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Preface

The B u re a u  of L a b o r  S t a t i s t i c s  p r o g r a m  of annual 
occupationa l  wage su rv e y s  in m e trop o litan  a r e a s  i s  d e 
s ign ed  to prov ide  data  on occupationa l  e a r n in g s ,  and e s t a b 
l ishm ent p r a c t i c e s  and su p p lem en ta ry  wage p r o v i s io n s .  It 
y ie ld s  d e ta i led  data  by se le c te d  in d u s try  d iv is ion  fo r  each  
of the a r e a s  s tudied , for  ge o gra p h ic  r e g io n s ,  and fo r  the 
United S t a te s .  A m a jo r  co n s id era t io n  in the p r o g r a m  is  
the need for  g r e a t e r  insight into (1) the m ovem ent of w a g e s  
by occupationa l  c a te g o ry  and sk i l l  lev e l ,  and (2) the s t r u c 
tu re  and leve l  of w a g e s  among a r e a s  and industry  d iv i s io n s .

At the end of each  su rv e y ,  an individual a r e a  b u l
letin p r e s e n t s  su rv e y  r e s u l t s  for  each a r e a  studied . A fter  
com pletion  of a l l  of the individual a r e a  bulle tins for  a round 
of s u r v e y s ,  a  tw o -p ar t  su m m a r y  bulle tin  i s  i s su e d .  The 
f i r s t  p a r t  b r in g s  data  for  each  of the m etrop o litan  a r e a s  
studied  into one bulletin . The secon d p a r t  p r e s e n t s  in fo r 
m ation  which has been  p ro je c te d  f r o m  individual m e t r o 
politan  a r e a  data  to r e la te  to ge ograp h ic  re g io n s  and the 
United S ta te s .

Ninety a r e a s  cu rre n t ly  a r e  included in the p r o 
g ra m .  In each  a r e a ,  in form ation  on occupationa l  earn in gs  
is co llec ted  annually and on e s ta b l i sh m en t  p r a c t i c e s  and 
su p p lem en ta ry  w age  p ro v i s io n s  b iennially .

Th is  bu lle tin  p r e s e n t s  r e s u l t s  of the su rv e y  in 
M uskegon—M uskegon  H eigh ts ,  M ich .,  in M ay 1969. The 
S tan d ard  M etrop olitan  S ta t i s t i c a l  A r e a ,  a s  defined by the 
B u re a u  of the Budget through J a n u a r y  1968, c o n s i s t s  of 
M uskegon County. Th is  study w a s  conducted by the B u 
r e a u ' s  re g io n a l  o ff ice  in C hicago ,  111., under the ge n e ra l  
d irec t ion  of Woodrow C. Linn, A s s i s t a n t  R eg ion a l  D ire c to r  
for  O perat ions .
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Area Wage Survey----

The Muskegon—Muskegon Heights, Mich., Metropolitan Area
Introduction

Th is  a r e a  i s  1 of 90 in which the U.S. D epartm ent of L a b o r ' s  
B u re a u  of L a b o r  S t a t i s t i c s  conducts su rv e y s  of occupationa l  earn in gs  
and re la te d  b en efi ts  on an a re aw id e  b a s i s . 1

T h is  bulletin  p r e s e n ts  cu rren t  occupationa l  em ploym ent and 
ea rn in g s  in form ation  obtained l a r g e ly  by m a i l  f ro m  the e s ta b l i sh m e n ts  
v i s i t e d  by B u re a u  f ie ld  e c o n o m ist s  in the l a s t  p rev io u s  s u rv e y  fo r  
occupations  r e p o r te d  in that e a r l i e r  study. P e r s o n a l  v i s i t s  w e re  m ad e 
to nonrespondents  and to those  re sp ond en ts  repor t in g  unusual  changes 
s in ce  the p rev io u s  su rvey .

In each a r e a ,  data  a r e  obtained f ro m  re p re se n ta t iv e  e s t a b 
l i sh m e n ts  within s i x  b ro a d  in d u s try  d iv i s io n s :  M anufacturing; t r a n s 
portat ion , com m unicat ion ,  and other public u t i l i t ie s ;  w h o le sa le  t ra d e ;  
r e ta i l  t r a d e ;  f in ance ,  in su ra n c e ,  and r e a l  e s ta te ;  and s e r v i c e s .  M a jor  
industry  g ro u p s  exc luded f r o m  th e se  s tu d ies  a r e  governm ent o p e r a 
tions and the con struc tion  and e x tra c t iv e  in d u s tr ie s .  E s ta b l i sh m e n ts  
having few er than a p r e s c r i b e d  num ber of w o rk e r s  a r e  om itted  b e c a u s e  
they tend to fu rn ish  insuff ic ient  em ploym ent in the occupations studied 
to w a rr a n t  inc lusion .  S e p a r a t e  tabula t ions a r e  p rov ided  fo r  each  of 
the b ro a d  in d u s try  d iv i s io n s  which m eet  publication  c r i t e r ia .

T h e s e  su r v e y s  a r e  conducted on a sa m p le  b a s i s  b e c a u se  of 
the u n n e c e s s a r y  co st  involved in su rvey in g  a l l  e s t a b l i sh m e n ts .  To 
obtain optim um  a c c u r a c y  at m in im u m  co st ,  a g r e a t e r  p rop ort io n  of 
l a r g e  than of s m a l l  e s ta b l i sh m e n ts  i s  studied . In combining the data ,  
how ever ,  a l l  e s t a b l i sh m e n t s  a r e  g iven  the ir  a p p ro p r ia te  weight. E s 
t im a te s  b a s e d  on the e s ta b l i sh m e n ts  studied  a r e  p re se n te d ,  th e re fo r e ,  
a s  re la t in g  to a l l  e s t a b l i sh m e n t s  in the ind ustry  grouping and a r e a ,  
except  for  those  below the m in im um  s iz e  studied .
O ccupations and E a r n in g s

The occupations se le c te d  for  study a r e  com m on to a v a r ie ty  
of m an ufactu ring  and nonm anufacturing in d u s tr ie s ,  and a r e  of the f o l 
lowing ty p e s :  (1) Office c l e r ic a l ;  (2) p r o fe s s io n a l  and technica l ;  (3)
m aintenance and powerplant;  and (4) cu stod ia l  and m a t e r i a l  m ovem ent. 
O ccupational  c l a s s i f i c a t io n  i s  b a s e d  on a  un iform  se t  of job d e s c r i p 
tions de s ign ed  to take account of inter  e s ta b l i sh m en t  v a r ia t io n  in duties 
within the s a m e  job. The occupations se le c te d  fo r  study a r e  l i s t e d  
and d e s c r ib e d  in the appendix. The ea rn in g s  data  following the job  
t i t l e s  a r e  for  a l l  in d u s tr ie s  combined. E a r n in g s  data  fo r  so m e  of the 
occupations  l i s t e d  and d e sc r ib e d ,  or for  so m e  in d ustry  d iv i s io n s  within 
o ccu p at io n s ,  a r e  not p re se n te d  in the A - s e r i e s  t a b le s  b e c a u s e  e ither  
(1) em ploym ent in the occupation  i s  too s m a l l  to provide enough data

1 I n c lu d e d  in  th e  9 0  a r e a s  a re  fo u r  s tu d ie s  c o n d u c te d  u n d e r  c o n t r a c t  w ith  th e  N e w  Y o r k  S t a t e  
D e p a r t m e n t  o f  L a b o r .  T h e se  a r e a s  a re  B in g h a m to n  (N e w  Y o r k  p o r t io n  o n ly ) ;  R o c h e s t e r  ( o f f i c e  o c c u 
p a t io n s  o n ly ) ;  S y r a c u s e ;  a n d  U t i c a — R o m e . In  a d d i t io n ,  th e  B u re a u  c o n d u c t s  m o r e  l i m i t e d  a r e a  s tu d ie s  
in  9 1  a r e a s  a t  th e  r e q u e s t  o f  th e  W a g e  a n d  H o u r  a n d  P u b l ic  C o n t r a c t s  D iv is io n s  o f  th e  U . S .  D e 
p a r t m e n t  o f  L a b o r .

to m e r i t  p re sen ta t io n ,  or (2) there  i s  p o s s ib i l i ty  of d i s c lo s u r e  of 
individual e s ta b l i sh m en t  data .

O ccupational  em ploym ent and ea rn in g s  data  a r e  shown for 
fu l l - t im e  w o r k e r s ,  i . e . ,  those  h ire d  to w ork  a r e g u la r  w eek ly  schedule 
in the given occupationa l  c l a s s i f i c a t io n .  E a r n in g s  data  exclude p r e 
m iu m  pay fo r  ov ert im e  and fo r  w ork  on w eek en ds ,  h o lid a y s ,  and late 
sh if t s .  Nonproduction b on u ses  a r e  exc luded , but co s t -o f- l iv in g  a l lo w 
an c es  and incentive earn in gs  a r e  included. Where w eekly  h ours  a r e  
re p o r ted ,  a s  for  o ff ice  c l e r ic a l  occu p at io n s ,  re fe re n c e  i s  to the s tan d 
a r d  workw eek (rounded to the n e a r e s t  ha lf  hour) for  which em ploy 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 xc lu s iv e  of pay for 
ov ert im e  at r e g u la r  a n d /o r  p re m iu m  r a t e s ) .  A v e r a g e  w eekly  earn in gs  
for  th e se  occupations have been  rounded to the n e a r e s t  half  do l la r .

The a v e r a g e s  p re se n te d  r e f le c t  co m p o si te ,  a reaw id e  e s t i 
m a t e s .  In d u s tr ie s  and e s ta b l i sh m e n ts  d i f fer  in pay level  and job 
staff ing  and, thus, contribute d i f ferently  to the e s t im a t e s  fo r  each  job. 
The pay re la t ion sh ip  obtainable f ro m  the a v e r a g e s  m a y  fa i l  to re f le c t  
a c c u r a te ly  the wage s p r e a d  or d i f fere n t ia l  m ainta ined  among jo b s  in 
individual e s t a b l i sh m e n ts .  S im i la r ly ,  d i f fe re n c e s  in a v e r a g e  pay le v e ls  
for  m en  and w om en in any of the se le c t e d  occupations should not be 
a s s u m e d  to r e f le c t  d i f fe re n c es  in pay tre a tm en t  of the s e x e s  within 
individual e s t a b l i sh m e n ts .  Other p o s s ib le  f a c t o r s  which m ay  co ntr ib 
ute to d i f fe re n c e s  in pay for  m en  and women include: D if fe ren ce s  in
p r o g r e s s io n  within e s ta b l i sh e d  ra te  r a n g e s ,  s in ce  only the actu al  r a t e s  
paid  incum bents a r e  co llected ;  and d i f fe re n c e s  in sp e c i f i c  duties p e r 
fo rm e d ,  although the w o r k e r s  a r e  c l a s s i f i e d  a p p ro p r ia te ly  within the 
s a m e  su rv e y  job  d e sc r ip t io n .  Jo b  d e sc r ip t io n s  u se d  in c l a s s i fy in g  e m 
p lo y e es  in th e se  su rv e y s  a r e  u su a l ly  m o re  g e n e ra l iz e d  than those  u sed  
in individual e s ta b l i sh m e n ts  and allow for  m inor d i f fe re n c e s  among 
e s ta b l i sh m e n ts  in the sp e c i f i c  duties  p e r fo r m e d .

O ccupational  em ploym ent e s t im a t e s  r e p r e s e n t  the total in al l  
e s ta b l i sh m e n ts  within the scop e  of the study and not the number a c tu 
a l ly  su rv e y ed .  B e c a u s e  of d i f fe re n c e s  in occupationa l  s t ru c tu re  among 
e s ta b l i sh m e n ts ,  the e s t im ate s  of occupational em ploym ent obtained from 
the sa m p le  of e s t a b l i sh m e n ts  stud ied  s e r v e  only to indicate the re la t iv e  
im po rtan ce  of the jo b s  studied . T h e se  d i f fe re n c e s  in occupational  
s t ru c tu re  do not a ffec t  m a t e r ia l ly  the a c c u r a c y  of the earn in gs  data.
E s ta b l i sh m e n t  P r a c t i c e s  and S u pp lem en tary  Wage P r o v i s io n s

T ab u la tion s  on se le c te d  e s ta b l i sh m e n t  p r a c t i c e s  and su p p le 
m e n ta ry  wage p ro v i s io n s  ( B - s e r i e s  ta b le s )  a r e  not p re se n te d  in this 
bulletin . In form ation  for  th e se  tabu la t ions  i s  co llec ted  biennially . 
T h ese  tabulat ions on m in im u m  en trance  s a l a r i e s  for  inexper ien ced  
wom en o ffice  w o r k e r s ;  shift d i f fe re n t ia l s ;  schedu led  weekly  h o u rs ;  paid 
ho liday s ;  paid v a ca t io n s ;  and health , in su ra n c e ,  and pen sion  p lan s a re  
p re se n te d  (in the B - s e r i e s  tab le s)  in p rev io u s  bulle tin s for  .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 ith in  S c o p e  o f S u r v e y  a n d  N u m b e r  S tu d ie d  in  M u sk e g o n —M u sk e g o n  H e ig h ts ,  M ic h . , 1
b y  M a jo r  I n d u s tr y  D iv is io n ,  2 M a y  1969

In d u str y  d iv i s io n

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

m e n ts  in  sc o p e  
o f  s tu 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 t u d y 3 S tu d ie d

W ithin  s c 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 l l  d iv i s io n s 86 55 2 8 ,9 0 0 100 2 5 ,0 0 0

M a n u fa c tu r in g ______________________________________ 50 51 32 2 4 ,6 0 0 85 2 1 ,7 0 0
N o n m a n u fa c tu r in g ____________ ._____________________ - 35 23 4 ,  300 15 3 , 300

T r a n s p o r t a t io n ,  c o m m u n ic a t io n ,  an d
o th e r  p u b lic  u t i l i t i e s  5 ------------------------------- 50 9 9 2 , 000 7 2 ,0 0 0

W h o le sa le  t r a d e  6 50 4 2 300 1 100
R e t a i l  t r a d e  6 50 15 7 1 ,6 0 0 5 9 00
F in a n c e ,  in s u r a n c e ,  a n d  r e a l  e s t a t e  6 --------- 50 4 2 300 1 200
S e r v i c e s 6 7-------------------------------------------------- 50 3 3 100 1 100

1 T h e M u sk e g o n —M u sk e g o n  H e ig h ts  S t a 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 th e  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  M u sk e g o n  C o u n ty . T h e  " w o r k e r s  w ith in  sc o p e  o f s tu d y "  e s t i m a t e s  sh ow n  in  th is  t a b le  p r o v id e  a  r e a s o n a b ly  a c c u r a t e  d e s c r ip t io n  o f  th e 
s i z e  a n 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  not in te n d e d , h o w e v e r ,  to  s e r v e  a s  a  b a s i s  o f  c o m p a r i s o n  w ith  
o th e r  e m p lo y m e n t in d e x e s  f o r  th e  a r e a  to  m e a s u r e  e m p lo y m e n t t r e n d s  o r  l e v e l s  s in c e  (1) p la n n in g  o f  w a g e  s u r v e y s  r e q u i r e s  th e  u s e  ot e s t a b l i s h m e n t  
d a ta  c o m p ile d  c o n s id e r a b ly  in  a d v a n c e  o f  th e  p a y r o l l  p e r io d  s t u d ie d ,  an d  (2) s m a l l  e s t a b l i s h m e n t s  a r e  e x c lu d e d  f r o m  th e  s c o p e  o f th e  s u 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 In c lu d e s  a l l  e s t a b l i s h m e n t s  w ith  t o 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 l l  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 ,  a u to  r e p a i r  s e r v i c e ,  a n d  m o tio n  p i c tu r e  t h e a t e r s  a r e  c o n s id e r e d  a s  1 e s t a b l i s h m e n t .
4 In 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  t o t a l  e m p lo y m e n t (w ith in  th e a r e a )  a t  o r  a b o v e  th e  m in im u m  lim it a t io n .
5 T a x ic a b s  a n d  s e r v i c e s  in c id e n ta l  to  w a te r  t r a n s p o r t a t io n  w e r e  e x c lu d e d .
6 T h is  in d u s t r y  d iv i s io n  i s  r e p r e s e n t e d  in  e s t i m a t e s  fo r  " a l l  in d u s t r i e s "  a n d  "n o n m a n u fa c tu r in g "  in  th e  S e r i e s  A  t a b le s .  S e p a r a t e  p r e s e n t a t io n  

o f  d a ta  f o r  th is  d iv i s io n  i s  not m a d e  fo 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 ,  an d  (4) th e r e  i s  p o s s i b i l i t y  o f d i s c l o 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 t a .

7 H o te ls  an d  m o t e l s ;  l a u n d r ie s  an d  o th e r  p e r s o n a l  s e r v i c e s ;  b u s in e s s  s e r v i c e s ;  a u to m o b i le  r e p a i r ,  r e n t a l ,  a n 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 ) ;  an d  e n g in e e r in g  an d  a r c h i t e c t u r a l  s e r v i c e s .

O v e r  fo u r - f i f t h s  o f th e w o r k e r s  w ith in  s c o p e  o f th e  su r v e y  in  th e  M u sk eg o n r-M u sk eg o n  
H e ig h ts  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  an d  s p e c i f i c  in d u s t r ie s  a s  a  p e r c e n t  o f a l l  m a n u fa c tu r in g :

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

P r i m a r y  m e t a l  in d u s t r ie s  
M a c h in e r y ,  e x c e p t

e l e c t r i c a l _________________
T r a n s p o r t a t io n  e q u ip m en t
F u r n i t u r e  an d  f i x t u r e s -----
P a p e r  an d  a l l i e d  p r o d u c t s

m a c h in e r y ______________________ 5
O ffic e  f u r n it u r e __________________  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 t o 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 fe 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 o w n  in  t a b le  1 a b o v e .

