u te s , d u c ts ,  
m e ta l  ro o fin g ) of 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 sh e e t - m e ta l  m a in te n a n c e  w o rk  fr o m  b lu e p r in t s ,  m o d e ls ,  o r  o th er  sp e c i f ic a t io n s ;  
se t t in g  up and  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
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S H E E T - M E T A L  W O R K E R ,  M A I N T E N A N C E --- Cont in ued

h a n d to o l s  in cu tt ing ,  b end in g ,  f o r m i n g ,  sh a p i n g ,  f i t t in g ,  and a s s e m b l i n g ;  and in s t a l l in g  sh e e t -  
m e t a l  a r t i c l e s  a s  r e q u i r e d .  In g e n e r a l ,  the w o r k  of the m a in te n a n c e  s h e e t - m e t a l  w o r k e r  r e q u i r e s  
r oun ded  t r a i n in g  and e x p e r i e n c e  u s u a l l y  a c q u i r e d  th ro u gh  a  f o r m a l  a p p r e n t i c e s h i p  o r  eq u iv a le n t  
t r a i n in g  and  e x p e r i e n c e .

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

(Die m a k e r ;  j i g  m a k e r ;  too l m a k e r ;  f i x t u r e  m a k e r ;  g a g e  m a k e r )

C o n s t r u c t s  and  r e p a i r s  m a c h i n e - s h o p  t o o l s ,  g a g e s ,  j i g s ,  f i x t u r e s  o r  d i e s  f o r  f o r g i n g s ,  
pu nchin g ,  and o th er  m e t a l - f o r m i n g  w o r k .  W ork  in v o lv e s  m o s t  o f  the f o l l o w i n g : P la n n in g  and
la y ing  out of w o r k  f r o m  m o d e l s ,  b l u e p r i n t s ,  d r a w i n g s ,  o r  o th e r  o r a l  and  w r i t t e n  s p e c i f i c a t i o n s ;

T O O L  AND D IE  M A K E R --- Cont in ued

u s in g  a  v a r i e t y  of tool and d ie  m a k e r ' s  h a n d to o l s  and p r e c i s i o n  m e a s u r i n g  in s t r u m e n t s ;  u n d e r ­
s t a n d in g  of the w o r k in g  p r o p e r t i e s  of c o m m o n  m e t a l s  and  a l l o y s ;  se t t in g  up and o p e r a t in g  of 
m a c h in e  t o o l s  and  r e l a t e d  eq u ip m en t ;  m a k in g  n e c e s s a r y  sh o p  c o m p u ta t io n s  r e l a t in g  to d im e n s i o n s  
of w o r k ,  s p e e d s ,  f e e d s ,  and  to o l in g  of m a c h i n e s ;  h e a t - t r e a t i n g  of m e t a l  p a r t s  d u r in g  f a b r i c a t i o n  
a s  w e l l  a s  o f  f in i sh e d  t o o l s  and d i e s  to  a c h ie v e  r e q u i r e d  q u a l i t i e s ;  w o r k in g  to  c l o s e  t o l e r a n c e s ;  
f it ting  and a s s e m b l i n g  of p a r t s  to p r e s c r i b e d  t o l e r a n c e s  and a l l o w a n c e s ;  and  s e l e c t i n g  a p p r o p r i a t e  
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 tool and d ie  m a k e r ' s  w o r k  r e q u i r e s  a  ro unded  
t r a i n in g  in m a c h i n e - s h o p  and to o l r o o m  p r a c t i c e  u s u a l l y  a c q u i r e d  th rough  a  f o r m a l  a p p r e n t i c e s h i p  
o r  e q u iv a le n t  t r a i n in g  and e x p e r i e n c e .

F o r  c r o s s - i n d u s t r y  w a g e  s tu d y  p u r p o s e s ,  tool and  d ie  m a k e r s  in to o l  and  die jo b b in g  
s h o p s  a r e  ex c l u d e d  f r o m  th i s  c l a s s i f i c a t i o n .

CUSTODIAL AND MATERIAL MOVEMENT

G U A R D  A N D  W A TC H M A N

G u a r d . P e r f o r m s  rout in e  p o l i c e  d u t i e s ,  e i th e r  a t f ix ed  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  f o r c e  w h e r e  n e c e s s a r y .  I n c lu d e s  g a t e m e n  who a r e  s t a t io n e d  at ga te  and 
c h ec k  on identi ty  of e m p l o y e e s  and o th er  p e r s o n s  e n t e r i n g .

