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Preface

The B u re a u  of L a b o r  S t a t i s t i c s  p ro g ra m  of annual 
occu p atio n a l w age su rv e y s  in m e tro p o lita n  a r e a s  i s  d e 
sign ed  to p ro v id e  d a ta  on occu p atio n a l e a rn in g s , and e s t a b 
lish m e n t p r a c t ic e s  and su p p lem en ta ry  w age p r o v is io n s . It 
y ie ld s  d e ta ile d  d a ta  by se le c te d  in d u stry  d iv is io n  fo r each  
of the a r e a s  stu d ied , fo r  ge o g ra p h ic  r e g io n s , and fo r  the 
U nited S ta te s .  A m a jo r  c o n s id e ra t io n  in the p ro g ra m  is  
the n eed  fo r  g r e a te r  in s igh t into (1) the m ovem en t of w a g e s 
by occu p atio n a l c a te g o ry  and sk i l l  le v e l, and (2) the s t r u c 
tu re  and le v e l of w a g e s  am ong a r e a s  and in d u stry  d iv is io n s .

At the end of each  su rv e y , an in d iv id u al a r e a  b u l
le tin  p r e s e n ts  su rv e y  r e s u lt s  fo r  each  a r e a  stu d ied . A fte r 
co m p le tion  of a l l  of the in d iv id u al a r e a  b u lle tin s fo r  a 
round of su r v e y s , a  tw o -p art  su m m a ry  b u lle tin  i s  i s su e d . 
The f i r s t  p a r t  b r in g s  d a ta  fo r  each  of the m e tro p o litan  
a r e a s  stu d ied  into one b u lle tin . The secon d  p a r t  p r e s e n ts  
in fo rm atio n  w hich h a s been  p ro je c te d  fro m  in d iv id u al m e t
ro p o litan  a r e a  d a ta  to r e la te  to g e o g ra p h ic  re g io n s  and the 
U nited S ta te s .

N inety  a r e a s  c u rre n tly  a r e  in c lu ded  in the p r o 
g ra m . In each  a r e a ,  in fo rm atio n  on occu p atio n a l e a rn in g s 
i s  c o lle c te d  ann u ally  and on e s ta b lish m e n t p r a c t ic e s  and 
su p p lem en ta ry  w age p ro v is io n s  b ien n ia lly .

T h is b u lle tin  p r e s e n ts  r e s u lt s  of the su rv e y  in 
A lbu qu erqu e, N. M e x ., in A p r il  1969. The S ta n d ard  M e tro 
p o litan  S t a t i s t ic a l  A re a , a s  defin ed  by the B u re a u  of the 
B u d get through J a n u a r y  1968, c o n s is t s  of B e r n a l i l lo  County. 
T h is study w a s conducted  by  the B u r e a u 's  re g io n a l o ffice  
in D a lla s , T e x ., under the g e n e ra l d ire c t io n  of B oyd  B . 
O 'N e a l, A s s i s t a n t  R e g io n a l D ire c to r  fo r  O p e ra tio n s .
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n um ber stu d ied ____________________________________________________  2

2. In dexes of s ta n d a rd  w eek ly  s a l a r i e s  and str a ig h t- t im e
h o u rly  e a rn in g s  fo r  s e le c te d  o ccu p atio n al g ro u p s , and
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N O T E : S im ila r  tab u la tio n s a re  a v a ila b le  fo r  other
a r e a s .  (See in s id e  b ack  c o v e r .)

A  c u rre n t  re p o r t  on e a rn in g s  in the A lbuquerque a r e a  
i s  a lso  a v a ila b le  fo r  se le c te d  food se r v ic e  o ccu p atio n s 
(A p ril 1969). Union s c a le s ,  in d icativ e  of p re v a ilin g  p ay  
le v e ls ,  a r e  a v a ila b le  fo r  bu ild in g co n stru c tio n ; p rin tin g ; 
lo c a l- t r a n s it  o p era tin g  e m p lo y e e s ; and m o to rtru c k  d r iv e r s ,  
h e lp e r s ,  and a l lie d  o ccu p atio n s.

iii

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



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



Area Wage Survey----

The Albuquerque, N. Mex., Metropolitan Area
Introduction

T h is a r e a  i s  1 of 90 in which the U .S . D ep artm en t of L a b o r 's  
B u re au  of L a b o r  S t a t i s t ic s  conducts su rv e y s  of occu p atio n al e a rn in g s 
and re la te d  b en e fits  on an  are aw id e  b a s i s . 1

T h is b u lle tin  p re se n ts  cu rre n t occu p atio n al em ploym en t and 
e a rn in g s in fo rm atio n  obtained la r g e ly  by m a il fro m  the e s ta b lish m e n ts  
v is ite d  by B u re au  fie ld  e c o n o m ists  in the l a s t  p rev io u s su rv e y  fo r  
o ccu p atio n s re p o r te d  in that e a r l ie r  study . P e r so n a l  v i s i t s  w ere  m ade 
to n on resp on den ts and to th ose  re sp o n d en ts re p o r tin g  u n u su al ch anges 
s in ce  the p re v io u s su rv e y .

In each  a r e a ,  d ata  a r e  obtained fro m  re p re se n ta t iv e  e s t a b 
lish m e n ts w ithin s ix  b ro a d  in d u stry  d iv is io n s : M an ufactu rin g ; t r a n s 
p o rta tio n , com m u n ication , and other p ub lic  u t i l it ie s ;  w h o le sa le  t ra d e ; 
r e ta i l  t ra d e ; fin an ce , in su ra n c e , and r e a l  e s ta te ; and s e r v ic e s .  M a jo r 
in d u stry  g ro u p s exc lu d ed  fro m  th e se  s tu d ie s  a r e  govern m en t o p e r a 
tio n s and the co n stru c tio n  and e x tra c t iv e  in d u s tr ie s . E s ta b lish m e n ts  
having few er than a  p r e s c r ib e d  num ber of w o rk e rs  a r e  om itted  b e c a u se  
they tend to fu rn ish  in su ffic ie n t em ploym ent in the occu p atio n s stu d ied  
to w a rra n t in c lu sio n . S e p a ra te  tab u la tio n s a re  p ro v id ed  fo r  each  of 
the b ro a d  in d u stry  d iv is io n s  w hich m eet p u b lication  c r i t e r ia .

T h e se  su rv e y s  a re  conducted on a  sa m p le  b a s i s  b e c a u se  of 
the u n n e c e ssa ry  co st  invo lved in  su rv e y in g  a l l  e s ta b lish m e n ts . To 
obtain  optim um  a c c u ra c y  a t m in im um  c o st , a  g r e a te r  p ro p o rtio n  of 
la rg e  than of sm a ll  e s ta b lish m e n ts  i s  stu d ied . In com bining the d a ta , 
h o w ev er, a l l  e s ta b lish m e n ts  a r e  g iven  th e ir  a p p ro p r ia te  w eight. E s 
t im a te s  b a se d  on the e s ta b lish m e n ts  stu d ied  a r e  p re se n te d , th e re fo r e , 
a s  re la t in g  to a l l  e s ta b lish m e n ts  in the in d u stry  group in g and a r e a ,  
excep t fo r  th o se  below  the m in im um  s iz e  stu d ied .
O ccup ation s and E a rn in g s

The occu p atio n s se le c te d  fo r  stu dy  a re  com m on to a  v a r ie ty  
of m an u factu rin g  and n onm anu facturing in d u s tr ie s , and a r e  of the fo l
low ing ty p e s : (1) O ffice  c le r ic a l ;  (2) p r o fe s s io n a l  and tec h n ica l; (3)
m ain ten an ce and pow erplan t; and (4) cu sto d ia l and m a te r ia l  m ovem en t. 
O ccup ation al c la s s if ic a t io n  i s  b a se d  on a  u n ifo rm  se t  of job  d e s c r ip 
tio n s d e sig n ed  to  take  accoun t of in te re s ta b lish m e n t v a r ia t io n  in du tie s 
w ithin  the sa m e  jo b . The occu p atio n s se le c te d  fo r  study  a re  l is te d  
and d e sc r ib e d  in  the appen dix . The e a rn in g s  d a ta  fo llow ing the job  
t it le s  a r e  fo r  a l l  in d u s tr ie s  com bined. E a rn in g s  d ata  fo r  so m e of the 
occu p atio n s l is te d  and d e sc r ib e d , o r fo r  so m e in d u stry  d iv is io n s  w ithin  
o c cu p a tio n s , a r e  not p re se n te d  in the A - s e r i e s  ta b le s  b e c a u se  e ith e r 
(1) em ploym en t in the occup ation  i s  too sm a ll  to p rov ide  enough data

1 Included in  the 90 areas are four studies conducted under contract with the New York State 
D epartm ent o f Labor. These areas are Binghamton (New York portion only); Rochester (o ffice  occu
pations only); Syracuse; and U tica—Rom e. In addition, the Bureau conducts more lim ited  area studies 
in 91 areas a t the request o f the Wage and Hour and Public Contracts Divisions of the U .S . D e
partm ent o f Labor.

to m e r it  p re se n ta tio n , or (2) th e re  is  p o s s ib il ity  of d is c lo su r e  of 
ind iv idual e sta b lish m e n t d ata .

O ccup ation al em ploym ent and e a rn in g s d ata  a re  shown fo r 
fu ll- tim e  w o r k e r s , i .e . ,  th ose  h ire d  to w ork  a re g u la r  w eek ly  sch edu le  
in the given  occu p atio n al c la s s if ic a t io n . E a rn in g s  data  exclude p r e 
m iu m  pay  fo r  o v ertim e  and fo r  w ork  on w eek en ds, h o lid a y s , and la te  
sh ift s . N onproduction  b o n u ses a r e  exc lu d ed , but c o s t-o f- l iv in g  a llo w 
a n c es and incentive e a rn in g s a r e  included. W here w eek ly  h o u rs a re  
re p o r te d , a s  fo r  o ffice  c le r ic a l  o c cu p atio n s , r e fe re n c e  i s  to the sta n d 
a rd  w orkw eek (rounded to the n e a re s t  h a lf hour) fo r  w hich em p lo y ees 
re c e iv e  th e ir  r e g u la r  s tra ig h t- t im e  s a l a r i e s  (e x c lu siv 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 t e s ) .  A v e rag e  w eek ly  earn in g s 
fo r  th e se  o ccu p atio n s have been  rounded to  the n e a r e s t  h a lf d o lla r .

The a v e r a g e s  p re se n te d  re f le c t  c o m p o site , a re aw id e  e s t i 
m a te s . In d u str ie s  and e s ta b lish m e n ts  d iffe r  in pay  le v e l and job  
sta ffin g  and, th u s, contribute d iffe re n tly  to the e s t im a te s  fo r  each  jo b . 
The p ay  re la tio n sh ip  obtain ab le  fro m  the a v e r a g e s  m ay  fa i l  to r e f le c t  
a c c u ra te ly  the w age sp re a d  or d iffe re n tia l  m ain ta in ed  am on g jo b s  in 
in d iv idual e s ta b lish m e n ts . S im ila r ly , d if fe re n c e s  in a v e ra g e  p ay  le v e ls  
fo r  m en  and w om en in any of the se le c te d  occu p atio n s should  not be 
a ssu m e d  to r e f le c t  d if fe re n c e s  in pay  tre atm en t of the se x e s  within 
in d iv idual e s ta b lish m e n ts . O ther p o ss ib le  fa c to r s  w hich m ay  co n tr ib 
ute to d if fe re n c e s  in pay  fo r m en  and w om en inclu de : D iffe re n c e s  in
p r o g r e s s io n  w ithin  e s ta b lish e d  ra te  r a n g e s ,  s in ce  only the ac tu a l r a te s  
p aid  incum bents a r e  co lle c ted ; and d iffe re n c e s  in sp e c if ic  d u tie s p e r 
fo rm e d , although the w o rk e rs  a r e  c la s s i f ie d  a p p ro p r ia te ly  w ithin the 
sa m e  su rv e y  jo b  d e sc r ip t io n . Jo b  d e sc r ip t io n s  u se d  in c la s s ify in g  e m 
p lo y e e s in th e se  su rv e y s  a r e  u su a lly  m o re  g e n e ra liz e d  than th ose  u sed  
in in d iv idual e s ta b lish m e n ts  and allow  fo r  m in or d if fe re n c e s  am ong 
e s ta b lish m e n ts  in the sp e c if ic  d u tie s p e r fo rm e d .

O ccup ation al em ploym en t e s t im a te s  re p re se n t  the to ta l in a ll  
e s ta b lish m e n ts  w ithin  the sco p e  of the study  and not the num ber a c tu 
a lly  su rv e y e d . B e c a u se  of d if fe re n c e s  in o ccu p atio n al s tru c tu re  am ong 
e s ta b lish m e n ts , the e stim ate s o f occupational em ploym en t obtained from  
the sa m p le  of e s ta b lish m e n ts  stu d ied  se r v e  only to in d icate  the re la t iv e  
im p o rtan ce  of the jo b s  stu d ied . T h e se  d if fe re n c e s  in  occu p atio n al 
s tru c tu re  do not a ffe c t  m a te r ia l ly  the a c c u ra c y  of the earn in g s data .

