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Preface

T h e  B u r e a u  o f  L a b o r  S t a t i s t i c s  p r o g r a m  o f  an n u a l  
o c c u p a t i o n a l  w a g e  s u r v e y s  in  m e t r o p o l i t a n  a r e a s  i s  d e 
s i g n e d  to p r o v i d e  d a t a  on o c c u p a t i o n a l  e a r n i n g s ,  and e s t a b 
l i s h m e n t  p r a c t i c e s  an d  s u p p l e m e n t a r y  w a g e  p r o v i s i o n s .  It 
y i e l d s  d e t a i l e d  d a t a  b y  s e l e c t e d  i n d u s t r y  d i v i s i o n  f o r  e a c h  
of the a r e a s  s tu d ie d ,  f o r  g e o g r a p h i c  r e g i o n s ,  an d  f o r  the  
U n ite d  S t a t e s .  A  m a j o r  c o n s i d e r a t i o n  in  the p r o g r a m  i s  
the n e e d  f o r  g r e a t e r  in s i g h t  in to  ( l )  the m o v e m e n t  o f  w a g e s  
b y  o c c u p a t i o n a l  c a t e g o r y  an d  s k i l l  l e v e l ,  an d  (2) the s t r u c 
t u r e  an d  l e v e l  o f  w a g e s  a m o n g  a r e a s  an d  i n d u s t r y  d i v i s i o n s .

At the end o f  e a c h  s u r v e y ,  an  in d iv id u a l  a r e a  b u l 
le t in  p r e s e n t s  s u r v e y  r e s u l t s  f o r  e a c h  a r e a  s tu d ie d .  A f t e r  
c o m p l e t i o n  of  a l l  o f  the in d iv id u a l  a r e a  b u l l e t i n s  f o r  a  
ro u n d  o f  s u r v e y s ,  a  t w o - p a r t  s u m m a r y  b u l l e t in  i s  i s s u e d .  
T h e  f i r s t  p a r t  b r i n g s  d a t a  f o r  e a c h  of  the  m e t r o p o l i t a n  
a r e a s  s tu d ie d  in to  one b u l l e t in .  T h e  s e c o n d  p a r t  p r e s e n t s  
i n f o r m a t i o n  w h ic h  h a s  b e e n  p r o j e c t e d  f r o m  in d iv id u a l  m e t 
r o p o l i t a n  a r e a  d a t a  to r e l a t e  to g e o g r a p h i c  r e g i o n s  and the  
U n ite d  S t a t e s .

N in e ty  a r e a s  c u r r e n t l y  a r e  in c lu d e d  in  the  p r o 
g r a m .  In e a c h  a r e a ,  i n f o r m a t i o n  on o c c u p a t i o n a l  e a r n i n g s  
i s  c o l l e c t e d  a n n u a l ly  an d  on e s t a b l i s h m e n t  p r a c t i c e s  an d  
s u p p l e m e n t a r y  w a g e  p r o v i s i o n s  b ie n n ia l ly .

T h i s  b u l l e t in  p r e s e n t s  r e s u l t s  o f  the  s u r v e y  in  
S a v a n n a h ,  G a . ,  in  M a y  1969 .  T h e  S t a n d a r d  M e t r o p o l i t a n  
S t a t i s t i c a l  A r e a ,  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 r o u g h  J a n u a r y  1968 ,  c o n s i s t s  of  C h a t h a m  C ou n ty .  T h i s  
s tu d y  w a s  c o n d u c te d  b y  the B u r e a u ' s  r e g i o n a l  o f f i c e  in  
A t la n t a ,  G a . ,  u n d e r  the g e n e r a l  d i r e c t i o n  of  D o n a ld  M.  
C r u s e ,  A s s i s t a n t  R e g i o n a l  D i r e c t o r  f o r  O p e r a t i o n s .
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Area Wage Survey----

The Savannah, Ga., Metropolitan Area
Introduction

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

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

In e a c h  a r e a ,  d a t a  a r e  o b ta in e d  f r o m  r e p r e s e n t a t i v e  e s t a b 
l i s h m e n t s  w ith in  s i x  b r o a d  i n d u s t r y  d i v i s i o n s :  M a n u f a c tu r in g ;  t r a n s 
p o r ta t io n ,  c o m m u n i c a t i o n ,  an d  o th e r  p u b l ic  u t i l i t i e s ;  w h o l e s a l e  t r a d e ;  
r e t a i l  t r a d e ;  f in a n c e ,  i n s u r a n c e ,  an d  r e a l  e s t a t e ;  an d  s e r v i c e s .  M a j o r  
i n d u s t r y  g r o u p s  e x c lu d e d  f r o m  t h e s e  s t u d i e s  a r e  g o v e r n m e n t  o p e r a 
t io n s  an d  the  c o n s t r u c t i o n  an d  e x t r a c t i v e  i n d u s t r i e s .  E s t a b l i s h m e n t s  
h av in g  f e w e r  than  a  p r e s c r i b e d  n u m b e r  of  w o r k e r s  a r e  o m i t t e d  b e c a u s e  
th e y  ten d  to f u r n i s h  in s u f f i c ie n t  e m p lo y m e n t  in  the  o c c u p a t io n s  s tu d ie d  
to  w a r r a n t  in c lu s io n .  S e p a r a t e  t a b u la t io n s  a r e  p r o v i d e d  f o r  e a c h  of  
the  b r o a d  i n d u s t r y  d i v i s i o n s  w h ic h  m e e t  p u b l i c a t io n  c r i t e r i a .

T h e s e  s u r v e y s  a r e  c o n d u c ted  on a  s a m p l e  b a s i s  b e c a u s e  of  
the u n n e c e s s a r y  c o s t  in v o lv e d  in  s u r v e y i n g  a l l  e s t a b l i s h m e n t s .  T o  
o b ta in  o p t im u m  a c c u r a c y  a t  m i n i m u m  c o s t ,  a  g r e a t e r  p r o p o r t i o n  of  
l a r g e  th an  of s m a l l  e s t a b l i s h m e n t s  i s  s tu d ie d .  In c o m b in in g  the d a ta ,  
h o w e v e r ,  a l l  e s t a b l i s h m e n t s  a r e  g iv e n  t h e i r  a p p r o p r i a t e  w e ig h t .  E s 
t i m a t e s  b a s e d  on the e s t a b l i s h m e n t s  s tu d ie d  a r e  p r e s e n t e d ,  t h e r e f o r e ,  
a s  r e l a t i n g  to a l l  e s t a b l i s h m e n t s  in the  i n d u s t r y  g r o u p in g  an d  a r e a ,  
e x c e p t  fo r  t h o s e  b e lo w  the m i n i m u m  s i z e  s tu d ie d .

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

T h e  o c c u p a t i o n s  s e l e c t e d  f o r  s tu d y  a r e  c o m m o n  to  a  v a r i e t y  
of m a n u f a c t u r in g  an d  n o n m a n u fa c tu r in g  i n d u s t r i e s ,  an d  a r e  o f  the f o l 
lo w in g  t y p e s :  (1) O f f ic e  c l e r i c a l ;  (2) p r o f e s s i o n a l  an d  t e c h n i c a l ;  (3)
m a in t e n a n c e  an d  p o w e rp la n t ;  an d  (4) c u s t o d ia l  an d  m a t e r i a l  m o v e m e n t .  
O c c u p a t io n a l  c l a s s i f i c a t i o n  i s  b a s e d  on a  u n i fo r m  s e t  o f  jo b  d e s c r i p 
t io n s  d e s i g n e d  to  t a k e  a c c o u n t  o f  i n t e r e s t a b l i s h m e n t  v a r i a t i o n  in  d u t i e s  
w ith in  the s a m e  jo b .  T h e  o c c u p a t i o n s  s e l e c t e d  f o r  s tu d y  a r e  l i s t e d  
and d e s c r i b e d  in  the  a p p e n d ix .  T h e  e a r n i n g s  d a ta  fo l lo w in g  the  jo b  
t i t l e s  a r e  f o r  a l l  i n d u s t r i e s  c o m b in e d .  E a r n i n g s  d a ta  f o r  s o m e  of  the  
o c c u p a t io n s  l i s t e d  and d e s c r i b e d ,  o r  f o r  s o m e  i n d u s t r y  d i v i s i o n s  w ith in  
o c c u p a t i o n s ,  a r e  not p r e s e n t e d  in the  A - s e r i e s  t a b l e s  b e c a u s e  e i t h e r  
(1) e m p lo y m e n t  in the o c c u p a t io n  i s  too  s m a l l  to p r o v id e  e n o u gh  d a ta

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 at the request o f the Wage and Hour and Public Contracts Divisions of the U .S . D e
partm ent of Labor.

to m e r i t  p r e s e n t a t io n ,  o r  (2) t h e r e  i s  p o s s i b i l i t y  of d i s c l o s u r e  of  
in d iv id u a l  e s t a b l i s h m e n t  d a ta .

O c c u p a t io n a l  e m p lo y m e n t  an d  e a r n i n g s  d a ta  a r e  sho w n  fo r  
f u l l - t i m e  w o r k e r s ,  i . e . ,  t h o s e  h i r e d  to w o r k  a  r e g u l a r  w e e k ly  s c h e d u le  
in  the g iv e n  o c c u p a t io n a l  c l a s s i f i c a t i o n .  E a r n i n g s  d a ta  e x c lu d e  p r e 
m i u m  p a y  f o r  o v e r t i m e  and f o r  w o r k  on w e e k e n d s ,  h o l id a y s ,  an d  la t e  
s h i f t s .  N o n p r o d u c t io n  b o n u s e s  a r e  e x c lu d e d ,  but c o s t - o f - l i v i n g  a l l o w 
a n c e s  an d  in c e n t iv e  e a r n i n g s  a r e  in c lu d e d .  W h ere  w e e k ly  h o u r s  a r e  
r e p o r t e d ,  a s  f o r  o f f i c e  c l e r i c a l  o c c u p a t i o n s ,  r e f e r e n c e  i s  to the  s t a n d 
a r d  w o r k w e e k  ( ro u n d e d  to  the n e a r e s t  h a l f  h our)  fo r  w hich  e m p l o y e e s  
r e c e i v e  t h e i r  r e g u l a r  s t r a i g h t - t i m e  s a l a r i e s  ( e x c l u s i v e  of p a y  fo r  
o v e r t i m e  at  r e g u l a r  a n d / o r  p r e m i u m  r a t e s ) .  A v e r a g e  w e e k ly  e a r n in g s  
f o r  t h e s e  o c c u p a t i o n s  h a v e  b e e n  r o u n d e d  to  the  n e a r e s t  h a l f  d o l l a r .

T h e  a v e r a g e s  p r e s e n t e d  r e f l e c t  c o m p o s i t e ,  a r e a w i d e  e s t i 
m a t e s .  I n d u s t r i e s  an d  e s t a b l i s h m e n t s  d i f f e r  in p a y  l e v e l  and jo b  
s t a f f in g  an d ,  t h u s ,  c o n tr ib u te  d i f f e r e n t l y  to  the e s t i m a t e s  f o r  e a c h  jo b .  
The p a y  r e l a t i o n s h i p  o b ta in a b le  f r o m  the  a v e r a g e s  m a y  f a i l  to  r e f l e c t  
a c c u r a t e l y  the  w a g e  s p r e a d  o r  d i f f e r e n t i a l  m a in t a in e d  a m o n g  j o b s  in  
in d iv id u a l  e s t a b l i s h m e n t s .  S i m i l a r l y ,  d i f f e r e n c e s  in a v e r a g e  p a y  l e v e l s  
f o r  m e n  an d  w o m e n  in an y  of  the  s e l e c t e d  o c c u p a t io n s  sh o u ld  not be  
a s s u m e d  to r e f l e c t  d i f f e r e n c e s  in p a y  t r e a t m e n t  o f  the s e x e s  w ith in  
in d iv id u a l  e s t a b l i s h m e n t s .  O th er  p o s s i b l e  f a c t o r s  w hich  m a y  c o n t r i b 
ute to d i f f e r e n c e s  in p a y  fo r  m e n  an d  w o m e n  in c lu d e :  D i f f e r e n c e s  in
p r o g r e s s i o n  w ith in  e s t a b l i s h e d  r a t e  r a n g e s ,  s i n c e  o n ly  th e  a c t u a l  r a t e s  
p a id  i n c u m b e n t s  a r e  c o l l e c te d ;  an d  d i f f e r e n c e s  in s p e c i f i c  d u t i e s  p e r 
f o r m e d ,  a l th o u gh  the w o r k e r s  a r e  c l a s s i f i e d  a p p r o p r i a t e l y  -within the  
s a m e  s u r v e y  jo b  d e s c r i p t i o n .  J o b  d e s c r i p t i o n s  u s e d  in c l a s s i f y i n g  e m 
p l o y e e s  in  t h e s e  s u r v e y s  a r e  u s u a l l y  m o r e  g e n e r a l i z e d  th an  t h o s e  u s e d  
in  in d iv id u a l  e s t a b l i s h m e n t s  an d  a l lo w  f o r  m i n o r  d i f f e r e n c e s  a m o n g  
e s t a b l i s h m e n t s  in the s p e c i f i c  d u t i e s  p e r f o r m e d .