__28 I r o n  an d  s t e e l  f o u n d r ie s __________ 26
M o to r  v e h ic le s  an d

__26 e q u ip m e n t_______________________ 19
__19 M i s c e l l a n e o u s  m a c h in e r y ,
__ 7 e x c e p t  e l e c t r i c a l _______________ 12
__ 5 C o n s tr u c t io n  an d  r e la t e d
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Wage Trends for Selected Occupational Groups

P r e se n te d  in tab le  2 a r e  ind exes  and p e rc e n ta g e s  of change 
in a v e r a g e  s a l a r i e s  of o ff ice  c l e r i c a l  w o rk e r s  and in d u s tr ia l  n u r s e s ,  
and in a v e r a g e  ea rn in g s  of se le c te d  plant w o rk er  g ro u p s .  The indexes 
a r e  a m e a s u r e  of w a ge s  a t  a  g iven  t im e ,  e x p r e s s e d  a s  a  p ercen t  of 
w a ge s  during the b a s e  p er io d  (date of the a r e a  su rv e y  conducted 
betw een Ju ly  I960 and June 1961). S u b trac t in g  100 f ro m  the index 
y ie ld s  the p erc en ta ge  change in w a g e s  f r o m  the b a s e  p er io d  to the 
date of the index. The p e rc e n ta g e s  of change o r  in c r e a s e  re la te  to 
wage ch an ges  betw een the ind icated  d a te s .  T h ese  e s t im a t e s  a r e  
m e a s u r e s  of change in a v e r a g e s  fo r  the a r e a ;  they a r e  not intended 
to m e a s u r e  a v e r a g e  pay ch an ges  in the e s ta b l i sh m e n ts  in the a r e a .
Method of Computing

E a c h  of the s e le c te d  key occupations within an occupationa l  
g roup  w as  a s s i g n e d  a weight b a se d  on i t s  p roport ionate  em ploym ent 
in the occupationa l  g roup . T h ese  constant  w eights re f le c t  b a s e  y e a r  
em ploy m en ts  w h ere v e r  p o s s ib le .  The a v e r a g e  (mean) e a r n in g s  for  
ea c h  occupation  w e re  m u lt ip lied  by the occupationa l  weight, and the 
p rodu cts  fo r  a l l  occup ations  in the gro up  w e re  to ta led .  The a g g r e g a t e s  
for  2 co n secu t iv e  y e a r s  w ere  re la te d  by dividing the a g g r e g a t e  for  
the la te r  y e a r  by the a g g r e g a t e  fo r  the e a r l i e r  y e a r .  The re su ltan t  
r e la t iv e ,  l e s s  100 p ercen t ,  shows the p erc en ta g e  change . . The index 
i s  the product  of m ultip lying the b a s e  y e a r  re la t iv e  (100) by the re la t iv e  
for  the next su cceed in g  y e a r  and continuing to m ultip ly  (compound) 
each  y e a r ' s  re la t iv e  by the p rev io u s  y e a r ' s  index. A v e r a g e  earn in gs  
fo r  the following occupations  w ere  u se d  in computing the wage tre n d s :
O ffice  c le r ic a l  (m e n  and w om en): 

B o o k k e ep in g-m ach in e  
o p erato rs, c la s s  B 

Clerics, a c c o u n tin g , c la s se s  
A and B

C lerk s* f i l e ,  c la s se s  
A , B, and C 

C lerk s, order 
C lerics, pay ro ll 
C o m p to m e te r  o perators 
K eypu nch  o p erato rs, c la s se s  

A and B
O ffice  boys and gir ls

O ffice  c le r ic a l  (m e n  an d  w o m en )— 
C ontinu ed  

S e c r e ta r ie s
S ten o graph ers, ge n e ra l 
S ten o graph ers, sen ior 
Sw itch b o ard  o p era to rs, c la s se s  

A  and B
T a b u la t in g -m a c h in e  o p erato rs, 

c la s s  B
T y p ists , c la s se s  A  and  B

Indu stria l nurses (m e n  and w om en): 
N urses, in d ustria l (re g is te red )

S k i l le d  m a in ten an c e  (m en ): 
C arpen ters 
E le c tr ic ia n s 
M ach in ists 
M e ch an ic s
M e ch an ic s (a u to m o tiv e )
P ain ters
P ip e fitte rs
T o o l and d ie  m akers

U n sk ille d  p la n t (m en ):
Jan ito rs , p o rters , and c lea n ers 
L ab o rers, m a te r ia l  h an d lin g

F o r  o ffice  c l e r i c a l  w o rk e r s  and in d u s tr ia l  n u r s e s ,  the wage 
t ren d s  re la te  to r e g u la r  weekly  s a l a r i e s  for  the n o rm a l  workweek, 
ex c lu s iv e  of earn in gs  for  o v e r t im e .  F o r  plant w o rk er  g ro u p s ,  they 
m e a s u r e  c h a n ge s  in a v e r a g e  s t r a ig h t - t im e  hourly  e a r n in g s ,  excluding 
p re m iu m  pay fo r  o v e r t im e  and fo r  w ork  on w eekends,  ho liday s ,  and 
la te  sh if t s .  The p e rc e n ta g e s  a r e  b a s e d  on data  fo r  se le c te d  key o c c u 
pations and include m o s t  of the n u m e r ic a l ly  im portant  jo b s  within 
each  group.

L im ita t io n s  of Data

The in d exes  and p e rc e n ta g e s  of change , a s  m e a s u r e s  of 
change in a r e a  a v e r a g e s ,  a r e  influenced by: (1) g e n e ra l  s a l a r y  and
wage c h a n g e s ,  (2) m e r i t  o r  other i n c r e a s e s  in pay r e c e iv e d  by ind i
v idual w o rk e r s  while in the s a m e  jo b ,  and (3) ch an ge s  in a v e r a g e  
w ages  due to ch an ges  in the la b o r  fo r c e  re su lt in g  f r o m  la b o r  tu rn 
o v e r ,  fo rc e  ex p a n s io n s ,  fo rc e  redu ct io n s ,  and ch anges  in the p r o p o r 
t ions of w o rk e r s  em ployed  by e s t a b l i sh m e n ts  with d if ferent  pay l e v e l s .  
C hanges  in the labor  fo rc e  can  c a u se  i n c r e a s e s  o r  d e c r e a s e s  in the 
occupationa l  a v e r a g e s  without a c tu a l  wage c h a n ge s .  It i s  conce ivab le  
that even though a l l  e s t a b l i sh m e n t s  in an  a r e a  gave  wage i n c r e a s e s ,  
a v e r a g e  w a ge s  m a y  have declined b e c a u s e  low er-pay in g  e s t a b l i sh m e n ts  
en tered  the a r e a  o r  expanded the ir  w ork  f o r c e s .  S im i la r ly ,  w ages 
m a y  have re m a in ed  re la t iv e ly  constant ,  yet the a v e r a g e s  fo r  an  a r e a  
m a y  have r i s e n  c o n s id e ra b ly  b e c a u s e  h igh er-pay in g  e s ta b l i sh m e n ts  
en tered  the a r e a .

The u se  of constant  em ploym ent w eights e l im in a te s  the effect  
of ch an ges  in the prop ort io n  of w o rk e r s  r e p r e se n t e d  in each  job  in 
cluded in the data .  The p e rc e n ta g e s  of change re f le c t  only ch anges 
in a v e r a g e  pay for s t r a ig h t - t im e  h o u rs .  They a r e  not influenced by 
ch anges in s ta n d a rd  w ork  sc h e d u le s ,  a s  such, o r  by p rem iu m  pay 
for  o v e r t im e .  Where n e c e s s a r y ,  data  w ere  a d ju s te d  to re m ov e  fro m  
the in d exes  and p e rc e n ta g e s  of change any s ign if ican t  e ffect  ca u se d  
by ch an ges  in the scop e  of the su rv 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 eek ly  S a l a r i e s  an d  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 
M u sk e g o n —M u s k e g o n  H e ig h t s ,  M i c h . ,  M a y  1969 and M a y  1968, and P e r c e n t s  o f  I n c r e a s e  f o r  S e l e c t e d  P e r i o d s

In d u s t r y  and 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  o f  i n c r e a s e

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 ay  1964 
to

M a y  1965

A l l  i n d u s t r i e s :
O f f ice  c l e r i c a l  (m e n  and w om en)____ 138. 8 127. 7 8. 7 5. 1 4. 1 3. 1 2. 1
I n d u s t r i a l  n u r s e s  ( m e n  an d  w o m e n ) . . 150. 9 142. 8 5. 7 1 1 .3 13. 3 2. 6 1. 6
S k i l l e d  m a in t e n a n c e  ( m e n )___________ 136. 8 128. 9 6. 1 8. 3 4 . 6 2. 7 2. 1
U n s k i l le d  p la n t  (m en)__________________ 139. 4 129. 5 7. 7 5. 8 5 . 4 3. 2 3. 1

M a n u fa c tu r in g :
O f f ice  c l e r i c a l  ( m e n  an d  w om en)_____ 136. 3 124. 5 9. 5 4. 6 3. 4 1. 8 1. 7
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 ) . . 150. 9 142. 8 5. 7 1 1 .3 13. 3 2. 6 1. 6
S k i l l e d  m a in t e n a n c e  (m e n ) ____________ 136. 6 128. 6 6. 3 8. 3 4 .  6 2. 9 2. 0
U n s k i l le d  p la n t  (m en)_______ __________ 141. 2 130. 5 8. 2 6. 6 4 .  2 3. 7 3. 3

M a y  1963 M a y  1962 M a y  1961 M a y  I960
to to to to

M a y  1964 M a y  1963 M a y  1962 M a y  1961

A l l  i n d u s t r i e s :
O f f ice  c l e r i c a l  ( m e n  an d  w om en)_____ 3. 3 3. 0 4. 3 3. 9
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 ) . . . 1. 1 3. 3 4. 0 1. 8
S k i l l e d  m a in t e n a n c e  ( m e n )____________ 2. 3 2. 6 3. 4 2. 7
U n s k i l l e d  p la n t  (m en)__________________ . 8 3 . 9 4. 2 2. 7

M a n u fa c tu r in g :
O f f ic e  c l e r i c a l  ( m e n  and w om en)_____ 3 .6 3. 1 4. 1 4. 4
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 ) . . . 1. 1 3. 3 4. 0 1. 8
S k i l l e d  m a in t e n a n c e  (m e n )____________ 1 .9 2. 6 3. 4 2. 7
U n sk i l le d  p la n t  (m en)__________________ . 5 4 .  3 4. 6 2. 1
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A. Occupational Earnings 

Table A-l. Office Occupations—Men and Women

5

( A v e r a g e  s t r a ig h t- t im e  w e e k ly  h o u rs  and e a r n in g s  fo r  s e le c te d  o cc u p a tio n s  s tu d ie d  on an a r e a  b a s is  
b y  in d u s tr y  d iv is io n , M u sk eg o n —M u sk eg o n  H e ig h ts , M ic h . ,  M ay 1969)

Sex,  occupation,  and in du stry  div i si on

CLERKS, ACCOUNTING, CLASS A 
MANUFACTURING ------------------

BOOKKEEPING-MACHINE OPERATORS,
CLASS A --------------------------------------------

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

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

CLERKS, ACCOUNTING, CLASS B -----------
MANUFACTURING ------------------------------
NONMANUFACTURING -------------------------

CLERKS, PAYROLL --------------------------------
MANUFACTURING ------------------------------

KEYPUNCH OPERATORS, CLASS A -----------
MANUFACTURING ------------------------------

KEYPUNCH OPERATORS, CLASS 8 -----------
MANUFACTURING ------------------------------

OFFICE GIRLS -------------------------------------

SECRETARIES3---------------------------------------
MANUFACTURING ------------------------------
NONMANUFACTURING -------------------------

SECRETARIES, CLASS A --------------------
MANUFACTURING ------------------------------

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

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

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

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

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

SWITCHBOARD OPERATOR-RECEPTION ISTS- 
MANUF ACTURING------------------------------

TYPISTS,  CLASS A 
MANUFACTURING

Number
of

Average
weekly

f standard)

25 4 0 . 0
22 4 0 . 0

37 3 9 . 5
18 4 0 . 0

6 6 4 0 . 0
38 4 0 . 0
2 8 4 0 . 0

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

50 4 0 . 0
39 4 0 . C

45 4 0 . 0
4 5 4 0 . 0

77 4 0 . 0
64 4 0 . 0

15 3 8 . 5

2 2 5 4 0 . 0
19 0 4 0 . C

35 4 0 . C

2C 4 C . 0
17 4 0 . 0

54 4 0 . 0
41 4 0 . 0

66 4 0 . C
4 8 4 0 . G

05 4 C . C
84 4 0 . 0

93 4 0 . 0
6 6 4 0 . 0

34 4 0 . 0
3 3 4 0 . 0

40 4 C . 0
35 4 0 . 0

57 4 0 . 0
55 4 0 . 0

Weekly earning^^^ 
(standard) N u m b e r o f  w o r k e r s  r e c e iv in g  s t r a ig h t - t im e w e e k ly e a r n in g s  o

* * s * $ $ $ 1 t * * % *  i $ * s $ $ $ s
60 65 70 75 80 85 90 95 luO 105 n o 115 120 125 130 135 140 150 160 170 180

Mean2 Median 2 Middle range L a nd
u n d e r a nd

65 70 75 80 85 90 95 100 105 110 115 120 125 130 135 140 150 160 170 180 o v e r

$ $ $ $
1 4 9 . CO 1 5 0 .0 0 1 3 4 . 0 0 - 1 6 7 . 5 0 1 1 2 3 4 2 3 5 4 -
1 5 2 . OC 1 5 7 .5 0 1 3 7 . 0 0 - 1 6 9 . 0 0 1 2 1 4 2 3 5 4

1 0 9 .0 0 1 0 8 . CO 1 0 3 . 0 0 - 1 1 7 . 0 0 1 2 11 9 3 7 3 1
1 1 3 .5 0 1 1 7 .0 0 1 0 7 . 0 0 - 1 2 0 . 5 0 - ” - 1 2 - 4 7 3 1

1 1 9 .5 0 1 2 1 .0 0 1 1 0 . 5 0 - 1 3 3 . 0 0 _ - - _ _ _ 3 _ 8 5 n 5 6 - 22 6 - - - - -
1 1 7 .0 0 1 1 5 .0 0 1 0 9 . 5 0 - 1 3 1 . 5C - - - - ~ - 3 - 3 4 10 4 2 - 11 i - - ~ - -
1 2 3 .0 0 1 3 1 .0 0 1 1 6 . 0 0 - 1 3 4 . 5 0 5 i 1 i 4 11 5 —

9 5 .5 0 9 6 .5 0 8 4 . QO—1 0 6 .0 0 _ _ 6 10 6 7 10 9 14 5 4 8 3 1 - - - - - - -
9 7 .0 0 9 7 .5 0 8 7 . 5 0 - 1 0 6 . 0 0 ~ 4 3 4 6 9 5 11 5 3 2 3 1 - ~ - ~
9 3 .5 0 9 6 .0 0 7 8 . 5 0 - 1 1 5 . 0 0 - - 2 7 2 1 i 4 3 - 1 6

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

1 1 7 .0 0 1 2 0 .0 0 1 0 4 . 5 0 - 1 3 2 . 5 0 - _ _ _ 1 3 - 3 5 4 3 4 2 - 20 - - - - - -
1 1 7 .0 0 1 2 0 .0 0 1 0 4 . 5 0 - 1 3 2 . 5 0 - - l 3 3 5 4 3 4 2 20 “ ~ ~

9 0 .5 0 9 0 .5 0 7 9 . 5 0 - 1 0 0 . OC 2 _ 3 16 6 11 8 13 9 3 1 i 4
9 1 .5 0 9 3 .0 0 8 0 * 0 0 — 1 0 1 .0 0 2 - 1 13 5 7 8 11 8 3 1 1 4 “ ” ~

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

1 2 1 .5 0 1 2 2 .0 0 1 0 7 . 5 0 - 1 3 5 . 0 0 _ _ - _ 1 7 9 9 18 25 20 17 18 22 23 26 17 4 4 4 i
1 2 0 .5 0 1 1 8 .5 0 1 0 6 . 5 0 - 1 3 4 . 0 0 - - i 7 9 9 14 25 19 17 13 16 17 20 tz 3 3 4 i
1 2 9 .0 0 1 3 1 .5 0 1 2 4 . 0 0 - 1 3 9 . 0 0 4 1 “ 5 6 6 6 5 i i ~

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

1 2 7 .0 0 1 2 7 .0 0 1 1 7 . 0 0 - 1 3 6 . 0 0 4 6 2 4 7 12 5 6 4 i 1 2 -
1 2 8 .0 0 1 2 7 .5 0 1 1 5 . 5 0 - 1 3 6 . 0 0 2 6 2 4 3 8 5 6 2 “ l 2 ~

1 2 8 .0 0 1 3 4 .0 0 1 1 9 . 5 0 - 1 3 9 . 0 0 - - - - _ _ 1 1 5 7 l 2 5 3 n 19 9 2 - - -
1 2 7 .0 0 1 3 3 .0 0 1 1 1 . 0 0 - 1 3 9 . 0 0 - - i 1 3 7 1 2 4 1 7 13 6 2 " "

1C 8 .U 0 1 0 9 .5 0 9 8 . 5 0 - 1 1 7 . 0 0 _ _ - _ i 7 8 8 9 11 17 1C 4 6 4 - - - - - -
1 0 8 .0 0 1 0 9 .5 0 9 8 . 5 0 - 1 1 7 . 0 0 i 7 8 8 9 11 16 10 4 6 4 ” ~

9 9 .0 0 9 9 .0 0 8 5 . 5 0 - 1 1 0 . 5 0 _ - 4 10 9 5 10 12 11 9 9 1 - 13 - - - - - - -

1 C 4 .0 C 1 0 2 .5 0 9 4 . 0 0 - 1 1 3 . 5 0 “ - - 2 5 3 8 12 7 9 6 1 13 “ ” _

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

1 0 6 .5 0 1 1 1 .0 0 9 6 . 0 0 - 1 1 8 . 0 0 - - - - 4 i 3 3 3 2 6 6 2 2 i ~ “ ~ " '

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

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

1 C 5 .0 C 1 0 9 .0 0 9 2 . 5 0 - 1 1 7 . 5 0 _ _ - 1 8 5 1 1 10 4 4 19 2 2 - - - - - - -

1 0 6 .0 0 1 1 0 .0 0 1 0 0 . 0 0 - 1 1 7 . 5C
'

~ — 1 6 5 1 1 10 4 4 19 2 2

S ee  fo o tn o te s  at end o f tab le .
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T ab le  A-l. O ffice O ccupations—Men and W om en— Continued

( A v e r a g e  s t r a ig h t - t im e  w e e k ly  h o u r s  a n d  e a r n in g s  f o r  s e le c te d  o c c u p a t io n s  s tu d ie d  o n  a n  a r e a  b a s is  
b y  in d u s t r y  d iv is io n ,  M u s k e g o n —M u s k e g o n  H e ig h ts ,  M ic h .  , M a y  1969 )

Weekly amings1 
lard) Num ber of w o r k e r s re c e iv in g  s t ra ig h t - t im e weekly ea rn in g s  of—

Average s  s $ $ $ * $ S S s t  t *  *  *  *
Sex, occupation,  and in dustry  div i si on of weekly 60 6 5  70 75 8 0  85 9 0 9 5 1 00 1 0 5 1 1 0  1 1 5 1 2 0  1 2 5  1 3 0  1 3 5 1 40 1 50 160 1 7 0 18 0

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

6 5 70  75 80 8 5  9 0 9 5 1 0 0 1 05 1 1 0 1 1 5  1 2 0 1 70

WOMEN -  CONTINUED

$ $ $ $
T Y P I S T S ,  CL AS S B -------------------------------------- 102 4 0 .  G 8 7 . 5 0 8 7 . 0C 8 0 . 0 0 -  9 5 . 0 0 - 5 7 13 23  9 21 9 12 2 1

MANUFACTURING ------------------------------------- 82 4 C . 0 8 6 .  50 8 5 . 5 0 8 0 . 0 0 -  9 3 . 5 0 - 5 5 11 2 0  9 18 9 2 2 1 _  _
NONMANUFACTURING ------------------------------- 2 0 9 1 . 5 0 9 7 . 5 0 8 2 . 0 0 - 1 0 3 . 0 0 10

1 S ta n d a rd  h o u rs  r e f le c t  the w o rk w e e k  f o r  w h ich  e m p lo y e e s  r e c e iv e  th e ir  r e g u la r  s t r a ig h t- t im e  s a 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  at r e g u la r  a n d / o r p re m iu m  r a t e s ) ,  and the e a r n in e s  co rre sD o n d  
to  th e se  w e e k ly  h o u r s . ---------  6 p

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

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 .