E sta b lish m e n t P r a c t ic e s  and Su p p lem en tary  W age P r o v is io n s

T ab u la tio n s on se le c te d  e s ta b lish m e n t p r a c t ic e s  and su p p le 
m e n ta ry  w age p ro v is io n s  ( B - s e r i e s  ta b le s )  a r e  not p re se n te d  in th is 
bu lle tin . In fo rm atio n  fo r th e se  tab u la tio n s i s  co lle c ted  b ien n ia lly . 
T h ese  tab u la tio n s on m in im um  en tran ce  s a l a r i e s  fo r  in e x p e rie n ced  
w om en o ffice  w o rk e r s ; sh ift d if fe re n t ia ls ; sch ed u led  w eek ly  h o u rs ; paid  
h o lid a y s ; p a id  v a c a t io n s ; and h ea lth , in su ra n c e , and p en sion  p lan s a re  
p re se n te d  (in the B - s e r i e s  ta b le s)  in p re v io u s b u lle tin s fo r  .this a r e a .

1
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T a b le  1. E s t a b l i s h m e n t s  and  W o r k e r s  W ithin S c o p e  o f S u r v e y  an d  N u m b e r  S tu d ie d  in  A lb u q u e r q u e , N . M e x . , 1
by M a jo r  In d u str y  D i v i s i o n ,2 A p r i l  1969

In d u str y  d iv i s io n

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

m e n ts  in  sc o p e  
o f  stu d y

N u m b e r  o f  e s t a b l i s h m e n t s W o r k e r s  in  e s t a b l i s h m e n t s

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

W ithin  sc o p e  o f  s t u d y 4

S tu d ie d
N u m b e r P e r c e n t

A ll  d iv i s i o n s ___________________________________ 157 90 3 0 ,7 0 0 100 2 4 ,8 0 0

M a n u fa c tu r in g ------------------------------------  ------------ 50 30 24 5 ,5 0 0 18 4 , 880
N o n m a n u fa c tu r in g __________________________________ - 127 66 2 5 ,2 0 0 82 1 9 ,9 2 0

T r a n s p o r t a t io n ,  c o m m u n ic a t io n ,  an d
o th e r  p u b lic  u t i l i t i e s 5________________________ 50 17 13 4 ,9 0 0 16 4 ,6 5 0

W h o le sa le  t r a d e  6_______________________________ 50 13 8 1, 100 4 760
R e t a i l  t r a d e  6 ____________________________________ 50 55 25 7 ,1 0 0 23 4 ,4 3 0
F in a n c e ,  in s u r a n c e ,  a n d  r e a l  e s t a t e 6_______ 50 18 7 2 ,4 0 0 8 1, 360
S e r v i c e s  6 7______________________________________ 50 24 13 9 ,7 0 0 31 8 ,7 2 0

1 T h e  A lb u q u e r q u e  S ta n d a r d  M e tr o p o l it a n  S t a t i s t i c a l  A r e a ,  a s  d e f in e d  b y  the B u r e a u  o f  the B u d g e t  th ro u g h  J a n u a r y  1 9 6 8 , c o n s i s t s  o f  B e r n a l i l l o  
C o u n ty . T h e  " w o r k e r s  w ith in  s c o p e  o f  s t u d y "  e s t i m a t e s  sh ow n  in  th is  t a b le  p r o v id e  a  r e a s o n a b ly  a c c u r a t e  d e s c r ip t io n  o f  the s i z e  an d  c o m p o s it io n  
o f  th e  la b o r  f o r c e  in c lu d e d  in  th e s u r v e y .  T h e  e s t i m a t e s  a r e  n ot in te n d e d , h o w e v e r ,  to  s e r v e  a s  a  b a s i s  o f  c o m p a r i s o n  w ith  o th e r  e m p lo y m e n t in d e x e s  
f o r  th e a r e a  to  m e a s u r e  e m p lo y m e n t  t r e n d s  o r  l e v e l s  s in c e  ( 1 )  p la n n in g  o f  w a g e  s u r v e y s  r e q u i r e s  th e u s e  o f  e s t a b l i s h m e n t  d a ta  c o m p ile d  c o n s id e r a b ly  
in  a d v a n c e  o f  th e p a y r o l l  p e r io d  s t u d ie d ,  an d  ( 2 )  s m a l l  e s t a b l i s h m e n t s  a r e  e x c lu d e d  f r o m  th e s c o p e  o f  th e su r v e y .

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

in d u s t r ie s  a s  t r a d e ,  f in a n c e ,  a u to  r e p a i r  s e r v i c e ,  an d  m o tio n  p i c tu r e  t h e a t e r s  a r e  c o n s id e r e d  a s  1 e s t a b l i s h m e n t .
4 I n c lu d e s  a l l  w o r k e r s  in  a l l  e s t a b l i s h m e n t s  w ith  to ta l  e m p lo y m e n t (w ith in  th e a r e a )  a t  o r  a b o v e  th e m in im u m  l im it a t io n .
5 T a x i c a b s  a n d  s e r v i c e s  in c id e n ta l  to  w a te r  t r a n s p o r t a t io n  w e r e  e x c lu d e d . T h e  l o c a l - t r a n s i t  s y s t e m  in  th e A lb u q u e r q u e  a r e a  i s  m u n ic ip a lly  

o p e r a te d  a n d  i s  e x c lu d e d  b y  d e f in i t io n  f r o m  the s c o p e  o f  the s tu d y .
6 T h is  in d u s t r y  d iv i s io n  i s  r e p r e s e n t e d  in  e s t i m a t e s  fo r  " a l l  in d u s t r i e s "  an d  "n o n m a n u fa c tu r in g "  in  th e S e r i e s  A  t a b le s .  S e p a r a t e  p r e s e n t a t io n

o f  d a ta  f o r  th is  d iv i s io n  i s  n ot m a d e  fo r  o n e o r  m o r e  o f  th e fo llo w in g  r e a s o n s :  ( 1 )  E m p lo y m e n t  in  th e  d iv i s io n  i s  to o  s m a l l  to  p r o v id e  en ough  d a ta
to  m e r i t  s e p a r a t e  s tu d y ,  ( 2 )  th e  s a m p le  w a s  n o t d e s ig n e d  in i t i a l ly  to  p e r m i t  s e p a r a t e  p r e s e n t a t io n ,  ( 3 )  r e s p o n s e  w a s  in s u f f ic ie n t  o r  in a d e q u a te  to 
p e r m i t  s e p a r a t e  p r e s e n t a t io n ,  an d  ( 4 )  th e r e  i s  p o s s i b i l i t y  o f  d i s c lo s u r e  o f  in d iv id u a l e s t a b l i s h m e n t  d a ta .

7 H o te ls  a n d  m o t e l s ;  la u n d r ie s  an d  o th e r  p e r s o n a l  s e r v i c e s ;  b u s in e s s  s e r v i c e s ;  a u to m o b i le  r e p a i r ,  r e n t a l ,  and  p a r k in g ;  m o tio n  p i c t u r e s ;  n o n p ro fit  
m e m b e r s h ip  o r g a n iz a t io n s  (e x c lu d in g  r e l ig io u s  an d  c h a r i t a b le  o r g a n iz a t io n s ) ;  an d  e n g in e e r in g  an d  a r c h i t e c t u r a l  s e r v i c e s .

A lm o s t  o n e - s e v e n th  o f  the w o r k e r s  w ith in  s c o p e  o f  th e s u r v e y  in  th e A lb u q u e r q u e
a r e a  w e r e  e m p lo y e d  in  m a n u fa c tu r in g  f i r m s ,  
g r o u p s  an d  s p e c i f i c  in d u s t r ie s  a s  a  p e r c e n t  c

In d u str y  g r o u p s

F ood  and k in dred  p ro d u c ts_____ 29
S ton e, c la y , and g la s s

p r o d u c t s -------------------------------19
E le c t r ic a l  equipm ent and

su p p lie s____ ___________________13
L u m b er and wood p ro d u c ts_____ 11
P rin tin g  and p u b lish in g-----------  9

T h e  fo llo w in g  p r e s e n t s  th e  m a jo r  in d u s t r y  
a l l  m a n u fa c tu r in g :

S p e c i f i c  in d u s t r ie s

C o n c r e te ,  g y p su m  and
p l a s t e r  p r o d u c t s ________________ 17

B a k e r y  p r o d u c t s - _________________ 13
D a ir y  p r o d u c t s -------------------------  9
N e w s p a p e r s ______________________  9
S a w m il l s  an d  p la n in g  m i l l s _____ 9

T h is  in fo r m a t io n  i s  b a s e d  on e s t i m a t e s  o f  to ta l  e m p lo y m e n t d e r iv e d  f r o m  u n iv e r s e  
m a t e r i a l s  c o m p ile d  p r io r  to  a c tu a l  s u r v e y .  P r o p o r t io n s  in  v a r io u s  in d u s t r y  d iv i s io n s  m a y  
d i f f e r  f r o m  p r o p o r t io n s  b a s e d  on th e r e s u l t s  o f  the s u r v e y  a s  show n in  t a b le  1 a b o v e .
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Wage Trends for Selected Occupational Groups

P re se n te d  in tab le  2 a r e  in d exes and p e rc e n ta g e s  of change 
in a v e ra g e  s a l a r i e s  of o ffice  c le r ic a l  w o rk e rs  and in d u s tr ia l  n u r s e s ,  
and in  a v e ra g e  e a rn in g s of se le c te d  p lant w o rk er g ro u p s . The in d exes 
a r e  a  m e a su r e  of w age s a t  a  g iven  t im e , e x p r e s s e d  a s  a  p ercen t of 
w ages during the b a se  p e rio d  (date of the a r e a  su rv e y  conducted  
betw een  Ju ly  I960 and Ju n e  1961). S u b trac tin g  100 fro m  the index 
y ie ld s  the p e rc e n ta g e  change in  w age s fro m  the b a s e  p e r io d  to the 
date  of the in d ex . The p e rc e n ta g e s  of change o r  in c r e a s e  re la te  to 
w age ch an ges betw een  the in d icated  d a te s . T h ese  e s t im a te s  a r e  
m e a su r e s  of change in a v e r a g e s  fo r  the a r e a ;  they a r e  not intended 
to m e a su re  a v e ra g e  pay ch an ges in  the e s ta b lish m e n ts  in  the a r e a .
M ethod of C om puting

E a c h  of the se le c te d  key o ccu p atio n s w ithin an  o ccu p atio n al 
group  w as a s s ig n e d  a w eight b a se d  on i t s  p ro p o rtio n ate  em ploym en t 
in  the o ccu p atio n al g ro u p . T h ese  co n stan t w eights r e f le c t  b a se  y e a r  
em ploy m en ts w h erev er p o s s ib le .  The a v e ra g e  (m ean) e a rn in g s  fo r  
each  occu p atio n  w ere  m u ltip lied  by the o ccu p atio n al w eight, and the 
p ro d u cts fo r  a l l  o ccu p atio n s in the g ro u p  w ere  to ta le d . The a g g r e g a te s  
fo r  2 co n secu tiv e  y e a r s  w ere  re la te d  by d iv id in g the a g g re g a te  fo r  
the la te r  y e a r  by the a g g re g a te  fo r  the e a r l ie r  y e a r . The re su lta n t 
re la t iv e , l e s s  100 p erc en t, show s the p e rc e n ta g e  ch an ge . . The index 
i s  the produ ct of m u ltip ly in g  the b a se  y e a r  re la t iv e  (100) by the re la t iv e  
fo r  the next su ccee d in g  y e a r  and continuing to m u ltip ly  (com pound) 
each  y e a r 's  re la t iv e  by the p re v io u s y e a r 's  index. A v e rag e  e a rn in g s 
fo r  the follow ing o ccu p atio n s w ere  u se d  in com puting the w age tre n d s :

O ffice c le r ic a l (m en and women): 
Bookke e ping - m achine 

operators, class B 
C leiks, accounting, classes 

A and B
Clerics, f i le , classes 

A , B, and C 
Clerics, order 
Clerics, payroll 
Com ptom eter operators 
Keypunch operators, classes 

A and B
O ffice boys and girls

O ffice c lerica l (m en and wom en)— 
Continued 

Secretaries
Stenographers, general 
Stenographers, senior 
Switchboard operators, classes 

A and B
T abulating-m ach ine operators, 

class B
Typists, classes A and B

Industrial nurses (m en and women): 
Nurses, industrial (registered)

S k illed  m aintenance (men): 
Carpenters 
Electricians 
Machinists 
M echanics
M echanics (autom otive)
Painters
Pipefitters
Tool and die makers

Unskilled p lant (men):
Janitors, porters, and cleaners 
Laborers, m ateria l handling

F o r  o ffice  c le r ic a l  w o rk e rs  and in d u s tr ia l  n u r s e s ,  the w age 
tre n d s re la te  to r e g u la r  w eekly  s a l a r i e s  fo r  the n o rm al w orkw eek, 
e x c lu s iv e  of e a rn in g s fo r  o v e r t im e . F o r  p lant w o rk er g ro u p s , they 
m e a su r e  ch a n g e s in  a v e ra g e  s tra ig h t- t im e  h ourly  e a rn in g s , excludin g 
p rem iu m  pay  fo r  o v e rtim e  and fo r w ork  on w eek en ds, h o lid a y s , and 
la te  sh if t s .  The p e rc e n ta g e s  a r e  b a se d  on data  fo r  se le c te d  key o c c u 
p ation s and include m o st  o f the n u m e ric a lly  im p o rtan t jo b s  within 
each  gro u p .