W a tc h m a n . M a k e s  r o u n d s  of p r e m i s e s  p e r i o d i c a l l y  in p r o t e c t in g  p r o p e r t y  a g a i n s t  f i r e ,  
th e f t,  and  i l l e g a l  en try .

J A N I T O R ,  P O R T E R ,  OR C L E A N E R

( S w e e p e r ;  c h a r w o m a n ;  j a n i t r e s s )

C l e a n s  and  k e e p s  in an  o r d e r l y  condi tion  f a c t o r y  w o r k in g  a r e a s  and w a s h r o o m s ,  or 
p r e m i s e s  of an  o f f i c e ,  a p a r t m e n t  h o u s e ,  o r  c o m m e r c i a l  o r  o th e r  e s t a b l i s h m e n t .  D u t i e s  invo lve 
a  c o m b in a t io n  of the fo l lo 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 ,  and  p o l i s h i n g  f l o o r s ;  r e m o v in g
c h i p s ,  t r a s h ,  and o th er  r e f u s e ;  d u s t in g  e q u ip m e n t ,  f u r n i t u r e ,  o r  f i x t u r e s ;  p o l i s h i n g  m e t a l  f i x t u r e s  
or t r i m m i n g s ;  p r o v id in g  s u p p l i e s  and m i n o r  m a in te n a n c e  s e r v i c e s ;  and  c l e 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 r k e r s  who s p e c i a l i z e  in window w a sh in g  a r e  e x c l u d e d .

L A B O R E R ,  M A T E R I A L  H A N D L IN 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 l v e r ;  t r u c k e r ;  s t o c k m a n  o r  s t o c k  h e l p e r ;  w a r e ­
h o u s e m a n  o r  w a r e h o u s e  h e lp e r )

A w o r k e r  e m p l o y e d  in a  w a r e h o u s e ,  m a n u f a c t u r i n g  p l a n t ,  s t o r e ,  o r  o th er  e s t a b l i s h m e n t  
w h ose  d u t ie s  in vo lve one or- m o r e  of the fo l l o w i n g : L o a d i n g  and u n lo a d in g  v a r i o u s  m a t e r i a l s  and
m e r c h a n d i s 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 i n g  d e v i c e s ;  u n p a c k in g ,  sh e lv in g ,  
o r p l a c in g  m a t e r i a l s  o r  m e r c h a n d i s e  in p r o p e r  s t o r a g e  lo c a t i o n ;  and  t r a n s p o r t i n g  m a t e r i a l s  o r 
m e r c h a n d i s e  by  h a n d t r u c k ,  c a r ,  o r  w h e e lb a r r o w .  L o n g s h o r e m e n ,  who lo a d  and  un lo ad  sh i p s  a r e  
excluded.

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

(O r d e r  p i c k e r ;  s t o c k  s e l e c t o r ;  w a r e h o u s e  s t o c k m a n )

F i l l s  sh ipp ing  or t r a n s f e r  o r d e r s  f o r  f in i s h 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 i s e  in a c c o r d ­
a n c e  with s p e c i f i c a t i o 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  i n s t r u c t i o n s .  M a y ,  in a d d i t i o n  
to f i l l i ng  o r d e r s  and in d ic a t in g  i t e m s  f i l l e d  o r  o m i t t e d ,  k e e p  r e c o r d s  of outgo in g o r d e r s ,  r e q u i ­
s i t i o n  ad d i t io n a l  s t o c k  o r  r e p o r t  s h o r t  s u p p l i e s  to  s u p e r v i s o r ,  and  p e r f o r m  o th er  r e l a t e d  d u t ie s .