O c c u p a t io n a l  e m p lo y m e n t  e s t i m a t e s  r e p r e s e n t  the  to ta l  in a l l  
e s t a b l i s h m e n t s  w ith in  the  s c o p e  of  the s tu d y  an d  not the n u m b e r  a c t u 
a l l y  s u r v e y e d .  B e c a u s e  of  d i f f e r e n c e s  in o c c u p a t io n a l  s t r u c t u r e  a m o n g  
e s t a b l i s h m e n t s ,  the e s t i m a t e s  o f  o c c u p a t io n a l  e m p lo y m e n t  o b ta in e d  f ro m  
the s a m p l e  o f  e s t a b l i s h m e n t s  s t u d ie d  s e r v e  o n ly  to  in d ic a te  the r e l a t i v e  
i m p o r t a n c e  of the j o b s  s tu d ie d .  T h e s e  d i f f e r e n c e s  in  o c c u p a t io n a l  
s t r u c t u r e  do not  a f f e c t  m a t e r i a l l y  the a c c u r a c y  of  the  e a r n i n g s  d a ta .

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

T a b u l a t io n s  on s e l e c t e d  e s t a b l i s h m e n t  p r a c t i c e s  and s u p p l e 
m e n t a r y  w a g e  p r o v i s i o n s  ( B - s e r i e s  t a b l e s )  a r e  not p r e s e n t e d  in  th i s  
b u l le t in .  I n f o r m a t i o n  f o r  t h e s e  t a b u l a t io n s  i s  c o l l e c t e d  b ie n n ia l ly .  
T h e s e  t a b u l a t io n s  on m i n i m u m  e n t r a n c e  s a l a r i e s  f o r  in e x p e r i e n c e d  
w o m e n  o f f ic e  w o r k e r s ;  sh i f t  d i f f e r e n t i a l s ;  s c h e d u l e d  w e e k ly  h o u r s ;  p a id  
h o l id a y s ;  p a id  v a c a t i o n s ;  an d  h e a l th ,  i n s u r a n c e ,  and p e n s i o n  p la n s  a r e  
p r e s e n t e d  (in the B - s e r i e s  t a b l e s )  in  p r e v i o u s  b u l l e t in s  f o r  .this a r e a .
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T a b le  1. E s t a b l i s h m e n t s  an d  W o r k e r s  W ithin S c o p e  o f S u r v e y  and N u m b e r  S tu d ie d  in  S a v a n n a h , G a . ,  1 
b y  M a jo r  I n d u s tr y  D iv is io n ,  2 M a y  1969

I n d u s tr 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 ----------------------------------------------- _ 110 57 2 4 ,8 0 0 100 1 9 ,3 5 0

M a n u fa c tu r in g ______________________________________ 50 43 25 15, 400 62 13, 380
N o n m a n u fa c tu r in g ---------------------------------------------- 67 32 9, 400 38 5, 970

T r a n s p o r t a t io n ,  c o m m u n ic a t io n ,  and
o th e r  p u b lic  u t i l i t i e s  5 ------------------------------- 50 11 8 3, 300 13 2, 860

W h o le sa le  t r a d e  6 ----------------------------------------- 50 12 4 900 4 350
R e t a i l  t r a d e  6-----  — ---------------------------------- 50 33 13 3, 800 16 1, 870
F in a n c e ,  in s u r a n c e ,  and  r e a l  e s t a t e  6 --------- 50 5 3 800 3 550
S e r v i c e s  6 7-------------------------------------------------- 50 6

___________
4 600 2 340

1 T h e  S a v a n n a h  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  th e 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  C h a th a m  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 tu d y "  e s t i m a t e s  sh o w n  in  th is  t a b le  p r o v id e  a  r e a s o n a b ly  a c c u r a t e  d e s c r ip t io n  o f th e s i z e  an d  c o m p o s it io n  o f 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  the 
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  le v e l s  s in c e  (1) p la n n in g  o f w age  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 t a  c o m p ile d  c o n s id e r a b ly  in  
a d v a n c e  o f  th e p a y r o l l  p e r io d  s tu d ie d ,  an d  (2) s m a l l  e s 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 sc 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 t a 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  th e a r e a )  o f  c o m p a n ie s  in  su c h  

in d u s t r ie s  a s  t r a d e ,  f in a n c e ,  au to  r e p a i r  s e r v i c e ,  and  m o tio n  p ic 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 t a l  e m p lo y m e n t  (w ith in  the 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 ic a b s  an d  s e r v i c e s  in c id e n ta l  to  w a te r  t r a n s p o r t a t io n  w e re  e x c lu d e d .  S a v a n n a h 's  t r a n s i t  s y s t e m  i s  m u n ic ip a lly  o p e r a te d  an d  i s  e x c lu d e d  

b y  d e f in i t io n  f r o m  th e s c o p e  o f th e 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  f o r  " a l l  i n 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 t a  f o r  th is  d iv i s io n  i s  n ot m a d e  f o r  one 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 o u gh  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  not 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 ,  and  (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  and  m o t e l s ;  l a u n d r ie s  and o th e r  p e r s o n a l  s e r v i c e s ;  b u s in e s s  s e r v i c e s ;  a u to m o b ile  r e p a i r ,  r e n ta l ,  an d  p a r k in g ;  m o tio n  p i c t u r e s ;  n o n p ro fit  
m e m b e r s h ip  o r g a n iz a t io n s  (e x c lu d in g  r e l ig io u s  an d  c h a r i t a b le  o r g a n iz a t io n s ) ;  and  e n g in e e r in g  and a r c h i t e c t u r a l  s e r v i c e s .

O v e r  t h r e e - f i f t h s  o f th e  w o r k e r s  w ith in  sc o p e  o f the s u r v e y  in  th e S a v a n n a h  a r e a  
w e r e  e m p lo y e d  in  m a n u fa c tu r in g  f i r m s .  T h e  fo llo w in g  p r e s e n t s  th e m a jo r  in d u s t r y  g r o u p s  
and 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  o f  a l l  m a n u fa c tu r in g :

I n d u s tr y  g r o u p s  S p e c i f i c  in d u s t r ie s

P a p e r  an d  a l l ie d  p r o d u c t s ------  39
F o o d  and  k in d r e d  p r o d u c t s -----  15
T r a n s p o r t a t io n  e q u ip m e n t------  12
C h e m ic a ls  an d  a l l ie d

p r o d u c t s _______________________  10
L u m b e r  an d  w ood p r o d u c t s -----  10

P a p e r m i l l s ,  e x c e p t  b u ild in g
p a p e r ____________________________ 35

M illw o r k , p ly w o od  and
r e la t e d  p r o d u c t s _______________  7

S h ip  and  b o a tb u ild in g  and
r e p a i r i n g -------------------------------  7

I n d u s t r ia l  c h e m i c a l s ----------------  6
M o to r  v e h ic le s  and 

e q u ip m e n t------------------------------  5

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 t a 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 th e s u r v e y  a s  sh ow n in  t a b le  1 a b o v e .
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Wage Trends for Selected Occupational Groups

P r e s e n t e d  in t a b le  2 a r e  i n d e x e s  an d  p e r c e n t a g e s  o f  c h a n g e  
in  a v e r a g e  s a l a r i e s  o f  o f f i c e  c l e r i c a l  w o r k e r s  an d  i n d u s t r i a l  n u r s e s ,  
an d  in a v e r a g e  e a r n i n g s  o f  s e l e c t e d  p lan t  w o r k e r  g r o u p s .  The  i n d e x e s  
a r e  a  m e a s u r e  of  w a g e s  a t  a  g iv e n  t im e ,  e x p r e s s e d  a s  a  p e r c e n t  of  
w a g e s  d u r in g  the b a s e  p e r i o d  (d a te  o f  the a r e a  s u r v e y  c o n d u c te d  
b e tw e e n  J u l y  I9 6 0  an d  J u n e  1961).  S u b t r a c t i n g  100 f r o m  the in d e x  
y i e l d s  the p e r c e n t a g e  c h a n g e  in  w a g e s  f r o m  the b a s e  p e r io d  to the  
d a te  o f  the in d e x .  The  p e r c e n t a g e s  of  c h a n g e  o r  i n c r e a s e  r e l a t e  to  
w a g e  c h a n g e s  b e tw e e n  the in d ic a te d  d a t e s .  T h e s e  e s t i m a t e s  a r e  
m e a s u r e s  o f  c h a n g e  in a v e r a g e s  f o r  the a r e a ;  th ey  a r e  not in te n d e d  
to m e a s u r e  a v e r a g e  p a y  c h a n g e s  in  the e s t a b l i s h m e n t s  in  the  a r e a .

M etho d  o f  C o m p u t in g

E a c h  of  the s e l e c t e d  k e y  o c c u p a t i o n s  w ith in  a n  o c c u p a t i o n a l  
g r o u p  w a s  a s s i g n e d  a  w eig h t  b a s e d  on i t s  p r o p o r t i o n a t e  e m p lo y m e n t  
in  the o c c u p a t i o n a l  g r o u p .  T h e s e  c o n s ta n t  w e ig h t s  r e f l e c t  b a s e  y e a r  
e m p l o y m e n t s  w h e r e v e r  p o s s i b l e .  The  a v e r a g e  (m e a n )  e a r n i n g s  f o r  
e a c h  o c c u p a t io n  w e r e  m u l t ip l i e d  b y  the o c c u p a t i o n a l  w e ig h t ,  an d  the  
p r o d u c t s  f o r  a l l  o c c u p a t i o n s  in  the  g r o u p  w e r e  t o t a l e d .  The  a g g r e g a t e s  
f o r  2 c o n s e c u t i v e  y e a r s  w e r e  r e l a t e d  b y  d iv id in g  the a g g r e g a t e  f o r  
the l a t e r  y e a r  by the a g g r e g a t e  f o r  the e a r l i e r  y e a r .  The r e s u l t a n t  
r e l a t i v e ,  l e s s  100 p e r c e n t ,  sh o w s  the p e r c e n t a g e  c h a n g e .  . T h e  in d e x  
i s  the p r o d u c t  o f  m u l t ip ly in g  the b a s e  y e a r  r e l a t i v e  (100) b y  the  r e l a t i v e  
fo r  the n ext  s u c c e e d in g  y e a r  an d  co n t in u in g  to m u l t ip l y  (co m p o u n d )  
e a c h  y e a r ' s  r e l a t i v e  by the p r e v i o u s  y e a r ' s  in d e x .  A v e r a g e  e a r n i n g s  
f o r  the fo l lo w in g  o c c u p a t i o n s  w e r e  u s e d  in c o m p u t in g  the w a g e  t r e n d s :

O ffice c le rica l (m en and women): 
Bookkeeping-m achine 

operators, class B 
C lerks, accounting, classes 

A and B
C leiks, f ile , classes 

A , B, and C 
Clerks, order 
C leiks, 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 achine operators, 

class B
Typists, classes A and B

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

S k illed  m aintenance (m en): 
Carpenters 
E lectricians 
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 f f i c e  c l e r i c a l  w o r k e r s  a n d  i n d u s t r i a l  n u r s e s ,  the w age  
t r e n d s  r e l a t e  to r e g u l a r  w e e k ly  s a l a r i e s  f o r  the n o r m a l  w o rk w e e k ,  
e x c l u s i v e  of  e a r n i n g s  fo r  o v e r t i m e .  F o r  p lan t  w o r k e r  g r o u p s ,  they  
m e a s u r e  c h a n g e s  in  a v e r a g e  s t r a i g h t - t i m e  h o u r ly  e a r n i n g s ,  e x c lu d in g  
p r e m i u m  p a y  f o r  o v e r t i m e  an d  f o r  w o r k  on  w e e k e n d s ,  h o l id a y s ,  an d  
l a t e  s h i f t s .  The  p e r c e n t a g e s  a r e  b a s e d  on  d a ta  f o r  s e l e c t e d  key  o c c u 
p a t io n s  an d  in c lu d e  m o s t  o f  the n u m e r i c a l l y  i m p o r t a n t  j o b s  w ith in  
e a c h  g r o u p .