T a b le  A-2. P ro fe ssio n a l and T e ch n ica l O cc u p a tio n s—M en and W om en

( 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 ,  M u s k e g o n —M u s k e g o n  H e ig h ts ,  M ic h .  , M a y  1969)

Sex , o ccupation , and in d u stry  d iv ision
Number

of

Average
weekly
hours1

standard)

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

Mean2 Median 2 Middle range 2

s
95

and
under

100

$
100

105

*
105

110

*
110

115

%
115

120

s
120

125

s
125

130

$
130

135

S
135

140

s
140

145

s
145

150

$
150

155

S
155

160

S
160

165

$
165

170

$
170

175

$
175

180

s
180

190

$
19C

200

$
200

210

*
210

220

MEN

21 4 0 . 0
$ $ $ $

DRAFTSM EN* C LA S S  A — — — — — 3 2 7
M ANUFACTURING  ——————————— - ———- — 1 9 5 .0 0 Z 3 3 2 7

DRAFTSM EN, C LA SS  8 ------------------------------- 78 4 0 .0 1 5 6 .5 0 1 5 5 .0 0 1 4 0 . 5 0 - 1 7 6 . 5 0 - - - 1 1 2 2 3 10 7 2 12 9 3 2 2 10 7 5
M ANUFACTURING  ----------------------------------- 78 4 0 . 0 1 5 6 .5 0 1 5 5 .0 0 1 4 0 . 5 0 - 1 7 6 . 5 0 1 1 2 2 3 10 7 2 12 9 3 2 2 10 7 5 ”

1 1 0 *0 0 1 1 7 *0 0 2

WOMEN

N U R SE S, IN D U S T R IA L  (R E G IS T E R E D )  ----- 17 4 0 . 0 1 3 0 .5 0 1 2 5 .0 0 1 1 7 . 5 0 - 1 5 0 . 5 0 - _ 3 1 1 4 _ i 1 1 1 4
i 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 ,  see  fo o tn o te  2 , ta b le  A - l .
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T a b le  A-3. O ffice , P ro fe ss io n a l, and T e ch n ica l O cc u p a t io n s—M en and W om en  C om bin ed

(A v erag e  s tr a ig h t- t im e  w eekly  h ours 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 , M uskegon—M u sk egon  H eigh ts, M ich. , M ay 1969)

O ccu p a t io n  and in d u s t r y  d iv i s io n
Num ber

of

A verage

W eekly 
hours 1 

[standard)

W eekly 
earnings 1 
(standard)

OFFICE OCCUPATIONS

B O O K K E E P IN G -M A C H IN E  OPERATO RS,
C L A S S  A --------------------------------------------------- 37 3 9 .5 1 0 9 .0 0

MANUFACTURING  ------------------------------------ 18 4 0 . 0 1 1 3 .5 0

B O O K K E E P IN G -M A C H IN E  O PERATO RS,
C L A S S  B ---------------------------------------------------- 15

oo>* 8 7 . 0 0

C L E R K S ,  ACCOUNTING , C LA S S  A ------------- 91 4 0 . 0 1 2 7 .5 0
M A N U F A C T U R IN G --------------------------------------— 60 4 0 . 0 1 2 9 .5 0
NONMANUFACTURING ------------------------------ 31 4 0 . 0 1 2 4 .0 0

C L E R K S ,  ACCOU NTING , C L A S S  B ---------------- 87 4 0 .0 9 7 .0 0
M ANUFACTURING  ------------------------------------------ 60 4 0 . 0 9 8 .0 0
NONMANUFACTURING ----------------------------------- 27 4 C .0 9 3 .5 0

C L E R K S ,  PAYROLL --------------------------------------------- 52 4 0 . 0 1 0 6 .0 0
M ANUFACTURING  ------------------------------------------- AO 4 0 .0 1 0 6 .5 0

KEYPUNCH O PERATO RS, C L A S S  A ---------------- 45 4 0 . 0 1 1 7 .0 0
M ANUFACTURING  ------------------------------------------- 45 4 0 . 0 1 1 7 .0 0

KEYPUNCH O PERATO RS, C L A S S  B ---------------- 77 4 0 . 0 9 0 .5 0
MANUFACTURING  ------------------------------------------- 64 4 0 . 0 9 1 .5 0

O ccu p a t io n  and in d u s t r y  d iv i s io n

OFF i u c  O CCU PAT IO N S -  CONTINU ED

O F F IC E  BOYS AND G IR L S ---------------------------
M ANUFACTURING  -----------------------------------

S E C R E T A R IE S 2---------------------------------------------
M ANUFACTURING  -----------------------------------
NONMANUFACTURING -----------------------------

S E C R E T A R IE S ,  C LA S S  A -----------------------
M ANUFACTURING  -----------------------------------

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

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

S E C R E T A R IE S ,  C L A S S  0 ------------------------
MANUFACTURING  -----------------------------------

STEN O G RAPH ER S, GENERAL ------------------------
MANUFACTURING  -----------------------------------

STEN O G RAPH ER S, SE N IO R  -------------------------
M ANUFACTURING  ------------------------------------

Num ber
of

A verage

O ccu p a t io n  and in d u s t ry  d iv i s io n
Num ber

of

A verage

W eekly 
hours 1 

[standard)

W eekly 
earnings 1 
(standard)

W eekly 
hours 1 

(standard]

W eekly 
earnings 1 
(standard)

O F F IC E  OC C U PAT IO N S -  CONTINUED

19 3 9 .0 7 6 .0 0 SW ITCHBOARD O P E R A T O R -R E C E P T IO N IS T S - 40 4 0 . 0 9 2 . 0 0
16 3 9 .0 7 5 .5 0 M ANUFACTURING  ----------------------------------- 35 4 0 . 0 9 2 .0 0

22 6 4 0 . 0 1 2 2 .0 0 T Y P IS T S ,  C L A S S  A ----------------------------------- 57 4 0 . 0 1 0 5 .0 0
191 4 0 . 0 1 2 0 .5 0 M ANUFACTURING  ----------------------------------- 55 4 0 . 0 1 0 6 .0 0

35 4 0 . 0 1 2 9 .0 0
T Y P IS T S ,  C LA S S  B ----------------------------------- 102 4 0 . 0 8 7 .5 0

20 4 0 . C 1 4 5 .5 0 M ANUFACTURING  ----------------------------------- 82 4 0 . 0 8 6 .5 0
17 4 0 . 0 1 4 6 .0 0 NONMANUFACTURING ----------------------------- 20 4 0 . 0 9 1 . 5 0

54 4 0 . C 1 2 7 .0 0 PROFESSIONAL AND TECHNICAL
41 4 0 . 0 1 2 8 .0 0 OCCUPATIONS

67 4 0 . 0 1 2 8 .5 0 DRAFTSM EN, C L A S S  A -------------------------------------- 21 4 0 . 0 1 9 3 .0 0
49 4 0 . 0 1 2 7 .5 0 MANUFACTURING  ------------------------------------------- 21 4 0 . 0 1 9 3 .0 0

85 4 0 . 0 1 0 8 .0 0 DRAFTSM EN, C LA S S  B -------------------------------------- 78 4 0 . 0 1 5 6 .5 0
84 4 0 . 0 1 0 8 .0 0 M ANUFACTURING  ------------------------------------------ 78 4 0 . 0 1 5 6 .5 0

93 4 0 . 0 9 9 .0 0 DRAFTSM EN, C L A S S  C -------------------------------------- 59 4 0 . 0 1 1 5 .0 0
66 4 0 . 0 1 0 4 .0 0 M ANUFACTURING  ------------------------------------------- 42 4 0 . 0 1 1 8 .0 0

34 4 0 . 0 1 0 6 .5 0 N U R SE S ,  IN D U S T R IA L  (R E G IS T E R E D )  ----- 17 4 0 . 0 1 3 0 .5 0
33 4 0 .0 1 0 6 .5 0 M ANUFACTURING  ------------------------------------ 17 4 0 . 0 1 3 0 .5 0

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

2 M ay in clu de w o rk e rs  o th er than th o se  p re se n ted  se p a r a te ly .
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T ab le  A-4. M aintenance and P ow erp lan t O ccupation s

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

C A R P EN T E R S ,  M A IN TEN AN C E  ---------------------
M AN U FACTU R IN G  ------------------------------------

E L E C T R IC IA N S ,  M A IN TEN AN C E  ------------------
M ANU FACTU RING  ------------------------------------

F IR E M E N ,  ST A T IO N A R Y  B O IL E R  ----------------
M AN U FACTU RIN G  ------------------------------------

H E L P E R S ,  M A IN TEN AN C E  TRAD ES --------------

M A C H IN E-T O O L  O PERATO R S, TOOLROOM —  
M ANU FACTU RING  ------------------------------------

M A C H IN IS T S ,  M A IN TEN AN C E  ----------------------
M ANU FACTU RING  ------------------------------------

M E C H A N IC S ,  AUTOM O TIVE
(M A IN T E N A N C E ) ----------------------------------------

M ANUFACTURING  ------------------------------------
NONM ANUFACTURING  ------------------------------

P U B L IC  U T I L I T I E S 3--------------------------

M E C H A N IC S ,  M A IN TEN AN CE  ------------------------
M AN U FACTU RIN G  ------------------------------------

M ILL W R IG H T S  ----------------------------------------------
M AN U FACTU RIN G  ------------------------------------

O IL E R S  --------------------------------------------------------
M AN U FACTU R IN G  ------------------------------------

P IP E F IT T E R S ,  M A IN TEN AN CE  --------- ----------
M AN U FACTU RIN G  ------------------------------------

TOOL AND D IE  M AKERS ------------------------------
M AN U FACTU R IN G  ------------------------------------

(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  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 , M uskegon—M u sk egon  H eigh ts , M ic h .,  M ay 1969)

Number
o f

workers

Hour ly earnings  1

M e a n 2 Median ^ Middle range 2

$ $ $ $
2C 3 . 7 4 3 . 8 5 3 . 5 8 -  3 . 8 9
20 3 . 7 4 3 . 8 5 3 . 5 8 -  3 . 8 9

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

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

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

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

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

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

2 1 7 3 . 5 9 3 . 4 9 3 . 2 8 -  3 . 8 7
210 3 . 5 8 3 . 4 0 3 . 2 8 -  3 . 8 6

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

4 0 3 . 3 9 3 . 3 8 3 . 1 9 -  3 . 7 3
4 0 3 . 3 9 3 . 3 8 3 . 1 9 -  3 . 7 3

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

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

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

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

U nder
$ and
2 .7 0  u nder

2 .8 0  2 .9 0 3 . CO 3 . 10 3 .2 C 3 .3 0 3 .4 0 3 .5 0 3 .6 0 3 .7 0 3 .8 0 3 .9 0 4 .0 0 4 .1 0 4 .2 0 4 .3 0 4 .4 0 4 .5 0 4 .6 0 over

- - 1 - - - i - 3 - - - 12 - 1 2 - - -
1 “ i “ 3 - 12 1 2 * “

- - - - - i _ 21 6 7 7 6 30 3 19 2 15 - - - -

* “ ~ - 21 6 7 7 6 30 1 19 2 15 -

2 l - - _ 8 3 3 3 3 _ _ _ - - 10 - - - _ _

2 1

21 8

8 3 3 3 3 "
10

2 2 16 1 6 4 17 41 15 2
2 2 * - - - - 16 1 - 6 4 17 41 15 2

4 _ _ 29 i 2 14 - - - - -

4 ~ ~ 29 i ~ 14 ~ ~

_ _ _ _ 16 _ _ 1 3 6 2 6 15 12 9 2 _ _ _ - _
- - - 16 - - 1 3 - - 2 15 - - 2 - - - - -

6 2 4 - 12 9 - - - - -
6 2 4 - 12 9 “ “

- _ _ - _ _ 68 38 3 4 _ 29 29 6 30 6 - - - - 4
68 38 2 4 29 29 30 6 “ 4

- _ _ - _ _ 4 9 9 _ 1 1 99 - 7 14 _ - _ - _

- - 4 9 9 - 1 1 99 7 14 ~ ~

1 - - _ 1 9 2 10 5 _ - 11 _ _ - 1 - - - - _
1 - i 9 2 10 5 - - 11 - 1 “

_ _ _ _ _ _ 2 1 4 _ 1 9 i i 8 1 10 _ _ - - -
2 1 4 - 1 9 i i 8 1 10 ~ “

_ _ - _ _ _ _ 4 _ i i 2 4 13 2C 33 25 22 8 23 18 -
- - - - - 4 - i i 2 4 13 20 33 25 22 8 23 18

1 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 i f t s .
2 F o r  d e fin itio n  o f t e r m s ,  s e e  foo tnote 2 , ta b le  A - l .
3 T r a n sp o r ta t io n , c o m m u n icatio n , and o th er pub lic  u t i l i t i e s .
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T a b le  A-5. C u sto d ia l and M ateria l M ov em en t O ccu p atio n s

(Average straight-tim e hourly earnings for selected occupations studied on an a rea  b a sis  
by industry division, Muskegon—Muskegon Heights, M ich ., May 1969)

Occupation1 and industry division

GUAROS ANC WATCHMEN -----------------------------
M ANUFACTURING  -----------------------------------

GUAROS:
M ANUFACTURING  -----------------------------------

J A N IT O R S ,  PO RTERS, AND C LEA N ER S  -----
M ANUFACTURING  -----------------------------------
NONMANUFACTURING -----------------------------

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

J A N IT O R S ,  P O RTERS, AND C LEA N ER S
(WOMEN) ---------------------------------------------------

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

LA BO R ER S, M A T E R IA L  HAN DLIN G  -------------
M ANUFACTURING  -----------------------------------

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

R E C E IV IN G  C LE R K S  -----------------------------------
M ANUFACTURING  -----------------------------------

S H IP P IN G  C LE R K S  -------------------------------------
M ANUFACTURING  -----------------------------------

S H IP P IN G  ANO R E C E IV IN G  C LE R K S  ---------
M ANUFACTURING  -----------------------------------

T R U C K D R IV E R S 5 -----------------------------------------
M ANUFACTURING  -----------------------------------
NONMANUFACTURING -----------------------------

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

T R U C K D R IV E R S ,  M EDIUM  ( 1 - 1 / 2  TO 
AND IN C LU D IN G  A TONS) -------------------

T R U C K D R IV E R S ,  HEAVY (OVER A TONS, 
T R A IL E R  T Y P E ) -----------------------------------

TRU C KERS, POWER ( F O R K L IF T )  ---------------
M ANUFACTURING  -----------------------------------

Hourly eamings 2 N um ber of 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—

mber i $ * i % $ $ % s $ $ S * $ $ $ $ $ $ * * $

Under
2.00 2.10 2.20 2 . 3 0 2 . A0 2. 50 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 . AO 3 . 5 0 3 . 6 0 3 . 7 0 3 . 8 0 3 . 9 0 A . 0 0 A . 1Cof

rkers Mean3 Median3 Middle range3 t and
2.00 under

2.10 2.20 2 . 3 0 2 .  A0 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 . A0 3 . 5 0 3 . 6 0 3 . 7 0 3 . 8 0 3 . 9 0 A . 00 A. 10 A . 20

$ $ $ $
55 2 . 9 6 3 . 0 2 2 . 7 A -  3 . 0 8 - 1 - - 1 8 1 7 1 4 2 A 2 6 - - - - - _
55 2 . 9 6 3 . 0 2 2 . 7 A -  3 . 0 8 ~ 1 " 1 8 1 7 1 4 2A ~ 2 ~ 6 “ -

52 2 . 9 6 3 . 0 2 2 . 7 5 -  3 . 0 7 - - - - - 1 8 1 7 1 A 2A - - - - 6 - - - - - -

2 6 5 2 . 9 0 3 . 0 3 2 . 7 6 -  3 . 1 6 3 9 10 1 1 4 8 15 2 6 2 6 17 A3 6 1 26 13 1 i _ _ _ _ _ _
21A 3 . 0 1 3 . 0 8 2 . 8 5 -  3 . 1 8 - - 1 ~ - i 5 11 2A 25 17 29 61 2 6 13 1 - - - - _ _ _

51 2 . A 5 2 . A 9 2 . 1 1 -  3 . 0 2 3 9 9 1 1 3 3 A 2 1 - 1A - - - i - - _ _ _ _
31 2.68 2 . 8 9 2 . 1 9 -  3 . 0 6 “ 2 6 1 1 “ 1 4 “ 1 “ 1A ~ “ i ” - -

AO 2 . 5 A 2 . 7 3 2 . 2 3 -  2 . 7 8 3 7 1 _ 1 1 2 20 3 2
29 2 . 7 1 2 . 7 6 2 . 7 2 -  2 . 7 9 - 1 * 1 2 20 3 2

2 3 9 3 . 0 8 3 . 2 0 2 . 7 9 -  3 . 2 9 _ _ _ 2 _ _ 2 2 58 8 21 1 27 6 7 A0 11 _ _ _ _ _ _ _
2 1 8 3 . 1 1 3 . 2 1 2 . 9 1 -  3 . 2 9 - - - 2 - - 2 2 3 9 8 21 ~ 2 7 6 7 39 11 - - - - - - -

A2 3 . 2 3 3 . 1 9 3 . 1 5 -  3 . 2 6 2 3 16 2 - - - - 1 - - -

26 3 . 3 3 3 . 2 5 3 . 0 8 -  3 . 6 8 1 7 2 7 - - i 3 5 _ _ _ _
26 3 . 3 3 3 . 2 5 3 . 0 8 -  3 . 6 8 1 7 2 7 i 3 5 - - - -

32 3 . 2 6 3 . 2 A 3 . 1 6 -  3 . 3 0 4 7 1A - 5 - _ 2 _ _ _ _
32 3 . 2 6 3 . 2  A 3 . 1 6 -  3 . 3 0 4 7 1A “ 5 2 - - - -

30 3 . 0 8 3 . 2 5 3 . 0 9 -  3 . 3 6 _ _ - 5 - - - - _ - - 3 1 12 4 4 _ _ 1 _ _ _ _
22 3 . 2 5 3 . 2 7 3 . 2 2 -  3 . 3 8 2 1 12 3 4 “ * - - - -

2 1 6 3 . A 7 3 . 5 9 3 . 3 0 -  3 . 6 6 _ 1 _ 5 - 5 _ _ 9 4 1 - 5 25 - 7 52 8 4 _ _ 8 9 1
102 3 . 3 9 3 . 5 1 3 . 2 5 -  3 . 5 6 1 - - - 8 - - - 4 2 5 - 7 52 4 - - - - 1
11A 3 . 5 A 3 . 6 5 3 . 6 1 -  3 . 6 9 ~ - 5 5 ~ ~ i 4 1 - i - - ~ 80 - - 8 9 -

97 3 . 7 2 3 . 6 6 3 . 6 3 -  3 . 6 9 80 ” 8 9

32 3 . 2 2 3 . 2 A 2 . 8 3 -  A . 0 2 - 1 - - - 5 - - i 4 - - 2 10 - - - - - - - 9 -

1 05 3 . 5 8 3 . 6 A 3 . 6 1 -  3 . 6 7 1 - 1 15 - - 4 8A - - - - -

2 2 3 3 . 1 A 3 . 2 3 3 . 0 6 -  3 . 2 8 _ _ _ 2 1 - _ - 31 - 11 20 4 1 2 8 6 20 - _ _ _ _ _ _
220 3 . 1 5 3 . 2 3 3 . 0 7 -  3 . 2 8 2 1 2 8 11 20 4 128 6 20

1 D ata lim ited to men w orkers except where otherwise indicated.
2 Excludes prem ium  pay for overtim e and for work on weekends, holidays, and late sh ifts.
3 Fo r definition of term s, see footnote 2, table A - l.
4 T ransportation, communication, and other public u tilities.
5 Includes all d r iv e rs , as defined, reg a rd le ss  of size  and type of truck operated.
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Appendix. Occupational Descriptions

T h e  p r i m a r y  p u r p o s e  o f  p r e p a r i n g  jo b  d e s c r i p t i o n s  f o r  th e  B u r e a u ' s  w a g e  s u r v e y s  i s  to  a s s i s t  i t s  f i e l d  s t a f f  in  c l a s s i f y i n g  in to  a p p r o p r i a t e  
o c c u p a t io n s  w o r k e r s  w h o  a r e  e m p lo y e d  u n d e r  a  v a r i e t y  o f  p a y r o l l  t i t l e s  a n d  d i f f e r e n t  w o r k  a r r a n g e m e n t s  f r o m  e s t a b l i s h m e n t  to  e s t a b l i s h m e n t  a n d  
f r o m  a r e a  to  a r e a .  T h i s  p e r m i t s  th e  g r o u p in g  o f  o c c u p a t io n a l  w a g e  r a t e s  r e p r e s e n t i n g  c o m p a r a b l e  j o b  c o n t e n t .  B e c a u s e  o f  t h i s  e m p h a s i s  on  
i n t e r e s t a b l i s h m e n t  a n d  i n t e r a r e a  c o m p a r a b i l i t y  o f  o c c u p a t io n a l  c o n t e n t ,  th e  B u r e a u ' s  j o b  d e s c r i p t i o n s  m a y  d i f f e r  s i g n i f i c a n t l y  f r o m  t h o s e  in  u s e  in  
i n d iv i d u a l  e s t a b l i s h m e n t s  o r  t h o s e  p r e p a r e d  f o r  o t h e r  p u r p o s e s .  In  a p p ly in g  t h e s e  j o b  d e s c r i p t i o n s ,  th e  B u r e a u ' s  f i e l d  e c o n o m i s t s  a r e  i n s t r u c t e d  
to  e x c l u d e  w o r k in g  s u p e r v i s o r s ;  a p p r e n t i c e s ;  l e a r n e r s ;  b e g i n n e r s ;  t r a i n e e s ;  a n d  h a n d ic a p p e d ,  p a r t - t i m e ,  t e m p o r a r y ,  a n d  p r o b a t i o n a r y  w o r k e r s .