P A C K E R ,  S H I P P I N G

P r e p a r e s  f in i sh e d  p r o d u c t s  fo r  sh ip m e n t  o r  s t o r a g e  by p l a c in g  th e m  in sh ipp in g  c o n ­
t a i n e r s ,  the s p e c i f i c  o p e r a t i o n s  p e r f o r m e d  b e in g  d epen den t upon  the ty p e ,  s i z e ,  and n u m b e r  of 
unit s to be p a c k e d ,  the type of c o n ta i n e r  e m p l o y e d ,  and  m e th o d  of sh i p m e n t .  Work  r e q u i r e s  the 
p l a c in g  of i t e m s  in sh ipp ing  c o n t a i n e r s  and  m a y  in vo lve  one o r  m o r e  of the f o l lo w in g : K n o w l­
ed ge  of v a r i o u s  i t e m s  of s t o c k  in o r d e r  to v e r i f y  content;  s e l e c t i o n  of a p p r o p r i a t e  ty pe  and  s i z e  
of c o n ta in e r ;  in s e r t in g  e n c l o s u r e s  in c o n ta i n e r ;  u s in g  e x c e l s i o r  o r  o th er  m a t e r i a 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 l o s in g  and  s e a l i n g  c o n ta i n e r ;  and  app ly in g  l a b e l s  o r  e n te r in g  id enti fy in g  
d a ta  on co ntainer. - P a c k e r s  who a l s o  m a k e  w o o d en  b o x e s  or c r a t e s  a r e  e x c lu d e d .

S H I P P I N G  A N D  R E C E I V I N G  C L E R K

P r e p a r e s  m e r c h a n d i s e  f o r  sh i p m e n t ,  o r  r e c e i v e s  and  i s  r e s p o n s i b l e  f o r  in c o m in g  s h i p ­
m e n t s  of  m e r c h a n d i s e  o r  o th er  m a t e r i a l s .  S h ip p in g  w o r k  i n v o l v e s : A kn ow led g e  of sh ipping
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 l a b l e  m e a n s  of t r a n s p o r t a t i o n ,  and r a t e ;  and  p r e p a r i n g  r e c ­
o r d s  of  the g o o d s  sh i p p e d ,  m a k i n g  up b i l l s  of l a d in g ,  p o s t in g  wei gh 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  of sh ip p in g  r e c o r d s .  M a y  d i r e c t  o r  a s s i s t  in p r e p a r i n g  the m e r c h a n d i s e  f o r  s h i p ­
m e n t .  R e c e i v i n g  w o r k  i n v o l v e s : V e r i f y i n g  o r  d i r e c t i n g  o t h e r s  in v e r i f y in g  the c o r r e c t n e s s  of
sh i p m e n t s  a g a i n s t  b i l l s  o f  l a d i n g ,  i n v o i c e s ,  o r  o th er  r e c o r d s ;  c h ec k in g  f o r  s h o r t a g e s  and  r e j e c t i n g  
d a m a g e d  g o o d s ;  r o u t in g  m e r c h a n d i s e  or m a t e r i a l s  to  p r o p e r  d e p a r t m e n t s ;  and m a in ta in in g  n e c e s ­
s a r y  r e c o r d s  and  f i l e s .

F o r  w a g e  s tu 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  f o l lo w s :

R e c e i v i n g  c l e r k  
S h ipp in g  c l e r k
S h ipp in g  and  r e c e i v i n g  c l e r k

T R U C K D R I V E R

D r i v e s  a  t r u c k  with in  a  c it y  o r  in d u s t r i a 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 i s e ,  
e q u ip m e n t ,  o r  m e n  b e t w e e n  v a r i o u s  t y p e s  of e s t a b l i s h m e n t s  s u c h  a s :  M a n u f a c tu r i n g  p l a n t s ,  f r e i g h t
d e p o t s ,  w a r e h o u s e s ,  w h o l e s a l e  and  r e t a i l  e s t a b l i s h m e n t s ,  o r  b e tw e en  r e t a i l  e s t a b l i s h m e n t s  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 i n e s s .  M a y  a l s o  lo a d  o r  un lo ad  t r u c k  with o r  without  h e l p e r s ,  
m a k e  m i n o r  m e c h a n i c a l  r e p a i r s ,  and  k e e p  t r u c k  in go o d  w o r k in g  o r d e r .  D r i v e r - s a l e s m e n  and 
o v e r - t h e - r o a d  d r i v e r s  a r e  e x c l u d e d .

F o r  w a g e  s tu d y  p u r p o s e s ,  t r u c k d r i v e r s  a r e  c l a s s i f i e d  by  s i z e  and  ty pe  of e q u ipm en t ,  
a s  fo l l o w s :  ( T r a c t o r - t r a i l e r  sh ou ld  be r a t e d  on the b a s i s  of t r a i l e r  c a p a c i t y . )

T r u c k d r i v 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 t e l y )  
T r u c k d r i v e r ,  l ight (under  lV2 tons )
T r u c k d r i v e r ,  m e d iu m  (1 V2 to  and  in c lu d in g  4 to ns )  
T r u c k d r i v e r ,  h e a v y  ( o v e r  4 t o n s ,  t r a i l e r  type) 
T r u c k d r i v e r ,  h e a 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 ,  P O W E R

O p e r a t e s  a  m a n u a l ly  c o n t r o l l e d  g a s o l i n e -  or e l e c t r i c - 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  and m a t e r i a l s  o f  a l l  k ind s  about a  w a r e h o u s e ,  m a n u f a c t u r i n g  p lant,  o r  o th er  
e s t a b l i s h m e n t .