L i m i t a t i o n s  o f  D a ta

T h e  in d e x e s  a n d  p e r c e n t a g e s  o f  c h a n g e ,  a s  m e a s u r e s  o f  
c h a n g e  in  a r e a  a v e r a g e s ,  a r e  in f lu e n c e d  by: (1) g e n e r a l  s a l a r y  an d
w age  c h a n g e s ,  (2) m e r i t  o r  o t h e r  i n c r e a s e s  in  p a y  r e c e i v e d  by  in d i 
v id u a l  w o r k e r s  w h ile  in  the s a m e  jo b ,  an d  (3) c h a n g e s  in  a v e r a g e  
w a g e s  due to c h a n g e s  in  the l a b o r  f o r c e  r e s u l t i n g  f r o m  l a b o r  t u r n 
o v e r ,  f o r c e  e x p a n s i o n s ,  f o r c e  r e d u c t i o n s ,  an d  c h a n g e s  in the p r o p o r 
t io n s  o f  w o r k e r s  e m p l o y e d  by  e s t a b l i s h m e n t s  with d i f f e r e n t  p a y  l e v e l s .  
C h a n g e s  in  the l a b o r  f o r c e  c a n  c a u s e  i n c r e a s e s  o r  d e c r e a s e s  in the  
o c c u p a t i o n a l  a v e r a g e s  w ithout  a c t u a l  w ag e  c h a n g e s .  It i s  c o n c e iv a b l e  
tha t  e v e n  thou gh  a l l  e s t a b l i s h m e n t s  in  a n  a r e a  g a v e  w a g e  i n c r e a s e s ,  
a v e r a g e  w a g e s  m a y  h av e  d e c l in e d  b e c a u s e  l o w e r - p a y i n g  e s t a b l i s h m e n t s  
e n t e r e d  the a r e a  o r  e x p a n d e d  t h e i r  w o r k  f o r c e s .  S i m i l a r l y ,  w a g e s  
m a y  h av e  r e m a i n e d  r e l a t i v e l y  c o n s ta n t ,  y e t  the  a v e r a g e s  f o r  a n  a r e a  
m a y  h av e  r i s e n  c o n s i d e r a b l y  b e c a u s e  h ig h e r - p a y i n g  e s t a b l i s h m e n t s  
e n t e r e d  the a r e a .

The  u s e  o f  c o n s t a n t  e m p lo y m e n t  w e ig h t s  e l i m i n a t e s  the e f fe c t  
of c h a n g e s  in  the p r o p o r t i o n  o f  w o r k e r s  r e p r e s e n t e d  in e a c h  jo b  i n 
c lu d e d  in  the d a ta .  The  p e r c e n t a g e s  o f  c h a n g e  r e f l e c t  on ly  c h a n g e s  
in a v e r a g e  p a y  fo r  s t r a i g h t - t i m e  h o u r s .  T h e y  a r e  not in f lu e n c e d  by  
c h a n g e s  in  s t a n d a r d  w o r k  s c h e d u l e s ,  a s  su c h ,  o r  by  p r e m i u m  pay  
f o r  o v e r t i m e .  W here  n e c e s s a r y ,  d a ta  w e r e  a d ju s t e d  to r e m o v e  f r o m  
the in d e x e s  an d  p e r c e n t a g e s  o f  c h a n g e  a n y  s i g n i f i c a n t  e f f e c t  c a u s e d  
b y  c h a n g e s  in  the s c o p e  o f  the s u r v e y .
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T a b l e  2. I n d e x e s  o f  S t a n d a r d  W e e k ly  S a l a r i e s  and S t r a i g h t - T i m e  H o u r ly  E a r n i n g s  f o r  S e l e c t e d  O c c u p a t io n a l  G r o u p s  
in  S a v a n n a h ,  G a . ,  M a y  1969 and M a y  1968,  and P e r c e n t s  o f  C h an g e  1 f o r  S e l e c t e d  P e r i o d s

O c c u p a t io n a l  g r o u p

I n d e x e s
(M a y  1961 = 100) P e r c e n t s  of c h a n g e  1

M a y  1969 M a y  1968
M a y  1968  

to
M a y  1969

M a y  1967  
to

M a y  1968

M a y  1966  
to

M a y  1967

M a y  1965  
to

M a y  1966

M a y  1964  
to

M a y  1965

O ff ice  c l e r i c a l  ( m e n  and w o m e n ) ------------ 132.9 126 .6 5.0 6 .7 2.9 0.5 4.2
I n d u s t r i a l  n u r s e s  ( m e n  and w o m e n )______ ( 2) ( 2) ( 2) ( 2) ( 2 ) ( 2) ( 2)
S k i l l e d  m a in t e n a n c e  (m e n )_________________ 135 .5 126 .2 7 .4 3.1 3.6 3.6 3.4
U n s k i l l e d  p la n t  ( m e n ) ______________________ 137.2 131 .0 4.7 7 .7 4.9 2 .2 3.1

M a y  1963 Ju n e  1962 M a y  1961 Ju n e  I9 6 0
to to to to

M a y  1964 M a y  1963 Ju n e  1962 M a y  1961

O ff ice  c l e r i c a l  ( m e n  and w o m e n ) -------------- 2 .7 2 .3 4.7 2 .0
I n d u s t r i a l  n u r s e s  ( m e n  and w o m e n )----------- ( 2) (2 ) (2 ) ( 2)
S k i l l e d  m a in t e n a n c e  (m e n )__________________ 3.0 1.4 5 .8 2 .8
U n s k i l l e d  p la n t  ( m e n ) ________________________ 3.2 1.3 5 .3 3—2 .3

1 A l l  c h a n g e s  a r e  i n c r e a s e s  u n l e s s  o t h e r w i s e  in d ic a te d .
2 D a t a  do not m e e t  p u b l i c a t io n  c r i t e r i a .
3 T h i s  d e c l in e  l a r g e l y  r e f l e c t s  s h i f t s  in  e m p lo y m e n t  b e tw e e n  h ig h -  and lo w - w a g e  e s t a b l i s h m e n t s  r a t h e r  than  w a g e  d e c r e a s e s .
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A. Occupational Earnings 

Table A-l. Office Occupations—Men and Women

5

(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 stu d ied  on an a r e a  b a s i s  
by  in d u stry  d iv isio n , Savann ah , G a .,  M ay 1969)

Sex , o ccupation , and in d u stry  d iv isio n

MEN

C L E R K S , ACCOUNTING , C LA S S A
MANUFACTURING  ----

C L E R K S , ACCOUNTING , C L A S S B

WOMEN

C LE R K S , ACCOUNTING , C L A S S A
MANUFACTURING  ----

C L E R K S , ACCOUNTING , C L A S S B
MANUFACTURING  ------------------------------------
NONMANUFACTURING -----------------------------

C L E R K S ,  PAYROLL --------------------------------------

KEYPUNCH OPERATO RS, C L A S S  A -------------
MANUFACTURING -----------------------------------

KEYPUNCH OPERATO RS, C L A S S  B -------------
MANUFACTURING -----------------------------------

S E C R E T A R IE S 3---------------------------------------------
MANUFACTURING  ------------------------------------
NONMANUFACTURING -----------------------------

P U B L IC  U T I L I T I E S 4--------------------------

S E C R E T A R IE S ,  C L A S S  B -----------------------

S E C R E T A R IE S ,  C L A S S  C -----------------------
MANUFACTURING  ------------------------------------
NONMANUFACTURING -----------------------------

S E C R E T A R IE S ,  C L A S S  D -----------------------
MANUFACTURING  -----------------------------------

STEN O G RAPH ERS, G ENERAL ------------------------
MANUFACTURING  ------------------------------------
NONMANUFACTURING -----------------------------

P U B L IC  U T I L I T I E S 4--------------------------

STEN O G RAPH ERS, S E N IO R  --------------------------

SW ITCHBOARD O PERATO RS, C L A S S  B -------
NONMANUFACTURING -----------------------------

SW ITCHBOARD OPERATOR—R E C E P T IO N I S T S —
M ANUFACTURING  -----------------------------------
NONMANUFACTURING -----------------------------

T Y P IS T S ,  C L A S S  B ------------------------------------
MANUFACTURING  ------------------------------------

Weekly earnings1 
(standard)

Number
of

Average 
weekly 
hours1 

’ standard) Mean2 Median 2 Middle range 2

$ t
60

and
under

65

«
65

70

%
70

75

75

80

23 3 9 .5
$
1 3 6 .5 0 1 3 5 .0 0 1 2 3 .0 0 - 1 5 2 .5 0

16 3 9 .0 1 4 0 .0 0 1 3 7 .5 0 1 2 5 .5 0 - 1 5 9 .0 0

18 3 9 .5 1 1 2 .0 0 1 0 9 .0 0 9 9 .0 0 - 1 2 6 .0 0 - " - -

28 3 9 .0 1 1 4 .0 0 1 1 2 .5 0 1 0 5 .0 0 - 1 2 6 .0 0 _ 2 _

19 3 9 .5 1 2 0 .0 0 1 1 7 .5 0 1 0 8 .5 0 - 1 3 0 .0 0

66 3 9 .5 9 3 .0 0 9 0 .5 0 8 2 .5 0 - 1 0 3 .0 0 7 1 2 2
34 3 9 .5 8 9 .0 0 9 0 .0 0 8 5 .5 0 -  9 8 .0 0 1 1 2 2
32 3 9 .5 9 7 .5 0 9 3 .0 0 8 1 .5 0 - 1 2 7 .0 0 6 - - -

18 3 9 .5 1 0 2 .0 0 9 7 .5 0 8 8 .0 0 - 1 1 9 .0 0 ~ - - 2

36 3 9 .0 1 0 1 .5 0 1 0 1 .5 0 9 4 .0 0 - 1 0 9 .0 0 - - 1 _

31 3 9 .0 1 0 1 .5 0 1 0 1 .5 0 9 5 .0 0 - 1 0 5 .0 0 - - 1 -

27 3 8 .0 7 7 .5 0 7 7 .0 0 7 2 .5 0 -  8 5 .0 0 2 1 8 7
16 3 9 .5 7 9 .0 0 7 8 .5 0 7 4 .0 0 -  8 8 .0 0 - 1 4 5

148 3 9 .0 1 0 6 .5 0 1 0 5 .0 0 8 6 .5 0 - 1 2 8 .5 0 - 3 9 11
100 3 9 .0 1 0 1 .5 0 1 0 0 .5 0 8 1 .0 0 - 1 2 0 .5 0 - 3 9 11

48 3 8 .5 1 1 7 .0 0 1 1 9 .0 0 9 4 .0 0 - 1 3 3 .5 0 - - - -
22 4 0 .0 1 3 7 .5 0 1 3 3 .5 0 1 3 1 .0 0 - 1 4 5 .5 0

22 3 8 .0 1 1 1 .5 0 1 1 2 .0 0 1 0 1 .0 0 - 1 2 8 .0 0 - - - -

59 3 8 .5 1 1 4 .0 0 1 0 9 .5 0 9 1 .0 0 - 1 3 4 .5 0 - - 1 -

38 3 9 .5 1 1 4 .5 0 1 1 2 .5 0 8 9 .5 0 - 1 3 7 .0 0 - - 1 -
21 3 7 .5 1 1 2 .5 0 1 0 7 .5 0 9 2 .0 0 - 1 3 4 .0 0 - *

55 3 9 .5 9 1 .5 0 8 7 .0 0 7 6 .5 0 - 1 0 5 .0 0 - 3 8 11
43 3 9 .0 8 6 .0 0 8 0 .0 0 7 5 .0 0 - 1 0 0 .0 0 - 3 8 11