O F F IC E

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

P r e p a r e s  s t a t e m e n t s ,  b i l l s ,  a n d  i n v o i c e s  o n  a  m a c h i n e  o t h e r  th a n  a n  o r d i n a r y  o r  e l e c t r o -  
m a t i c  t y p e w r i t e r .  M a y  a l s o  k e e p  r e c o r d s  a s  t o  b i l l i n g s  o r  s h ip p in g  c h a r g e s  o r  p e r f o r m  o t h e r  
c l e r i c a l  w o r k  in c id e n t a l  t o  b i l l i n g  o p e r a t i o n s .  F o r  w a g e  s t u d y  p u r p o s e s ,  b i l l e r s ,  m a c h i n e ,  a r e  
c l a s s i f i e d  b y  ty p e  o f  m a c h i n e ,  a s  f o l l o w s :

B i l l e r ,  m a c h in e  ( b i l l in g  m a c h i n e ) . U s e s  a  s p e c i a l  b i l l i n g  m a c h in e  (M o o n  H o p k in s ,  E l l i o t t  
F i s h e r ,  B u r r o u g h s ,  e t c . ,  w h ic h  a r e  c o m b in a t io n  t y p in g  a n d  a d d in g  m a c h i n e s )  t o  p r e p a r e  b i l l s  
a n d  i n v o i c e s  f r o m  c u s t o m e r s '  p u r c h a s e  o r d e r s ,  i n t e r n a l l y  p r e p a r e d  o r d e r s ,  s h ip p in g  m e m o 
r a n d u m s ,  e t c .  U s u a l l y  i n v o lv e s  a p p l i c a t io n  o f  p r e d e t e r m i n e d  d i s c o u n t s  a n d  s h ip p in g  c h a r g e s ,  
a n d  e n t r y  o f  n e c e s s a r y  e x t e n s i o n s ,  w h ic h  m a y  o r  m a y  n o t  b e  c o m p u t e d  o n  th e  b i l l i n g  m a c h i n e ,  
a n d  t o t a l s  w h ic h  a r e  a u t o m a t i c a l l y  a c c u m u la t e d  b y  m a c h i n e .  T h e  o p e r a t i o n  u s u a l l y  i n v o lv e s  
a  l a r g e  n u m b e r  o f  c a r b o n  c o p i e s  o f  th e  b i l l  b e in g  p r e p a r e d  a n d  i s  o f t e n  d o n e  on  a  f a n fo ld  
m a c h i n e .

B i l l e r ,  m a c h i n e  ( b o o k k e e p in g  m a c h i n e ) .  U s e s  a  b o o k k e e p in g  m a c h i n e  ( S u n d s t r a n d ,  E l l i o t t  
F i s h e r ,  R e m in g t o n  R a n d ,  e t c . ,  w h ic h  m a y  o r  m a y  n o t  h a v e  t y p e w r i t e r  k e y b o a r d )  t o  p r e p a r e  
c u s t o m e r s '  b i l l s  a s  p a r t  o f  th e  a c c o u n t s  r e c e i v a b l e  o p e r a t i o n .  G e n e r a l l y  i n v o lv e s  th e  s i m u l t a 
n e o u s  e n t r y  o f  f i g u r e s  o n  c u s t o m e r s '  l e d g e r  r e c o r d .  T h e  m a c h in e  a u t o m a t i c a l l y  a c c u m u l a t e s  
f i g u r e s  o n  a  n u m b e r  o f  v e r t i c a l  c o lu m n s  a n d  c o m p u t e s ,  a n d  u s u a l l y  p r i n t s  a u t o m a t i c a l l y  th e  
d e b i t  o r  c r e d i t  b a l a n c e s .  D o e s  n o t  in v o lv e  a  k n o w le d g e  o f  b o o k k e e p in g .  W o r k s  f r o m  u n i f o r m  
a n d  s t a n d a r d  t y p e s  o f  s a l e s  a n d  c r e d i t  s l i p s .

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

O p e r a t e s  a  b o o k k e e p in g  m a c h in e  ( R e m in g t o n  R a n d ,  E l l i o t t  F i s h e r ,  S u n d s t r a n d ,  B u r r o u g h s ,  
N a t io n a l  C a s h  R e g i s t e r ,  w ith  o r  w ith o u t  a  t y p e w r i t e r  k e y b o a r d )  to ' k e e p  a  r e c o r d  o f  b u s i n e s s  
t r a n s a c t i o n s .

C 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 i r i n g  a  k n o w le d g e  o f  a n d  e x p e r i e n c e  in  b a s i c  
b o o k k e e p in g  p r i n c i p l e s ,  a n d  f a m i l i a r i t y  w ith  th e  s t r u c t u r e  o f  th e  p a r t i c u l a r  a c c o u n t in g  s y s t e m  
u s e d .  D e t e r m i n e s  p r o p e r  r e c o r d s  a n d  d i s t r i b u t i o n  o f  d e b i t  a n d  c r e d i t  i t e m s  to  b e  u s e d  in  e a c h  
p h a s e  o f  th e  w o r k .  M a y  p r e p a r e  c o n s o l i d a t e d  r e p o r t s ,  b a l a n c e  s h e e t s ,  a n d  o t h e r  r e c o r d s  
b y  h a n d .

C l a s s  B .  K e e p s  a  r e c o r d  o f  o n e  o r  m o r e  p h a s e s  o r  s e c t i o n s  o f  a  s e t  o f  r e c o r d s  u s u a l l y  
r e q u i r i n g  l i t t l e  k n o w le d g e  o f  b a s i c  b o o k k e e p in g .  P h a s e s  o r  s e c t i o n s  in c lu d e  a c c o u n t s  p a y a b l e ,  
p a y r o l l ,  c u s t o m e r s '  a c c o u n t s  (n o t  in c lu d in g  a  s im p le  ty p e  o f  b i l l i n g  d e s c r i b e d  u n d e r  b i l l e r ,  
m a c h i n e ) ,  c o s t  d i s t r i b u t i o n ,  e x p e n s e  d i s t r i b u t i o n ,  i n v e n t o r y  c o n t r o l ,  e t c .  M a y  c h e c k  o r  a s s i s t  
in  p r e p a r a t i o n  o f  t r i a l  b a l a n c e s  a n d  p r e p a r e  c o n t r o l  s h e e t s  f o r  th e  a c c o u n t in g  d e p a r t m e n t .

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

C l a s s  A .  U n d e r  g e n e r a l  d i r e c t i o n  o f  a  b o o k k e e p e r  o r  a c c o u n t a n t ,  h a s  r e s p o n s i b i l i t y  f o r  
k e e p in g  o n e  o r  m o r e  s e c t i o n s  o f  a  c o m p le t e  s e t  o f  b o o k s  o r  r e c o r d s  r e l a t i n g  to  o n e  p h a s e  
o f  a n  e s t a b l i s h m e n t ' s  b u s i n e s s  t r a n s a c t i o n s .  W o r k  i n v o lv e s  p o s t in g  a n d  b a l a n c in g  s u b s i d i a r y  
l e d g e r  o r  l e d g e r s  s u c h  a s  a c c o u n t s  r e c e i v a b l e  o r  a c c o u n t s  p a y a b l e ;  e x a m i n i n g  a n d  c o d in g  
i n v o i c e s  o r  v o u c h e r s  w ith  p r o p e r  a c c o u n t in g  d i s t r i b u t i o n ;  a n d  r e q u i r e s  ju d g m e n t  a n d  e x p e r i 
e n c e  in  m a k in g  p r o p e r  a s s i g n a t i o n s  a n d  a l l o c a t i o n s .  M a y  a s s i s t  in  p r e p a r i n g ,  a d j u s t i n g ,  a n d  
c l o s i n g  jo u r n a l  e n t r i e s ;  a n d  m a y  d i r e c t  c l a s s  B  a c c o u n t in g  c l e r k s .

C l a s s  B .  U n d e r  s u p e r v i s i o n ,  p e r f o r m s  o n e  o r  m o r e  r o u t in e  a c c o u n t in g  o p e r a t i o n s  s u c h  
a s  p o s t in g  s im p le  j o u r n a l  v o u c h e r s  o r  a c c o u n t s  p a y a b l e  v o u c h e r s ,  e n t e r 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 i l in g  b a n k  a c c o u n t s ;  a n d  p o s t in g  s u b s i d i a r y  l e d g e r s  c o n t r o l l e d  b y  
g e n e r a l  l e d g e r s ,  o r  p o s t in g  s i m p l e  c o s t  a c c o u n t in g  d a t a .  T h i s  j o b  d o e s  n o t  r e q u i r e  a  k n o w l
e d g e  o f  a c c o u n t in g  a n d  b o o k k e e p in g  p r i n c i p l e s  b u t  i s  f o u n d  in  o f f i c e s  in  w h ic h  th e  m o r e  r o u t in e  
a c c o u n t in g  w o r k  i s  s u b d i v id e d  o n  a  f u n c t io n a l  b a s i s  a m o n g  s e v e r a l  w o r k e r s .

C L E R K ,  F I L E

C l a s s  A . In a n  e s t a b l i s h e d  f i l in g  s y s t e m  c o n t a in in g  a  n u m b e r  o f  v a r i e d  s u b j e c t  m a t t e r  
f i l e s ,  c l a s s i f i e s  a n d  i n d e x e s  f i l e  m a t e r i a l  s u c h  a s  c o r r e s p o n d e n c e ,  r e p o r t s ,  t e c h n i c a l  d o c u 
m e n t s ,  e t c .  M a y  a l s o  f i l e  t h i s  m a t e r i a l .  M a y  k e e p  r e c o r d s  o f  v a r i o u s  t y p e s  in  c o n ju n c t io n  
w ith  th e  f i l e s .  M a y  l e a d  a  s m a l l  g r o u p  o f  l o w e r  l e 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 ,  a n d  f i l e s  u n c l a s s i f i e d  m a t e r i a l  b y  s i m p l e  ( s u b j e c t  m a t t e r )  h e a d 
in g  s “ o r - p a r t l y  c l a s s i f i e d  m a t e r i a l  b y  f i n e r  s u b h e a d in g s .  P r e p a r e s  s im p le  r e l a t e d  in d e x  a n d  
c r o s s - r e f e r e n c e  a i d s .  A s  r e q u e s t e d ,  l o c a t e s  c l e a r l y  i d e n t i f i e d  m a t e r i a l  in  f i l e s  a n d  f o r w a r d s  
m a t e r i a l .  M a y  p e r f o r m  r e l a t e d  c l e r i c a l  t a s k s  r e q u i r e d  t o  m a i n t a in  a n d  s e r v i c e  f i l e s .

C l a s s  C . P e r f o r m s  r o u t in e  f i l in g  o f  m a t e r i a l  t h a t  h a s  a l r e a d y  b e e n  c l a s s i f i e d  o r  w h ic h  
i s  e a s i l y  c l a s s i f i e d  in  a  s i m p l e  s e r i a l  c l a s s i f i c a t i o n  s y s t e m  ( e . g . ,  a l p h a b e t i c a l ,  c h r o n o l o g i c a l ,  
o r  n u m e r i c a l ) .  A s  r e q u e s t e d ,  l o c a t e s  r e a d i l y  a v a i l a b l e  m a t e r i a l  in  f i l e s  a n d  f o r w a r d s  m a 
t e r i a l ;  a n d  m a y  f i l l  o u t  w i t h d r a w a l  c h a r g e .  P e r f o r m s  s i m p l e  c l e r i c a l  a n d  m a n u a l  t a s k s  r e 
q u i t e d  t o  m a i n t a in  a n d  s e r v i c e  f i l e s .

C L E R K ,  O R D E R

R e c e i v e s  c u s t o m e r s '  o r d e r s  f o r  m a t e r i a l  o r  m e r c h a n d i s e  b y  m a i l ,  p h o n e , o r  p e r s o n a l l y .  
D u t ie s  i n v o lv e  a n y  c o m b in a t io n  o f  th e  f o l l o w in g : Q u o t in g  p r i c e s  t o  c u s t o m e r s ;  m a k i n g  o u t  a n  o r d e r  
s h e e t  l i s t i n g  th e  i t e m s  t o  m a k e  u p  th e  o r d e r ;  c h e c k in g  p r i c e s  a n d  q u a n t i t i e s  o f  i t e m s  on  o r d e r  
s h e e t ;  a n d  d i s t r i b u t i n g  o r d e r  s h e e t s  t o  r e s p e c t i v e  d e p a r t m e n t s  to  b e  f i l l e d .  M a y  c h e c k  w ith  c r e d i t  
d e p a r t m e n t  t o  d e t e r m in e  c r e d i t  r a t in g  o f  c u s t o m e r ,  a c k n o w le d g e  r e c e i p t  o f  o r d e r s  f r o m  c u s t o m e r s ,  
f o l l o w  u p  o r d e r s  to  s e e  t h a t  t h e y  h a v e  b e e n  f i l l e d ,  k e e p  f i l e  o f  o r d e r s  r e c e i v e d ,  a n d  c h e c k  s h ip p in g  
i n v o i c e s  w ith  o r i g i n 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 t e s  w a g e s  o f  c o m p a n y  e m p l o y e e s  a n d  e n t e r s  th e  n e c e s s a r y  d a t a  o n  th e  p a y r o l l  
s h e e t s .  D u t i e s  in v o lv e :  C a l c u l a t i n g  w o r k e r s '  e a r n i n g s  b a s e d  o n  t i m e  o r  p r o d u c t io n  r e c o r d s ;  a n d  
p o s t in g  c a l c u l a t e d  d a t a  o n  p a y r o l l  s h e e t ,  s h o w in g  i n f o r m a t i o n  s u c h  a s  w o r k e r ' s  n a m e ,  w o r k in g  
d a y s ,  t i m e ,  r a t e ,  d e d u c t i o n s  f o r  i n s u r a n c e ,  a n d  t o t a l  w a g e s  d u e .  M a y  m a k e  o u t  p a y c h e c k s  a n d  
a s s i s t  p a y m a s t e r  in  m a k in g  u p  a n d  d i s t r i b u t i n g  p a y  e n v e l o p e s .  M a y  u s e  a  c a l c u l a t i n g  m a c h i n e .

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

P r i m a r y  d u ty  i s  to  o p e r a t e  a  C o m p t o m e t e r  to  p e r f o r m  m a t h e m a t i c a l  c o m p u t a t i o n s .  T h i s  
jo b  i s  n o t  to  b e  c o n f u s e d  w ith  t h a t  o f  s t a t i s t i c a l  o r  o t h e r  ty p e  o f  c l e r k ,  w h ic h  m a y  in v o lv e  f r e 
q u e n t  u s e  o f  a  C o m p t o m e t e r  b u t ,  in  w h ic h , u s e  o f  t h i s  m a c h i n e  i s  in c id e n t a l  to  p e r f o r m a n c e  o f  
o t h e r  d u t i e 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 t e s  a  n u m e r i c a l  a n d / o r  a l p h a b e t i c a l  o r  c o m b in a t io n  k e y p u n c h  m a c h in e  to  
t r a n s c r i b e  d a t a  f r o m  v a r i o u s  s o u r c e  d o c u m e n t s  to  k e y p u n c h  t a b u l a t in g  c a r d s .  P e r f o r m s  s a m e  
t a s k s  a s  l o w e r  l e v e l  k e y p u n c h  o p e r a t o r  b u t ,  in  a d d i t i o n ,  w o r k  r e q u i r e s  a p p l i c a t i o n  o f  c o d in g  
s k i l l s  a n d  th e  m a k in g  o f  s o m e  d e t e r m i n a t i o n s ,  f o r  e x a m p l e ,  l o c a t e s  on  th e  s o u r c e  d o c u m e n t  
th e  i t e m s  to  b e  p u n c h e d ; e x t r a c t s  i n f o r m a t i o n  f r o m  s e v e r a l  d o c u m e n t s ;  a n d  s e a r c h e s  f o r  a n d  
i n t e r p r e t s  i n f o r m a t i o n  o n  th e  d o c u m e n t  to  d e t e r m in e  i n f o r m a t i o n  to  b e  p u n c h e d .  M a y  t r a i n  
i n e x p e r i e 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 t in u e d

C l a s s  B .  U n d e r  c l o s e  s u p e r v i s i o n  o r  f o l l o w in g  s p e c i f i c  p r o c e d u r e s  o r  i n s t r u c t i o n s !  
t r a n s c r i b e s  d a t a  f r o m  s o u r c e  d o c u m e n t s  to  p u n c h e d  c a r d s .  O p e r a t e s  a  n u m e r i c a l  a n d / o r  
a l p h a b e t i c a l  o r  c o m b in a t i o n  k e y p u n c h  m a c h i n e  t o  k e y p u n c h  t a b u l a t in g  c a r d s .  M a y  v e r i f y  c a r d s .  
W o r k in g  f r o m  v a r i o u s  s t a n d a r d i z e d  s o u r c e  d o c u m e n t s ,  f o l l o w s  s p e c i f i e d  s e q u e n c e s  w h ic h  h a v e  
b e e n  c o d e d  o r  p r e s c r i b e d  in  d e t a i l  a n d  r e q u i r e  l i t t l e  o r  n o  s e l e c t i n g ,  c o d i n g ,  o r  i n t e r p r e t i n g  
o f  d a t a  to  b e  p u n c h e d . P r o b l e m s  a r i s i n 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 i n g  i n f o r m a t i o n ,  
e t c . ,  a r e  r e f e r r e d  t o  s u p e r v i s o r .

O F F I C E  B O Y  O R  G I R L

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

S E C R E T A R Y

A s s i g n e d  a s  p e r s o n a l  s e c r e t a r y ,  n o r m a l l y  t o  o n e  in d iv i d u a l .  M a in t a in s  a  c l o s e  a n d  h ig h ly  
r e s p o n s i v e  r e l a t i o n s h i p  t o  th e  d a y - t o - d a y  w o r k  a c t i v i t i e s  o f  th e  s u p e r v i s o r .  W o r k s  f a i r l y  in d e 
p e n d e n t ly  r e c e i v i n g  a  m i n i m u m  o f  d e t a i l e d  s u p e r v i s i o n  a n d  g u id a n c e .  P e r f o r m s  v a r i e d  c l e r i c a l  
a n d  s e c r e t a r i a l  d u t i e s ,  u s u a l l y  in c lu d in g  m o s t  o f  th e  f o l l o w in g : ( a )  R e c e i v e s  t e l e p h o n e  c a l l s ,
p e r s o n a l  c a l l e r s ,  a n d  in c o m in g  m a i l ,  a n s w e r s  r o u t in e  i n q u i r i e s ,  a n d  r o u t e s  th e  t e c h n i c a l  i n q u i r i e s  
t o  th e  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 i n t a i n s ,  a n d  r e v i s e s  th e  s u p e r v i s o r ' s  f i l e s ;  ( c )  m a i n t a in s  
th e  s u p e r v i s o r ' s  c a l e n d a r  a n d  m a k e s  a p p o i n t m e n t s  a s  i n s t r u c t e d ;  (d ) r e l a y s  m e s s a g e s  f r o m  s u p e r 
v i s o r  t o  s u b o r d i n a t e s ;  (e )  r e v i e w s  c o r r e s p o n d e n c e ,  m e m o r a n d a ,  a n d  r e p o r t s  p r e p a r e d  b y  o t h e r s  
f o r  th e  s u p e r v i s o r ' s  s i g n a t u r e  t o  a s s u r e  p r o c e d u r a l  a n d  t y p o g r a p h i c  a c c u r a c y ;  a n d  ( f)  p e r f o r m s  
s t e n o g r a p h ic  a n d  t y p in g  w o r k .