L im ita tio n s  of D ata

The in d ex e s and p e rc e n ta g e s  of ch an ge , a s  m e a s u r e s  of 
change in  a r e a  a v e r a g e s ,  a r e  in fluen ced  by: (1) g e n e ra l s a la r y  and
w age c h a n g e s, (2) m e r it  or o th er in c r e a s e s  in  pay re c e iv e d  by in d i
v idu al w o rk e rs  w hile in the sa m e  jo b , and (3) ch an ges in  a v e ra g e  
w ages due to ch an ge s in the la b o r  fo rc e  re su lt in g  fro m  la b o r  tu rn 
o v e r , fo rc e  e x p a n s io n s , fo rc e  re d u c tio n s , and ch an ges in the p ro p o r
tio n s of w o rk e rs  em ploy ed  by e s ta b lish m e n ts  with d iffe re n t pay le v e ls .  
C h an ges in the lab o r  fo rc e  can  c a u se  in c r e a s e s  o r  d e c r e a s e s  in the 
o ccu p atio n al a v e r a g e s  without a c tu a l w age c h a n g e s. It i s  co n ce iv ab le  
that even  though a l l  e s ta b lish m e n ts  in an  a r e a  gave  w age in c r e a s e s ,  
a v e r a g e  w ag e s m ay  have d eclin ed  b e c a u se  lo w e r-p ay in g  e s ta b lish m e n ts  
en tered  the a r e a  o r  expanded th e ir  w ork  f o r c e s .  S im ila r ly , w ages 
m ay  have re m ain ed  re la t iv e ly  co n stan t, y et the a v e r a g e s  fo r  an  a r e a  
m ay  have r i s e n  c o n s id e ra b ly  b e c a u se  h ig h e r-p ay in g  e s ta b lish m e n ts  
en tered  the a r e a .

The u se  of co n stan t em ploym en t w eigh ts e lim in a te s  the e ffec t 
of ch an ges in  the p ro p o rtio n  of w o rk e rs  r e p re se n te d  in each  jo b  in 
c lu ded  in  the d a ta . The p e rc e n ta g e s  of ch ange r e f le c t  only ch an ges 
in  a v e r a g e  pay  for s tra ig h t- t im e  h o u rs . They a r e  not in fluen ced  by 
ch an ges in s ta n d a rd  w ork  sc h e d u le s , a s  such , o r  by p rem iu m  pay 
fo r  o v e rt im e . W here n e c e s s a r y , data  w ere a d ju s te d  to rem o v e  fro m  
the in d ex e s and p e rc e n ta g e s  of change any s ig n ific a n t e ffe c t ca u se d  
by ch an ges in  the sco p e  of the su rv e y .

3
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T ab le  2. In d e x es of S tan d ard  W eekly S a la r ie s  and S tra ig h t-T im e  H ourly  E a r n in g s  fo r  S e le c te d  O ccup ation al G rou p s in 
A lbu qu erqu e, N. M ex ., A p ril 1969 and A p ril 1968, and P e rc e n ts  of C hange 1 fo r  S e le c te d  P e r io d s

In ddxes

O ccu p ation al gro u p

(M ay 1961=100)

A p ril 1969 A p ril 1968

O ffice c le r ic a l  (m en  and w om en )__
In d u str ia l  n u r s e s  (m en  and women).
S k illed  m ain ten an ce  (m en )__________
U n sk illed  p lan t (m e n )_______________

124.4
(?)
(3)

124.1

119.3
(3 )
(3 )

116.9

O ffice c le r ic a l  (m en  and w om en )_______________________________________
In d u str ia l  n u r se s  (m en  and wom en)_____________________ ________________
Sk illed  m ain ten an ce (m en)--------------------------------------------------------------
U n sk illed  p lan t (m e n )___________________________________________________

P e rc e n ts  of change i1

A p ril 1968 
to

A p ril 1969

A p ril 1967 
to

A p ril 1968

A p ril 1966 
to

A p ril 1967

A p ril 1965 
to

A p ril 1966

A p ril 1964 
to

A p ril 1965

4.3
(!)
(3)
6.2

0.5
(3 )
(3 )

-5.9

3.0
(!)
(3 )
3.5

3.0
(3 )
(3)
3.6

A p ril 1963 
to

A p ril 1964

3.9
(3 )
(3 )
3.0

M ay 1962 
to

A p ril 1963

1.9
(3 )
(3)
5.1

M ay 1961 
to

M ay 1962

2.3

(3)
3.3

3.4

R
3.7

M ay I960 
to

M ay 1961

2.2

(!)
(3 )
.9

1 A ll ch an ges a re  in c r e a s e s  u n le s s  o th erw ise  in d icated .
2 T h is u n u su al change r e f le c t s  sh ifts  in  em ploym en t betw een  high- and low -w age e s ta b lish m e n ts  ra th e r  than w age d e c r e a s e s .
3 D ata  do not m e et p u b lication  c r i t e r ia .
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A. Occupational Earnings 

Table A-l. Office Occupations—Men and Women

5

(A v e r a g e  s t r a i g h t - t im e  w e e k ly  h o u r s  a n d  e a r n in g s  f o r  s e l e c t e d  o c c u p a t io n s  s tu d ie d  on  a n  a r e a  b a s i s  
b y  in d u s t r y  d iv i s i o n ,  A lb u q u e r q u e , N. M e x . , A p r i l  1969)

N u m b e r  o f  w o r k e r s  r e c e iv in g  s t r a i g h t - t im e  w e e k ly  e a r n in g s  oi

Sex, occupation , and in d u s t r y  d iv i s io n
Number

of

Average 
weekly 
hours1 

f standard) Mean2 Median 2 Middle range 2

S $
55

and
u nd e r

6 0

60

65

t  $
65

7 0

*
70

75

$
75

80

t
80

85

$
85

90

9 0

95

$
95

100

S
100

105

$
105

110

$
11 0

115

$
115

120

t
12 0

125

*
125

130

$
130

135

S
135

140

$
140

145

S
145

150

t
150

155

%
155

and

o v e r

MEN

$ $ $ $

* ’

WOMEN

B O O K K E E P IN G -M A C H IN E  O PERATO RS,
C L A S S  A ---------------------------------------------------- 22 4 0 .0 9 5 . 5 0 9 3 .0 0 9 0 . 5 0 -  9 7 . 0 0 - - — - 5 11 3 - - - - 2 1 - - — - — -

NONMANUFACTURING ----------------------------- 21 4 0 .0 9 4 . 0 0 9 2 . 5 0 9 0 . 0 0 -  9 6 . 0 0 * * * “ 5 11 3 “ - - 2 - * * -

B O O K K E E P IN G -M A C H IN E  OPERATO RS,
D zz 7 Q 627 *(>•0 7 6 * 5 0 7 8 * 0 0

C L E R K S ,  ACCOU NTING , C L A S S  A ------------- 67 4 0 .0 1 0 7 .5 0 1 0 7 . 5 0 9 0 . 0 0 - 1 3 1 . 0 0 - - - 3 - 12 2 4 2 8 6 2 4 5 1 8 9 i - - -

NONMANUFACTURING ------------------------------ 59 4 0 . 0 1 0 9 .5 0 1 1 2 .5 0 8 7 . 5 0 - 1 3 2 . 5 0 3 11 2 2 1 4 6 2 4 5 1 8 9 1 “

C L E R K S ,  ACCOU NTING , C L A S S  B ------------- 185 4 0 .0 8 0 .5 0 8 0 . 5 0 7 3 . 5 0 -  8 8 . 0 0 - 4 2 4 2 7 35 35 25 18 6 6 2 1 1
M ANUFACTURING — ~ — ———
NONMANUFACTURING ----------------------------- 151 4 0 .0 8 0 . 0 0 7 9 . 5 0 7 3 . 0 0 -  8 8 .0 0 * 4 19

2

26 31 21 22 13 6 4 3 1 1 - * “

C L E R K S ,  F I L E ,  C L A S S  B ------------------------- 28 4 0 . 0 7 5 . 0 0 7 4 . 0 0 7 1 . 0 0 -  7 8 . 0 0 - 4 - 14 6 2 - - - - 2 - - - - - - - - - -
NONMANUFACTURING ------------------------------ 28 4 0 . 0 7 5 . 0 0 7 4 . 0 0 7 1 . 0 0 -  7 8 . 0 0 * 4 ~ 14 6 2 * 2 - - *

C L E R K S ,  F I L E ,  C L A S S  C ------------------------- 52 4 0 . 0 6 8 . 0 0 6 7 . 0 0 6 5 . 0 0 -  6 9 . 0 0 - 12 34 3 1 1 - - 1 - - _ - - - - - - - - -
NONMANUFACTURING ----------------------------- 5 0 4 0 . 0 6 8 . 0 0 6 7 . 0 0 6 5 . 0 0 -  6 9 . 0 0 12 32 3 1 1 • 1 - ~ “ *

z.n A -
C LE R K S  t ORDER 19 * 0 . 0 7 8 *  >0 8 0 *5 0

C L E R K S ,  PAYROLL -------------------------------------- 36 4 0 . 0 9 4 . 0 0 9 4 . 0 0 8 2 . 0 0 - 1 0 7 . 0 0 - - - 7 - 6 4 2 5 3 2 1 1 3 2 - - - - - -

NONMANUFACTURING ------------------------------ 26 4 0 . 0 9 2 . 0 0 9 5 . 5 0 7 5 . 0 0 - 1 0 5 . 5 0 • “ 7 2 2 2 5 2 2 1 1 2 • “ * “

KEYPUNCH O PERATO RS, C L A S S  A ------------- 35 4 0 . 0 9 7 . 0 0 1 0 3 .5 0 8 2 . 5 0 - 1 1 2 . 0 0 - - 1 4 2 4 4 1 - 3 4 10 1 - - 1 - - - - -

NONMANUFACTURING ------------------------------ 34 4 0 . 0 9 7 . 0 0 1 0 2 . 5 0 8 2 . 0 0 - 1 1 2 . 0 0 "" 1 4 2 4 4 1 3 3 10 1 1

KEYPUNCH O PERATO RS* C L A S S  B ~  ------- — 2 j
NONMANUFACTURING ——— ————— — — —— 4 0 . 0 7 4 .  ..0 7 3 .  ^0

S E C R E T A R IE S 4--------------------------------------------- 6 0 3 4 0 . 0 1 1 4 .5 0 1 1 3 . 5 0 1 0 7 . 0 0 - 1 2 3 . 0 0 - - 4 9 6 i i 2 4 2 4 22 18 87 13 6 75 6 7 28 44 13 12 4 8 i i
M ANUFACTURING  ------------------------------------ 33 4 0 . 0 1 0 1 .0 0 1 0 4 . 0 0 8 4 . 0 0 - 1 2 0 . 5 0 - - 1 4 2 2 1 2 - 8 5 1 1 5 1 2 - - -

NONMANUFACTURING ----------------------------- 5 7 0 4 0 . 0 1 1 5 .0 0 1 1 4 .0 0 1 0 7 . 5 0 - 1 2 3 . 0 0 - - 3 5 4 9 23 22 22 12 82 135 74 62 27 42 13 12 4 8 i i
P U B L IC  U T I L I T I E S 3------------------------- 40 4 0 . 0 1 2 0 .0 0 1 2 2 . 5 0 1 0 1 . 0 0 - 1 3 4 . 0 0 * “ “ 2 2 4 2 1 1 2 3 7 2 6 1 2 2 * 3

S E C R E T A R IE S ,  C L A S S  A ------------------------ 16 4 0 . 0 1 4 4 .5 0 1 5 2 . 5 0 1 3 1 . 0 0 - 1 6 4 . 5 0 - - - - - - 2 - - - - - - 1 1 - 1 2 1 1 5 7

S E C R E T A R IE S ,  C L A S S  B ------------------------ 60 4 0 . 0 1 3 1 .5 0 1 3 4 . 0 0 1 3 0 . 0 0 - 1 4 1 . 5 0 - - - - - - 5 - - 1 2 1 1 3 2 19 9 9 1 3 4
NONMANUFACTURING --------- :------------------- 6 0 4 0 . 0 1 3 1 .5 0 1 3 4 .0 0 1 3 0 . 0 0 - 1 4 1 . 5 0 * “ 5 “ 1 2 1 1 3 2 19 9 9 1 3 4

S E C R E T A R IE S ,  C L A S S  C ------------------------ 16 7 4 0 . 0 1 1 8 .5 0 1 2 2 . 0 0 1 1 2 . 0 0 - 1 2 8 . 5 0 - - 3 - 1 2 7 8 9 6 4 5 21 43 23 25 3 1 2 4 -
NONMANUFACTURING ------------------ 15 7 4 0 . 0 1 1 9 .0 0 1 2 2 . 5 0 1 1 5 . 5 0 - 1 2 9 . 0 0 * - 3 * 1 7 7 9 5 2 4 21 43 22 23 3 1 2 4 ”

S E C R E T A R IE S ,  C L A S S  0  -------------- 3 6 0 4 0 . 0 1 0 8 .5 0 111.00 1 0 6 . 0 0 - 1 1 4 . 5 0 - - 1 9 5 Q 1 n 16 13 11 81 130 53 20 2 - - - - - -

S e e  fo o tn o te s  a t  en d  o f  t a b le .
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Table A-l. Office Occupations—Men and Women— Continued

( A v e r a g e  s t r a ig h t - t im e  w e e k ly  h o u r s  a n d  e a r n in g s  f o r  s e le c te d  o c c u p a t io n s  s tu d ie d  o n  a n  a r e a  b a s is  
b y  in d u s t r y  d iv is io n ,  A lb u q u e r q u e ,  N .  M e x .  , A p r i l  1969)