88 3 9 .5 9 9 .0 0 9 4 .0 0 8 7 .0 0 - 1 0 8 .5 0 _ _ _ 3
60 3 9 .5 9 6 .0 0 9 3 .5 0 8 8 .5 0 - 1 0 5 .0 0 - - - 2
28 3 9 .5 1 0 5 .0 0 1 0 4 .0 0 8 4 .5 0 - 1 3 1 .5 0 - - - 1
15 3 9 .5 1 0 8 .0 0 1 3 0 .0 0 8 4 .0 0 - 1 3 3 .0 0 ~ - - 1

5 5 3 7 .5 9 3 .5 0 9 2 .5 0 8 1 .5 0 - 1 0 7 .5 0 - - 10 -

17 4 1 .0 7 7 .0 0 7 5 .0 0 6 4 .0 0 -  8 4 .5 0 6 _ 3 _

17 4 1 .0 7 7 .0 0 7 5 .0 0 6 4 .0 0 -  8 4 .5 0 6 - 3 -

35 3 9 .5 8 3 .0 0 '  8 0 .0 0 7 2 .5 0 -  9 5 .0 0 7 - 4 7
20 3 9 .0 8 9 .5 0 8 7 .5 0 7 6 .5 0 - 1 0 2 .0 0 2 - 2 4
15 4 0 .0 7 4 .5 0 7 6 .5 0 6 4 .0 0 -  8 3 .5 0 5 2 3

61 3 9 .5 7 4 .0 0 7 4 .5 0 7 0 .0 0 -  7 9 .0 0 4 12 17 18
4 0 3 9 .0 7 1 .5 0 7 2 .0 0 6 7 .5 0 -  7 7 .0 0 4 12 11 10

$

N um ber o f w o rk e rs  re c e iv in g  s tr a ig h t- t im e  w eek ly  ea rn in g s ol

S t $ $ $ t t $ t S s $ t S $ $
80 85 90 95 100 105 110 115 120 125 130 135 140 145 150 155 160

and

85 90 95 100 105 110 115 120 125 130 135 140 145 150 155 160 ov er

1 2 5 2 2 3 2 2 1 3
l * 2 1 2 2 1 - 1 2 1 3

~ 2 2 1 2 3 - ~ 4 - 2 - 2 - - - -

_ _ 1 1 3 6 3 3 2 3 1 1 _ _ _ 1 1
1 1 1 3 3 2 2 2 1 1 “ - 1 1

10 10 11 4 5 1 - - 1 12 - - - - - - -
2 10 7 2 5 1 - - 1
8 - 4 2 - - - - - 12 * * *

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

3 3 3 5 12 - 3 2 1 2 _ - 1 - - - -
1 3 3 5 11 ~ 3 1 1 1 “ 1 “ *

3 4 2
1 3 2

10 15 9 8 10 10 9 6 9 4 18 3 5 6 1 - 2
10 6 5 6 8 8 5 4 7 3 5 3 3 4 - - -

- 9 4 2 2 2 4 2 2 1 13 - 2 2 1 - 2
2 1 13 1 2 1 - 2

1 - 2 2 4 1 4 1 i 2 3 - 1 - - - -

7 6 4 3 2 8 _ 1 3 2 9 3 4 6 _ -

7 2 - 1 2 6 - 1 3 2 3 3 3 4 - -
~ 4 4 2 - 2 - “ “ 6 1 2 ~ “

2 9 3 2 4 1 3 - 3 - 6 - - - - - -

2 4 3 2 4 1 3 “ 2

12 17 16 3 10 8 1 6 _ 2 9 1 - - - - -

5 12 16 3 8 7 1 4 1 i - - - - -
7 5 - - 2 1 - 2 1 8 1 - -
4 2 * - * * “ “ 1 7 “ “ ”

12 4 4 7 3 4 3 5 1 1 1 - - - - - -

5
5 -

1
1

1
1 - - -

1
1 - - - - - - - - -

5 2 2 3 2 - 2 - - _ 1 - - - - - -

2 - 2 3 2 - 2 - — - 1 - - - -
3 2

4 3 3
3

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

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

* M ay in clude w o r k e r s  o th er than th o se  p r e se n te d  se p a r a te ly .
4 T ra n sp o r ta t io n , com m u n icatio n , and o th er pu b lic  u t il it ie s .
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Table A-2. Professional and Technical Occupations—Men and Women

( 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 ,  S a v a n n a h , G a . , M a y  1969)

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 F o r  d e f in i t io n  o f  t e r m s ,  s e e  fo o tn o te  2 , ta b le  A - l .

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

( A v e r a g e  s t r a ig h t - t im e  w 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  on  an  a r e a  b a s is  
b y  i n d u s t r y  d i v i s i o n ,  S a v a n n a h , G a . , M a y  1969)

Average

O cc upa tion  and in d us t ry  d iv i s ion
Number

of
workers

Weekly

(standard)

Weekly 
earnings 1 
(standard)

O F F IC E  O CCU PATIO NS

CLERKS, ACCOUNTING, CLASS A ------------ 51 3 9 . 0 1 2 4 . 0 0
MANUFACTURING ------------------------------- 35 3 9 . 0 1 2 9 . 0 0
NONMANUFACTURING -------------------------- 16 3 9 . 0 1 1 3 . 5 0

CLERKS, ACCOUNTING, CLASS B ------------ 84 3 9 . 5 9 7 . 5 0
MANUFACTURING ------------------------------- 48 3 9 . 5 9 3 . 5 0
NONMANUFACTURING -------------------------- 36 3 9 . 5 102.00

CLERKS, ORDER -------------------------------------------- 49 4 0 . 0 9 8 . 0 0
MANUFACTURING -------------------------------------- Ifa 4 3 . 0 110.00

CLERKS, PAYROLL ---------------------------------------- 25 3 9 . 5 1 0 7 . 0 0
MANUFACTURING -------------------------------------- 18 4 0 . 0 1 0 6 . 5 0

KEYPUNCH OPERATORS, CLASS A -------------- 36 3 9 . 0 1 0 1 . 5 0
MANUFACTURING -------------------------------------- 31 3 9 . 0 1 0 1 . 5 0

KEYPUNCH OPERATORS* CLASS B -------------- 28 3 8 . 0 7 8 . 0 0
MANUFACTURING -------------------------------------- 16 3 9 . 5 7 9 . 0 0

O cc upa tion  and in d us tr y  div i si on

OFFICE OCCUPATIONS -  CONTINUED

SECRETARIES2----------------------------------------
MANUFACTURING -------------------------------
NONMANUFACTURING --------------------------

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

SECRETARIES, CLASS B --------------------

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

SECRETARIES, CLASS D --------------------
MANUFACTURING -------------------------------

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

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

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

Number
of

workers

Average

Occ upa tion  and in dustry  div i si on
Number

of
workers

Average

Weekly

[standard)

Weekly 
earnings 1 
(standard)

Weekly 
hours 1 

(standard)

Weekly 
earnings 1 
(standard)

OFFICE OCCUPATIONS -  CONTINUED
$ $

148 3 9 . 0 1 0 6 . 5 0 SWITCHBOARD OPERATORS, CLASS 8 ------ 17 4 1 . 0 7 7 . 0 0
100 3 9 . 0 1 0 1 . 5 0 NONMANUFACTURING -------------------------- 17 4 1 . 0 7 7 . 0 0

48 3 8 . 5 1 1 7 . 0 0
22 4 0 . 0 1 3 7 . 5 0 SWITCHBOARD OPERATOR-RECEPTIONISTS- 35 3 9 . 5 8 3 . 0 0

MANUFACTURING ------------------------------- 20 3 9 . 0 8 9 . 5 0
2? 3 8 . 0 1 1 1 . 5 0 NONMANUFACTURING -------------------------- 15 4 0 . 0 7 4 . 5 0

59 3 8 . 5 1 1 4 . 0 0 TY PIST S,  CLASS B -------------------------------------- 61 3 9 . 5 7 4 . 0 0
38 3 9 . 5 1 1 4 . 5 0 MANUFACTURING -------------------------------------- 40 3 9 . 0 7 1 . 5 0
21 3 7 . 5 1 1 2 . 5 0

55 3 9 . 5 9 1 . 5 0 PROFESSIONAL AND TECHNICAL
43 3 9 . 0 86.00 OCCUPATIONS

89 3 9 . 5 9 9 . 0 0
61 3 9 . 5 9 6 . 0 0 DRAFTSMEN, CLASS B ---------------------------------- 23 4 0 . 0 1 4 4 . 5 0
28 3 9 . 5 1 0 5 . 0 0 MANUFACTURING -------------------------------------- 22 4 C .0 1 4 4 . 5 0
15 3 9 . 5 1 0 8 . 0 0

NURSES, INDUSTRIAL (REGISTERED) ------ 15 4 0 . 0 1 2 5 . 0 0
55 3 7 . 5 9 3 . 5 0 MANUFACTURING ------------------------------- 15 4 0 . 0 1 2 5 . 0 0

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 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 .
3 T r a n s p o r t a t io n ,  c o m m u n ic a t io n ,  a n d  o th e r  p u b l ic  u t i l i t i e s .
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Table A-4. Maintenance and Powerplant Occupations

(A v erag e  s tr a ig h t- t im e  h o u rly  e a rn in g s fo r  m en  in se le c te d  o ccu p a tio n s stu d ied  on an  a r e a  b a s i s  
by  in d u stry  d iv isio n , Savann ah , G a . , M ay 1969)

O ccupation  and in d u stry  d iv is i

CA RP EN TE RS ,  MAINTENANCE ----------

E L E C T R I C I A N S ,  MAINTENANCE ------
MANUFACTURING ------------------------

FIR E ME N, STATIONARY BO ILE R ----
MANUFACTURING ------------------------

H E L P E R S ,  MAINTENANCE TRADES —

MECHANICS,  AUTOMOTIVE
(MAINTENANCE) ---------------------------

MANUFACTURING -----------------------

MECHANICS,  MAINTENANCE ------------
MANUFACTURING -----------------------

O I L E R S  -------------------------------------------
MANUFACTURING -----------------------

P A I N T E R S ,  MAINTENANCE --------------
MANUFACTURING -----------------------

P I P E F I T T E R S ,  MAINTENANCE --------
MANUFACTURING -----------------------

Number
o f

workers

Hourly e a mings  1

M e an 2 Median 2 Middle r an ge 2

$ $ $  $
3 0 3 . 7 4 4 . 0 2 3 . 6 0 -  4 . 0 6

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

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

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

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

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

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

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

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

N um ber o f w o rk e rs  re c e iv in g  s tra ig h t- tim e  h ourly  e a rn in g s  of—
* $ $ $ $ $ t S $ $ $ s * $ $ $ t  t * $ $ t t
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 . 80 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 .8 0 4 .0 0  4 .2 0
and

under

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 . 90 3 .0 0 3 .1 0 3 .2 0 3 .3 0 3 .4 0  3 .5 0 3 .6 0 3 .8 0 4 .0 0 4 *2 0  o v er

1 2 4 3 1 19

1 1 - 6 1 4 _ 4 8 10 2 17 2 75 4
1 1 - 6 1 4 - 4 8 10 2 17 2 75

9 6 4 _ - - - - 4 8 - 9 _ 2 _ _ 12 4 5 8 4 -

9 6 4 - - - - - ~ 8 - 9 - - 12 4 5 8 4

- l 1 1 1 - - - 1 5 5 7 15 19 22 17 - - - - - -

8 1 1 _ __ 1 2 3 3 i _ 1 i 8 4
8 1 - - - “ 2 3 3 - 1 8

_ - - _ _ _ 1 _ 9 8 1 2 3 4 26 20 11 16 _ 50 4 101 3
* “ 1 * 9 8 1 2 3 4 26 20 11 16 - 50 4 101 l

- _ - - _ - 1 - 4 i 5 8 _ - 1 12 24 - - - - -

“ * - 1 4 i 5 8 - “ 1 12 24

- - - - _ - 1 - _ i - _ _ 2 4 4 - - - 35 - _

- “ 1 - - i - - - 2 4 4 - - - 35

i _ _ _ - _ - 2 - - 24 4 72
i 2 24 4 72

E x c lu d e s  p rem iu m  p a y  fo r  o v ert im e  and fo r  w ork  on w eeken d s, h o lid ay s , and la te  sh ifts . 
F o r  d efin ition  of t e r m s ,  se e  footnote 2, tab le  A - l .
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Table A-5. Custodial and Material Movement Occupations