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

E x c l u s i o n s

N o t  a l l  p o s i t i o n s  t h a t  a r e  t i t l e d  " s e c r e t a r y "  p o s s e s s  th e  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 l e s  
o f  p o s i t i o n s  w h ic h  a r e  e x c l u d e d  f r o m  th e  d e f i n i t i o n  a r e  a s  f o l l o w s :  ( a )  P o s i t i o n s  w h ic h  d o  n o t  m e e t  
th e  " 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 i b e d  a b o v e ;  (b) s t e n o g r a p h e r s  n o t  f u l ly  t r a i n e d  in  s e c r e t a r i a l  
ty p e  d u t i e s ;  ( c )  s t e n o g r a p h e r s  s e r v i n g  a s  o f f i c 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 i o n a l ,  t e c h n i c a l ,  
o r  m a n a g e r i a l  p e r s o n s ;  (d ) s e c r e t a r y  p o s i t i o n s  in  w h ic h  th e  d u t i e s  a r e  e i t h e r  s u b s t a n t i a l l y  m o r e  
r o u t in e  o r  s u b s t a n t i a l l y  m o r e  c o m p l e x  a n d  r e s p o n s i b l e  t h a n  t h o s e  c h a r a c t e r i z e d  in  th e  d e f i n i t i o n ;  
a n d  (e )  a s s i s t a n t  ty p e  p o s i t i o n s  w h ic h  i n v o lv e  m o r e  d i f f i c u l t  o r  m o r e  r e s p o n s i b l e  t e c h n i c a l ,  a d m i n 
i s t r a t i v e ,  s u p e r v i s o r y ,  o r  s p e c i a l i z e d  c l e r i c a l  d u t i e s  w h ic h  a r e  n o t  t y p i c a l  o f  s e c r e t a r i a l  w o r k .

N O T E : T h e  t e r m  " c o r p o r a t e  o f f i c e r , "  u s e d  in  th e  l e v e l  d e f i n i t i o n s  f o l l o w in g ,  r e f e r s  to  
t h o s e  o f f i c i a l s  w h o  h a v e  a  s i g n i f i c a n t  c o r p o r a t e - w i d e  p o l i c y m a k in g  r o l e  w ith  r e g a r d  t o  m a j o r  
c o m p a n y  a c t i v i t i e s .  T h e  t i t l e  " v i c e  p r e s i d e n t , "  t h o u g h  n o r m a l l y  i n d i c a t i v e  o f  t h i s  r o l e ,  d o e s  n o t 
in  a l l  c a s e s  i d e n t i f y  s u c h  p o s i t i o n s .  V ic e  p r e s i d e n t s  w h o s e  p r i m a r y  r e s p o n s i b i l i t y  i s  t o  a c t  p e r 
s o n a l l y  o n  i n d iv i d u a l  c a s e s  o r  t r a n s a c t i o n s  ( e . g . ,  a p p r o v e  o r  d e n y  i n d iv i d u a l  lo a n  o r  c r e d i t  a c t i o n s ;  
a d m i n i s t e r  i n d iv i d u a l  t r u s t  a c c o u n t s ;  d i r e c t l y  s u p e r v i s e  a  c l e r i c a l  s t a f f )  a r e  n o t  c o n s i d e r e d  t o  b e  
" c o r p o r a t e  o f f i c e r s "  f o r  p u r p o s e s  o f  a p p ly in g  th e  f o l lo w in g  l e v e l  d e f i n i t i o n s .

C l a s s  A

a .  S e c r e t a r y  t o  th e  c h a i r m a n  o f  th e  b o a r d  o r  p r e s i d e n t  o f  a  c o m p a n y  t h a t  e m p l o y s ,  in  a l l ,  
o v e r  1 0 0  b u t  f e w e r  th a n  5 , 0 0 0  p e r s o n s ; o r

b .  S e c r e t a r y  t o  a  c o r p o r a t e  o f f i c e r  ( o t h e r  th a n  th e  c h a i r m a n  o f  th e  b o a r d  o r  p r e s i d e n t )  
o f  a  c o m p a n y  t h a t  e m p l o y s ,  in  a l l ,  o v e r  5 ,  0 0 0  b u t  f e w e r  t h a n  2 5 , 0 0 0  p e r s o n s ; o r

c .  S e c r e t a r y  t o  th e  h e a d  ( i m m e d i a t e l y  b e lo w  th e  c o r p o r a t e  o f f i c e r  l e v e l )  o f  a  m a j o r  s e g 
m e n t  o r  s u b s i d i a r y  o f  a  c o m p a n y  t h a t  e m p l o y s ,  in  a l l ,  o v e r  2 5 ,  0 0 0  p e r s o n s .

C l a s s  B

a .  S e c r e t a r y  t o  th e  c h a i r m a n  o f  th e  b o a r d  o r  p r e s i d e n t  o f  a  c o m p a n y  t h a t  e m p l o y s ,  in  a l l ,  
f e w e r  th a n  1 0 0  p e r s o n s ; o r

b .  S e c r e t a r y  t o  a  c o r p o r a t e  o f f i c e r  ( o t h e r  t h a n  c h a i r m a n  o f  th e  b o a r d  o r  p r e s i d e n t )  o f  
a  c o m p a n y  t h a t  e m p l o y s ,  in  a l l ,  o v e r  1 0 0  b u t  f e w e r  th a n  5 , 0 0 0  p e r s o n s ; o r

c .  S e c r e t a r y  to  th e  h e a d  ( i m m e d i a t e l y  b e lo w  th e  o f f i c e r  l e v e l )  o v e r  e i t h e r  a  m a j o r  
c o r p o r a t e - w i d e  f u n c t i o n a l  a c t i v i t y  ( e . g . ,  m a r k e t i n g ,  r e s e a r c h ,  o p e r a t i o n s ,  i n d u s t r i a l  r e l a t i o n s ,  e t c . )  
o r  a  m a j o r  g e o g r a p h i c  o r  o r g a n i z a t i o n a l  s e g m e n t  ( e . g . ,  a  r e g i o n a l  h e a d q u a r t e r s ;  a  m a j o r  d iv i s i o n )  
o F a  c o m p a n y  t h a t  e m p l o y s ,  in  a l l ,  o v e r  5 ,  0 0 0  b u t  f e w e r  t h a n  2 5 ,  0 0 0  e m p l o y e e s ;  o r

S E C R E T A R  Y— C  o n t in u e  d

d .  S e c r e t a r y  to  th e  h e a d  o f  a n  in d iv i d u a l  p l a n t ,  f a c t o r y ,  e t c .  ( o r  o t h e r  e q u iv a l e n t  l e v e l  
o f  o f f i c i a l )  t h a t  e m p l o y s ,  in  a l l ,  o v e r  5 , 0 0 0  p e r s o n s ; o r

e .  S e c r e t a r y  t o  th e  h e a d  o f  a  l a r g e  a n d  i m p o r t a n t  o r g a n i z a t i o n a l  s e g m e n t  ( e . g . ,  a  m id d le  
m a n a g e m e n t  s u p e r v i s o r  o f  a n  o r g a n i z a t i o n a l  s e g m e n t  o f t e n  i n v o lv in g  a s  m a n y  a s  s e v e r a l  h u n d r e d  
p e r s o n s )  o f  a  c o m p a n y  t h a t  e m p l o y s ,  in  a l l ,  o v e r  2 5 , 0 0 0  p e r s o n s .

C l a s s  C

a .  S e c r e t a r y  t o  a n  e x e c u t i v e  o r  m a n a g e r i a l  p e r s o n  w h o s e  r e s p o n s i b i l i t y  i s  n o t  e q u iv a l e n t  
t o  o n e  o f  th e  s p e c i f i c  l e v e l  s i t u a t i o n s  in  th e  d e f in i t i o n  f o r  c l a s s  B ,  b u t  w h o s e  s u b o r d i n a t e  s t a f f  
n o r m a l l y  n u m b e r s  a t  l e a s t  s e v e r a l  d o z e n  e m p l o y e e s  a n d  i s  u s u a l l y  d iv i d e d  in t o  o r g a n i z a t i o n a l  
s e g m e n t s  w h ic h  a r e  o f t e n ,  in  t u r n ,  f u r t h e r  s u b d i v id e d .  In  s o m e  c o m p a n i e s ,  t h i s  l e v e l  i n c lu d e s  a  
w id e  r a n g e  o f  o r g a n i z a t i o n a l  e c h e l o n s ;  in  o t h e r s ,  o n ly  o n e  o r  tw o ; o r

b .  S e c r e t a r y  t o  th e  h e a d  o f  a n  in d iv i d u a l  p l a n t ,  f a c t o r y ,  e t c .  ( o r  o t h e r  e q u iv a l e n t  l e v e l  o f  
o f f i c i a l )  t h a t  e m p l o y s ,  in  a l l ,  f e w e r  t h a n  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  th e  s u p e r v i s o r  o r  h e a d  o f  a  s m a l l  o r g a n i z a t i o n a l  u n it  ( e . g . ,  f e w e r  th a n  
a b o u t  2 5  o r  3 0  p e r s o n s ) ;  o r

b .  S e c r e t a r y  t o  a  n o n s u p e r v i s o r y  s t a f f  s p e c i a l i s t ,  p r o f e s s i o n a l  e m p l o y e e ,  a d m i n i s t r a t i v e  
o f f i c e r ,  o r  a s s i s t a n t ,  s k i l l e d  t e c h n i c i a n  o r  e x p e r t .  ( N O T E :  M a n y  c o m p a n i e s  a s s i g n  s t e n o g r a p h e r s ,  
r a t h e r  th a n  s e c r e t a r i e s  a s  d e s c r i b e d  a b o v e ,  t o  t h i s  l e v e l  o f  s u p e r v i s o r y  o r  n o n s u p e r v i s o r y  w o r k e r . )

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

P r i m a r y  d u ty  i s  t o  t a k e  d i c t a t i o n  in v o lv in g  a  n o r m a l  r o u t in e  v o c a b u l a r y  f r o m  o n e  o r  m o r e  
p e r s o n s  e i t h e r  in  s h o r t h a n d  o r  b y  S t e n o t y p e  o r  s i m i l a r  m a c h i n e ;  a n d  t r a n s c r i b e  d i c t a t i o n .  M a y  
a l s o  t y p e  f r o m  w r i t t e n  c o p y .  M a y  m a i n t a in  f i l e s ,  k e e p  s i m p l e  r e c o r d s ,  o r  p e r f o r m  o t h e r  r e l a t i v e l y  
r o u t in e  c l e r i c a l  t a s k s .  M a y  o p e r a t e  f r o m  a  s t e n o g r a p h ic  p o o l .  D o e s  n o t  in c lu d e  t r a n s c r i b i n g - 
m a c h in e  w o r k .  ( S e e  t r a n s c r i b i n g - m a c h i n e  o p e r a t o r . )

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

P r i m a r y  d u t y  i s  t o  t a k e  d i c t a t i o n  in v o lv in g  a  v a r i e d  t e c h n i c a l  o r  s p e c i a l i z e d  v o c a b u l a r y  
s u c h  a s  in  l e g a l  b r i e f s  o r  r e p o r t s  on  s c i e n t i f i c  r e s e a r c h  f r o m  o n e  o r  m o r e  p e r s o n s  e i t h e r  in  s h o r t 
h a n d  o r  b y  S t e n o t y p e  o r  s i m i l a r  m a c h i n e ;  a n d  t r a n s c r i b e  d i c t a t i o n .  M a y  a l s o  ty p e  f r o m  w r i t t e n  
c o p y .  M a y  a l s o  s e t  u p  a n d  m a i n t a in  f i l e s ,  k e e p  r e c o r d s ,  e t c .

O R

P e r f o r m s  s t e n o g r a p h ic  d u t i e s  r e q u i r i n g  s i g n i f i c a n t l y  g r e a t e r  in d e p e n d e n c e  a n d  r e s p o n s i 
b i l i t y  t h a n  s t e n o g r a p h e r s ,  g e n e r a l  a s  e v id e n c e d  b y  th e  f o l l o w in g :  W o r k  r e q u i r e s  h ig h  d e g r e e  o f  
s t e n o g r a p h ic  s p e e d  a n d  a c c u r a c y ;  a n d  a  t h o r o u g h  w o r k in g  k n o w le d g e  o f  g e n e r a l  b u s i n e s s  a n d  o f f i c e  
p r o c e d u r e s  a n d  o f  th e  s p e c i f i c  b u s i n e s s  o p e r a t i o n s ,  o r g a n i z a t i o n ,  p o l i c i e s ,  p r o c e d u r e s ,  f i l e s ,  
w o r k f lo w , e t c .  U s e s  t h i s  k n o w le d g e  in  p e r f o r m i n g  s t e n o g r a p h ic  d u t i e s  a n d  r e s p o n s i b l e  c l e r i c a l  
t a s k s  s u c h  a s ,  m a i n t a in in g  f o l lo w u p  f i l e s ;  a s s e m b l i n g  m a t e r i a l  f o 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 i n g  s i m p l e  l e t t e r s  f r o m  g e n e r a l  i n s t r u c t i o n s ;  r e a d i n g  a n d  r o u t in g  i n c o m in g  m a i l ;  a n d  
a n s w e r i n g  r o u t in e  q u e s t i o n s ,  e t c .  D o e s  n o t  in c lu d e  t r a n s c r i b i n g - m a c h i n e  w o r k .

S W 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 t e s  a  s in g le -  o r  m u l t i p l e - p o s i t i o n  t e l e p h o n e  s w i t c h b o a r d  h a n d l in g  in c o m in g ,  
o u t g o in g ,  i n t r a p l a n t  o r  o f f i c e  c a l l s .  P e r f o r m s  f u l l  t e l e p h o n e  i n f o r m a t i o n  s e r v i c e  o r  h a n d le s  
c o m p le x  c a l l s ,  s u c h  a s  c o n f e r e n c e ,  c o l l e 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 t h e r  in  a d d i t i o n  to  d o in g  
r o u t in e  w o r k  a s  d e s c r i b e d  f o r  s w i t c h b o a r d  o p e r a t o r ,  c l a s s  B ,  o r  a s  a  f u l l - t i m e  a s s i g n m e n t .  
( " F u l l "  t e l e p h o n e  i n f o r m a t i o n  s e r v i c e  o c c u r s  w h e n  th e  e s t a b l i s h m e n t  h a s  v a r i e d  f u n c t i o n s  t h a t  a r e  
n o t  r e a d i l y  u n d e r s t a n d a b l e  f o r  t e l e p h o n e  i n f o r m a t i o n  p u r p o s e s ,  e . g . ,  b e c a u s e  o f  o v e r l a p p i n g  o r  
i n t e r r e l a t e d  f u n c t i o n s ,  a n d  c o n s e q u e n t ly  p r e s e n t  f r e q u e n t  p r o b l e m s  a s  t o  w h ic h  e x t e n s i o n s  a r e  
a p p r o p r i a t e  f o r  c a l l s . )

C l a s s  B . O p e r a t e s  a  s in g le -  o r  m u l t i p l e - p o s i t i o n  t e l e p h o n e  s w i t c h b o a r d  h a n d l in g  in c o m in g ,  
o u t g o in g ,  i n t r a p l a n t  o r  o f f i c e  c a l l s .  M a y  h a n d le  r o u t in e  lo n g  d i s t a n c e  c a l l s  a n d  r e c o r d  t o l l s .  M a y  
p e r f o r m  l i m i t e d  t e l e p h o n e  i n f o r m a t i o n  s e r v i c e .  ( " L i m i t e d "  t e l e p h o n e  i n f o r m a t i o n  s e r v i c e  o c c u r s  
i f  th e  f u n c t i o n s  o f  th e  e s t a b l i s h m e n t  s e r v i c e d  a r e  r e a d i l y  u n d e r s t a n d a b l e  f o r  t e l e p h o n e  in f o r m a t i o n  
p u r p o s e s ,  o r  i f  th e  r e q u e s t s  a r e  r o u t i n e ,  e . g . ,  g iv in g  e x t e n s i o n  n u m b e r s  w h e n  s p e c i f i c  n a m e s  a r e  
f u r n i s h e d ,  o r  i f  c o m p le x  c a l l s  a r e  r e f e r r e d  to  a n o t h e r  o p e r a t o r . )
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S W I T C H B O A R D  O P E R A T O R - R E C E P T I O N I S T

In  a d d i t i o n  t o  p e r f o r m i n g  d u t i e s  o f  o p e r a t o r  o n  a  s i n g l e - p o s i t i o n  o r  m o n i t o r - t y p e  s w i t c h 
b o a r d ,  a c t s  a s  r e c e p t i o n i s t  a n d  m a y  a l s o  t y p e  o r  p e r f o r m  r o u t i n e  c l e r i c a l  w o r k  a s  p a r t  o f  r e g u l a r  
d u t i e s .  T h i s  t y p in g  o r  c l e r i c a l  w o r k  m a y  t a k e  th e  m a j o r  p a r t  o f  t h i s  w o r k e r ' s  t i m e  w h i le  a t  
s w i t c h b o a r d .

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

C l a s s  A . O p e r a t e s  a  v a r i e t y  o f  t a b u l a t in g  o r  e l e c t r i c a l  a c c o u n t in g  m a c h i n e s ,  t y p i c a l l y  
i n c lu d in g  s u c h  m a c h i n e s  a s  th e  t a b u l a t o r ,  c a l c u l a t o r ,  i n t e r p r e t e r ,  c o l l a t o r ,  a n d  o t h e r s .  
P e r f o r m s  c o m p le t e  r e p o r t i n g  a s s i g n m e n t s  w ith o u t  c l o s e  s u p e r v i s i o n ,  a n d  p e r f o r m s  d i f f i c u l t  
w i r i n g  a s  r e q u i r e d .  T h e  c o m p le t e  r e p o r t i n g  a n d  t a b u l a t in g  a s s i g n m e n t s  t y p i c a l l y  in v o lv e  a  
v a r i e t y  o f  lo n g  a n d  c o m p le x  r e p o r t s  w h ic h  o f t e n  a r e  o f  i r r e g u l a r  o r  n o n r e c u r r i n g  t y p e  r e 
q u i r i n g  s o m e  p la n n in g  a n d  s e q u e n c i n g  o f  s t e p s  to  b e  t a k e n .  A s  a  m o r e  e x p e r i e n c e d  o p e r a t o r ,  
i s  t y p i c a l l y  in v o lv e d  in  t r a i n i n g  n ew  o p e r a t o r s  in  m a c h in e  o p e r a t i o n s ,  o r  p a r t i a l l y  t r a i n e d  
o p e r a t o r s  in  w i r in g  f r o m  d i a g r a m s  a n d  o p e r a t i n g  s e q u e n c e s  o f  lo n g  a n d  c o m p le x  r e p o r t s .  
D o e s  n o t  in c lu d e  w o r k in g  s u p e r v i s o r s  p e r f o r m i n g  t a b u l a t in g - m a c h i n e  o p e r a t i o n s  a n d  d a y - t o -  
d a y  s u p e r v i s i o n  o f  th e  w o r k  a n d  p r o d u c t io n  o f  a  g r o u p  o f  t a b u l a t in g - m a c h i n e  o p e r a t o r s .