S e x , o c c u p a t io n ,  a n d  i n d u s t r y  d iv is io n

HOMES -  CONTINUED

STENOGRAPHERS,  GENERAL -----------------------
NONMANUFACTURING -----------------------------

STENOGRAPHERS,  SENIO R -------------------------
NONMANUFACTURING----- ------------------------

SWITCHBOARD OPERATORS,  C L A S S  B -------
NONMANUFACTURING -----------------------------

SWITCHBOARD O P E R A T O R -R E C E P T I O N IS T S -  
NONMANUFACTURING -----------------------------

T Y P I S T S ,  CL A S S  A -----------------------------------
NONMANUFACTURING -----------------------------

T Y P I S T S ,  C LA SS  B -----------------------------------
NONMANUFACTURING -----------------------------

Weekly earnings1 
(standard) N um ber of w o rk e rs re c e iv in g  s t ra ig h t -tim e w eekly  e a rn in g s  o

Number
of

wotkers

Average $ $ $ t s $ $ $ * $ $ $ $ % * $ $ t t  S t ------
weekly 55 6 0 6 5 7 0 75 8 0 85 9 0 9 5 100 1 0 5 110 1 1 5 120 1 25 1 3 0 13 5 1 4 0 1 4 5  1 5 0 1 55
hours1 

( standard) Mean2 Median 2 Middle range 2 and
under and

6 0 6 5 7 0 75 8 0 8 5 9 0 9 5 100 105 110 1 1 5 120 1 2 5 1 3 0 1 35 1 4 0 1 4 5 1 5 0  1 5 5 ov er

$ $ $ $
9 5 4 0 . 0 9 2 . 5 0 9 2 . 0 0 8 2 . 0 0 - 1 0 6 . 0 0 - - - 8 7 21 10 5 12 6 20 2 2 1 1 ~  - -
9 0 4 0 . 0 9 3 . 0 0 9 3 . 5 0 8 2 . 0 0 - 1 0 6 . 0 0 - - 8 6 21 7 5 12 5 20 2 2 1 1 ~ ~ “

9 9 3 9 . 5 102.00 102.00 9 1 . 0 0 - 1 1 2 . 0 0 - - _ 1 1 4 17 12 11 9 13 17 7 1 4 _ 2 _ _

9 3 3 9 . 5 1 0 1 . 5 0 1 0 1 . 5 0 9 0 . 0 0 - 1 1 1 . 5 0 - ~ 1 1 4 17 11 10 9 13 17 4 - ~ 4 - 2 - -

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

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

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

2 5 4 0 . 0 7 4 . 5 0 7 1 . 5 0 6 1 . 0 0 -  8 2 . 5 0 5 6 7 1 1 “ 2 1 * - - 1 - 1 - -

7 5 4 0 . 0 8 5 . 0 0 8 3 . 0 0 7 3 . 0 0 -  9 7 . 5 0 - - 1 4 8 7 14 4 4 11 5 7 1
7 2 4 0 . 0 8 5 . 0 0 8 3 . 0 0 7 2 . 5 0 -  9 8 . 0 0 - " 1 4 8 7 13 2 4 11 5 7 l

5 6 4 0 . 0 7 2 . 0 0 7 2 . 0 0 6 7 . 5 0 -  7 7 . 0 0 _ 7 1 6 1 3 16 1 2 1
5 6 4 0 . 0 7 2 . 0 0 7 2 . 0 0 6 7 . 5 0 -  7 7 . 0 0 7 1 6 1 3 1 6 1 2 1

1 S ta n d a rd  h o u r s  r e f l e c t  th e  w o r k w e e k  f o r  w h ic h  e m p lo y e e s  r e c e iv e  t h e i r  r e g u la r  s t r a i g h t - t im e  s a la r ie s  ( e x c lu s iv e  o f  p a y  f o r  o v e r t im e  a t  r e g u la r  a n d / o r  p r e m iu m  r a t e s ) ,  a n d  th e  e a r n in g s  c o r r e s p o n d  
to  th e s e  w e e k ly  h o u r s .

2 T h e  m e a n  is  c o m p u te d  f o r  e a c h  jo b  b y  t o t a l in g  th e  e a r n in g s  o f  a l l  w o r k e r s  a n d  d iv id in g  b y  th e  n u m b e r  o f  w o r k e r s .  T h e  m e d ia n  d e s ig n a te s  p o s i t io n — h a l f  o f  th e  e m p lo y e e s  s u r v e y e d  r e c e iv e  m o r e  
th a n  th e  r a t e  s h o w n ; h a l f  r e c e iv e  le s s  th a n  th e  r a t e  s h o w n . T h e  m id d le  r a n g e  is  d e f in e d  b y  2 r a t e s  o f  p a y ;  a  f o u r t h  o f  th e  w o r k e r s  e a r n  le s s  th a n  th e  lo w e r  o f  th e s e  r a te s  a n d  a f o u r t h  e a r n  m o r e  th a n  th e  
h ig h e r  r a t e .

3 T r a n s p o r t a t io n ,  c o m m u n ic a t io n ,  a n d  o t h e r  p u b l ic  u t i l i t i e s .
4 M a y  in c lu d e  w o r k e r s  o th e r  th a n  th o s e  p r e s e n te d  s e p a r a te ly .
5 W o r k e r s  w e r e  d i s t r i b u t e d  a s  f o l lo w s :  1 a t  $ 1 5 5  to  $ 1 6 0 ;  3 a t  $ 1 6 0  to  $ 1 6 5 ;  1 a t  $ 1 6 5  to  $ 1 7 0 ;  a n d  2 a t  $ 1 7 0  to  $ 1 7 5 .
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Table A-2. Professional and Technical Occupations—Men

(A v erag e  s t r 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 is io n , A lbu qu erqu e, N. M ex. , A p ril 1969)

Weekly earnings1 
(standard) N um ber of w o rk e rs  r ece iv in g  stra ig h t- tim e w eekly e a rn in g s o f—

Number
of

Average $ t $ t » * $ t $ $ $ * $ S t i $ $ * $

O ccu pation  and in d u stry  d iv isio n weekly
U nder 9 0  95 1 0 0 105 110 115 120 125 130 135 140 145 150 155 160 170 180 190 20 0 2 1 0

workers (standard) Mean2 Median 2 Middle range 2 * and
9 0 under

9 5  100 105 110 115 120 125 1 ? 9 135 140 145 150 155 160 170 180 190 200 210 o v er

$ $
1 8 9 . 0 0

$ $ 
1 7 9 . 0 0 - 2 0 0 . 0 0 32 36 31 24 9

1 5 9 . 5 0 13 15 11 32 12 12 1 1 _

I n  2 1 tn ftA -
12 1 1 _

12 14 10 31 12 1211 0 1 6 0 .0 0 16U #5U

D RAFTSM EN, C L A S S  C -------------------------------- 136 AO* 0 1 2 0 -0 0 1 2 4 . 0 0 1 0 7 . 0 0 - 1 3 4 . 5 0 9 10  11 3 3 5 8 25 12 18 10 17 3 1 1 - - - - -
127 1 2 1 .0 0 1 2 4 .5 0 1 1 1 . 0 0 - 1 3 5 . 5 0 2 4 12 17 10 17

1 S tan d ard  h o u rs r e f le c t  the w orkw eek for w hich e m p lo y ees r e c e iv e  th e ir  r e g u la r  
to th e se  w eekly  h o u rs .

2 F o r  d efin ition  o f t e r m s ,  s e e  footnote 2, tab le  A - l .

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 e rt 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
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Table A-3. Office, Professional, and Technical Occupations—Men and Women Combined

(A v erag e  s t r a ig h t- t im e  w eek ly  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 is io n , A lbu qu erqu e, N. M ex. , A p ril 1969)

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
N um ber

o f

A verage

W eekly 
hours 1 

(standard)

W eekly 
earnings 1 
(standard)

O FF IC E  OCCUPATIONS

BOOKKEEPING-MACHINE OPERATORS, $
C L A S S  A ------------------------- —--------------------------------- 22 4 0 . 0 9 5 . 5 0

NONMANUFACTURING ----------------------------- 21 4 0 . 0 9 4 . 0 0

BOOKKEEPING-MACHINE OPERATORS,
C L A SS  B -------------------------------------------------- 3 6 4 0 . 0 7 9 . 0 0

NONMANUFACTURING ----------------------------- 2 7 4 0 . 0 7 6 . 5 0

C L E R K S ,  ACCOUNTING, C L A S S  A ------------- 7 8 4 0 . 0 1 0 8 . 5 0
NONMANUFACTURING ----------------------------- 6 5 4 0 . 0 1 0 9 . 5 0

C L E R K S ,  ACCOUNTING, C L A S S  B ------------- 1 9 9 4 0 . 0 8 1 . 5 0
MANUFACTURING ------------------------------------------- 3 5 4 0 . 0 8 1 . 5 0
NONMANUFACTURING ------------------------------------ 1 6 4 4 0 . 0 8 1 . 5 0

PU B LI C  U T I L I T I E S 2------------------------------- 21 4 0 . 0 86.00

C L E R K S ,  F I L E ,  C L A S S  B ------------------------------- 2 9 4 0 . 0 7 6 . 0 0
NONMANUFACTURING ------------------------------------ 2 9 4 0 . 0 7 6 . 0 0

C L E R K S ,  F I L E ,  C L A S S  C ------------------------------- 5 2 4 0 . 0 68.00
NONMANUFACTURING ------------------------------------ 5 0 4 0 . 0 68.00

C L E R K S ,  ORDER -------------------------------------------------- 3 1 4 0 . 0 8 5 . 0 0
NONMANUFACTURING ------------------------------------ 22 4 0 . 0 8 4 . 5 0

C L E R K S ,  PAYROLL --------------------------------------------- 4 0 4 0 . 0 9 3 . 0 0
NONMANUFACTURING ------------------------------------ 2 9 4 0 . 0 9 0 . 0 0

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

O F F I C E  OCCUPATIONS -  CONTINUED

KEYPUNCH OPERATORS,  C L A S S  A -------------
NONHANUFACTURING -----------------------------

KEYPUNCH OPERATORS,  C L A S S  B -------------
NONMANUFACTURING -----------------------------

O FF IC E  BOYS AND G I R L S ---------------------------
NONMANUFACTURING -----------------------------

S E C R E T A R I E S 3 --------------------------------------------
MANUFACTURING -----------------------------------
NONHANUFACTURING -----------------------------

P U B L IC  U T I L I T I E S 2 -------------------------

S E C R E T A R I E S ,  C L A S S  A -----------------------

S E C R E T A R I E S ,  C L A S S  B -----------------------
NONMANUFACTURING -----------------------------

S E C R E T A R I E S ,  C L A S S  C -----------------------
NONMANUFACTURING -----------------------------

S E C R E T A R I E S ,  C L A S S  D -----------------------

STENOGRAPHERS,  GENERAL -----------------------
NONMANUFACTURING -----------------------------

A verage

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
Num ber

o f

A verage

N um ber
of

workers
W eekly 
hours 1 

[standard)

W eekly 
earnings 1 
(standard)

W eekly 
hours 1 

standard)

W eekly 
earnings 1 
(standard)

O FF IC E  OCCUPATIONS -  CONTINUED
$ $

3 5 4 0 . 0 9 7 . 0 0 STENOGRAPHERS,  SEN IOR ------------------------- 100 3 9 . 5 1 0 2 . 5 0
3 4 4 0 . 0 9 7 . 0 0 NONMANUFACTURING ----------------------------- 9 4 3 9 . 5 102.00

7 3 4 0 . 0 7 5 . 5 0 SWITCHBOARD OPERATORS,  C L A S S  B ------- 2 5 4 0 . 0 8 0 . 0 0
6 2 4 0 . 0 7 4 . 5 0 NONMANUFACTURING ----------------------  ------- 2 4 4 0 . 0 8 1 . 0 0

2 5 4 0 . 0 7 0 . 5 0 SWITCHBOARD O P E R A T O R -R E C E P T I O N IS T S - 3 5 4 0 . 0 7 8 . 0 0
16 4 0 . 0 7 3 . 5 0 NONMANUFACTURING ------------------------------------ 2 5 4 0 . 0 7 4 . 5 0

6 0 5 4 0 . 0 1 1 4 . 5 0 T Y P I S T S ,  C L A SS  A ------------------------------------------- 7 8 4 0 . 0 8 6 . 5 0
3 3 4 0 . 0 101.00 NONMANUFACTURING ----------------------------------- 7 5 4 0 . 0 8 6 . 5 0

5 7 2 4 0 . 0 1 1 5 . 0 0
4 1 4 0 . 0 120.00 T Y P I S T S ,  CL AS S B ------------------------------------------- 6 0 4 0 . 0 7 2 . 0 0

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

6 0 4 0 . 0 1 3 1 . 5 0 PRO FESSIONA L AND TECHNICAL
6 0 4 0 . 0 1 3 1 . 5 0 OCCUPATIONS

1 6 8 4 0 . 0 1 1 8 . 5 0 DRAFTSMEN, C L A SS  A -------------------------------------- 1 3 7

Ood- 1 8 9 . 5 0
1 5 8 4 0 . 0 1 1 9 . 0 0

DRAFTSMEN, CL AS S B ------------------------------- 1 2 4 4 0 . 0 1 5 8 . 5 0
3 6 0 * O o 1 0 8 . 5 0 NONMANUFACTURING ----------------------------- 1 1 4 4 0 . 0 1 6 0 . 0 0

9 6 4 0 . 0 9 3 . 0 0 DRAFTSMEN, C LA SS  C ------------------------------- 1 6 7 4 0 . 0 1 2 1 . 5 0
9 1 4 0 . 0 9 3 . 0 0 NONMANUFACTURING ----------------------------- 1 5 8 4 0 . 0 1 2 2 . 5 0

1 S tan d ard  h o u rs r e f le c t  the w orkw eek  fo r  w hich em p lo y ees r e c e iv e  th e ir  r e g u la r  s t r a ig h t- t im e  s a l a r i e s  ( e x c lu s iv e  of p ay  fo r  o v e rt im e  a t  r e g u la r  a n d /o r  p rem iu m  r a t e 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 .