(A v e r ag 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 , Savan n ah , G a . , M ay 1969)

Hourly earnings N um ber o f w o rk e rs  re c e iv in g  s t r a ig h t- t im e  h o u rly  e a rn in g s  of—

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

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

GUARDS:
MANUFACTURING ----------------------------------

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

J A N I T O R S ,  PORTE RS,  ANO CLEANERS -----
MANUFACTURING ----------------------------------
NONMANUFACTURING -----------------------------

PU B LI C  U T I L I T I E S 4 -------------------------

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

MANUFACTURING -----------------------------------

LA BO RE RS ,  MATERIAL HANDLING -------------
MANUFACTURING -----------------------------------
NONMANUFACTURING -----------------------------

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

S H I P P IN G  CLERKS -------------------------------------

TR UCK DRI VER S5 ----------------------------------------
MANUFACTURING -----------------------------------
NONMANUFACTURING -----------------------------

TR UCK DRI VER S,  LIG HT ( UNOER
1 - 1 / 2  TONS) ---------------------------------------
NONMANUFACTURING -----------------------------

TRUC KDR IV ER S,  MEDIUM ( 1 - 1 / 2  TO
AND INCLUDING 4  TONS) -------------------
MANUFACTURING -----------------------------------
NONMANUFACTURING -----------------------------

TRUC KER S,  POWER ( F O R K L I F T )  ---------------
MANUFACTURING -----------------------------------

TRUC KER S,  POWER (OTHER THAN 
F O R K L I F T )  ----------------------------------------------

% * s s t t $ S $ $ t * S t t i $ t s $ $ * *
1 . 3 0 1 . 4 0 1 . 5 0 1 . 6 0 1 . 7 0 1 . 8 0 1 . 9 0 2 . 0 0 2 . 1 0 2 . 2 C 2 . 3 0 2 . 4 0 2 . 5 C 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 . 6 0

woikers Me an3 Me dia n3 Middle r ange3 and
under

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

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

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

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

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

6 5 1 . 8 2 1 . 7 3 1 . 5 6 -  2 . 2 5 8 6 4 1 2 1 2 3 - 2 2 - 3 i i - - 2
2 3 2 . 2 8 2 . 4 2 2 . 0 9 -  2 . 4 7 ” “ 2 ~ 2 2 2 ” 2 i i ~ “ 2 “ “ *

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

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

8 3 2 . 0 8 1 . 8 9 1 . 6 8 -  2 . 7 2 “ “ ” 2 6 7 1 0 1 0 “ 2 1 1 1 2 3 1 - 1 - - - ~ -

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

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

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

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

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

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

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

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

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

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

1 D ata  lim ite d  to m en w o r k e r s  ex ce p t w h ere o th erw ise  in d ica ted ,
2 E x c lu d e s  p rem 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  d efin ition  of t e r m s ,  se e  footnote 2, ta b le  A - l .
4 T r a n sp o r ta t io n , co m m u n icatio n , and o th er pu b lic  u t i l i t ie s .
5 In clu d es a l l  d r i v e r s ,  a s  d e fin e d , r e g a r d le s s  o f s i z e  and type of tru c k  o p e ra te d .
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Appendix. Occupational Descriptions

T h e p r im a r y  p u r p o se  of p r e p a r in g  jo b  d e s c r ip t io n s  fo r  the B u r e a u 's  w age  s u r v e y s  i s  to  a s s i s t  i t s  f ie ld  s t a f f  in  c l a s s i f y in g  in to  a p p r o p r ia te  
o c c u p a t io n s  w o r k e r s  who a r e  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 i s  on 
in te r e s t a b l is h m e n t  an d  in te r a r e a  c o m p a r a b il i ty  o f o c c u p a tio n a l co n te n t, the B u r e a u 's  jo b  d e s c r ip t io n s  m 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 ,  the B u r e a u 's  f ie ld  e c o n o m is t s  a r e  in s tr u c te d  
to e x c lu d e  w o rk in g  s u p e r v i s o r s ;  a p p r e n t ic e s ;  l e a r n e r s ;  b e g in n e r s ;  t r a in e e s ;  an d  h a n d ic a p p ed , p a r t - t im e ,  t e m p o r a r y ,  an d  p r o b a t io n a r y  w o r k e r s .

OFFICE

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

P r e p a r e s  s t a t e m e n t s ,  b i l l s ,  and in v o ic e s  on a  m a c h in e  o th er  than ah  o r d in a r y  o r  e l e c t r o -  
m a t ic  ty p e w r it e r .  M ay  a l s o  k e e p  r e c o r d s  a s  to  b i l l in g s  o r  sh ip p in g  c h a r g e s  o r  p e r fo r m  o th er 
c l e r i c a l  w o rk  in c id e n ta l to  b il lin g  o p e r a t io n s .  F o r  w age  stu d y  p u r p o s e s ,  b i l l e r s ,  m a c h in e , a r e  
c l a s s i f i e d  b y  type of 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  o f p r e d e te r m in e d  d is c o u n ts  an d  sh ip p in g  c h a r g e s ,  
and e n tr y  o f n e c e s s a r y  e x te n s io n s ,  w hich  m a y  o r  m a y  not be c o m p u te d  on the b il lin 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  by m a c h in e . T h e o p e ra tio n  u su a l ly  in v o lv e s  
a  l a r g e  n u m b er  o f c a rb o n  c o p ie s  o f the b il l  b e in g  p r e p a r e d  and i s  o ften  done on a  fa n fo ld  
m a c h in e .

B i l l e r ,  m a c h in e  (b o ok k eep in g  m a c h in e ) . U s e s  a  b o o k k ee p in g  m a c h in e  (S u n d stra n d , E l l io t t  
F i s h e r ,  R em in g to n  R an d , e t c . ,  w hich  m a y  o r  m a y  not h ave  ty p e w r ite r  k e y b o a rd )  to  p r e p a r e  
c u s t o m e r s '  b i l l s  a s  p a r t  o f the a c c o u n ts  r e c e iv a b le  o p e r a t io n . G e n e r a lly  in v o lv e s  the s im u l t a 
n e o u s e n try  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 an d  c o m p u te s , and u su a l ly  p r in t s  a u to m a t ic a lly  the 
d e b it  o r  c r e d it  b a l a n c e s .  D o e s  not in vo lv e  a  kn ow led ge of 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 out a  ty p e w r ite r  k e y b o a rd ) to  k e e p  a  r e c o r d  of b u s in e s s  
t r a n s a c t io n s .

C l a s s  A . K e e p s  a  s e t  o f r e c o r d s  r e q u ir in g  a  kn ow led ge of 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 tr ib u t io n  o f d e b it  and c r e d i t  i t e m s  to  be u se d  in  ea c h  
p h a se  o f the w o rk . M ay  p r e p a r e  c o n 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  
by  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 se s  o r  s e c t io n s  o f a  s e t  o f r e c o r d s  u su a l ly  
r e q u ir in g  li t t le  kn ow led ge 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  ty p e o f b il lin g  d e s c r ib e d  u n d er b i l l e r ,  
m a c h in e ) , c o s t  d is t r ib u t io n ,  e x p e n se  d is t r ib u t io n ,  in v e n to ry  c o n tr o l ,  e t c .  M ay  c h e c k  o r  a s s i s t  
in p r e p a r a t io n  o f t r i a l  b a la n c e s  and p r e p a r e  c o n tr o l sh e e t s  fo r  the a c c o u n tin g  d e p a r tm e n t .

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

C l a s s  A . U nd er g e n e r a l  d ir e c t io n  o f a  b o o k k e e p e r  o r  a c c o u n ta n t, h a s  r e s p o n s ib i l i t y  fo r  
k e ep in g  one o r m o r e  s e c t io n s  o f a  c o m p le te  s e t  of b o o k s o r  r e c o r d s  r e la t in g  to  one p h a se  
of 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 ch  a s  a c c o u n ts  r e c e iv a b le  o r  a c c o u n ts  p a y a b le ; ex a m in in g  and co d in g  
in v o ic e s  o r  v o u c h e r s  w ith p r o p e r  ac 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 
en ce  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  a c c o u n tin g  c l e r k s .

C l a s s  B . U nd er s u p e r v is io n ,  p e r fo r m s  one o r  m o r e  ro u tin e  ac c o u n tin g  o p e r a t io n s  su ch  
a s  p o s tin g  s im p le  jo u r n a l  v o u c h e rs  o r  a c c o u n ts  p a y a b le  v o u c h e r s ,  e n te r in g  v o u c h e r s  in 
v o u c h e r  r e g i s t e r s ;  r e c o n c il in g  ban k  a c c o u n ts ;  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  o f ac c o u n tin g  and  b o ok k eep 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  
ac c o u n tin g  w o rk  i s  su b d iv id e d  on a  fu n c tio n a l b a s i s  am o n g  s e v e r a l  w o r k e r s .

C L E R K , F I L E

C l a s s  A . In an  e s t a b l i s h e d  f i l 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  of v a r io u s  ty p e s  in  co n ju n ctio n  
w ith  the f i l e s .  M ay  le a d  a  s m a l l  g ro u p  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  b y  s im p le  ( s u b je c t  m a tt e r )  h e a d 
ing s ~ o r ~ p a r t ly  c l a s s i f i e d  m a t e r ia l  by  f in e r  su b h e a d in g s . P r e p a r e s  s im p le  r e la t e 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  o f m a t e r ia l  th a t  h a s  a lr e a d y  b ee n  c l a s s i f i e d  o r  w hich  
i s  e a s i l y  c l a s s i f i e d  in  a  s im p le  s e r i a l  c l a s s i f i c a t io n  s y s t e m  ( e .g . ,  a lp h a b e t ic a l ,  c h r o n o lo g ic a l ,  
o r  n u m e r ic a l) .  A s  r e q u e s te d ,  lo c a te s  r e a d i ly  a v a i la b le  m a t e r ia l  in  f i l e s  and f o 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 on e , 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 t o m e r s ;  m a k in g  out an  o r d e r  
sh e e t  l i s t in g  the i t e m s  to  m a k e  u p  the o r d e r ;  ch ec k in g  p r i c e s  and q u a n ti t ie s  o f i t e m s  on o r d e r  
sh e e t ;  and d is 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 ec k  w ith  c r e d it  
d e p a r tm e n t  to  d e te r m in e  c r e d it  r a t in g  o f c u s to m e r ,  a c k n o w le d g e  r e c e ip t  o f o r d e r s  f r o m  c u s t o m e r s ,  
fo llo w  up o r d e r s  to  s e e  th a t  th ey  h ave  b een  f i l le d ,  k e e p  f i l e  o f o r d e r s  r e c e iv e d ,  an d  c h ec k  sh ip p in g  
in v o ic e s  w ith  o r ig in a l  o r d e r s .

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

C o m p u te s  w a g e s  o f c o m p an y  e m p lo y e e s  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 t im 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 ch  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  f o 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  pay  e n v e lo p e s .  M ay  u se  a  c a lc u la t in g  m a c h in e .

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

P r im a r y  d u ty  i s  to  o p e r a te  a  C o m p to m e te r  to  p e r fo r m  m a th e m a tic a l  c o m p u ta tio n s . T h is  
jo b  i s  not to  be  c o n fu se d  w ith  th a t o f s t a t i s t i c a l  o r  o th er  ty p e  o f c l e r k ,  w hich  m a y  in vo lv e  f r e 
q u en 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 e r  d u t ie s .