T A B U L A T I N G - M A C H I N E  O P E R A T O R — C o n t in u e d

C l a s s  C . O p e r a t e s  s i m p l e  t a b u l a t in g  o r  e l e c t r i c a l  a c c o u n t in g  m a c h i n e s  s u c h  a s  th e  
s o r t e r ,  r e p r o d u c in g  p u n c h , c o l l a t o r ,  e t c . ,  w ith  s p e c i f i c  i n s t r u c t i o n s .  M a y  in c lu d e  s i m p l e  
w i r in g  f r o m  d i a g r a m s  a n d  s o m e  f i l in g  w o r k .  T h e  w o r k  t y p i c a l l y  i n v o lv e s  p o r t i o n s  o f  a  w o r k  
u n it ,  f o r  e x a m p l e ,  i n d iv id u a l  s o r t i n g  o r  c o l l a t in g  r u n s  o r  r e p e t i t i v e  o p e r a t i o n s .

T R A N S C R I B I N G - M A C H I N E  O P E R A T O R ,  G E N E R A L

P r i m a r y  d u ty  i s  t o  t r a n s c r i b e  d i c t a t i o n  i n v o lv in g  a  n o r m a l  r o u t in e  v o c a b u l a r y  f r o m  
t r a n s c r i b i n g - m a c h i n e  r e c o r d s .  M a y  a l s o  t y p e  f r o m  w r i t t e n  c o p y  a n d  d o  s i m p l e  c l e r i c a l  w o r k .  
W o r k e r s  t r a n s c r i b i n g  d i c t a t i o n  i n v o lv in g  a  v a r i e d  t e c h n i c a l  o r  s p e c i a l i z e d  v o c a b u l a r y  s u c h  a s  l e g a l  
b r i e f s  o r  r e p o r t s  o n  s c i e n t i f i c  r e s e a r c h  a r e  n o t  in c lu d e d .  A  w o r k e r  w h o  t a k e s  d ic t a t i o n  in  s h o r t 
h a n d  o r  b y  S t e n o t y p e  o r  s i m i l a r  m a c h 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 I S T

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

C l a s s  A . P e r f o r m s  o n e  o r  m o r e  o f  th e  f o l l o w in g : T y p in g  m a t e r i a l  in  f in a l  f o r m  w h e n  i t
i n v o lv e s  c o m b in in g  m a t e r i a 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 i b i l i t y  f o r  c o r r e c t  s p e l l i n g ,  
s y l l a b i c a t i o n ,  p u n c t u a t io n ,  e t c . ,  o f  t e c h n i c a l  o r  u n u s u a l  w o r d s  o r  f o r e i g n  l a n g u a g e  m a t e r i a l ;  
a n d  p l a n n in g  la y o u t  a n d  t y p in g  o f  c o m p l i c a t e d  s t a t i s t i c a l  t a b l e s  t o  m a i n t a in  u n i f o r m i t y  a n d  
b a l a n c e  in  s p a c i n g .  M a y  t y p e  r o u t in e  f o r m  l e t t e r s  v a r y i n g  d e t a i l s  t o  s u i t  c i r c u m s t a n c e s .

C l a s s  B . O p e r a t e s  m o r e  d i f f i c u l t  t a b u l a t in g  o r  e l e c t r i c a l  a c c o u n t in g  m a c h i n e s  s u c h  a s  th e  
t a b u l a t o r  a n d  c a l c u l a t o r ,  in  a d d i t i o n  t o  th e  s o r t e r ,  r e p r o d u c e r ,  a n d  c o l l a t o r .  T h i s  w o r k  i s  
p e r f o r m e d  u n d e r  s p e c i f i c  i n s t r u c t i o n s  a n d  m a y  in c lu d e  th e  p e r f o r m a n c e  o f  s o m e  w i r in g  f r o m  
d i a g r a m s .  T h e  w o r k  t y p i c a l l y  i n v o l v e s ,  f o r  e x a m p l e ,  t a b u l a t io n s  i n v o lv in g  a  r e p e t i t i v e  
a c c o u n t in g  e x e r c i s e ,  a  c o m p le t e  b u t  s m a l l  t a b u l a t in g  s t u d y ,  o r  p a r t s  o f  a  l o n g e r  a n d  m o r e  
c o m p le x  r e p o r t .  S u c h  r e p o r t s  a n d  s t u d i e s  a r e  u s u a l l y  o f  a  r e c u r r i n g  n a t u r e  w h e r e  th e  p r o 
c e d u r e s  a r e  w e l l  e s t a b l i s h e d .  M a y  a l s o  in c lu d e  th e  t r a i n i n g  o f  n ew  e m p l o y e e s  in  th e  b a s i c  
o p e r a t i o n  o f  th e  m a c h i n e .

C l a s s  B . P e r f o r m s  o n e  o r  m o r e  o f  t h e  f o l lo w in g ;  C o p y  t y p in g  f r o m  r o u g h  o r  c l e a r  d r a f t s ;  
r o u t in e  t y p in g  o f  f o r m s ,  i n s u r a n c e  p o l i c i e s ,  e t c . ;  a n d  s e t t in g  u p  s i m p l e  s t a n d a r d  t a b u l a t i o n s ,  
o r  c o p y in g  m o r e  c o m p le x  t a b l e s  a l r e a d y  s e t u p  a n d  s p a c e d  p r o p e r l y .

P R O F E S S I O N A L  A N D  T E C H N I C A L

D R A F T S M A N

C l a s s  A . P l a n s  th e  g r a p h i c  p r e s e n t a t i o n  o f  c o m p le x  i t e m s  h a v in g  d i s t i n c t i v e  d e s i g n  
f e a t u r e s  t h a t  d i f f e r  s i g n i f i c a n t l y  f r o m  e s t a b l i s h e d  d r a f t i n g  p r e c e d e n t s .  W o r k s  in  c l o s e  s u p 
p o r t  w ith  th e  d e s i g n  o r i g i n a t o r ,  a n d  m a y  r e c o m m e n d  m i n o r  d e s i g n  c h a n g e s .  A n a ly z e s  th e  
e f f e c t  o f  e a c h  c h a n g e  o n  t h e  d e t a i l s  o f  f o r m ,  f u n c t io n ,  a n d  p o s i t i o n a l  r e l a t i o n s h i p s  o f  c o m 
p o n e n t s  a n d  p a r t s .  W o r k s  w ith  a  m in im u m  o f  s u p e r v i s o r y  a s s i s t a n c e .  C o m p le t e d  w o r k  i s  
r e v i e w e d  b y  d e s i g n  o r i g i n a t o r  f o r  c o n s i s t e n c y  w ith  p r i o r  e n g i n e e r i n g  d e t e r m i n a t i o n s .  M a y  
e i t h e r  p r e p a r e  d r a w i n g s ,  o r  d i r e c t  t h e i r  p r e p a r a t i o n  b y  l o w e r  l e v e l  d r a f t s m e n .

C l a s s  B . P e r f o r m s  n o n r o u t in e  a n d  c o m p le x  d r a f t i n g  a s s i g n m e n t s  t h a t  r e q u i r e  th e  a p p l i 
c a t io n  o f  m o s t  o f  th e  s t a n d a r d i z e d  d r a w in g  t e c h n i q u e s  r e g u l a r l y  u s e d .  D u t ie s  t y p i c a l l y  i n 
v o lv e  s u c h  w o r k  a s ;  P r e p a r e s  w o r k i n g  d r a w i n g s  o f  s u b a s s e m b l i e s  w ith  i r r e g u l a r  s h a p e s ,  
m u l t ip l e  f u n c t i o n s ,  a n d  p r e c i s e  p o s i t i o n a l  r e l a t i o n s h i p s  b e t w e e n  c o m p o n e n t s ;  p r e p a r e s  a r c h i 
t e c t u r a l  d r a w i n g s  f o r  c o n s t r u c t io n  o f  a  b u i ld in g  in c lu d in g  d e t a i l  d r a w i n g s  o f  f o u n d a t i o n s ,  w a l l  
s e c t i o n s ,  f l o o r  p l a n s ,  a n d  r o o f .  U s e s  a c c e p t e d  f o r m u l a s  a n d  m a n u a l s  in  m a k in g  n e c e s s a r y  
c o m p u t a t i o n s  to  d e t e r m in e  q u a n t i t i e s  o f  m a t e r i a l s  t o  b e  u s e d ,  l o a d  c a p a c i t i e s ,  s t r e n g t h s ,  
s t r e s s e s ,  e t c .  R e c e i v e s  i n i t i a l  i n s t r u c t i o n s ,  r e q u i r e m e n t s ,  a n d  a d v i c e  f r o m  s u p e r v i s o r .  
C o m p le t e d  w o r k  i s  c h e c k e d  f o r  t e c h n i c 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 t a i l  d r a w i n g s  o f  s i n g l e  u n i t s  o r  p a r t s  f o r  e n g i n e e r i n g ,  c o n s t r u c t io n ,  
m a n u f a c t u r i n g ,  o r  r e p a i r  p u r p o s e s .  T y p e s  o f  d r a w i n g s  p r e p a r e d  in c lu d e  i s o m e t r i c  p r o j e c t i o n s  
( d e p ic t in g  t h r e e  d im e n s io n s  in  a c c u r a t e  s c a l e )  a n d  s e c t i o n a l  v i e w s  t o  c l a r i f y  p o s i t i o n i n g  o f

D R A F T S M A N — C o n t in u e d

c o m p o n e n t s  a n d  c o n v e y  n e e d e d  i n f o r m a t i o n .  C o n s o l i d a t e s  d e t a i l s  f r o m  a  n u m b e r  o f  s o u r c e s  
a n d  a d j u 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 i r e d .  S u g g e s t e d  m e t h o d s  o f  a p p r o a c h ,  a p p l i c a b l e  
p r e c e d e n t s ,  a n d  a d v i c e  o n  s o u r c e  m a t e r i a l s  a r e  g iv e n  w ith  i n i t i a l  a s s i g n m e n t s .  I n s t r u c t io n s  
a r e  l e s s  c o m p le t e  w h e n  a s s i g n m e n t s  r e c u r .  W o r k  m a y  b e  s p o t - c h e c k e d  d u r i n 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 l a n s  a n d  d r a w i n g s  p r e p a r e d  b y  o t h e r s  b y  p l a c i n g  t r a c i n g  c lo t h  o r  p a p e r  o v e r  
d r a w i n g s  a n d  t r a c i n g  w i th  p e n  o r  p e n c i l .  ( D o e s  n o t  in c lu d e  t r a c i n g  l im i t e d  t o  p l a n s  p r i m a r i l y  
c o n s i s t i n g  o f  s t r a i g h t  l i n e s  a n d  a  l a r g e  s c a l e  n o t  r e q u i r i n g  c l o s e  d e l i n e a t io n . )

a n d / o r

P r e p a r e s  s i m p l e  o r  r e p e t i t i v e  d r a w i n g s  o f  e a s i l y  v i s u a l i z e d  i t e m s .  W o r k  i s  c l o s e l y  s u p e r v i s e d  
d u r i n g  p r o g r e s s .

N U R S E ,  I N D U S T R I A L  ( R E G I S T E R E D )

A  r e g i s t e r e d  n u r s e  w h o  g i v e s  n u r s i n g  s e r v i c e  u n d e r  g e n e r a l  m e d i c a l  d i r e c t i o n  to  i l l  o r  
i n ju r e d  e m p l o y e e s  o r  o t h e r  p e r s o n s  w h o  b e c o m e  i l l  o r  s u f f e r  a n  a c c i d e n t  o n  th e  p r e m i s e s  o f  a  
f a c t o r y  o r  o t h e r  e s t a b l i s h m e n t .  D u t ie s  in v o lv e  a  c o m b in a t io n  o f  th e  f o l l o w in g : G iv in g  f i r s t  a id
t o  th e  i l l  o r  i n ju r e d ;  a t t e n d in g  t o  s u b s e q u e n t  d r e s s i n g  o f  e m p l o y e e s '  i n j u r i e s ;  k e e p in g  r e c o r d s  
o f  p a t i e n t s  t r e a t e d ;  p r e p a r i n g  a c c i d e n t  r e p o r t s  f o r  c o m p e n s a t i o n  o r  o t h e r  p u r p o s e s ;  a s s i s t i n g  in  
p h y s i c a l  e x a m i n a t i o n s  a n d  h e a l t h  e v a l u a t io n s  o f  a p p l i c a n t s  a n d  e m p l o y e e s ;  a n d  p la n n in g  a n d  c a r r y 
in g  o u t  p r o g r a m s  i n v o lv in g  h e a l t h  e d u c a t io n ,  a c c i d e n t  p r e v e n t io n ,  e v a l u a t io n  o f  p la n t  e n v i r o n m e n t ,  
o r  o t h e r  a c t i v i t i e s  a f f e c t i n g  t h e  h e a l t h ,  w e l f a r e ,  a n d  s a f e t y  o f  a l l  p e r s o n n e l .

M A I N T E N A N C E  A N D  P O W E R P L A N T

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

P e r f o r m s  th e  c a r p e n t r y  d u t i e s  n e c e s s a r y  to  c o n s t r u c t  a n d  m a i n t a in  in  g o o d  r e p a i r  b u i ld in g  
w o o d w o r k  a n d  e q u ip m e n t  s u c h  a s  b i n s ,  c r i b s ,  c o u n t e r s ,  b e n c h e s ,  p a r t i t i o n s ,  d o o r s ,  f l o o r s ,  s t a i r s ,  
c a s i n g s ,  a n d  t r i m  m a d e  o f  w o o d  in  a n  e s t a b l i s h m e n t .  W o r k  i n v o lv e s  m o s t  o f  th e  f o l l o w in g : P l a n 
n in g  a n d  l a y in g  o u t  o f  w o r k  f r o m  b l u e p r i n t s ,  d r a w i n g s ,  m o d e l s ,  o r  v e r b a l  i n s t r u c t i o n s  u s i n g  a  
v a r i e t y  o f  c a r p e n t e r ' s  h a n d t o o l s ,  p o r t a b l e  p o w e r  t o o l s ,  a n d  s t a n d a r d  m e a s u r i n g  i n s t r u m e n t s ;

C A R P E N T E R ,  M A I N T E N A N C E — C o n t in u e d

m a k in g  s t a n d a r d  s h o p  c o m p u t a t i o n s  r e l a t i n g  t o  d im e n s i o n s  o f  w o r k ;  a n d  s e l e c t i n g  m a t e r i a l s  n e c e s 
s a r y  f o r  th e  w o r k .  In  g e n e r a l ,  th e  w o r k  o f  th e  m a i n t e n a n c e  c a r p e n t e r  r e q u i r e s  r o u n d e d  t r a i n 
in g  a n d  e x p e r i e n c e  u s u a l l y  a c q u i r e d  t h r o u g h  a  f o r m a l  a p p r e n t i c e s h i p  o r  e q u iv a l e n t  t r a in in g  a n d  
e x p e r i e n c e .
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E L E C T R I C I A N ,  M A I N T E N A N C E

P e r f o r m s  a  v a r i e t y  o f  e l e c t r i c a l  t r a d e  f u n c t i o n s  s u c h  a s  th e  i n s t a l l a t i o n ,  m a i n t e n a n c e ,  
o r  r e p a i r  o f  e q u ip m e n t  f o r  t h e  g e n e r a t i o n ,  d i s t r i b u t i o n ,  o r  u t i l i z a t i o n  o f  e l e c t r i c  e n e r g y  in  a n  
e s t a b l i s h m e n t .  W o r k  i n v o lv e s  m o s t  o f  t h e  f o l l o w in g : I n s t a l l i n g  o r  r e p a i r i n g  a n y  o f  a  v a r i e t y  o f
e l e c t r i c a l  e q u ip m e n t  s u 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 i t c h b o a r d s ,  c o n t r o l l e r s ,  c i r c u i t  b r e a k 
e r s ,  m o t o r s ,  h e a t i n g  u n i t s ,  c o n d u it  s y s t e m s ,  o r  o t h e r  t r a n s m i s s i o n  e q u ip m e n t ;  w o r k in g  f r o m  
b l u e p r i n t s ,  d r a w i n g s ,  l a y o u t s ,  o r  o t h e r  s p e c i f i c a t i o n s ;  l o c a t i n g  a n d  d i a g n o s i n g  t r o u b le  in  th e  
e l e c t r i c a l  s y s t e m  o r  e q u ip m e n t ;  w o r k in g  s t a n d a r d  c o m p u t a t i o n s  r e l a t i n g  t o  l o a d  r e q u i r e m e n t s  o f  
w i r in g  o r  e l e c t r i c a l  e q u ip m e n t ;  a n d  u s i n g  a  v a r i e t y  o f  e l e c t r i c i a n ' s  h a n d t o o l s  a n d  m e a s u r i n g  a n d  
t e s t i n g  i n s t r u m e n t s .  In  g e n e r a l ,  t h e  w o r k  o f  th e  m a i n t e n a n c e  e l e c t r i c i a n  r e q u i r e s  r o u n d e d  t r a i n 
in g  a n d  e x p e r i e n c e  u s u a l l y  a c q u i r e d  t h r o u g h  a  f o r m a l  a p p r e n t i c e s h i p  o r  e q u iv a l e n t  t r a i n i n g  a n d  
e x p e r i e n c e .

E N G I N E E R ,  S T A T I O N A R Y

O p e r a t e s  a n d  m a i n t a i n s  a n 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 i o n  o f  s t a t i o n a r y  e n g i n e s  a n d  
e q u ip m e n t  ( m e c h a n i c a l  o r  e l e c t r i c a l )  t o  s u p p ly  t h e  e s t a b l i s h m e n t  in  w h ic h  e m p lo y e d  w ith  p o w e r ,  
h e a t ,  r e f r i g e r a t i o n ,  o r  a i r - c o n d i t i o n i n g .  W o r k  i n v o l v e s :  O p e r a t i n g  a n d  m a i n t a in in g  e q u ip m e n t
s u c h  a s  s t e a m  e n g i n 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 ,  t u r b i n e s ,  v e n t i l a t in g  a n d  r e f r i g 
e r a t i n g  e q u ip m e n t ,  s t e a m  b o i l e r s  a n d  b o i l e r - f e d  w a t e r  p u m p s ;  m a k in g  e q u ip m e n t  r e p a i r s ;  a n d  
k e e p in g  a  r e c o r d  o f  o p e r a t i o n  o f  m a c h i n e r y ,  t e m p e r a t u r e ,  a n d  f u e l  c o n s u m p t i o n .  M a y  a l s o  s u 
p e r v i s e  t h e s e  o p e r a t i o n s .  H e a d  o r  c h ie f  e n g i n e e r s  in  e s t a b l i s h m e n t s  e m p lo y in g  m o r e  th a n  o n e  
e n g i n e e r  a r e  e x c l u d e d .

F I R E M A N , S T A T I O N A R Y  B O I L E R

F i r e s  s t a t i o n a r y  b o i l e r s  to  f u r n i s h  th e  e s t a b l i s h m e n t  in  w h ic h  e m p l o 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  f u e l s  to  f i r e  b y  h a n d  o r  o p e r a t e 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 ;  
a n d  c h e c k s  w a t e r  a n d  s a f e t y  v a l v e s .  M a y  c l e a n ,  o i l ,  o r  a s s i s t  in  r e p a i r i n g  b o i l e r r o o m  e q u ip m e n t .