2 T r a n sp o r ta t io n , co m m u n icatio n , and o th er pu b lic  u t il it ie s .
3 M ay in clu d e 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 .
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Table A-4. Maintenance and Powerplant Occupations

(A v erag e  s t r a ig h t- t im e  h o u rly  ea rn in g s fo r  m en in  se le c te d  occu p atio n s stu d ied  on an a r e a  b a s i s  
by  in d u stry  d iv isio n , A lbu qu erqu e, N. M e x ., A p r il 1969)

O ccu pation  and in d u stry  d iv ision
Num ber

o f
workers M ean

H ourly earnings 1

2 M edian 2 M iddle range

N um ber of w o r k e r s  re c e iv in g  s tr a ig h t- t im e  h ourly  e a rn in g s  of—

1 s $ % ' $ $ $ $ i  $ $ $ s $ $ $ $ $ $ $ $
2 . 4 0  2 . 5 0  2 . 6 0  2 . 7 0  2 . 8 0  2 . 9 0  3 . 0 0  3 . 1 0  3 . 2 0  3 . 3 0  3 . 4 0  3 . 5 0  3 . 6 0  3 . 7 0  3 . 8 0  3 . 9 0  4 . 0 0  4 . 1 0  4 . 2 0  4 . 3 0  4 . 4 0

and
under —

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

CARPENTERS, MAINTENANCE 20
$
3 . 7 5

$
3 . 9 7

$ $
3 . 4 3 -  4 . 0 8 2 5 5

ELECTRICIANS. MAINTENANCE ----------
MANUFACTURING ---------------------

5 5
2 8

3 . 8 0  3 . 8 8
3 . 6 6  3 . 7 6

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

2 2 - 2
2 2 - 2

2
2

5 8 8 2 21
2 8 -  -  10

ENGINEERS, S T AT IO NA RY----------- --- 1 8 3 . 4 6 3 . 5 4 3 . 2 9 -  3 . 7 3 1 4 3 - 4 4 1

MECHANICS, AUTOMOTIVE
(MAINTENANCE! ------------------------

MANUFACTURING ---------------------
NONMANUFACTURING -----------------

9 1
3 3
5 8

3 . 7 1
3 . 2 1
4 . 0 0

4 . 0 3
3 . 1 9
4 . 1 2

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

4  2
4  2

3 2 7
2 - 7  
1 2 -

16 2 1 2 13 32 - 2 2
13 - - - - 2 - - - -

3 2 - 1 2 11 3 2 2 2

MECHANICS, MAINTENANCE 
MANUFACTURING ------

8 5
8 1

3 . 4 5  3 . 5 4
3 . 4 3  3 . 5 4

3 . 2 4 -
3 . 2 3 -

3 . 5 8  -  -  -  9
3 . 5 8  -  -  -  9

7 - 4 4
7 - 4 2

1 50
1 50

8 2 
8

1 E x c lu d e s  p rem iu m  p a y  fo r  o v e rt 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, ta b le  A - l .
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Table A-5. Custodial and Material Movement Occupations

(A v erag e  s t r 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 , A lbu qu erqu e, N . M ex. , A p ril 1969)

O c c u p a tio n 1 and in d u stry  d iv isio n

H ourly earnings 2

Df
rkers M ean 3 M edian3 M iddle range3

3 0
$
1 . 8 3

$
1 . 7 9

$ $ 
1 . 6 6 -  2 . 0 3

22 1 . 7 5 1 . 7 0 1 . 6 5 -  1 . 9 3

2 8 3 1 . 9 9 1 . 9 8 1 . 6 8 -  2 . 3 7
4 4 2.00 1 . 9 5 1 . 7 5 -  2 . 1 9

2 3 9 1 . 9 9 1 . 9 9 1 . 6 6 -  2 . 3 7
3 0 2.21 2 . 4 2 1 . 7 8 -  2 . 4 9

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

2 8 8 2 . 5 4 2 . 3 3 2 . 0 4 -  3 . 0 8
121 2 . 4 2 2 . 3 5 2 . 2 9 -  2 . 4 5
1 6 7 2 . 6 3 2 . 1 5 1 . 9 5 -  3 . 6 9

3 4 2 . 7 5 3 . 0 4 2 . 2 0 -  3 . 2 7
3 0 2 . 8 2 3 . 0 9 2 . 2 4 -  3 . 2 9

3 4 2 2 . 7 6 2 . 6 4 2 . 2 5 -  3 . 3 1
1 3 3 2 . 5 7 2 . 6 4 2 . 5 3 -  2 . 6 8
2 0 9 2.88 2 . 6 5 2 . 1 8 -  3 . 8 5

81 3 . 8 4 3 . 9 1 3 . 7 8 -  3 . 9 6

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

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

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

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

68 2 . 6 4 2 . 5 6 2 . 3 3 -  2 . 9 3
4 2 2 . 5 6 2 . 5 5 2 . 3 7 -  2 . 7 3

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

U nder 
$ and
1 « 6 0 '  under

t  t  $ t  t  s $ t  s  s s t 1  *  I * t I *  $
1 . 6 0  1 . 7 0  l r » 0  1 . 9 0  2 . 0 0  2 . 1 0  2 . 2 0  2 . 3 0  2 . 6 0  2 . 5 0  2 . 6 0  2 . 7 0  2 . 8 0  2 . 9 0  3 . 0 0  3 . 1 0  3 . 2 0  3 . 3 0  3 . 4 0  3 . 5 0

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

GUARDS AND WATCHMEN:
MANUFACTURING ----------------------------------

WATCHMEN:
MANUFACTURING ----------------------------------

J A N I T O R S ,  PO RT E RS ,  AND CLEANERS -----
MANUFACTURING ----------------------------------
NONMANUFACTURING ----------------------------

P U B L IC  U T I L I T I E S 5------------------------

J A N I T O R S ,  PO RT E RS ,  AND CLEANERS
(WOMEN) --------------------------------------------------

NONMANUFACTURING ----------------------------

LA BO RERS,  MATERIAL HANDLING -------------
MANUFACTURING ----------------------------------
NONMANUFACTURING ----------------------------

RE CE IV I NG  CLERKS ----------------------------------
NONMANUFACTURING ----------------------------

TRUCKDRIVERS6 ----------------------------------------
MANUFACTURING ----------------------------------
NONMANUFACTURING ----------------------------

PU B LI C  U T I L I T I E S 5------------------------

TR UCK DRI VER S,  LIG HT (UNDER
1 - 1 / 2  T O N S ) --------------------------------------
NONMANUFACTURING ----------------------------

TR UCK DRI VER S,  MEDIUM ( 1 - 1 / 2  TO
AND INCLUDING 4  TONS) ------------------
NONMANUFACTURING ----------------------------

TR UCK DRI VER S,  HEAVY (OVER 4  TONS,
TR AI LER TYPE) ----------------------------------
MANUFACTURING ----------------------------------
NONMANUFACTURING ----------------------------

TR UCK DRI VER S,  HEAVY (OVER 4  TONS,
OTHER THAN TR AI LER  TY PE)  ------------
MANUFACTURING ----------------------------------

TR UCK ERS ,  POWER ( F O R K L I F T )  --------------
MANUFACTURING ----------------------------------

12 4 5 i 4 “ 2 2

12 - 5 i 4

31 50 35 9 22 10 12 1 65 30 10 - i 4 3
4 15 - 7 6 2 - - 3 5 - - 2

31 46 20 9 15 4 10 1 65 27 5 i 2 3
7 1 1 4 ~ “ “ 11 “ ~ i 2 3

33 1 2 2 2 _ 1 _ 3 _ _ 1
31 - * 2 2 2 1 - 3 - - 1 -

- 5 36 16 37 18 17 59 9 7 1 i 4 _
-  - 3 4 - 8 7 10 55 9 7 - i i -
- 2 32 16 29 11 7 4 - “ 1 - 3 -

- _ _ 1 1 7 3 2 - 1 _ i _ _
- * 1 1 5 2 1 1 “ 1 - -
_ 13 7 8 14 22 42 24 4 7 84 10 2 6

1 - - 2 4 9 16 - 5 82 10 1 i
12 7 8 12 18 33 8 4 2 2 1 5

1 4 3 8 2
“  ~ ~ 1 4 “ 3 8 2 ~ “ ~ “ “

_ _ 12 6 4 12 13 14 18 _ 3 2 4 1 5
12 6 4 12 13 13 2 ~ ~ 2 1 5

_ _ _ _ 2 2 13 4 4 4 18 6 1 1
- - - - 2 2 5 - - 2 18 6 1 1

“ ~ 8 4 4 2 ~ * "

_ _ 1 _ _ _ 4 7 _ _ 64 _

- 1 - - - 2 3 - - 64

- - - - _ - 12 16 1 9 t _ 6 6
16 1 9 6 — 4 6

13

13

2 3
23

5 6
5 6

4 5
4 5

1 D ata  lim ite d  to m en w o rk e rs  ex cep t w h ere o th erw ise  in d icated .
2 E x c lu d e s  p r e m iu m  pay  fo r  o v e rt im e  and fo r  w ork  on w eek en d s, h o lid a y s , and la te  sh ift s .
3 F o r  defin itio n  o f t e r m s ,  se e  footnote 2, tab le  A - l .
4 W o rk ers w ere  d is tr ib u te d  a s  fo llo w s: 4 a t  $ 1 .2 0  to $ 1 .3 0 ;  21 a t  $ 1 .3 0  to $ 1 .4 0 ;  4 a t  $ 1 .4 0  to $ 1 .5 0 ;  and 2 a t  $ 1 .5 0  to $ 1 .6 0 .
5 T r a n sp o r ta t io n , c o m m u n icatio n , and o th er pu b lic  u t i l i t ie s .
6 In clu d es a l l  d r iv e r s ,  a s  d e fined , r e g a r d le s s  o f s iz e  and type o f tru c k  o p e ra ted .
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Appendix. Occupational Descriptions

The p r im a r y  p u r p o se  o f 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  e m 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  an d  d if fe r e n t  w o rk  a r r a n g e m e n t s  f r o m  e s ta b li sh m e n t  to e s ta b li sh m e n t  and 
fr o m  a r e a  to  a r e a .  T h is  p e r m it 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 te n 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 t io 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 a y  d if fe r  s ig n i f ic a n t ly  f r o m  th o se  in  u s e  in  
in d iv id u a l e s ta b l i s h m e n ts  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  ex 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 ,  an d  p r o b a t io n a r y  w o r k e r s .

OFFICE

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

P r e p a r e s  s t a t e m e n t s ,  b i l l s ,  and in v o ic e s  on a  m a c h in e  o th 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 l in g  o p e r a t io n s .  F o r  w age  stu d y  p u r p o s e s ,  b i l l e r s ,  m a c h in e , a r e  
c l a s s i f i e d  b y  ty p e  o f m a c h in e , a s  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 ia 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  c o m b in a t io n  ty p in g  and a d 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 t c .  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 tr y  o f 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 l in g  m a c h in e , 
and  to t a l s  w hich  a r e  a u to m a t ic a lly  a c c u m u la te d  b y  m a c h in e . T h e o p e r a t io n  u s u a l ly  in v o lv e s  
a  l a r g e  n u m b e r  o f c a r b o n  c o p ie s  o f the b i l l  b e in g  p r e p a r e d  an d  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 lt a 
n e o u s  e n tr y  of 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 t s  a u t o 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 o f b o o k k ee p in g . W orks 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 ou t 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  o f b u s in e s s  
t r a n s a c t io n s .

C l a s s  A . K e e p s  a  s e t  o f r e c o r d s  r e q u ir in g  a  k n 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 t e 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  o f d e b it  and c r e d it  i t e m s  to  b e  u se d  in  e a c h  
p h a se  o f the w o rk . M ay  p r e p a r e  c o n so l id a te d  r e p o r t s ,  b a la n c e  s h e e t s ,  and  o th er r e c o r d s  
b y  h and .

C l a s s  B . K e e p s  a  r e c o r d  o f one o r  m o r e  p h a s e s  o r  s e c t io n s  of 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  l i t t le  kn ow led ge  o f 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  typ e of b il lin 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  o f 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  f o 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 n d 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  o f b o o k s o r  r e c o r d s  r e la t in g  to  one p h a se  
o f an  e s t a b l i s h m e n t 's  b u s in e s s  t r a n s a c t io n s .  W ork in v o lv e s  p o s tin g  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 t s  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 e n t and e x p e r i 
e n c e  in  m a k in g  p r o p e r  a s s ig n a t io n s  and  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 ir e c t  c l a s s  B  ac 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 r s  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 ;  r e 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  a c 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  of a c c o u n tin g  an d  b o o k k ee p in g  p r in c ip le s  but 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  a m o n g  s e v e r a l  w o r k e r s .