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

C l a s s  A . O p e r a te s  a  n u m e r ic a l  a n d /o r  a lp h a b e t ic a l  o r  c o m b in a t io n  k ey pu n ch  m a c h in e  to  
t r a n s c r ib e  d a ta  f r o m  v a r io u s  so u r c e  d o c u m e n ts  to  keypu nch  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  key pu 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 co d in g  
s k i l l s  an d  the m a k in g  o f so m e  d e te r m in a t io n s ,  fo r  e x a m p le ,  lo c a te s  on the so u r c e  d o cu m en t 
the it e m s  to  be punch ed ; e x t r a c t s  in fo r m a tio n  f r o m  s e v e r a l  d o c u m e n ts ; and s e a r c h e s  fo r  and 
in te r p r e t s  in fo r m a tio n  on the d o c u m en t to  d e te r m in e  in fo r m a tio n  to  be pu nch ed . M ay  tr a in  
in e x p e r ie n c e d  o p e r a t o r s .
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K E Y P U N C H  O P E R A T O R — C o n tin u ed

C l a s s  B . U n d er c lo s e  s u p e r v is io n  o r  fo llo w in g  s p e c i f ic  p r o c e d u r e s  o r  in s t r u c t io n s ,  
t r a n s c r ib e s  d a ta  f r o m  so u r c e  d o c u m e n ts  to  punch ed  c a r d s .  O p e r a te s  a  n u m e r ic a l  a n d /o r  
a lp h a b e t ic a l  o r  c o m b in a t io n  keypu n ch  m a c h in e  to  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  so u r c e  d o c u m e n ts , fo llo w s s p e c i f ie d  s e q u e n c e s  w hich  h ave 
b ee n  co d ed  o r  p r e s c r ib e d  in  d e t a i l  and r e q u ir e  l i t t le  o r  no se 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 punch ed . P r o b le m s  a r i s in g  f r o m  e r r o n e o u s  i t e m s  o r  c o d e s ,  m i s s in g  in fo r m a tio n , 
e t c . ,  a r e  r e f e r r e d  to  s u p e r v i s o r .

O F F IC E  BO Y OR G IR L

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

S E C R E T A R Y

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

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

E x c lu s io n s

N ot a l l  p o s it io n s  th a t a r e  t i t le d  " s e c r e t a r y "  p o s s e s s  the a b o v e  c h a r a c t e r i s t i c s .  E x a m p le s  
of p o s it io n s  w hich  a r e  e x c lu d e d  fr o m  the d e fin it io n  a r e  a s  fo l lo w s :  (a) P o s i t io n s  w hich  d o  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  tr a in e d  in  s e c r e t a r i a l  
type d u t ie s ;  (c) s t e n o g r a p h e r s  s e r v in g  a s  o ff ic e  a s s i s t a n t s  to  a  g r o u p  o f 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  s u b s t a n t ia l ly  m o re  
ro u tin e  o r  su b s t a n t ia l ly  m o r e  c o m p le x  and r e s p o n s ib le  th an  th o se  c h a r a c t e r i z e d  in  the d e fin it io n ; 
an d  (e) a s s i s t a n t  type p o s it io n s  w hich  in v o lv e  m o r e  d if f ic u lt  o r  m o r e  r e s p o n s ib le  te c h n ic a l ,  a d m in 
i s t r a t i v e ,  s u p e r v is o r y ,  o r s p e c i a l i z 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 ic e r , , "  u se d  in  the le v e l d e f in it io n s  fo llo w in g , r e f e r s  to  
th o se  o f f i c i a l s  who h ave  a  s ig n i f ic a n t  c o r p o r a te - w id e  p o lic y m a k in g  r o le  w ith  r e g a r d  to  m a jo r  
c o m p an y  a c t iv i t ie 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  of th is  r o le ,  d o e s  not 
in  a l l  c a s e s  id e n tify  su ch  p o s i t io n s .  V ice  p r e s id e n t s  w h ose  p r im a r y  r e s p o n s ib i l i t y  i s  to  a c t  p e r 
so n a l ly  on in d iv id u a l c a s e s  o r  t r a n s a c t io n s  ( e .g . ,  a p p ro v e  o r  d en y  in d iv id u a l lo an  o r  c r e d 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 is e  a  c l e r i c a l  s ta ff )  a r e  not c o n s id e r e d  to  be 
" c o r p o r a t e  o f f i c e r s "  fo r  p u r p o s e s  of 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 rd  o r  p r e s id e n t  o f a  co m p an y  th a t e m p lo y s ,  in  a l l ,  
o v e r  100 but fe w e r  th an  5 , 000 p e r s o n s ;  o r

b . S e c r e t a r y  to  a  c o r p o r a te  o f f ic e r  (o th e r  th an  the c h a ir m a n  of the b o a r d  o r  p r e s id e n t)  
o f a  c o m p an y  th a t e m p lo y s ,  in  a l l ,  o v e r  5 , 000 but fe w e r  th an  2 5 , 000 p e r s o n s ; o r

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

C l a s s  B

a .  S e c r e t a r y  to  the c h a ir m a n  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 fe w e r  th an  5 , 000 p e r s o n s ; o r

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

S E C R E T A R Y — C ontinu ed

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

C l a s s  C

a . S e c r e t a r y  to  an  e x e c u tiv e  o r m a n a g e r ia l  p e r so n  w h ose  r e s p o n s ib i l i t y  i s  not 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 su a l ly  d iv id ed  in to  o r g a n iz a t io n a l  
se g m e n t s  w hich a r e  o fte n , in tu rn , fu r th e r  su b d iv id e d . In so m e  c o m p a n ie s ,  th is  le v e l  in c lu d e s  a  
w ide r a n g e  of o r g a n iz a t io n a l  e c h e lo n s ; in  o th e r s ,  on ly  one o r  tw o; o r

b . S e c r e t a r y  to  the h ead  o f an  in d iv id u a l p la n t, 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 ead  o f a  s m a l l  o r g a n iz a t io n a l  un it ( e .g . ,  fe w e r  than 
ab o u t 25 o r  30 p e r s o n s ) ;  o r

b . S e c r e t a r y  to  a  n o n s u p e r v iso r y  s t a f f  s p e c i a l i s t ,  p r o f e s s io n a l  e m p lo y e e , a d m in is t r a t iv e  
o f f 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 iso r y  w o rk e r .)

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

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

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

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

OR

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

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

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

C l a s s  B . O p e r a te s  a  s in g le -  o r  m u lt ip le - p o s it io n  te le p h o n e  sw itc h b o a rd  h an d lin g  in c o m in g , 
o u tgo in g , in tr a p la n t  o r  o ff ic e  c a l l s .  M ay  h an d le  ro u tin e  lo n g  d is ta n c e  c a l l s  and r e c o r d  t o l l s .  M ay  
p e r fo r m  lim ite d  te le p h o n e  in fo r m a tio n  s e r v ic e .  ( " L im it e d "  te le p h o n e  in fo r m a tio n  s e r v ic e  o c c u r s  
i f  the fu n c tio n s of the e s ta b li sh m e n t  s e r v ic e d  a r e  r e a d i ly  u n d e r s ta n d a b le  fo r  te le p h o n e  in fo r m a tio n  
p u r p o s e s ,  o r  i f  the r e q u e s t s  a r e  ro u t in e , e . g . ,  g iv in g  e x te n s io n  n u m b e r s  w hen s p e c i f ic  n a m e s  a r e  
fu r n ish e d , o r  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  typ e o r  p e r fo r m  ro u tin e  c l e r i c a l  w o rk  a s  p a r t  o f r e g u la r  
d u t ie s .  T h is  ty p in g  o r  c l e r i c a l  w o rk  m a y  ta k e  the m a jo r  p a r t  o f th is  w o r k e r 's  tim 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 ic 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 ,  and o th e r s .  
P e r f o r m s  c o m p le te  r e p o r t in g  a s s ig n m e n t s  w ithout c lo s e  su p e r v is io n ,  and p e r f o r m s  d if f ic u lt  
w ir in g  a s  r e q u ir e d .  The c o m p le te  r e p o r t in g  and ta b u la t in g  a s s ig n m e n t s  ty p ic a lly  in vo lv e  a 
v a r ie ty  of lon g an d  c o m p le x  r e p o r t s  w hich  o ften  a r e  of i r r e g u la r  o r  n o n r e c u r r in g  ty p e  r e 
q u ir in g  so m e  p lan n in g  and  se q u e n c in g  of s t e p s  to b e  ta k e n . A s  a  m o r e  e x p e r ie n c e d  o p e r a to r ,  
i s  ty p ic a lly  in v o lv ed  in  tr a in in g  new o p e r a to r s  in m a c h in e  o p e r a t io n s ,  o r  p a r t ia l ly  tr a in e d  
o p e r a t o 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  and d a y - to -  
d ay  su p e r v is io n  o f the w o rk  and p r o d u c tio n  of a  g ro u p  o f t a b u la t in g -m a c h in e  o p e r a t o r s .

C l a s s  B . O p e r a te s  m o r e  d if f ic u lt  ta b u la t in g  o r  e l e c t r ic a l  ac c o u n tin g  m a c h in e s  su c h  a s  the 
ta b u la to r  and c a lc u la to r ,  in  a d d it io n  to  the s o r t e r ,  r e p r o d u c e r ,  and c o l la to r .  T h is  w o rk  i s  
p e r fo r m e d  u n d er s p e c i f ic  in s tr u c t io n s  and m ay  in clu d e  the p e r fo r m a n c e  of so m e  w ir in g  f r o m  
d ia g r a m s .  The 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 vo 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 .  Such  r e p o r t s  and s t u 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 ere  the p r o 
c e d u r e s  a r e  w e ll e s ta b l i s h e d .  M ay  a l s o  in c lu d e  the tr a in in g  o f new e m p lo y e e s  in th e b a s ic  
o p e r a t io n  of the m a c h in e .

PROFESSIONAL

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

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

T Y P IS T

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

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

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

TECHNICAL

D R A FT SM A N

C l a s s  A . P la n s  the g r a p h ic  p r e se n ta t io n  o f c o m p le x  it e m s  h av in g  d is t in c t iv e  d e s ig n  
f e a tu r e s  th at d if f e r  s ig n i f ic a n t ly  fr o m  e s ta b li sh 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 is o r y  a s s i s t a n c e .  C o m p le te d  w o rk  i s  
re v ie w e d  by d e s ig n  o r ig in a to r  fo r  c o n s is t e n c y  w ith  p r io r  e n g in e e r in g  d e te r m in a t io n s .  M ay  
e 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  by lo w e r  le v e l  d r a f t s m e n .

C l a s s  B . P e r f o r m s  no n ro u tin e an d  c o m p le x  d r a ft in g  a s s ig n m e n t s  th a t r e q u ir e  the a p p l i
c a tio n  o f m o st  o f the s t a n d a r d iz e d  d ra w in g  te c h n iq u e s  r e g u la r ly  u se d .  D u tie s  ty p ic a lly  in 
v o lv e  su ch  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 e n ts; p r e p a r e s  a r c h i 
t e c tu r a l  d ra w in g s  fo r  c o n s tr u c t io n  o f a  b u ild in g  in c lu d in g  d e ta i l  d ra w in g s  o f fo u n d at io n s , w a ll 
s e c t io n s ,  f lo o r  p la n s ,  and ro o f . U s e s  a c c e p te d  f o r m u la s  and m a n u a ls  in  m ak in g  n e c e s s a r y  
c o m p u ta tio n s  to  d e te r m in e  q u a n tit ie s  o f m a t e r ia l s  to  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 tc . R e c e iv e s  in it ia l in s t r u c t io n s ,  r e q u ir e m e n ts ,  and a d v ic e  f r o m  s u p e r v i s o r .  
C o m p le te d  w o rk  i s  c h eck ed  fo r  te c h n ic a l a d e q u a c y .