F o r  w a g e  s t u 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  type of t r u c k ,  a s  fo l lo w s :

T r u c k e r ,  p o w e r  (fork l if t)
T r u c k e r ,  po w er  (o th er  th an  fo rk l i f t )
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A va i la b le  O n  R e q u e s t ----

T h e  ninth annual  r e p o r t  on s a l a r i e s  f o r  a c c o u n t a n t s ,  a u d i t o r s ,  a t ­
t o r n e y s ,  c h e m i s t s ,  e n g i n e e r s ,  e n g in e e r in g  t e c h n i c i a n s ,  d r a f t s m e n ,  
t r a c e r s ,  jo b  a n a l y s t s ,  d i r e c t o r s  of  p e r s o n n e l ,  m a n a g e r s  of  o f f i ce  
s e r v i c e s ,  b u y e r s ,  and c l e r i c a l  e m p l o y e e s .

O r d e r  a s  B L S  B u l l e t in  1617,  N a t io n a l  S u r v e y  of  P r o f e s s i o n a l ,  A d ­
m i n i s t r a t i v e ,  T e c h n i c a l ,  and C l e r i c a l  P a y ,  J u n e  196£h S e v e n t y - f i v e  
c e n t s  a  copy.
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Area Wage Surveys

A  l i s t  of  the l a t e s t  a v a i l a b le  bu l le t in s  i s  p r e se n t e d  below. A  d i r e c t o r y  of a r e a  wage s tu d ie s  including m o r e  l im i te d  s tu d ie s  conducted  a t  the 
r e q u e s t  o f  the Wage and Hour and Public  C o n t r a c t s  D iv is io n s  o f  the D ep ar tm e n t  o f  L a b o r  i s  a v a i l a b le  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 Super in tendent  o f  D o c u m e n ts ,  U .S .  G ov 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 ic 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  num ber 

and p r ic e A r e a
Bulle t in  num ber 

and p r ic e

A kro n,  Ohio, Ju ly  1 9 6 8 ___
Albany—Sch en ec tad y —T r o y ,  N. Y. , A p r .  1 9 6 8 * _________
A lb u q u erqu e ,  N. M ex.  , A p r .  1968 1 ------- ------------------
Allentown—B eth leh em —E a s to n ,  P a . —N. J .  ,

Ju n e  1968 1.
A t lan ta ,  Ga. , M ay  1968 l -_
B a l t i m o r e ,  Md. , Se p t .  1968 1
Beau m on t—P o r t  A r th u r—O ran g e ,  T e x . ,  May 1968 1 
B ingh am ton ,  N. Y. , Ju ly  196 8 * .
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 *.
B o s to n ,  M a s s . ,  Sept .  1 9 6 8 1 
B u ffa lo ,  N. Y. , Nov. 1968 l.
Bu rl ing to n ,  Vt.  , M a r .  1968.
Canton, Ohio, Ju n e  1968 1-------
C h a r le s to n ,  W. Va.  , A p r .  1 9 6 8 l —
C h ar lo t te ,  N. C . , A p r .  1968 1_
C h at ta n o o ga , T e n n .—Ga. , Sep t .  1968 l „
C h ic a go ,  111., A p r .  1 9 6 8 ----------------------------
C inc innati ,  O h io -K y .—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. 1 9 6 8 1 
D a l l a s ,  T e x . ,  Nov. 1968 1 —
D avenport—R o c k  Is lan d —M oline ,  Iowa—111. ,