C L E R K , F I L E

C l a s s  A . In an  e s t a b l i s h e d  f 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 t t e r  
f i l e s ,  c l a s s i f i e s  and  in d e x e s  f i l e  m a t e r ia l  su ch  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 t c .  M ay  a l s o  f i l e  th is  m a t e r ia l .  M ay  k e e p  r e c o r d s  o f 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  o f lo w e r  le v e l  f i l e  c l e r k s .

C l a s s  B . S o r t s ,  c o d e s ,  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 "c ir - p a r t ly  c l a s s i f i e d  m a t e r ia l  b y  f in e r  su b h e a d in g s . P r e p a r e s  s im p le  r e la 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 i l in g  of 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  f o r  m a t e r ia l  o r  m e r c h a n d is e  b y  m a i l ,  ph 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  o f the fo llo w in g : Q uoting p r ic 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 ;  c h eck 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 t r 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  r a t in g  o f c u s to m e r ,  ack n o w le d ge  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  of o r d e r s  r e c e iv e d ,  and c h ec 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  u p  and d is tr ib u t in g  p a y  e n v e lo p e s .  M ay  u se  a  c a lc u la t in g  m a c h in e .

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

P r im a r y  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  b e  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  o f a  C o m p to m e te r  b u t, 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 ach 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  keypu n ch  ta b u la t in g  c a r d s .  P e r f o r m s  sa m e  
t a s k s  a s  lo w e r  le v e l  keypu n ch  o p e r a to r  b u t, in  a d d it io n , w o rk  r e q u ir e s  a p p lic a t io n  of cod 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  punched ; e x t r a c t s  in fo r m a tio n  fr 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 c u m en t to  d e te r m in e  in fo r m a tio n  to be p u n ch ed . M ay  t r a in  
in e x p e r ie n c e d  o p e r a t o r s .
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K E Y P U N C H  O P E R A T O R --- C on tin u ed

C l a s s  B . U n d er c lo s e  su p e r v is io n  o r  fo llo w in g  s p e c i f ic  p r o c e d u r e s  o r  in s t r u c t io n s ,  
t r a n s c r ib e s  d a ta  f r o m  s o u r c e  d o c u m e n ts  to  pu nch 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  k ey pu n ch  m a c h in e  to  keypu 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  s o u r c e  d o c u m e n ts , fo llo w s s p e c i f ie d  se 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  an d  r e q u ir e  l i t t le  o r  no s e le c t in g ,  c o d in g , o r  in te r p r e t in g  
o f d a ta  to  be pu nch ed . P r o b le m s  a r i s in g  f r o m  e r r o n e o u s  i t e m s  o r  c o d e s ,  m i s s in g  in fo r m a tio n , 
e t c . ,  a r e  r e f e r r e d  to  s u p e r v i s o r .

O F F IC E  BO Y  OR G IR L

P e r f o r m s  v a r io u s  ro u t in e  d u t ie s  su c h  a s  ru n n in g e r r a n d s ,  o p e r a t in g  m in o r  o ff ic e  m a 
c h in e s  su c h  a s  s e a l e r s  o r  m a i l e r s ,  o pen in g 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 s o 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 ig h ly  
r e s p o n s iv e  r e la t io n sh ip  to  the d a y - t o - d a y  w o rk  a c t iv i t ie s  o f the s u p e r v i s o r .  W orks f a i r l y  in d e 
pen d en tly  r e c e iv in g  a  m in im u m  o f d e ta i le d  su p e r v is io n  an d  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 s o n a l  c a l l e r s ,  an d  in c o m in g  m a i l ,  a n s w e r s  ro u t in e  in q u ir ie s ,  an d  r o u te s  the te c h n ic a l  in q u ir ie s  
to  the p r o p e r  p e r s o n s ;  (b) e s t a b l i s h e s ,  m a in ta in s ,  an d  r e v i s e s  the s u p e r v i s o r 's  f i l e s ;  (c) m a in ta in s  
the s u p e r v i s o r 's  c a le n d a r  an d  m a k e s  a p p o in tm e n ts  a s  in s t r u c te d ;  (d) r e la y s  m e s s a g e s  f r o m  s u p e r 
v i s o r  to  s u b o r d in a te s ;  (e) r e v ie w s  c o r r e s p 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  an d  ty p o g r a 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  an d  ty p in g  w o rk .

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

E x c lu s io n s

N ot a l l  p o s it io n s  th a t a r e  t i t le d  " s e c r e t a r y "  p o s s e s s  the a b o v e  c h a r a c t e r i s t i c s .  E x a m p le s  
o f p o s it io n s  w hich  a r e  ex c lu d e d  f r 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 f f ic e  a s s i s t a n t s  to  a  g r o u p  of p r o f e s s io n a l ,  t e c h n ic a l,  
o r  m a n a g e r ia l  p e r s o n s ;  (d) s e c r e t a r y  p o s it io n s  in  w hich  the d u t ie s  a r e  e i th e r  su b s t a n t ia l ly  m o r e  
ro u tin e  o r  s u b s t a n t ia l ly  m o r e  c o m p le x  an d  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 ; 
an d  (e) a s s i s t a n t  type p o s it io n s  w h ich  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 i t io n s  fo llo w in g , r e f e r s  to 
th o se  o f f i c i a l s  who h a v e  a  s ig n i f ic a n t  c o r p o r a te - w id e  p o lic y m a k in g  r o le  w ith  r e g a r d  to  m a jo r  
c o m p an y  a c t iv i t 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 t iv 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 i t io n s .  V ice  p r e s id e n t s  w h o se  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 
s o 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 en y  in d iv id u a l lo a n  o r  c r e d i t  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 i s e  a  c l e r i c a l  s ta ff )  a r e  not c o n s id e r e d  to  be 
" c o r p o r a t e  o f f i c e r s "  fo r  p u r p o s e s  o f a p p ly in g  the fo llo w in g  le v e l  d e f in i t io n s .

C l a s s  A

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

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

c . S e c r e t a r y  to  the h ea d  ( im m e d ia te ly  b e lo w  the o f f ic e r  le v e l)  o v e r  e i th e r  a  m a jo r  
c o r p o r a te - w id e  fu n c tio n a l a c t iv i ty  ( e .g . ,  m a r k e t in g ,  r e s e a r c h ,  o p e r a t io n s ,  in d u s t r ia l  r e la t io n s ,  e tc .)  
o r  a  m a jo r  g e o g r a p h ic  o r  o r g a n iz a t io n a l  se g m e n t  ( e .g . ,  a  r e g io n a l  h e a d q u a r te r s ;  a  m a jo r  d iv 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  b u t 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 on tin u ed

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

C l a s s  C

a .  S e c r e t a r y  to  an  e x e c u t iv e  o r  m a n a g e r ia l  p e r so n  w h ose  r e s p o n s ib i l i t y  i s  not e q u iv a le n t 
to  one of the s p e c i f ic  le v e l  s i tu a t io n s  in  the d e fin it io n  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  an d  i s  u s u a l ly  d iv id e d  in to  o r g a n iz a t io n a l  
se g m e n t s  w hich  a r e  o ften , 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  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 at e m p lo y s ,  in  a l l ,  fe w e r  th an  5 ,0 0 0  p e r s o n s .

C l a s s  D

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

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

P r im a r y  du ty  i s  to  ta k e  d ic ta t io n  in v o lv in g  a  n o r m a l ro u tin e  v o c a b u la r y  f r o m  one o r  m o 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 te n o ty p e  o r  s i m i l a r  m a c h in e ; and t r a n s c r ib e  d ic ta t io n . M ay 
a l s o  ty p e  f r o m  w r it te n  co p y . M ay  m a in ta in  f i l e s ,  k e e p  s im p le  r e c o r d s ,  o r  p e r 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  n ot 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  du ty  i s  to  ta k e  d ic ta t io n  in v o lv in g  a  v a r ie d  te c h n ic a l  o r  s p e c 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 l a r  m a c h in e ; an d  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  a l s o  s e t  up an d  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 t e n o g r a p h ic  d u t ie s  r e q u ir in g  s ig n i f ic a n t ly  g r e a t e r  in d ep en d e n ce  and r e s p o n s i 
b il i ty  th an  s t e n o g r a p h e r s ,  g e n e r a l  a s  e v id e n c e d  b y  the fo llo w in g : W ork r e q u ir e s  h igh  d e g r e e  o f 
s t e n o g r a p h ic  sp e e d  an d  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  and o ff ic e  
p r o c e d u r e s  an d  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  kn ow led ge  in  p e r fo r m in g  s t e 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  f o r  r e p o r t s ,  m e m o r a n d u m s , le t t e r s ,  
e t c . ;  c o m p o s in g  s im p le  le t t e r s  f r o m  g e n e r a l  in s t r u c t io n s ;  r e a d in g  and ro u t in g  in c o m in g  m a i l ;  and 
a n sw e r in g  ro u t in e  q u e s t io n s ,  e t c .  D o e s  not in c lu d e  t r a n s c r ib in g - m a c h in e  w o rk .

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

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

In a d d it io n  to  p e r fo r m in g  d u 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  ty p 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 la 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 ithout 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 .  T h e 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 lon g and c o m p le x  r e p o r t s  w h ich  o ften  a r e  o f i r r e g u la r  o r  n o n r e c u r r in g  ty p e  r e 
q u ir in g  so m e  p lan n in g  an d  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  t y 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 c lu d e  w o rk in g  s u p e r v i s o r s  p e r fo r m in g  ta b u la t in g -m a c h in e  o p e r a t io n s  an d  d a y -to -  
d a y  su p e r v is io n  o f th e w o rk  and p r o d u c tio n  of a  g ro u p  of t a b u la t in g -m a c h in e  o p e r a t o r s .

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

C l a s s  C . o p e r a t e s  s im p le  ta b u la t in g  o r  e l e c t r ic a l  a c co u n tin g  m a c h in e s  su c h  a s  th e 
s o r t e r ,  re p ro d u c in g  punch , c o l la 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  o f a  w o rk  
u n it, fo r  e x a m p le ,  in d iv id u a l so r t in g  o r  c o lla t in g  ru n s  o r  r e p e t it iv e  o p e r a t io n s .

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

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

T Y P IS T

U s e s  a  ty p e w r 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 an o th er p e r so n .  M ay  in c lu d e  ty p in g  of 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 vo lv in g  li 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 r 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 tr ib u t in g .in c o 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 r e  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  co m b in in g  m a t e r ia l  f r o m  s e v e r a l  s o u r c e s  o r  r e s p o n s ib i l i t y  fo r  c o r r e c t  sp e l l in g ,  
sy l la b ic a t io n ,  p u n ctu a tio n , e t c . ,  o f te c h n ic a l o r  u n u su a l w o r d s  o r  fo r e ig n  la n g u a g e  m a te r ia l ;  
an d  p lan n in g  la y 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 ir c u m s ta n c e 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  a c c o u n tin g  m a c h in e s  su c h  a s  th e 
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 i c  in s t r u c t io n s  and m a y  in c lu d e  th e p e r fo r m a n c e  o f so m e  w ir in g  f r o m  
d ia g r a m s .  T h e w o rk  ty p ic a lly  in v o lv e s ,  fo r  e x a m p le ,  ta b u la t io n s  in v o lv in g  a  r e p e t it iv e  
a c c o u n tin g  e x e r c i s e ,  a  c o m p le te  but s m a l l  ta b u la t in g  s tu d y , o r  p a r t s  o f a  lo n g e r  and m o re  
c o m p le x  r e p o r t .  S u ch  r e p o r t s  and s tu d ie s  a r e  u su a l ly  o f a  r e c u r r in g  n a tu re  w h e re  th e p r o 
c e d u r e s  a r e  w e ll e s t a b l i s h e d .  M ay  a l s o  in c lu d e  th e tr a in in g  of new  e m p lo y e e s  in  th e b a s ic  
o p e r a t io n  o f the m a c h in e .

C l a s s  B . P e r f o r m s  one o r  m o r e  o f th e fo llo w in g ; C o py  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 s p a c e d  p r o p e r ly .

PROFESSIONAL AND TECHNICAL

D R A F T S M 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  of 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 t u r e s  th a t d i f f e r  s ig n i f ic a n t ly  f r o m  e s t a b l i s h e d  d r a ft in g  p r e c e d e n t s .  W o rks in  c lo s e  s u p 
p o r t  w ith  the d e s ig n  o r ig in a to r ,  and m a y  re c o m m e n d  m in o r  d e s ig n  c h a n g e s . A n a ly z e s  the 
e f fe c t  o f ea c h  ch an ge  on th e 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  
r e v ie w e d  b y  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 i th 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  b y  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 a t r e q u ir e  th e a p p l i
c a tio n  o f m o s t  o f the s t a n d a r d iz e d  d ra w in g  te c h n iq u e s  r e g u la r ly  u se d .  D u tie s  ty p ic a lly  in 
v o lv e  su c h  w o rk  a s :  P r e p a r e s  w o rk in g  d ra w in g s  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 een  c o m p o n en ts; p r e p a r e s  a r c h i 
t e c tu r a l  d ra w in g s  fo r  c o n s tr u c t io n  of a  b u ild in g  in c lu d in g  d e ta i l ,d r a w in g s  of 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 ,  an d  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 a k in g  n e c e s s a r y  
c o m p u ta tio n s  to d e te r m in e  q u a n tit ie s  o f m a t e r i a l s  to  be u s e 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 t c .  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 te d  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 l a s s  C . P r e p a r e s  d e ta il  d r a w in g s  o f s in g le  u n its  o r  p a r t s  fo r  e n g in e e r in g , c o n s tr u c t io n , 
m a n u fa c tu r in g , o r  r e p a ir  p u r p o s e s .  T y p e s  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 t in g  th r e e  d im e n s io n s  in a c c u r a te  s c a le )  and se c t io n a l  v ie w s to  c l a r i f y  p o s it io n in g  o f

D R A F T S M A N — C on tin u ed

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

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

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

a n d /o r

P r e p a r e s  s im p le  o r  r e p e t it iv e  d r a w in g s  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 r in g  p r o g r e s s .