C l a s s  C . P r e p a r e s  d e ta il  d r a w in g s  of s in g le  u n its  o r  p a r t s  fo r  e n g in e e r in g , c o n s tr u c t io n , 
m a n u fa c tu r in g , o r  r e p a ir  p u r p o s e s .  T y p e s  o f d r a 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 )  an d  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  of

D R A F T S M A N —-C ontinued

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

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

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

a n d / o r

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

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

A  r e g i s t e r e d  n u r se  who g iv e s  n u r s in g  s e r v ic e  u n d er g e n e r a l  m e d ic a l  d ir e c t io n  to  il l  o r 
in ju r e d  e m p lo y e e s  o r  o th er  p e r s o n s  who b e c o m e  i l l  o r  s u f fe r  an  a c c id e n t  on the p r e m i s e s  o f a 
fa c to r y  o r  o th er  e s ta b li sh m e n t .  D u tie s  in v o lv e  a  co m b in a tio n  o f th e fo llo w in g : G iv in g  f i r s t  a id
to  the i l l  o r  in ju r e d ; * a tte n d in g  to  su b se q u e n t d r e s s in g  o f e m p lo y e e s 1 in ju r ie s ;  k e ep in g  r e c o r d s  
o f p a t ie n ts  t r e a te d ;  p r e p a r in g  a c c id e n t r e p o r t s  fo r  c o m p e n sa 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  and e m p lo y e e s ;  and p lan n in g  and c a r r y 
ing out p r o g r a m s  in v o lv in g  h ea lth  e d u c a tio n , a c c id e n t  p r e v e n tio n , e v a lu a tio n  of p lan t en v iro n m e n t , 
o r  o th e r  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 tr u c t  and m a in ta in  in  go o d  r e p a i r  b u ild in g  
w o o d w o rk  and eq u ip m en t su c h  a s  b in s ,  c r i b s ,  c o u n te r s ,  b e n c h e s ,  p a r t i t io n s ,  d o o r s ,  f l o o r s ,  s t a i r s ,  
c a s i n g s ,  and t r im  m ad e  o f w ood in an  e s ta b li sh m e n t .  W ork in v o lv e s  m o s t  o f th e fo llo w in g : P la n 
ning and la y in g  out o f w o rk  fr o m  b lu e p r in t s ,  d r a w in g s ,  m o d e ls ,  o r  v e r b a l  in s t r u c t io n s  u s in g  a 
v a r ie ty  o f c a r p e n t e r 's  h a n d to o ls ,  p o r ta b le  p o w e r  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 ontinu ed

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

P e r f o r m s  a  v a r ie ty  o f e l e c t r i c a l  t r a d e  fu n c tio n s su c h  a s  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 ta b li sh m e n t .  W ork in v o lv e s  m o s t  o f th e fo llo w in g : In s ta l l in g  o r  r e p a ir in g  an y  o f a  v a r ie ty  o f
e l e c t r i c a l  eq u ip m en t su c h  a s  g e n e r a t o r s ,  t r a n s f o r m e r s ,  s w itc h b o a r d s ,  c o n t r o l le r s ,  c ir c u it  b r e a k 
e r s ,  m o t o r s ,  h ea tin g  u n its ,  con d u it s y s t e m s ,  o r  o th e r  t r a n s m i s s i o n  eq u ip m en t; w o rk in g  f r o m  
b lu e p r in t s ,  d r a w in g s ,  la y o u t s ,  o r  o th er  s p e c i f i c a t io n s ;  lo c a t in g  an d  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; an d  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 
t e s t in g  in s t r u m e n ts .  In g e n e r a l ,  th e  w o rk  o f  th e  m a in te n a n c e  e l e c t r ic i a n  r e q u ir e s  ro u n d ed  t r a i n 
in g and e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u g h  a  f o r m a l  a p p r e n t ic e sh ip  o r  eq u iv a le n t tr a in in g  and 
e x p e r ie n c e .

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

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

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

F i r e s  s t a t io n a r y  b o i le r s  to  fu r n is h  th e e s ta b li sh m e n t  in  w h ich  e m 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 a y  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  an d  t o o l s ;  
c le a n in g  w o rk in g  a r e a ,  m a c h in e , and  eq u ip m en t; a s s i s t i n g  jo u r n e y m a n  by  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 ind  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  tr a d e  to  t r a d e :  In  so m e  t r a d e s  the h e lp e r  i s  c o n 
fin ed  to  su p p ly in g , li f t in g ,  and  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  o f one o r  m o r e  ty p e s  o f m a c h in e  t o o l s ,  su c h  a s  j i g  b o r e r s ,  
c y l in d r ic a l  o r  s u r f a c e  g r i n d e r s ,  en g in e  l a 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  o f 
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 t s ;  s e le c t in g  f e e d s ,  
s p e e d s ,  to o l in g , and 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 i s i t e  t o l e r a n c e s  o r  d im e n s io n s .  M a y  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 ,  an d  to  s e le c t  p r o p e r  c o o la n ts  and cu ttin g  and lu b r ic a t in g  o i l s .  F o r  c r o s s 
in d u s tr y  w a g e  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 IS T , M A IN T E N A N C E

P r o d u c e s  r e p la c e m e n t  p a r t s  an d  new p a r t s  in  m a k in g  r e p a i r s  o f m e ta l  p a r t s  o f m e c h a n 
ic a l  eq u ip m en t o p e r a te d  in  an  e s ta b li sh m e n t .  W ork in v o lv e s  m o s t  o f the fo llo w in g : In te r p r e t in g
w rit te n  in s t r u c t io n s  and s p e c i f i c a t io n s ;  p lan n in g  an d  la y in g  out o f w o rk ; u s in g  a  v a r ie ty  o f m a 
c h in i s t 's  h a n d tb o ls  an d  p r e c i s io n  m e a s u r in g  in s t r u m e n ts ;  se t t in g  up an d  o p e r a t in g  s t a n d a r d  m a c h in e  
to o l s ;  sh a p in g  o f m e ta l p a r t s  to  c lo s e  t o l e r a n c e s ;  m a k in g  s t a n d a r d  sh o p  c o m p u ta tio n s  r e la t in g  to  
d im e n s io n s  o f w o rk , to o lin g , f e e d s ,  an d  s p e e d s  o f m a c h in in g ; kn ow led ge  o f th e w o rk in g  p r o p e r t ie s  
o f 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  f it t in g  and a s s e m b l in g  p a r t s  in to  m e c h a n ic a l  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 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 : E x a m in in g  a u to m o tiv e  eq u ip m en t to  d ia g n o se  s o u r c e  o f t r o u b le ; 
d i s a s s e m b l in g  eq u ip m en t an d  p e r fo r m in g  r e p a i r s  th a t in v o lv e  th e  u s e  o f  su c h  h a n d to o ls  a s  
w r e n c h e s ,  g a g e s ,  d r i l l s ,  o r  s p e c i a l i z e d  eq u ip m en t in  d i s a s s e m b l in g  o r  f it t in g  p a r t s ;  r e p la c in g  
b r o k e n  o r  d e fe c t iv e  p a r t s  f r o m  s to c k ;  g r in d in g  an d  a d ju s t in g  v a lv e s ;  r e a s s e m b l in g  and  in s ta l l in g

M E C H A N IC , A U T O M O T IV E  (M A IN T E N A N C E )— C on tin u ed

the v a r io u s  a s s e m b l i e s  in  the v e h ic le  an d  m a k in g  n e c e s s a r y  a d ju s tm e n t s ;  and  a lin in g  w h e e ls ,  
a d ju s t in g  b r a k e s  an d  l i g h t s ,  o r  t ig 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  o f the a u to m o tiv e  
m e c h a n ic  r e q u ir e s  ro u n d ed  t r a in in g  an d  e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u gh  a  fo r m a l  a p p r e n 
t ic e s h ip  o r  eq u iv a le n t tr a in in g  an d  e x p e r ie n c e .

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

R e p a i r s  m a c h in e r y  o r  m e c h a n ic a l  eq u ip m en t 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  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 ism a n tl in g  o r  p a r t ly  d ism a n tl in g  m a c h in e s  and  p e r fo r m in g  r e p a i r s  th a t m a in ly  in vo lv e  the u se  
o f h a n d to o ls  in  s c r a p in g  an d  fit t in g  p a r t s ;  r e p la c in g  b 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  b y  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  s p e c i f ic a t io n s  fo r  m a jo r  r e p a i r s  
o r  fo r  th e p r o d u c tio n  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 ak in g  
a l l  n e c e s s a r y  a d ju s tm e n t s  fo r  o p e r a t io n . In  g e n e r a l ,  .he 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 g h  a  f o r m a l  a p p r e n t ic e sh ip  o r 
e q u iv a le n t tr a in in g  an d  e x p e r ie n c e .  E x c lu d e d  f r o m  th is  c l a s s i f i c a t io n  a r e  w o r k e r s  w h o se  p r im a r y  
d u t ie s  in v o lv e  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 , an d  d is m a n t le s  and  in s t a l l s  m a c h in e s  o r  
h ea 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 st  o f the f o l 
lo w in g : P la n n in g  and la y in g  out o f th e w o rk ; in te r p r e t in g  b lu e p r in t s  o r  o th e r  s p e c i f ic a t io n s ;  u sin g
a  v a r ie ty  o f h a n d to o ls  an d  r ig g in g ;  m a k in g  s t a n d a r d  sh 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  of m a t e r i a l s ,  an d  c e n te r s  o f g r a v ity ;  a lin in g  and  b a la n c in g  o f e q u ip m en t ; s e le c t in g  s t a n d 
a r d  t o o l s ,  eq u ip m e n t , an d  p a r t s  to  be  u se d ;  an d  in s ta l l in g  and  m a in ta in in g  in  go o d  o r d e r  po w er 
t r a n s m i s s i o n  eq u ip m en t su c h  a s  d r iv e s  an d  sp e e d  r e d u c e r s .  In g e n e r a l ,  th e  m il lw 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  t r a in in g  an d  e x p e r ie n c e  in  th e t r a d e  a c q u ir e d  th ro u g h  a  fo r m a l 
a p p r e n t ic e sh ip  o r  e q u iv a le n t t r a in in g  an d  e x p e r ie n c e .

O IL E R

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

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

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

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

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

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

F a b r i c a t e s ,  in s t a l l s ,  an d  m a in ta in s  in  go o d  r e p a i r  th e s h e e t - m e ta l  eq u ip m en t an d  f i x 
tu r e s  (su c h  a s  m a c h in e  g u a r d s ,  g r e a s e  p a n s ,  s h e lv e s ,  lo c k e r s ,  t a n k s ,  v e n t i 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 o rl^ -in v o lv es 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  of s h e e t - m e ta l  m a in te n a n c e  w o rk  f r o m  b lu e p r in t s ,  m o d e ls ,  o r  o th e r  sp 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  o f
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h a n d to o ls  in  c u ttin g , b en d in g , fo r m in g ,  sh a p in g , f it t in g , an d  a s s e m b l in g ;  an d  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 th e m a in te n a n c e  s h e e t - m e ta l  w o r k e r  r e q u ir e s  
ro u n d ed  t r a in in g  an d  e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u gh  a  f o r m a l  a p p r e n t ic e 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 .

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

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

C o n s tr u c t s  and r e p a i r s  m a c h in e - sh o p  t o o l s ,  g a g e s ,  j i g s ,  f ix tu r e s  o r  d ie s  fo r  f o r g in g s ,  
p u n ch in g , an d  o th e r  m e ta l- fo r m in g  w o rk . W ork in v o lv e s  m o s t  o f th e fo llo w in g : P la n n in g  and
la y in g  ou t o f w o rk  f r 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  o f to o l and d ie  m a k e r '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 ;  u n d e r 
sta n d in g  o f th e w o rk in g  p r o p e r t ie s  o f c o m m o n  m e ta ls  and a l lo y s ;  se t t in g  u p  and  o p e r a t in g  o f 
m a c h in e  to o l s  and  r e la t e d  eq u ip m en t; m ak in g  n e c e s s a r y  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 , s p e e d s ,  f e e d s ,  and to o lin g  o f m a c h in e s ; h e a t - t r e a t in g  o f m e ta l  p a r t s  d u r in g  fa b r ic a t io n  
a s  w e ll a s  o f f in ish e d  to o l s  an d  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 le r a n c e s  and  a l lo w a n c e s ;  and s e 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 ,  th e to o l an d  d ie  m a k e r 's  w o rk  r e q u ir e s  a  ro u n 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 s u a l ly  a c q u ir e d  th ro u gh  a  f d 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 .

F o r  c r o s s - in d u s t r y  w age  s tu 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  f r 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 l ic 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  a t g a te  and 
c h ec k  on id e n tity  of e m p lo y e e s  and  o th er  p e r s o n s  e n te r in g .