Dayton, Ohio, J a n .  1 9 6 9 * ------------------------
D en v er ,  C o l o . ,  D ec .  1968-----------------------------------------
D es  M o in es ,  Iowa, F e b .  1 9 6 8 * _________________________
D etro it ,  M ic h . ,  J a n .  1 9 6 9 1 —
F o r t  Worth, T ex .  , Nov. 1968 l.
G re e n  B ay ,  Wis.  , Ju ly  1968 *,
G r e e n v i l le ,  S . C . ,  May 1 9 6 8 * .
Houston, T e x . ,  Ju n e  1968 1 ____
In d ian apo lis ,  In d . ,  D ec .  19681.
J a c k s o n ,  M i s s . ,  F e b .  1 9 6 9 l .
J a c k s o n v i l l e ,  F l a .  , J a n .  1969_i«
K a n s a s  C ity ,  M o .— K a n s . , Sept .  1968 1 —
L a w re n c e —H a v e rh i l l ,  M a s s . —N. H. , Ju n e  1 9 6 8 * ___
L itt le  R ock—N orth  L i t t le  R ock ,  A r k . ,  Ju ly  1968 1— 
L o s  A n g e le s—L on g  B e a c h  and An aheim —Santa  A n a -

G ard 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 ,  Ky. —I n d . , Nov. 1968____________________
Lubbo ck ,  T e x .  , M a r .  1969----
M a n c h e s te r ,  N. H. , Ju ly  1968 1.
M em p h is ,  T e n n .—A r k . , Nov. 1968-------
M iam i ,  F l a . ,  D ec .  1968 * _____________—
Midland and O d e s s a ,  T ex .  , M a r .  1969___
M ilw aukee, W is.  , A p r .  1968__________

1575-84 ,
1575-68 ,
1575-58 ,

1575-86 ,
1575-71 ,
1625-8 ,
1575-75 ,
1625-3 ,
1575-59 ,
1625-6 ,
1625-15 ,
1625-35 ,
1575-48 ,
1575-65 ,
1575-63 ,
1575-57 ,
1625-14 ,
1575-81 ,
1575-62 ,
1625-19 ,
1625-24 ,
1625-28 ,

1625-16 ,
1625-42 ,
1625-39 ,
1575-52 ,
1625-58 ,
1625-27 ,
1625-7 ,
1575-66 ,
1575-82 ,
1625-40 ,
1625-45 ,
1625-37 ,
1625-17 ,
1575-74 ,
1625-11 ,

1575-64 ,
1625-33 ,
1625-53 ,
1625-4 ,
1625-30 ,
1625-29 ,
1625-49 ,
1575-67 ,

35 cen ts  
30 cen ts  
30 c en ts

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

30 c e n ts  
35 cen ts  
30 c en ts  
30 cen ts  
50 c en ts  
35 c en ts  
35 c en ts  
30 cen ts  
45 cen ts  
35 cen ts  
35 c en ts  
35 c en ts  
45 cents  
30 c en ts  
35 c en ts

30 c en ts  
30 c en ts  
30 c en ts  
35 cen ts  
30 cents  
35 cen ts  
25 cen ts  
30 cen ts

M in n e ap o l is—St .  P au l ,  M in n . ,  J a n .  1 9 6 9 -------------------  1625-47 ,  3 5 c e n ts
M uskegon—M u sk egon  H e igh ts ,  M ic h . ,  May 1 9 6 8 * _____  1575-60 ,  30 cen ts
N e w a rk  and J e r s e y  City ,  N. J . , J a n .  1969------------------  1625-46 ,  40 cen ts
New Haven, C o n n . ,  J a n .  1969___________________________ 1625-38 ,  30 cen ts
New O r le a n s ,  L a . ,  F e b .  1969 1________________________  1625-51 ,  35 cen ts
New Y ork ,  N. Y . , A p r .  1 9 6 8 ____________________________ 1575-78 ,  50 c en ts
N orfo lk—P o r t sm o u th  and N ewport N ew s—

Hampton, Va. , Ju n e  1 9 6 8 _____________________________  1575-85 ,  30 c en ts
Oklahom a C ity ,  O kla.  , Ju ly  1 9 6 8 ------------------------------  1625-9 ,  30 cen ts
O m aha,  N e b r . —Iowa, Oct. 1968 1 _______________________ 1625-26 ,  35 cents
P a te r s o n —C l i f t o n - P a s s a i c ,  N. J . , M ay 1 9 6 8 * _________  1575-83 ,  40 cen ts
P h i lad e lp h ia ,  P a . —N. J .  , Nov. 1968---------------------------  1625-48 ,  50 cents
Phoenix ,  A r i z .  , M a r .  1 9 6 8 * _______________________-____ 1575-55 ,  30 cen ts
P i t t sb u rg h ,  P a .  , J a n .  1969_____________________________  1625-59 ,  35 c en ts
P o r t lan d ,  M aine,  Nov. 1 9 6 8 ____________________________ 1625-20 ,  30 cen ts
P o r t lan d ,  O r e g . —W a s h . , May 1 9 6 8 * ___________________  1575-80 ,  40 c en ts
P r o v id e n c e —Paw tucket—W arw ick, R. I . —M a s s .  ,