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

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

MAINTENANCE AND POWERPLANT

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

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

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

m a k in g  s t a n d a r d  sh o p  c o m p u ta tio n s  r e la t in g  to  d im e n s io n s  o f w o rk ; and  s e 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 s u a l ly  a c q u ir e d  th ro u g h  a  f o r m a l  a p p r e n t ic e sh ip  o r  e q u iv a le n t tr a in in g  and 
e x p e r ie n c e .
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E L E C T R IC IA N , M A IN T E N A N C E

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

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

O p e r a te s  an d  m a in ta in s  and  m a y  a l s o  s u p e r v is e  th e o p e r a t io n  o f s t a t io n a r y  e n g in e s  and 
eq u ip m en t (m e c h a n ic a l o r  e l e c t r ic a l )  to  su p p ly  th e e s ta b li sh m e n t  in  w h ich  em p lo y e d  w ith  p o w e r , 
h e a t ,  r e f r ig e r a t io n ,  o r  a ir - c o n d it io n in g .  W ork in v o lv e s : O p e ra tin g  an d  m a in ta in in g  eq u ip m en t
su c h  a s  s t e a m  e n g in e s ,  a i r  c o m p r e s s o r s ,  g e n e r a t o r s ,  m o t o r s ,  tu r b in e s ,  v e n t ila t in g  an d  r e f r i g 
e r a t in g  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 ,  t e 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 t a b l i s h m e n t s  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 , ST A T IO N A R Y  B O IL E R

F i r e s  s t a t io n a r y  b o i le r s  to  fu r n is h  the e s ta b li sh m e n t  in  w h ich  em p lo y e d  w ith  h e a t ,  p o w e r , 
o r  s t e a m .  F e e d s  fu e ls  to  f i r e  b y  h and o r  o p e r a te s  a  m e c h a n ic a l  s t o k e r ,  o r  g a s  o r  o i l  b u r n e r ;  
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 a n c e  t r a d e s ,  b y  p e r fo r m in g  s p e c i f ic  
o r  g e n e r a l  d u t ie s  o f l e s s e r  s k i l l ,  su c h  a s  k e e p in g  a  w o r k e r  su p p lie d  w ith  m a t e r i a l s  and  t o o l s ;  
c le a n in g  w o rk in g  a r e a ,  m a c h in e , an d  eq u ip m en t; a s s i s t i n g  jo u r n e y m a n  b y  h o ld in g  m a t e r i a l s  o r  
t o o l s ;  an d  p e r fo r m in g  o th e r  u n sk il le d  t a s k s  a s  d ir e c te d  b y  jo u r n e y m a n . T h e k in d  o f w o rk  the 
h e lp e r  i s  p e r m it te d  to  p e r f o r m  v a r i e s  f r o m  t r a d e  to  t r a d e :  In so m e  t r a d e s  th e h e lp e r  i s  c o n 
fin e d  to  su p p ly in g , li f t in g ,  an d  h o ld in g  m a t e r i a l s  an d  to o l s  an d  c le a n in g  w o rk in g  a r e a s ;  an d  in  
o th e r s  he i s  p e r m it te d  to  p e r f o r m  s p e c i a l i z e d  m a c h in e  o p e r a t io n s ,  o r  p a r t s  o f a  t r a d e  th a t a r e  
a l s o  p e r fo r m e d  b y  w o r k e r s  on a  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  of 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 t h 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 i e s .  W ork in v o lv e s  m o s t  o f th e fo llo w in g : P la n 
ning 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  i t e m s  r e q u ir in g  c o m p lic a te d  s e tu p s  
o r  a  h igh  d e g r e e  o f a c c u r a c y ;  u s in g  a  v a r ie ty  o f p r e c i s io n  m e a s u r in g  in s t r u m e n ts ;  s e le c t in g  f e e d s ,  
s p e e d s ,  to o l in g , an d  o p e r a t io n  se q u e n c e ; an d  m a k in g  n e c e s s a r y  a d ju s tm e n t s  d u r in g  o p e r a t io n  to  
a c h ie v e  r e q u is i t e  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 h en  t o o l s  n e ed  d r e s s 
in g , to  d r e s s  t o o l s ,  and 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  s tu d y  p u r p o s e s ,  m a c h in e - to o l o p e r a t o r s ,  to o lr o o m , in  to o l and  d ie  jo b b in g  sh o p s  
a r e  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 .

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  an d  s p e c i f ic a t io n s ;  p lan n in g  an d  la y in g  out 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  and  p r e c i s io n  m e a s u r in g  in s t r u m e n ts ;  se t t in g  up an d  o p e r a t in g  s t a n d a r d  m a c h in e  
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  sp 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 th e co m m o n  m e t a l s ;  s e le c t in g  s t a n d a r d  m a t e r i a l s ,  p a r t s ,  an d  eq u ip m en t r e q u ir e d  fo r  h is  w o rk ; 
an d  fit t in g  an d  a s s e m b l in g  p a r t s  in to  m e c h a n ic a l  e q u ip m en t . In g e n e r a l ,  the m a c h in i s t 's  w o rk  
n o r m a l ly  r e q u ir e s  a  ro u n d ed  t r a in in g  in  m a c h in e - sh o p  p r a c t ic e  u su a l ly  a c q u ir e d  th ro u g h  a  fo r m a l 
a p p r e n t ic e sh ip  o r  e q u iv a le n t t r a in in g  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  so 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  of su c h  h a n d to o ls  a s  
w r e n c h e s ,  g a g e s ,  d r i l l s ,  o r  s p e c i a l i z e d  eq u ip m en t in  d i s a s s e m b l in g  o r  fit 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  and 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  b o d y  b o lt s .  In g e n e r a l ,  th e  w o rk  of 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  t r a in in g  and  e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u gh  a  fo r m a l  a p p r e n 
t ic e s h 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 , 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 th e fo llo w in g : E x a m in in g  m a c h in e s  and m e c h a n ic a l  eq u ip m en t to  d ia g n o se  so u r c e  o f t r o u b le ;
d is m a n tl in g  o r  p a r t ly  d ism a n tl in g  m a c h in e s  an d  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 e d  
f r o m  s to c k ;  o r d e r in g  th e p r o d u c tio n  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  o f 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  sp e c i f ic a t io n s  fo r  m a jo r  r e p a i r s  
o r  fo r  th e p r o d u c tio n  of 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 a k in g  
a l l  n e c e s s a r y  a d ju s tm e n t s  fo r  o p e r a t io n . In g e n e r a l ,  th e  w o rk  o f a  m a in te n an c e  m e c h a n ic  r e 
q u i r e s  ro u n d ed  tr a in in g  and e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u gh  a  fo r m a l a p p r e n t ic e sh ip  o r 
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 ose  p r im a r y  
d u t ie s  in v o lv e  se 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 , and  d is m a n t le s  an d  in s t a l l s  m a c h in e s  o r  
h e a v y  eq u ip m en t w hen c h a n g e s  in  th e p lan t la y o u t a r e  r e q u ir e d .  W ork in v o lv e s  m o s t  o f the f o l 
lo w in g : P la n n in g  and la y in g  out o f the 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  and  r ig g in g ;  m a k in g  s t a n d a r d  sh o p  c o m p u ta tio n s  r e la t in g  to  s t r e s s e s ,  
s t r e n g th  o f m a t e r i a l s ,  an d  c e n te r s  o f g r a v ity ;  a lin in g  an d  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  to o l s ,  e q u ip m en t , an d  p a r t s  to  b e  u se d ;  and  in s ta l l in g  an d  m a in ta in in g  in  go o d  o r d e r  pow 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 ,  th e  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 i l  o r  g r e a s e ,  th e m o v in g  p a r t s  o r  w e a r in g  s u r f a c e s  o f m e c h a n ic a l 
eq u ip m en t o f an  e s ta b li sh m e n t .

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

P a in t s  and  r e d e c o r a t e s  w a l l s ,  w o o d w o rk , an d  f ix tu r e s  o f an  e s ta b li sh m e n t .  W ork in 
v o lv e s  the fo llo w in g : K n ow led g e  of s u r f a c e  p e c u l ia r i t ie s  and  ty p e s  of p a in t  r e q u ir e d  fo r  d if fe r e n t
a p p 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 r e 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  an d  in t e r s t i c e s ;  an d  a p p ly in g  p a in t w ith  s p r a y  gun o r  b r u s h . M ay  m ix  c o lo r s ,  o i l s ,  
w h ite  le a d ,  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 a n 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 s u a l ly  a c q u ir e d  th ro u gh  
a  f o r m a l  a p p r e n t ic e sh ip  o r  e q u iv a le n t tr a in in g  an d  e x p e r ie n c e .

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

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

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

K e e p s  th e p lu m b in g  s y s t e m  of an  e s ta b li sh m e n t  in  good  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  o f v en ts  and t r a p s  in  p lu m b in g  s y s t e m ;  in s ta l l in g  o r  r e 
p a i r in g  p ip e s  and f ix t u r e s ;  and o pen in g c lo g g e d  d r a in s  w ith  a  p lu n g e r  o r  p l u m b e r 's  sn a k e . In 
g e n e r a l ,  th e w o rk  of 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  fo r m a l  a p p r e n t ic e sh ip  o r  e q u iv a le n t t r a in in g  an d  e x p e r ie n c e .

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

F a b r i c a t e s ,  in s t a l l s ,  and m a in ta in s  in  good  r e p a i r  th e s h e e t - m e ta l  eq u ip m en t and f i x 
t u r e s  (su c h  a s  m a c h in e  g u a r d s ,  g r e a s e  p a n s ,  s h e lv e s ,  l o c k e r s ,  t a n k s ,  v e n t i l a t o r s ,  c h u te s , d u c ts ,  
m e ta l  ro o fin g ) o f an  e s ta b li sh m e n t .  W ork in v o lv e s  m o s t  o f the fo llo w in g : P la n n in g  an d  la y in g
out a l l  ty p e s  o f s h e e t - m e ta l  m a in te n a n c e  w o rk  fr o m  b lu e p r in t s ,  m o d e ls ,  o r  o th er  s p e c i f ic a t io n s ;  
se t t in g  up an d  o p e r a t in g  a l l  a v a i la b le  ty p e s  o f 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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h a n d to o ls  in  cu ttin g , b en d in g , fo r m in g ,  sh a p in g , f it t in g , and a s s e m b l in g ;  and in s ta l l in g  sh e e t-  
m e ta l  a r t i c l e s  a s  r e q u ir e d .  In g e n e r a l ,  th e w o rk  o f the m a in te n an c e  sh e e t - m e ta l  w o r k e r  r e q u ir e s  
ro u n d ed  t r a in in g  and  e x p e r ie n c e  u su a l ly  a c q u ir e d  th ro u gh  a  fo r m a l a p p r e n t ic e sh ip  o r  eq u iv a le n t 
tr a in in g  an d  e x p e r ie n c e .

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

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

C o n s tr u c t s  an d  r e p a i r s  m a c h in e - sh o p  t o o l s ,  g a g e s ,  j i g s ,  f ix tu r e s  o r  d ie s  fo r  f o r g in g s ,  
p u n ch in g , and o th er  m e ta l- fo r m in g  w o rk . W ork in v o lv e s  m o s t  o f the fo llo w in g : P la n n in g  and
la y in g  out o f w o rk  fr o m  m o d e ls ,  b lu e p r in t s ,  d r a w in g s ,  o r  o th e r  o r a l  an d  w r it te n  s p e c i f ic a t io n s ;

T O O L  A N D  D IE  M A K E R — C ontinu ed

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

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

CUSTODIAL AND MATERIAL MOVEMENT

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

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

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

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

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

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

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

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

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

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

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

F i l l s  sh ip p in g  o r t r a n s f e r  o r d e r s  fo r  f in ish e d  g o o d s f r o m  s t o r e d  m e r c h a n d is e  in  a c c o r d 
a n c e  w ith  s p e c i f ic a t io n s  on s a l e s  s l i p s ,  c u s to m e r s *  o r d e r s ,  o r  o th er  in s t r u c t io n s .  M ay , in  a d d it io n  
to  f il l in g  o r d e r s  and  in d ic a tin g  it e m s  f i l le d  o r  o m itte d , k e e p  r e c o r d s  o f o u tgo in g  o r d e r s ,  r e q u i
s i t io n  a d d it io n a l s to c k  o r  r e p o r t  sh o r t  s u p p lie s  to  s u p e r v i s o r ,  and p e r fo r m  o th er  r e la te d  d u t ie s .