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

A s s i s t s  o n e  o r  m o r e  w o r k e r s  in  th e  s k i l l e d  m a i n t e n a n c e  t r a d e s ,  b y  p e r f o r m i n g  s p e c i f i c  
o r  g e n e r a l  d u t i e s  o f  l e s s e r  s k i l l ,  s u c h  a s  k e e p in g  a  w o r k e r  s u p p l i e d  w ith  m a t e r i a l s  a n d  t o o l s ;  
c le a n in g  w o r k in g  a r e a ,  m a c h i n e ,  a n d  e q u ip m e n t ;  a s s i s t i n g  j o u r n e y m a n  b y  h o ld in g  m a t e r i a l s  o r  
t o o l s ;  a n d  p e r f o r m i n g  o t h e r  u n s k i l l e d  t a s k s  a s  d i r e c t e d  b y  jo u r n e y m a n .  T h e  k in d  o f  w o r k  th e  
h e l p e r  i s  p e r m i t t e d  t o  p e r f o r m  v a r i e s  f r o m  t r a d e  t o  t r a d e :  In  s o m e  t r a d e s  th e  h e l p e r  i s  c o n 
f in e d  to  s u p p l y in g ,  l i f t i n g ,  a n d  h o ld in g  m a t e r i a l s  a n d  t o o l s  a n d  c le a n in g  w o r k in g  a r e a s ;  a n d  in  
o t h e r s  h e  i s  p e r m i t t e d  t o  p e r f o r m  s p e c i a l i z e d  m a c h i n e  o p e r a t i o n s ,  o r  p a r t s  o f  a  t r a d e  t h a t  a r e  
a l s o  p e r f o r m e d  b y  w o r k e r s  o n  a  f u l l - t i m e  b a s i s .

M A C H I N E - T O O L  O P E R A T O R ,  T O O L R O O M

S p e c i a l i z e s  in  th e  o p e r a t i o n  o f  o n e  o r  m o r e  t y p e s  o f  m a c h i n e  t o o l s ,  s u c h  a s  j i g  b o r e r s ,  
c y l i n d r i c a l  o r  s u r f a c e  g r i n d e r s ,  e n g in e  l a t h e s ,  o r  m i l l i n g  m a c h i n e s ,  in  th e  c o n s t r u c t io n  o f  
m a c h i n e - s h o p  t o o l s ,  g a g e s ,  j i g s ,  f i x t u r e s ,  o r  d i e s .  W o r k  i n v o lv e s  m o s t  o f  th e  f o l l o w in g : P l a n 
n in g  a n d  p e r f o r m i n g  d i f f i c u l t  m a c h i n i n g  o p e r a t i o n s ;  p r o c e s s i n g  i t e m s  r e q u i r i n g  c o m p l i c a t e d  s e t u p s  
o r  a  h ig h  d e g r e e  o f  a c c u r a c y ;  u s i n g  a  v a r i e t y  o f  p r e c i s i o n  m e a s u r i n g  i n s t r u m e n t s ;  s e l e c t i n g  f e e d s ,  
s p e e d s ,  t o o l i n g ,  a n d  o p e r a t i o n  s e q u e n c e ;  a n d  m a k in g  n e c e s s a r y  a d j u s t m e n t s  d u r i n g  o p e r a t i o 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 i m e n s i o n s .  M a y  b e  r e q u i r e d  t o  r e c o g n i z e  w h e n  t o o l s  n e e d  d r e s s 
i n g ,  to  d r e s s  t o o l s ,  a n d  to  s e l e c t  p r o p e r  c o o l a n t s  a n d  c u t t in g  a n d  l u b r i c a t i n g  o i l s .  F o r  c r o s s 
i n d u s t r y  w a g e  s t u d y  p u r p o s e s ,  m a c h i n e - t o o l  o p e r a t o r s ,  t o o l r o o m ,  in  t o o l  a n d  d ie  j o b b in g  s h o p s  
a r e  e x c l u d e d  f r o m  t h i s  c l a s s i f i c a t i o n .

M A C H I N I S T ,  M A I N T E N A N C E

P r o d u c e s  r e p l a c e m e n t  p a r t s  a n d  n ew  p a r t s  in  m a k i n g  r e p a i r s  o f  m e t a l  p a r t s  o f  m e c h a n 
i c a l  e q u ip m e n t  o p e r a t e d  in  a n  e s t a b l i s h m e n t .  W o r k  i n v o lv e s  m o s t  o f  th e  f o l l o w in g : I n t e r p r e t i n g
w r i t t e n  i n s t r u c t i o n s  a n d  s p e c i f i c a t i o n s ;  p l a n n in g  a n d  l a y in g  o u t  o f  w o r k ;  u s i n g  a  v a r i e t y  o f  m a 
c h i n i s t ' s  h a n d t o o l s  a n d  p r e c i s i o n  m e a s u r i n g  i n s t r u m e n t s ;  s e t t i n g  u p  a n d  o p e r a t i n g  s t a n d a r d  m a c h in e  
t o o l s ;  s h a p in g  o f  m e t a l  p a r t s  t o  c l o s e  t o l e r a n c e s ;  m a k i n g  s t a n d a r d  s h o p  c o m p u t a t i o n s  r e l a t i n g  to  
d im e n s io n s  o f  w o r k ,  t o o l i n g ,  f e e d s ,  a n d  s p e e d s  o f  m a c h i n i n g ;  k n o w le d g e  o f  th e  w o r k in g  p r o p e r t i e s  
o f  t h e  c o m m o n  m e t a l s ;  s e l e c t i n g  s t a n d a r d  m a t e r i a l s ,  p a r t s ,  a n d  e q u ip m e n t  r e q u i r e d  f o r  h i s  w o r k ;  
a n d  f i t t i n g  a n d  a s s e m b l i n g  p a r t s  in to  m e c h a n i c a l  e q u ip m e n t .  In  g e n e r a l ,  th e  m a c h i n i s t ' s  w o r k  
n o r m a l l y  r e q u i r e s  a  r o u n d e d  t r a i n i n g  in  m a c h i n e - s h o p  p r a c t i c e  u s u a l l y  a c q u i r e d  t h r o u g h  a  f o r m a l  
a p p r e n t i c e s h i p  o r  e q u iv a l e n t  t r a i n i n g  a n d  e x p e r i e n c e .

M E C H A N I C , A U T O M O T I V E  ( M A I N T E N A N C E )

R e p a i r s  a u t o m o b i l e s ,  b u s e s ,  m o t o r t r u c k s ,  a n d  t r a c t o r s  o f  a n  e s t a b l i s h m e n t .  W o r k  i n 
v o l v e s  m o s t  o f  t h e  f o l l o w in g : E x a m in in g  a u t o m o t i v e  e q u ip m e n t  t o  d i a g n o s e  s o u r c e  o f  t r o u b le ;  
d i s a s s e m b l i n g  e q u ip m e n t  a n d  p e r f o r m i n g  r e p a i r s  t h a t  i n v o lv e  t h e  u s e  o f  s u c h  h a n d t o o l s  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  e q u ip m e n t  in  d i s a s s e m b l i n g  o r  f i t t i n g  p a r t s ;  r e p l a c i n g  
b r o k e n  o r  d e f e c t iv e  p a r t s  f r o m  s t o c k ;  g r in d in g  a n d  a d j u s t i n g  v a l v e s ;  r e a s s e m b l i n g  a n d  i n s t a l l i n g

M E C H A N I C , A U T O M O T I V E  (M A I N T E N A N C E ) — C o n t in u e d

th e  v a r i o u s  a s s e m b l i e s  in  th e  v e h ic l e  a n d  m a k in g  n e c e s s a r y  a d j u s t m e n t s ;  a n d  a l in in g  w h e e l s ,  
a d j u s t i n g  b r a k e s  a n d  l i g h t s ,  o r  t i g h t e n in g  b o d y  b o l t s .  In  g e n e r a l ,  t h e  w o r k  o f  th e  a u t o m o t iv e  
m e c h a n ic  r e q u i r e s  r o u n d e d  t r a i n i n g  a n d  e x p e r i e n c e  u s u a l l y  a c q u i r e d  t h r o u g h  a  f o r m a l  a p p r e n 
t i c e s h i p  o r  e q u iv a l e n t  t r a i n i n g  a n d  e x p e r i e n c e .

M E C H A N I C , M A I N T E N A N C E

R e p a i r s  m a c h i n e r y  o r  m e c h a n i c a l  e q u ip m e n t  o f  a n  e s t a b l i s h m e n t .  W o r k  i n v o lv e s  m o s t  
o f  t h e  f o l l o w in g : E x a m in in g  m a c h i n e s  a n d  m e c h a n i c a l  e q u ip m e n t  to  d i a g n o s e  s o u r c e  o f  t r o u b le ;
d i s m a n t l i n g  o r  p a r t l y  d i s m a n t l in g  m a c h i n e s  a n d  p e r f o r m i n g  r e p a i r s  t h a t  m a i n l y  in v o lv e  th e  u s e  
o f  h a n d t o o l s  in  s c r a p i n g  a n d  f i t t i n g  p a r t s ;  r e p l a c i n g  b r o k e n  o r  d e f e c t i v e  p a r t s  w ith  i t e m s  o b t a in e d  
f r o m  s t o c k ;  o r d e r i n g  t h e  p r o d u c t io n  o f  a  r e p l a c e m e n t  p a r t  b y  a  m a c h i n e  s h o p  o r  s e n d in g  o f  th e  
m a c h i n e  t o  a  m a c h i n e  s h o p  f o r  m a j o r  r e p a i r s ;  p r e p a r i n g  w r i t t e n  s p e c i f i c a t i o n s  f o r  m a j o r  r e p a i r s  
o r  f o r  th e  p r o d u c t io n  o f  p a r t s  o r d e r e d  f r o m  m a c h i n e  s h o p ;  r e a s s e m b l i n g  m a c h i n e s ;  a n d  m a k in g  
a l l  n e c e s s a r y  a d j u s t m e n t s  f o r  o p e r a t i o n .  In  g e n e r a l ,  th e  w o r k  o f  a  m a i n t e n a n c e  m e c h a n ic  r e 
q u i r e s  r o u n d e d  t r a i n i n g  a n d  e x p e r i e n c e  u s u a l l y  a c q u i r e d  t h r o u g h  a  f o r m a l  a p p r e n t i c e s h i p  o r  
e q u iv a l e n t  t r a i n i n g  a n d  e x p e r i e n c e .  E x c lu d e d  f r o m  t h i s  c l a s s i f i c a t i o n  a r e  w o r k e r s  w h o s e  p r i m a r y  
d u t i e s  i n v o lv e  s e t t in g  u p  o r  a d j u s t i n g  m a c h i n e s .

M I L L W R I G H T

I n s t a l l s  n ew  m a c h i n e s  o r  h e a v y  e q u ip m e n t ,  a n d  d i s m a n t l e s  a n d  i n s t a l l s  m a c h i n e s  o r  
h e a v y  e q u ip m e n t  w h e n  c h a n g e s  in  t h e  p l a n t  l a y o u t  a r e  r e q u i r e d .  W o r k  i n v o lv e s  m o s t  o f  th e  f o l 
lo w i n g : P l a n n i n g  a n d  l a y in g  o u t  o f  t h e  w o r k ;  i n t e r p r e t i n g  b l u e p r i n t s  o r  o t h e r  s p e c i f i c a t i o n s ;  u s i n g
a  v a r i e t y  o f  h a n d t o o l s  a n d  r i g g i n g ;  m a k in g  s t a n d a r d  s h o p  c o m p u t a t i o n s  r e l a t i n g  to  s t r e s s e s ,  
s t r e n g t h  o f  m a t e r i a l s ,  a n d  c e n t e r s  o f  g r a v i t y ;  a l in i n g  a n d  b a l a n c in g  o f  e q u ip m e n t ;  s e l e c t i n g  s t a n d 
a r d  t o o l s ,  e q u ip m e n t ,  a n d  p a r t s  t o  b e  u s e d ;  a n d  i n s t a l l i n g  a n d  m a i n t a in in g  in  g o o d  o r d e r  p o w e r  
t r a n s m i s s i o n  e q u ip m e n t  s u c h  a s  d r i v e s  a n d  s p e e d  r e d u c e r s .  In  g e n e r a l ,  t h e  m i l l w r i g h t ' s  w o r k  
n o r m a l l y  r e q u i r e s  a  r o u n d e d  t r a i n i n g  a n d  e x p e r i e n c e  in  t h e  t r a d e  a c q u i r e d  t h r o u g h  a  f o r m a l  
a p p r e n t i c e s h i p  o r  e q u iv a l e n t  t r a i n i n g  a n d  e x p e r i e n c e .

O I L E R

L u b r i c a t e s ,  w i th  o i l  o r  g r e a s e ,  th e  m o v in g  p a r t s  o r  w e a r in g  s u r f a c e s  o f  m e c h a n ic a l  
e q u ip m e n t  o f  a n  e s t a b l i s h m e n t .

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

P a i n t s  a n d  r e d e c o r a t e s  w a l l s ,  w o o d w o r k ,  a n d  f i x t u r e s  o f  a n  e s t a b l i s h m e n t .  W o r k  in 
v o l v e s  th e  f o l l o w in g : K n o w le d g e  o f  s u r f a c e  p e c u l i a r i t i e s  a n d  t y p e s  o f  p a in t  r e q u i r e d  f o r  d i f f e r e n t
a p p l i c a t i o n s ;  p r e p a r i n g  s u r f a c e  f o r  p a in t in g  b y  r e m o v in g  o ld  f i n i s h  o r  b y  p l a c in g  p u t ty  o r  f i l l e r  
in  n a i l  h o le s  a n d  i n t e r s t i c e s ;  a n d  a p p ly in g  p a in t  w ith  s p r a y  g u n  o r  b r u s h .  M a y  m i x  c o l o r s ,  o i l s ,  
w h ite  l e a d ,  a n d  o t h e r  p a in t  i n g r e d i e n t s  to  o b t a in  p r o p e r  c o l o r  o r  c o n s i s t e n c y .  In  g e n e r a l ,  th e  
w o r k  o f  th e  m a i n t e n a n c e  p a i n t e r  r e q u i r e s  r o u n d e d  t r a i n i n g  a n d  e x p e r i e n c e  u s u a l l y  a c q u i r e d  t h r o u g h  
a  f o r m a l  a p p r e n t i c e s h i p  o r  e q u iv a l e n t  t r a i n i n g  a n d  e x p e r i e n c e .

P I P E F I T T E R ,  M A I N 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 t e r ,  s t e a m ,  g a s ,  o r  o t h e r  t y p e s  o f  p ip e  a n d  p i p e f i t t i n g s  in  a n  
e s t a b l i s h m e n t .  W o r k  i n v o lv e s  m o s t  o f  th e  f o l l o w in g : L a y i n g  o u t  o f  w o r k  a n d  m e a s u r i n g  t o  l o 
c a t e  p o s i t i o n  o f  p ip e  f r o m  d r a w i n g s  o r  o t h e r  w r i t t e n  s p e c i f i c a t i o n s ;  c u t t in g  v a r i o u s  s i z e s  o f  p ip e  
to  c o r r e c t  l e n g t h s  w ith  c h i s e l  a n d  h a m m e r  o r  o x y a c e t y l e n e  t o r c h  o r  p i p e - c u t t i n g  m a c h i n e ;  t h r e a d 
in g  p ip e  w i th  s t o c k s  a n d  d i e s ;  b e n d in g  p ip e  b y  h a n d - d r iv e n  o r  p o w e r - d r i v e n  m a c h i n e s ;  a s s e m b l i n g  
p ip e  w ith  c o u p l i n g s  a n d  f a s t e n i n 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  s h o p  c o m p u t a t i o n s  r e l a t i n g  
to  p r e s s u r e s ,  f lo w , a n d  s i z e  o f  p ip e  r e q u i r e d ;  a n d  m a k i n g  s t a n d a r d  t e s t s  t o  d e t e r m in e  w h e t h e r  
f in i s h e d  p i p e s  m e e t  s p e c i f i c a t i o n s .  In  g e n e r a l ,  th e  w o r k  o f  th e  m a i n t e n a n c e  p i p e f i t t e r  r e q u i r e s  
r o u n d e d  t r a i n i n g  a n d  e x p e r i e n c e  u s u a l l y  a c q u i r e d  t h r o u g h  a  f o r m a l  a p p r e n t i c e s h i p  o r  e q u iv a l e n t  
t r a i n i n g  a n d  e x p e r i e n c e .  W o r k e r s  p r i m a r i l y  e n g a g e d  in  i n s t a l l i n g  a n d  r e p a i r i n g  b u i ld in g  s a n i t a 
t i o n  o r  h e a t in g  s y s t e m s  a r e  e x c l u d e d .

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

K e e p s  th e  p lu m b in g  s y s t e m  o f  a n  e s t a b l i s h m e n t  in  g o o d  o r d e r .  W o r k  i n v o lv e s :  K n o w le d g e
o f  s a n i t a r y  c o d e s  r e g a r d i n g  i n s t a l l a t i o n  o f  v e n t s  a n d  t r a p s  in  p lu m b in g  s y s t e m ;  i n s t a l l i n g  o r  r e 
p a i r i n g  p i p e s  a n d  f i x t u r e s ;  a n d  o p e n in g  c lo g g e d  d r a i n s  w ith  a  p l u n g e r  o r  p l u m b e r ' s  s n a k e .  In 
g e n e r a l ,  th e  w o r k  o f  th e  m a i n t e n a n c e  p l u m b e r  r e q u i r e s  r o u n d e d  t r a i n i n g  a n d  e x p e r i e n c e  u s u a l l y  
a c q u i r e d  t h r o u g h  a  f o r m a l  a p p r e n t i c e s h i p  o r  e q u iv a l e n t  t r a i n i n g  a n d  e x p e r i e n c e .

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

F a b r i c a t e s ,  i n s t a l l s ,  a n d  m a i n t a i n s  in  g o o d  r e p a i r  th e  s h e e t - m e t a l  e q u ip m e n t  a n d  f i x 
t u r e s  ( s u c h  a s  m a c h i n e  g u a r d s ,  g r e a s e  p a n s ,  s h e l v e s ,  l o c k e r s ,  t a n k s ,  v e n t i l a t o r s ,  c h u t e s ,  d u c t s ,  
m e t a l  r o o f in g )  o f  a n  e s t a b l i s h m e n t .  W o r k  i n v o lv e s  m o s t  o f  th e  f o l l o w in g : P l a n n in g  a n d  l a y in g
o u t a l l  t y p e s  o f  s h e e t - m e t a l  m a i n t e n a n c e  w o r k  f r o m  b l u e p r i n t s ,  m o d e l s ,  o r  o t h e r  s p e c i f i c a t i o n s ;  
s e t t i n g  u p  a n d  o p e r a t i n g  a l l  a v a i l a b l e  t y p e s  o f  s h e e t - m e t a l  w o r k i n g  m a c h i n e s ;  u s i n g  a  v a r i e t y  o f
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h a n d t o o l s  in  c u t t in g ,  b e n d in g ,  f o r m i n g ,  s h a p i n g ,  f i t t i n g ,  a n d  a s s e m b l i n g ;  a n d  i n s t a l l i n g  s h e e t -  
m e t a l  a r t i c l e s  a s  r e q u i r e d .  In  g e n e r a l ,  th e  w o r k  o f  th e  m a i n t e n a n c e  s h e e t - m e t a l  w o r k e r  r e q u i r e s  
r o u n d e d  t r a i n i n g  a n d  e x p e r i e n c e  u s u a l l y  a c q u i r e d  t h r o u g h  a  f o r m a l  a p p r e n t i c e s h i p  o r  e q u iv a l e n t  
t r a i n i n g  a n d  e x p e r i e n c e .