May 1 9 6 8 _____________________________________ -_____ ____ 1575-61 ,  30 c en ts
R a le igh ,  N. C. , A u g.  1968 1 ____________________________  1625-13 ,  35 c en ts
R ichm ond , V a . , Nov. 1967 1 ________________ ___________  1575-27 ,  25 cen ts
R o c h e s t e r ,  N .Y .  (o f f ice  o c c u p a t io n s  only), Ju ly  1968 1_ 1625-2 ,  35 cen ts
R o c k fo rd ,  111., May 1 9 6 8 * ______________________________  1575-70 ,  30 c en ts
St .  L o u i s ,  M o .—111., J a n .  1968_________________________  1575-39 ,  30 cen ts
S a l t  L a k e  C ity ,  Utah, D ec .  1 9 6 8 _______________________  1625-36 ,  30 cen ts
S an  Antonio, T e x .  , Ju n e  1968___________________________  1575-69 ,  30 c en ts
San  B e r n a rd in o —R i v e r s i d e —O n tar io ,  C a l i f .  ,

Oct. 1968 1______________________________________________  1625-25 ,  40 cents
S an  D iego ,  C a l i f . ,  Nov. 1 9 6 8 ___________________________  1625-32 ,  30 cen ts
San  F r a n c i s c o —Oakland, C a l i f .  , Oct. 1968_____________ 1625-44 ,  35 cen ts
S an  J o s e ,  C a l i f . ,  Sept.  1 9 6 8 ____________________________ 1625-21 ,  30 cents
Savannah,  Ga. , May 1968 1 _____________________________  1575-73 ,  30 cen ts
S cran to n ,  P a . ,  Ju ly  1 9 6 8 1______________________________  1625-12 ,  35 c en ts
S e a t t le —E v e r e t t ,  W a s h . ,  Nov. 1968 1 __________ _______  1625-43 ,  35 cents
S iou x  F a l l s ,  S.  Dak. , Oct. 1968 1 ______________________  1625-23 ,  30 cents
South Bend, In d . ,  M a r .  1968 1__________________________  1575-56 ,  30 cen ts
Spokane ,  W a s h . ,  June 1 9 6 8 _____________________________ 1575-79 ,  30 cen ts
S y r a c u s e ,  N. Y. , Ju ly  1968 1 ____________________________  1625-5 ,  35 c en ts
T a m p a —St. P e t e r s b u r g ,  F l a . ,  Aug. 1 9 6 8 ______________  1625-10 ,  30 cen ts
To ledo ,  Ohio—Mich. , F e b .  1969 1_______________________ 1625-57 ,  35 c en ts
Trenton ,  N. J . , Oct. 1968 1_____________________________  1625-18 ,  35 cents
U tica—R o m e ,  N. Y. , Ju ly  1 9 6 8 * --------------------------------- 1625-1 ,  35 cen ts
W ashington, D. C . —M d .—V a. , Sept .  1 9 6 8 ______________  1625-22 ,  35 cen ts
W aterbu ry ,  Conn. , M a r .  1969___________________ — ____  1625-50 ,  30 c en ts
W ater loo ,  Iowa, Nov. 1968 1_______________________ ____ 1625-31 ,  35 cents
Wichita, K a n s .  , D ec .  1968_____________________________  1625-41 ,  30 cen ts
W o r c e s te r ,  M a s s . ,  Ju n e  1 9 6 8 1 ________________________  1575-76 ,  30 c en ts
Y ork ,  P a . ,  F e b .  1969___________________________________  1625-52 ,  30 c en ts
Y ou ngstow n^W arren ,  Ohio, Nov. 1968_________________ 1625-34 ,  30 cents

l Data on establishment practices and supplementary wage provisions are also presented.
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U.S. DEPARTMENT OF LABOR 
BUREAU OF LABOR STATISTICS  

WASHINGTON, D .C . 20212

O F F I C I A L  B U S I N E S S
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