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

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

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

P r e p a r e s  m e r c h a n d is e  f o r  sh ip m e n t, o r  r e c e iv e s  an d  i s  r e s p o n s ib le  fo r  in c o m in g  sh ip 
m e n ts  o f m e r c h a n d is e  o r  o th er  m a t e r i a l s .  Sh ipp in g  w o rk  in v o lv e s : A  k n ow led ge of sh ip p in g
p r o c e d u r e s ,  p r a c t i c e s ,  r o u t e s ,  a v a i la b le  m e a n s  of t r a n s p o r t a t io n ,  and r a t e ;  an d  p r e p a r in g  r e c 
o r d s  o f th e go o d s  sh ip p e d , m a k in g  up b i l l s  of la d in g , p o s tin g  w eigh t and sh ip p in g  c h a r g e s ,  and 
k e e p in g  a  f i l e  o f sh ip p in g  r e c o r d s .  M ay  d ir e c t  o r  a s s i s t  in  p r e p a r in g  th e m e r c h a n d is e  fo r  sh ip 
m e n t. R e c e iv in g  w o rk  in v o lv e s : V e r ify in g  o r  d ir e c t in g  o th e r s  in  v e r i fy in g  th e c o r r e c t n e s s  of
sh ip m e n ts  a g a in s t  b i l l s  o f la d in g , in v o ic e s ,  o r  o th er r e c o r d s ;  ch eck in g  fo r  s h o r t a g e s  and r e je c t in g  
d a m a g e d  g o o d s ; ro u t in g  m e r c h a n d is e  o r  m a t e r ia l s  to  p r o p e r  d e p a r tm e n ts ; and m a in ta in in g  n e c e s 
s a r y  r e c o r d s  an d  f i l e s .

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

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

T R U C K D R IV E R

D r iv e s  a  tr u c k  w ith in  a  c ity  o r  in d u s t r ia l  a r e a  to  t r a n s p o r t  m a t e r i a l s ,  m e r c h a n d is e ,  
eq u ip m en t, o r  m en  b etw e en  v a r io u s  ty p e s  of e s ta b li sh m e n ts  su c h  a s :  M a n u fac tu r in g  p la n t s ,  f r e ig h t
d e p o ts ,  w a r e h o u s e s ,  w h o le sa le  an d  r e t a i l  e s t a b l i s h m e n t s ,  o r  b etw een  r e t a i l  e s ta b li sh m e n ts  and 
c u s t o m e r s *  h o u s e s  o r  p l a c e s  o f b u s in e s s .  M ay  a l s o  lo a d  o r  u n lo ad  tr u c k  w ith  o r  w ith out h e lp e r s ,  
m a k e  m in o r  m e c h a n ic a l  r e p a i r s ,  and k e e p  tr u c k  in  go o d  w o rk in g  o r d e r .  D r iv e r - s a l e s m e n  and 
o v e r - th e - r o a d  d r i v e r s  a r e  e x c lu d e d .

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

T r u c k d r iv e r  (c o m b in a t io n  o f s i z e s  l i s t e d  s e p a r a te ly )
T r u c k d r iv e r ,  ligh t (un d er lVz ton s)
T r u c k d r iv e r ,  m e d iu m  (IV2 to  and in c lu d in g  4 to n s)
T r u c k d r iv e r ,  h ea v y  (o v e r  4 to n s ,  t r a i l e r  type)
T r u c k d r iv e r ,  h ea v y  (o v e r  4 to n s ,  o th er  th an  t r a i l e r  type)

T R U C K E R , P O W ER

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

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

T r u c k e r ,  p o w er ( fo rk lift)
T r u c k e r ,  pow er (o th er th an  fo rk lif t)
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A v a i l a b le  O n  R e q u e s t -----

T h e  ninth  a n n u a l  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 i n e e r i n 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 ,  j o b  a n a l y s t s ,  d i r e c t o r s  o f  p e r s o n n e l ,  m a n a g e r s  o f  o f f i c e  
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 i n  1617 ,  N a t i o 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 ,  a n d  C l e r i c a l  P a y ,  J u n e  19 6 8 . S e v e n t y - f i v e  
c e n t s  a  c o p y .
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Area Wage Surveys

A l is t  of the la te st  available bulletins i s  presented below. A d irectory  of a re a  wage studies including m ore limited studies conducted at the 
request  of the Wage and Hour and Public Contracts Divis ions of the Department of Labor is  availab le  on request.  Bulletins may be purchased from  
the Superintendent of Documents, U .S .  Government Printing Office, Washington, D . C . ,  20402, or from  any of the B L S  regional sa le s  offices shown on 
the inside front cover .

Bulletin number
A rea  and price

Akron, Ohio, Ju ly  1968------------------------------------------  1575-84, 35 cents
Albany—Schenectady—Troy, N. Y. , M ar. 1969 1________  1625-56, 35 cents
Albuquerque, N. Mex. , Apr. 1969____________________ 1625-67, 30 cents
Allentown—Bethlehem—Easton , P a . —N. J .  ,

June 1 9 6 8 *___________________________________________  1575-86, 40 cents
Atlanta, Ga. , May 1968 1----------------------------------------  1575-71, 35 cents
B a lt im ore ,  Md. , Sept. 1968 1 ________________________  1625-8, 50 cents
Beaumont—Port Arthur—Orange, T e x . ,  May 1968 * ___  1575-75, 30 cents
Binghamton, N. Y. , Ju ly  1968 1________________________ 1625-3, 35 cents
Birm ingham , A la . ,  A pr. 1969 1------------------------------- 1625-65, 35 cents
Bo ise  City, Idaho, Ju ly  1968 1_________________________  1625-6, 35 cents
Boston, M a s s . ,  Sept. 1968 1 __________________________  1625-15, 50 cents
Buffalo, N. Y. , Nov. 1968 1____________________________  1625-35, 50 cents
Burlington, Vt. , Mar. 1969 1----------------------------------- 1625-54, 35 cents
Canton, Ohio, June 1968 1_____________________________  1575-65, 30 cents
Charleston, W. Va. , Apr. 1968 1_____________________  1575-63, 30 cents
Charlotte, N. C. , M ar. 1969-----------------------------------  1625-61, 30 cents
Chattanooga, Tenn. —Ga. , Sept. 1968 1 ________________  1625-14, 35 cents
Chicago, 111., Apr. 1968----------------------------------------  1575-81, 50 cents
Cincinnati, Ohio—Ky. —Ind. , Mar. 19691-------------------  1625-63. 45 cents
Cleveland, Ohio, Sept. 1 9 6 8 *_________________________  1625-19, 50 cents
Columbus, Ohio, Oct. 19681 ---------------------------------- 1625-24, 35 cents
D a lla s ,  T e x . ,  Nov. 1968 1_____________________________  1625-28, 50 cents
Davenport—Rock Island—Moline, Iowa—111. ,

Oct. 1968____________________________________________  1625-16, 30 cents
Dayton, Ohio, Jan .  1969 1---------------------------------------  1625-42, 35 cents
Denver, C o lo . ,  Dec. 1968____________________________  1625-39, 30 cents
Des Moines, Iowa, M ar. 1969________________________  1625-62, 30 cents
Detroit , M ich .,  Jan .  1969 1 ___________________________  1625-58, 50 cents
F o r t  Worth, T e x . ,  Nov. 19681________________________ 1625-27, 3 5 cents
Green Bay, Wis. , Ju ly  1968 1---------------------------------  1625-7, 35 cents
Greenville , S . C . ,  May 1968 * _________________________  1575-66, 30 cents
Houston, T e x . ,  June 19681___________________________  1575-82, 45 cents
Indianapolis, Ind., Dec. 19681________________________ 1625-40, 35 cents
Jack son , M i s s . ,  Feb .  1969 1__________________________  1625-45, 35 cents
Jackson vil le ,  F l a . ,  Jan .  1969 1________________________ 1625-37, 35 cents
K an sas  City, Mo. —Kans. , Sept. 1968 1---------------------  1625-17, 45 cents
Law rence—Haverhill,  M a s s .—N. H. , June 19681______  1575-74, 30 cents
Little Rock—North Little Rock, A r k . ,  Ju ly  1 9 6 8 *_____  1625-1 1, 35 cents
L o s  A ngeles—Long Beach and Anaheim—Santa A na-

Garden Grove, C a l i f . ,  Mar. 1968___________________  1575-64, 30 cents
Louisv il le ,  Ky. —Ind. , Nov. 1968______________________  1625-33, 30 cents
Lubbock, Tex. , M ar. 1969____________________________  1625-53, 30 cents
Manchester, N. H. , Ju ly  1 9 6 8 *________________________ 1625-4, 35 cents
Memphis, Tenn.—A r k . , Nov. 1968_____________________ 1625-30, 30 cents
Miami, F l a . ,  Dec. 1968 1_____________________________  1625-29, 35 cents
Midland and O dessa , T e x . ,  M ar. 1969________________  1625-49, 25 cents
Milwaukee, W is . ,  Apr. 1969----------------------------------- 1625-^6, 35 cents

Bulletin number
A rea  and price

Minneapolis—St. Paul, Minn., Jan .  1969_____________  1625-47, 35 cents
Muskegon—Muskegon Heights, M ich .,  May 1968 1_____  1575-60, 30 cents
Newark and J e r s e y  City, N. J .  , Jan .  1969_____________ 1625-46, 40 cents
New Haven, Conn., Jan .  1969 ________________________  1625-38, 30 cents
New O rleans, L a . ,  Feb . 1969 1________________________ 1625-51, 35 cents
New York, N. Y . , Apr. 1968__________________________  1575-78, 50 cents
Norfolk—Portsm outh and Newport News—

Hampton, Va. , June 1968------------------------------------- 1575-85, 30 cents
Oklahoma City, Okla. , Ju ly  1968----------------------------  1625-9, 30 cents
Omaha, N eb r . —Iowa, Oct. 1968 1 ______________________  1625-26, 35 cents
P a ter son —Cliftonr-Passaic , N. J .  , May 1968 1 ------------ 1575-83, 40 cents
Philadelphia, P a . —N. J .  , Nov. 1968___________________  1625-48, 50 cents
Phoenix, A riz .  , Mar. 1969___________________________  1625-60, 30 cents
Pittsburgh, P a . ,  Jan .  1969___________________________  1625-59, 35 cents
Portland, Maine, Nov. 1968__________________________  1625-20, 30 cents
Portland, Oreg. —Wash. , May 1968 1__________________  1575-80, 40 cents
Providence—Pawtucket—Warwick, R. I . —M a ss .  ,

May 1968_____________________________________________ 1575-61, 30 cents
Raleigh, N. C. , Aug. 1968 1 ------------------------------------ 1625-13, 35 cents
Richmond, Va. , M ar. 1969_____________________ _____  1625-69, 30 cents
R ochester ,  N.Y. (office occupations only), Ju ly  1968 1625-2, 35 cents
Rockford, 111., May 1968 1____________________________  1575-70, 30 cents
St. Louis ,  M o.—111. , Mar. 1969 1----------------------------  1625-64, 50 cents
Salt Lake City, Utah, Dec. 1968______________________  1625-36, 30 cents
San Antonio, T e x . ,  June 1968_________________________  1575-69, 30 cents
San Bernardino—R ivers id e—Ontario, Calif .  ,

Oct. 1968 1___________________________________________  1625-25, 40 cents
San Diego, C a l i f . ,  Nov. 1968_________________________  1625-32, 30 cents
San F ra n c is c o —Oakland, C a l i f . ,  Oct. 1968____________  1625-44, 35 cents
San J o s e ,  C a l i f . ,  Sept. 1968__________________________  1625-21, 30 cents
Savannah, Ga. , May 1968 1 -------------------------------------  1575-73, 30 cents
Scranton, P a . ,  Ju ly  19681____________________________  1625-12, 35 cents
Seattle—Everett ,  W ash.,  Nov. 1968 1__________________  1625-43, 35 cents
Sioux F a l l s ,  S. D ak .,  Oct. 1968 1 ____________________  1625-23, 30 cents
South Bend, Ind., Mar. 1969__________________________  1625-55, 30 cents
Spokane, W ash.,  June 1968___________________________ 1575-79, 30 cents
S y ra cu se ,  N. Y. , Ju ly  1968 1 __________________________  1625-5, 35 cents
Tam pa—St. P e tersb u rg ,  F l a . ,  Aug. 1968_____________  1625-10, 30 cents
Toledo, Ohio—Mich. , Feb .  1969 1_____________________  1625-57, 35 cents
Trenton, N. J . , Oct. 1968 1___________________________  1625-18, 35 cents
U tica-R om e, N. Y. , J u l y l 9 6 8  l ------------------------------- 1625-1, 35 cents
Washington, D. C. —Md. —Va. , Sept. 1 9 6 8 _____________  1625-22, 35 cents
Waterbury, Conn., M ar. 1969________________________  1625-50, 30 cents
Waterloo, Iowa, Nov. 1968 1 ___________________________  1625-31, 35 cents
Wichita, K a n s . ,  Dec. 1968____________________________ 1625-41, 30 cents
W orcester ,  M a s s . ,  June 1968 1 _______________________  1575-76, 30 cents
York, P a . ,  Feb .  1969_________________________________  1625-52, 30 cents
Youngstown—Warren, Ohio, Nov. 1968________________  1625-34, 30 cents

1 Data on establishment practices and supplementary wage provisions are also presented.Digitized for FRASER 
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