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

C le a n s  and k e e p s  in  an  o r d e r ly  c o n d itio n  f a c to r y  w o rk in g  a r e a s  an d  w a s h 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 tio n  o f the fo llo w in g : S w e e p in g , m o p p in g  o r  sc r u b b in g ,  an d  p o lish in g  f lo o r s ;  re m o v in g
c h ip s ,  t r a s h ,  and o th e r  r e f u s e ;  d u stin g  e q u ip m en t , fu r n itu r e ,  o r  f ix t u r e s ;  p o lish in g  m e ta l  f ix tu r e s  
o r  t r im m in g s ;  p r o v id in g  s u p p lie s  an d  m in o r  m a in te n an c e  s e r v i c e s ;  and c le a n in g  l a v a t o r 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 ;  sh 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 r e h o u se  h e lp e r )

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

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

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

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

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

P r e p a r e s  f in ish e d  p r o d u c ts  fo r  sh ip m e n t o r  s t o r a g e  b y  p la c in g  th e m  in  sh ip p in g  c o n 
t a in e r s ,  the s p e c i f ic  o p e r a t io n s  p e r fo r m e d  b e in g  d epen d en t upon the ty p e , s i z e ,  and n u m b er of 
u n its  to  be p a c k e d , the ty p e  o f c o n ta in e r  e m p lo y e d , an d  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 the fo llo w in g : K n o w l
ed ge  o f v a r io u s  i t e m s  o f s to c k  in  o r d e r  to  v e r i fy  con ten t; s e le c t io n  o f 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 r e v e n t 
b r e a k a g e  o r  d a m a g e ; c lo s in g  an d  s e a l in g  c o n ta in e r ; an d  a p p ly in g  la b e l s  o r  e n te r in g  id e n tify in g  
d a ta  on c o n ta in e r . P a c k e r s  who a l s o  m a k e  w ooden  b o x e s  o r c r a t e s  a r e  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  fo 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  s h ip 
m e n ts  o f m e r c h a n d is e  o r  o th e r  m a t e r i a l s .  Sh ip p in g  w o rk  in v o lv e s ; A  kn ow led ge  o f sh ip p in g  
p r o c e d u r e s ,  p r a c t i c e s ,  r o u t e s ,  a v a i la b le  m e a n s  o f t r a n s p o r t a t io n ,  and r a t e ;  and  p r e p a r in g  r e c 
o r d s  o f th e go o d s  sh ip p e d , m a k in g  up b i l l s  o f la d in g , p o s tin g  w eigh t an d  sh ip p in g  c h a r g e s ,  and 
k e e p in g  a  f i l e  o f sh ip p in g  r e c o r d s .  M ay  d ir e c t  o r  a s s i s t  in  p r e p a r in g  the m e r c h a n d is e  fo r  s h ip 
m e n t. R e c e iv in g  w o rk  in v o lv e s : V e r ify in g  o r  d ir e c t in g  o th e r s  in  v e r i fy in g  th e c o r r e c t n e s s  o f
sh ip m e n ts  a g a in s t  b i l l s  o f la d in g , in v o ic e s ,  o r  o th er  r e c o r d s ;  ch ec k 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 i a 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  and  f i l e s .

F o r  w a g e  s tu d y  p u r p o s e s ,  w o r k e r s  a r e  c l a s s i f i e d  a s  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  an d  r e c e iv in g  c le r k

T R U C K D R IV E R

D r iv e s  a  t r u c k  w ith in  a  c ity  o r  in d u s t r ia l  a r e a  to  t r a n s p o r t  m a t e r i a l s ,  m e r c h a n d is e ,  
e q u ip m en t , o r  m e n  b e tw e en  v a r io u s  ty p e s  of e s ta b l i s h m e n ts  su c h  a s :  M a n u fac tu r in g  p la n t s ,  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 l i s h m e n ts  and 
c u s t o m e r s *  h o u s e s  o r  p l a c e s  o f b u s in e s s .  M ay  a l s o  lo a d  o r  u n lo ad  t r 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  t r 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 iv e r s  a r e  e x c lu d e d .

F o r  w age  s tu d y  p u r p o s e s ,  t r u c k d r iv e r s  a r e  c l a s s i f i e d  by  s i z e  and  ty p e  o f eq u ip m en t, 
a s  fo llo 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 th e 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 ,  lig h t (un d er IV2 to n 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 e a v y  (o v e r  4 to n s ,  t r a i l e r  ty p e) 
T r u c k d r iv e r ,  h ea v y  (o v e r  4 to n s ,  o th er  th an  t r a i l e r  type)

T R U C K E R , PO W ER

O p e r a te s  a  m a n u a lly  c o n tr o lle d  g a s o l in e -  o r  e le c t r ic - p o w e r e d  t r u c k  o r  t r a c t o r  to  
t r a n s p o r t  go o d s  and m a t e r ia l s  o f a l l  k in d s abou 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 e r  (fo rk lif t)
T r u c k e r ,  po w er (o th er th an  fo r k l if 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  n in th  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 ,  an d  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  1 617 , N a t io n a l  S u r v e y  o f  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  1 9 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 is  presented below. A directory  of a re a  wage studies including m ore limited studies conducted at the 
request  of the Wage and Hour and Public Contracts Divisions 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  o ff ices shown on 
the inside front cover.

Bulletin number
A rea  and price

Akron,  Ohio, Ju ly  1 9 6 8 --------------------------------------------- 1575-84 ,  35 cen ts
Albany—S ch en ec tad y —T ro y ,  N. Y. , M a r .  1969 * ----------  1625-56 ,  35 c e n ts
A lb u q u erqu e ,  N. M ex. , A p r .  1969_____________________  1625-67 ,  30 c en ts
Allentown—B eth leh em —E a s to n ,  P a . —N. J .  ,

Ju n e  1968 1 ______________________________________________  1575-86 ,  40 cents
A t lan ta ,  Ga. , M ay 1968 1 ------------------------------------------- 1575-71 ,  35 cen ts
B a l t i m o r e ,  Md. , Sept .  1968 1 __________________________  1625-8,  50 cents
B eaum on t—P o r t  A r th u r—O ran ge ,  T e x . ,  May 1968 * ____ 1575-75 ,  30 c en ts
B ingham ton ,  N. Y. , Ju ly  1968 *_________________________  1625-3 ,  35 c en ts
B i r m in g h a m ,  A l a . ,  A p r .  1969 1--------------------------------- 1625-65 ,  35 c e n ts
B o i s e  C ity ,  Idaho, Ju ly  1968 *___________________________ 1625-6,  35 cents
B o s to n ,  M a s s . ,  Sept.  1968 * -------------------------------------  1625-15 ,  50 cents
Bu ffa lo ,  N. Y. , Nov. 1968 1 ----------------------------------------  1625-35 ,  50 cents
Bu r l ing to n ,  Vt. , M a r .  1969 1 -------------------------------------  1625-54 ,  35 cen ts
Canton, Ohio, Ju n e  1968 1 -----------------------------------------  1575-65 ,  30 cen ts
C h a r le s to n ,  W. Va.  , A p r .  1969________________________  1625-71 ,  30 cen ts
C h ar lo t te ,  N . C . ,  M a r .  1969____________________________ 1625-61 ,  30 cen ts
C h attano oga ,  Tenn. —Ga. , Sept .  1968 1 _________________ 1625-14 ,  35 cen ts
C h icago ,  111., A p r .  1 9 6 8 ________________________________ 1575-81 ,  50 cen ts
C incinnati ,  Ohio—K y . —Ind. , M ar .  1969 * --------------------  1625-63 ,  45 c en ts
C le v e lan d ,  Ohio, Sept .  1 9 6 8 1 ___________________________ 1625-19 ,  50 cents
C o lu m b u s ,  Ohio, Oct. 1968 1 ------------------------------------  1625-24 ,  35 cen ts
D a l l a s ,  T e x . ,  Nov. 1968 1 _______________________________  1625-28 ,  50 cen ts
D aven port—R o ck  Is lan d —Moline, Iowa—111. ,

Oct. 1 9 6 8 _______________________________________________ 1625-16 ,  30 cen ts
Dayton, Ohio, J a n .  1969 1 ------------------------------------------ 1625-42 ,  3 5  cen ts
D en v er ,  C o l o . ,  D ec .  1 9 6 8 ______________________________  1625-39 ,  30 cen ts
D es  M o in es ,  Iowa, M a r .  1969-----------------------------------  1625-62 ,  30 cents
D etro it ,  M ic h . ,  J a n .  1969 1 _____________________________  1625-58 ,  50 c e n ts
F o r t  Worth, T e x . ,  Nov. 1968 1 _________________________  1625-27 ,  35 cents
G ree n  B ay ,  Wis. , Ju ly  1968 1 ___________________________ 1625-7 ,  35 cen ts
G re e n v i l le ,  S . C . ,  May 1968 * ------------------------------------  1575-66 ,  30 cents
Houston, T e x . ,  Ju n e  1 9 6 8 * _____________________________  1575-82 ,  45 cen ts
In d ian apo lis ,  In d . ,  Dec .  1 9 6 8 1_________________________  1625-40 ,  35 cents
Ja c k s o n ,  M i s s . ,  F e b .  1969 1 ____________________________ 1625-45 ,  35 c en ts
J a c k s o n v i l l e ,  F l a . ,  J a n .  1969 1 _________________________  1625-37 ,  35 cen ts
K a n s a s  C ity ,  Mo. —K an s .  , Sept .  1968 1 -----------------------  1625-17 ,  45 c en ts
L a w re n c e —H av erh i l l ,  M a s s . —N. H. , Ju n e  1968 * ________  1575-74 ,  30 cents
L i t t le  R ock—N orth  L it t le  Rock,  A r k . ,  Ju ly  1968 1 -------  1625-11 ,  35 cents
L o s  A n g e le s —Long B e a c h  and A naheim —Santa A n a -

G a rd e n  G ro v e ,  C a l i f . ,  M ar .  1 9 6 8 ____________________  1575-64 ,  30 cen ts
L o u i s v i l le ,  K y . —Ind. , Nov. 1 9 6 8 _______________________  1625-33 ,  30 cen ts
L ubbock ,  T e x .  , M a r .  1 9 6 9 ______________________________  1625-53 ,  30 cen ts
M a n c h e s te r ,  N. H. , Ju ly  1968 1 ---------------------------------- 1625-4 ,  35 cents
M em p h is ,  T e n n .—A rk .  , Nov. 1 9 6 8 -----------------------------  1625-30 ,  30 cents
M iam i ,  F l a . ,  D ec .  1 9 6 8 1_______________________________  1625-29 ,  35 cen ts
Midland and O d e s s a ,  T e x . ,  M a r .  1 9 6 9 ----------------------- 1625-49 ,  25 c en ts
M ilw aukee, Wis. , A p r .  1969-------------------------------------  1625-66 ,  3 5  c en ts

Bulletin number
A rea  and price

Minneapolis—St. Paul, Minn., Jan . 1969_____________  1625-47, 35 cents
Muskegon—Muskegon Heights, M ich .,  May 1968 * _____  1575-60, 30 cents
Newark and J e r s e y  City, N. J . , J a n .  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—Portsmouth and Newport News—

Hampton, Va. , June 1968___________________________  1575-85, 30 cents
Oklahoma City, Okla. , Ju ly  1968----------------------------  1625-9, 30 cents
Omaha, N ebr . —Iowa, Oct. 1968 1 ______________________  1625-26, 35 cents
Paterson—Clifton—P a s sa i c ,  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, O reg . —Wash. , May 1 9 6 8 *------ ------------------  1575-80, 40 cents
Providence—Pawtucket—Warwick, R. I. —M ass .  ,

May 1968____________________________________________  1575-61, 30 cents
Raleigh, N. C. , Aug. 1968 * ___________________________ 1625-13, 35 cents
Richmond, V a . , M ar. 1969--------------------------- --------- 1625-69, 30 cents
R ochester ,  N.Y. (office occupations only), Ju ly  1968 l-_ 1625-2, 35 cents
Rockford, 111., May 1 9 6 8 *____________________________  1575-70, 30 cents
St. Louis ,  M o .—111., M ar. 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. 19 6 8  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 1969---------------------------------------  1625-68, 30 cents
Scranton, P a . ,  July 1 9 6 8 *____________________________  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 racu se ,  N. Y. , Ju ly  1968 1 __________________________  1625-5, 35 cents
Tampa—St. P e tersb urg ,  F l a . ,  Aug. 19681_____________ 1625-10, 30 cents
Toledo, Ohio—M ich.,  Feb . 1969 1 ___ -____ __________ _ 1625-57, 35 cents
Trenton, N. J . , Oct. 1968 1------------------------------------- 1625-18, 35 cents
Utica—Rome, N. Y. , July 1968 1 ------------------------------  1625-1, 35 cents
Washington, D. C. —Md. —Va. , Sept. 1968_______________  1625-22, 35 cents
Waterbury, Conn., Mar. 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 D ata on establish m ent p ractices and supplem entary w age provisions are a lso presented.
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