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

(D ie  m a k e r ;  j i g  m a k e r ;  t o o l  m a k e r ;  f i x t u r e  m a k e r ;  g a g e  m a k e r )

C o n s t r u c t s  a n d  r e p a i r s  m a c h i n e - s h o p  t o o l s ,  g a g e s ,  j i g s ,  f i x t u r e s  o r  d i e s  f o r  f o r g i n g s ,  
p u n c h in g ,  a n d  o t h e r  m e t a l - f o r m i n g  w o r k .  W o r k  i n v o lv e s  m o s t  o f  th e  f o l l o w in g : P l a n n in g  a n d
l a y in g  o u t  o f  w o r k  f r o m  m o d e l s ,  b l u e p r i n t s ,  d r a w i n g s ,  o r  o t h e r  o r a l  a n d  w r i t t e n  s p e c i f i c a t i o n s ;

T O O L  A N D  D I E  M A K E R — C o n t in u e d

u s i n g  a  v a r i e t y  o f  t o o l  a n d  d ie  m a k e r ’ s  h a n d t o o l s  a n d  p r e c i s i o n  m e a s u r i n g  i n s t r u m e n t s ;  u n d e r 
s t a n d in g  o f  th e  w o r k in g  p r o p e r t i e s  o f  c o m m o n  m e t a l s  a n d  a l l o y s ;  s e t t in g  u p  a n d  o p e r a t i n g  o f  
m a c h i n e  t o o l s  a n d  r e l a t e d  e q u ip m e n t ;  m a k in g  n e c e s s a r y  s h o p  c o m p u t a t i o n s  r e l a t i n g  to  d im e n s io n s  
o f  w o r k ,  s p e e d s ,  f e e d s ,  a n d  t o o l i n g  o f  m a c h i n e s ;  h e a t - t r e a t i n g  o f  m e t a l  p a r t s  d u r in g  f a b r i c a t i o n  
a s  w e l l  a s  o f  f in i s h e d  t o o l s  a n d  d i e s  t o  a c h ie v e  r e q u i r e d  q u a l i t i e s ;  w o r k in g  t o  c l o s e  t o l e r a n c e s ;  
f i t t i n g  a n d  a s s e m b l i n g  o f  p a r t s  to  p r e s c r i b e d  t o l e r a n c e s  a n d  a l l o w a n c e s ;  a n d  s e l e c t i n g  a p p r o p r i a t e  
m a t e r i a l s ,  t o o l s ,  a n d  p r o c e s s e s .  In  g e n e r a l ,  t h e  t o o l  a n d  d ie  m a k e r ' s  w o r k  r e q u i r e s  a  r o u n d e d  
t r a i n i n g  in  m a c h i n e - s h o p  a n d  t o o l r o o m  p r a c t i c e  u s u a l l y  a c q u i r e d  t h r o u g h  a  f o r m a l  a p p r e n t i c e s h i p  
o r  e q u iv a l e n t  t r a i n i n g  a n d  e x p e r i e n c e .

F o r  c r o s s - i n d u s t r y  w a g e  s t u d y  p u r p o s e s ,  t o o l  a n d  d ie  m a k e r s  in  t o o l  a n d  d ie  jo b b in g  
s h o p s  a r e  e x c l u d e d  f r o m  t h i s  c l a s s i f i c a t i o n .

CUSTODIAL AND MATERIAL MOVEMENT

G U A R D  A N D  W A T C H M A N

G u a r d . P e r f o r m s  r o u t in e  p o l i c e  d u t i e s ,  e i t h e r  a t  f i x e d  p o s t  o r  o n  t o u r ,  m a i n t a in in g  
o r d e r ,  u s i n g  a r m s  o r  f o r c e  w h e r e  n e c e s s a r y .  I n c l u d e s  g a t e m e n  w h o  a r e  s t a t i o n e d  a t  g a t e  a n d  
c h e c k  o n  i d e n t i t y  o f  e m p l o y e e s  a n d  o t h e r  p e r s o n s  e n t e r i n g .

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

J A N I T 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 a r w o m a n ;  j a n i t r e s s )

C l e a n s  a n d  k e e p s  in  a n  o r d e r l y  c o n d it io n  f a c t o r y  w o r k in g  a r e a s  a n d  w a s h r o o m s ,  o r  
p r e m i s e s  o f  a n  o f f i c e ,  a p a r t m e n t  h o u s e ,  o r  c o m m e r c i a l  o r  o t h e r  e s t a b l i s h m e n t .  D u t i e s  i n v o lv e  
a  c o m b in a t io n  o f  th e  f o l l o w in g : S w e e p i n g ,  m o p p in g  o r  s c r u b b i n g ,  a n d  p o l i s h i n g  f l o o r s ;  r e m o v in g
c h i p s ,  t r a s h ,  a n d  o t h e r  r e f u s e ;  d u s t ih g  e q u ip m e n t ,  f u r n i t u r e ,  o r  f i x t u r e s ;  p o l i s h i n g  m e t a l  f i x t u r e s  
o r  t r i m m i n g s ;  p r o v i d i n g  s u p p l i e s  a n d  m i n o r  m a i n t e n a n c e  s e r v i c e s ;  a n d  c le a n in g  l a v a t o r i e s ,  s h o w 
e r s ,  a n d  r e s t r o o m s .  W o r k e r s  w h o  s p e c i a l i z e  in  w in d o w  w a s h i n g  a r e  e x c l u d e d .

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

( L o a d e r  a n d  u n lo a d e r ;  h a n d le r  a n d  s t a c k e r ;  s h e l v e r ;  t r u c k e r ;  s t o c k m a n  o r  s t o c k  h e l p e r ;  w a r e 
h o u s e m a n  o r  w a r e h o u s e  h e l p e r )

A  w o r k e r  e m p l o y e d  in  a  w a r e h o u s e ,  m a n u f a c t u r i n g  p l a n t ,  s t o r e ,  o r  o t h e r  e s t a b l i s h m e n t  
w h o s e  d u t i e s  in v o lv e  o n e  o r  m o r e  o f  th e  f o l l o w in g : L o a d i n g  a n d  u n lo a d in g  v a r i o u s  m a t e r i a l s  a n d
m e r c h a n d i s e  o n  o r  f r o m  f r e i g h t  c a r s ,  t r u c k s ,  o r  o t h e r  t r a n s p o r t i n g  d e v i c e s ;  u n p a c k in g ,  s h e lv i n g ,  
o r  p l a c in g  m a t e r i a l s  o r  m e r c h a n d i s e  in  p r o p e r  s t o r a g e  l o c a t i o n ;  a n d  t r a n s p o r t i n g  m a t e r i a l s  o r  
m e r c h a n d i s e  b y  h a n d t r u c k ,  c a r ,  o r  w h e e l b a r r o w .  L o n g s h o r e m e n ,  w h o  l o a d  a n d  u n lo a d  s h ip s  a r e  
e x c l u d e d .

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

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

F i l l s  s h ip p in g  o r  t r a n s f e r  o r d e r s  f o r  f in i s h e d  g o o d s  f r o m  s t o r e d  m e r c h a n d i s e  in  a c c o r d 
a n c e  w ith  s p e c i f i c a t i o n s  on  s a l e s  s l i p s ,  c u s t o m e r s *  o r d e r s ,  o r  o t h e r  i n s t r u c t i o n s .  M a y ,  i n a d d i t i o n  
to  f i l l in g  o r d e r s  a n d  in d ic a t i n g  i t e m s  f i l l e d  o r  o m i t t e d ,  k e e p  r e c o r d s  o f  o u t g o in g  o r d e r s ,  r e q u i 
s i t i o n  a d d i t i o n a l  s t o c k  o r  r e p o r t  s h o r t  s u p p l i e s  t o  s u p e r v i s o r ,  a n d  p e r f o r m  o t h e r  r e l a t e d  d u t i e s .

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

P r e p a r e s  f in i s h e d  p r o d u c t s  f o r  s h ip m e n t  o r  s t o r a g e  b y  p l a c in g  t h e m  in  s h ip p in g  c o n 
t a i n e r s ,  th e  s p e c i f i c  o p e r a t i o n s  p e r f o r m e d  b e in g  d e p e n d e n t  u p o n  th e  t y p e ,  s i z e ,  a n d  n u m b e r  o f  
u n i t s  to  b e  p a c k e d ,  th e  ty p e  o f  c o n t a i n e r  e m p l o y e d ,  a n d  m e t h o d  o f  s h ip m e n t .  W o r k  r e q u i r e s  th e  
p l a c in g  o f  i t e m s  in  s h ip p in g  c o n t a i n e r s  a n d  m a y  in v o lv e  o n e  o r  m o r e  o f  th e  f o l l o w in g : K n o w l
e d g e  o f  v a r i o u s  i t e m s  o f  s t o c k  in  o r d e r  t o  v e r i f y  c o n te n t ;  s e l e c t i o n  o f  a p p r o p r i a t e  t y p e  a n d  s i z e  
o f  c o n t a i n e r ;  i n s e r t i n g  e n c l o s u r e s  in  c o n t a i n e r ;  u s i n g  e x c e l s i o r  o r  o t h e r  m a t e r i a l  to  p r e v e n t  
b r e a k a g e  o r  d a m a g e ;  c l o s i n g  a n d  s e a l i n g  c o n t a i n e r ;  a n d  a p p ly in g  l a b e l s  o r  e n t e r in g  id e n t i f y in g  
d a t a  o n  c o n t a i n e r .  P a c k e r s  w h o  a l s o  m a k e  w o o d e n  b o x e s  o r  c r a t e s  a r e  e x c l u d e d .

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

P r e p a r e s  m e r c h a n d i s e  f o r  s h ip m e n t ,  o r  r e c e i v e s  a n d  i s  r e s p o n s i b l e  f o r  in c o m in g  s h i p 
m e n t s  o f  m e r c h a n d i s e  o r  o t h e r  m a t e r i a l s .  S h ip p in g  w o r k  i n v o l v e s : A  k n o w le d g e  o f  s h 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 l a b l e  m e a n s  o f  t r a n s p o r t a t i o n ,  a n d  r a t e ;  a n d  p r e p a r i n g  r e c 
o r d s  o f  th e  g o o d s  s h ip p e d ,  m a k in g  u p  b i l l s  o f  l a d in g ,  p o s t in g  w e ig h t  a n d  s h ip p in g  c h a r g e s ,  a n d  
k e e p in g  a  f i l e  o f  s h ip p in g  r e c o r d s .  M a y  d i r e c t  o r  a s s i s t  in  p r e p a r i n g  th e  m e r c h a n d i s e  f o r  s h i p 
m e n t .  R e c e iv in g  w o r k  i n v o l v e s : V e r i f y i n g  o r  d i r e c t i n g  o t h e r s  in  v e r i f y i n g  th e  c o r r e c t n e s s  o f
s h ip m e n t s  a g a i n s t  b i l l s  o f  l a d in g ,  i n v o i c e s ,  o r  o t h e r  r e c o r d s ;  c h e c k in g  f o r  s h o r t a g e s  a n d  r e j e c t i n g  
d a m a g e d  g o o d s ;  r o u t i n g  m e r c h a n d i s e  o r  m a t e r i a l s  to  p r o p e r  d e p a r t m e n t s ;  a n d  m a i n t a in in g  n e c e s 
s a r y  r e c o r d s  a n d  f i l e s .

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

R e c e iv in g  c l e r k  
S h ip p in g  c l e r k
S h ip p in g  a n d  r e c e i v i n g  c l e r k

T R U C K D R I V E R

D r i v e s  a  t r u c k  w i th in  a  c i t y  o r  i n d u s t r i a l  a r e a  to  t r a n s p o r t  m a t e r i a l s ,  m e r c h a n d i s e ,  
e q u ip m e n t ,  o r  m e n  b e t w e e n  v a r i o u s  t y p e s  o f  e s t a b l i s h m e n t s  s u c h  a s :  M a n u f a c t u r i n g  p l a n t s ,  f r e i g h t
d e p o t s ,  w a r e h o u s e s ,  w h o l e s a l e  a n d  r e t a i l  e s t a b l i s h m e n t s ,  o r  b e t w e e n  r e t a i l  e s t a b l i s h m e n t s  a n d  
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 i n e s s .  M a y  a l s o  l o a d  o r  u n lo a d  t r u c k  w ith  o r  w ith o u t  h e l p e r s ,  
m a k e  m i n o r  m e c h a n i c a l  r e p a i r s ,  a n d  k e e p  t r u c k  in  g o o d  w o r k in g  o r d e r .  D r  i v e r  - s a l e s m e n  a n d  
o v e r - t h e - r o a d  d r i v e r s  a r e  e x c l u d e d .

F o r  w a g e  s t u d y  p u r p o s e s ,  t r u c k d r i v e r s  a r e  c l a s s i f i e d  b y  s i z e  a n d  ty p e  o f  e q u ip m e n t ,  
a s  f o l l o w s :  ( T r a c t o r - t r a i l e r  s h o u ld  b e  r a t e d  o n  th e  b a s i s  o f  t r a i l e r  c a p a c i t y . )

T r u c k d r i v e r  ( c o m b in a t i o n  o f  s i z e s  l i s t e d  s e p a r a t e l y )
T r u c k d r i v e r ,  l ig h t  (u n d e r  1V2 t o n s )
T r u c k d r i v e r ,  m e d iu m  ( 1 V2 to  a n d  in c lu d in g  4  t o n s )
T r u c k d r i v e r ,  h e a v y  ( o v e r  4  t o n s ,  t r a i l e r  ty p e )
T r u c k d r i v e r ,  h e a v y  ( o v e r  4  t o n s ,  o t h e r  t h a n  t r a i l e r  ty p e )

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

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

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

T r u c k e r ,  p o w e r  ( f o r k l i f t )
T r u c k e r ,  p o w e r  ( o t h e r  t h a n  f o r k l i f t )
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A v a i la b le  O n  R e q u e s t

The ninth annual r e p o rt  on sa la r ie s  fo r  accountants, aud itors ,  a t
to rn e y s ,  ch e m is ts ,  en g in e e rs ,  eng ineering  tech n ic ian s ,  d ra ftsm en , 
t r a c e r s ,  jo b  ana lysts ,  d i r e c t o r s  o f  p e rso n n e l ,  m an ag ers  o f  o f f ic e  
s e r v i c e s ,  b u y e r s ,  and c l e r i c a l  e m p lo y e e s .

O rd e r  as BLS Bulletin  1617, National Survey o f  P r o fe s s io n a l ,  A d 
m in is tra t iv e ,  T ech n ica l ,  and C le r i c a l  P a y , June 1968! Seventy-^ive 
cents  a copy.
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Area Wage Surveys

A l is t  of the la te s t  availab le  bulletins i s  p resented below. A d irec tory  of a re a  wage studies including m ore  lim ited studies conducted at the 
requ est  of the Wage and Hour and Public C ontracts  D ivis ions of the Department of Labor  is  ava ilab le  on request.  Bulletins m ay  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 s a le s  o ff ices  shown on 
the inside front cover .

A rea
Bulletin number 

and price A rea
Bulletin number 

and price

Akron, Ohio, Ju ly  1968_______________________________
Albany—Schenectady—Troy, N. Y. , M ar .  1969 1________
Albuquerque, N. Mex. , Apr. 1969____________________
Allentown—Bethlehem—Easton , P a . —N. J .  ,

Atlanta, Ga. , May 1968 1----------------------------------------
B a lt im ore ,  Md. , Sept. 1968 1 ---------------------------------
Beaumont—Port Arthur—Orange, T e x . ,  May 1 9 6 9 * ___
Binghamton, N. Y. , Ju ly  1968 *________________________
Birm ingham , A l a . ,  A pr. 1969 1-------------------------------
Bo ise  City, Idaho, Ju ly  1968 *----------------------------------
Boston, M a s s . ,  Sept. 1 9 6 8 * -----------------------------------
Buffalo, N. Y. , Nov. 1968 1--------------------------------------
Burlington, Vt. , M ar. 1969 1-----------------------------------
Canton, Ohio, May 1969-----------------------------------------
C harleston , W. Va. , Apr. 1969------------- -----------------
Charlotte,  N. C. , M ar .  1969-----------------------------------
Chattanooga, Tenn. —Ga. , Sept. 1968 * ________________
Chicago, 111., A pr. 1968----------------------------------------
Cincinnati, Ohio—Ky. —Ind. , M ar. 1969 1-------------------
Cleveland, Ohio, Sept. 1968 * ------------ ----------------------
Columbus, Ohio, Oct. 1968 * ----------------------------------
D a lla s ,  T e x . ,  Nov. 1968 1---------------------------------------
Davenport—Rock Island—Moline, Iowa—111. ,

Dayton, Ohio, Jan .  1 9 6 9 " ---------------------------------------
Denver, C o lo . ,  Dec. 1968_____________________________
Des Moines, Iowa, M ar .  1969---------------------------------
Detroit, M ich .,  Jan .  1969 1____________________________
F o r t  Worth, T e x . ,  Nov. 1968 1________________________
Green Bay, Wis. , Ju ly  1 9 6 8 *----------------------------------
Greenville ,  S . C . ,  May 1969 1----------------------------------
Houston, T e x . ,  June 1968 1-------------------------------------
Indianapolis, Ind.,  Dec. 1968 1________________________
Ja ck so n ,  M is s .  , F eb .  1969 1__________________________
Jack son v il le ,  F la .  , Jan .  1969 1--------------------------------
K a n sas  City, M o . - K a n s . , Sept. 1968 1----------------------
Law rence—Haverhill,  M a s s . —N. H. , June 1968 1---------
Little  Rock—North Little Rock, A r k . ,  Ju ly  1968 1-------
L o s  A ngeles—Long Beach  and Anaheim—Santa A na-

Garden Grove, Calif .  , Mar. 1969 1-------------------------
L o u isv i l le ,  Ky. —Ind. , Nov. 1968______________________
Lubbock, Tex. , M ar. 1969_____________________________
M anchester ,  N. H. , Ju ly  1968 1--------------------------------
Memphis, T enn .—Ark. , Nov. 1968_____________________
Miami, F l a . ,  Dec. 1968 1---------------------------------------
Midland and O dessa ,  T e x . ,  M ar. 1969 _______________ -
Milwaukee, Wis. , Apr. 1969-----------------------------------

1575-84,
1625-56,
1625-67,

1575-86,
1575-71,
1625-8,
1625-75,
1625-3,
1625-65,
1625-6,
1625-15,
1625-35,
1625-54,
1625-73,
1625-71,
1625-61,
1625-14,
1575-81,
1625-63,
1625-19,
1625-24,
1625-28,

1625-16,
1625-42,
1625-39,
1625-62,
1625-58,
1625-27,
1625-7,
1625-70,
1575-82,
1625-40,
1625-45,
1625-37,
1625-17,
1575-74,
1625-11,

1625-78,
1625-33,
1625-53,
1625-4,
1625-30,
1625-29,
1625-49,
1625-66,

35 cents
35 cents
30 cents

40 cents
35 cents
50 cents
35 cents
35 cents
35 cents
35 cents
50 cents
50 cents
35 cents
30 cents
30 cents
30 cents
35 cents
50 cents
45 cents
50 cents
35 cents
50 cents

30 cents
35 cents
30 cents
30 cents
50 cents
35 cents
35 cents
35 cents
45 cents
35 cents
35 cents
35 cents
45 cents
30 cents
35 cents

50 cents
30 cents
30 cents
35 cents
30 cents
35 cents
25 cents
35 cents

Minneapolis—St. Paul, Minn., Jan .  1969___ -_________
Muskegon—Muskegon Heights, Mich. , May 1969---------
Newark and J e r s e y  City, N. J .  , J  an. 1969_____________
New Haven, C onn.,  Ja n .  1969_________________________
New O rlean s,  L a . ,  Feb .  1969 1________________________
New York, N. Y . , Apr. 1968__________________________
Norfolk—Portsm outh  and Newport News—

Hampton, Va. , June 1968____ ____________ ____— ------
Oklahoma City, Okla. , Ju ly  1968-----------------------------
Omaha, N e b r . —Iowa, Oct. 1968 1_____________________ -
P aterson -C li fton —P a s s a i c ,  N. J .  , May 1 9 6 8 * ------------
Philadelphia, P a . —N. J .  , Nov. 1968___________________
Phoenix, A r iz .  , M ar. 1969— —--------------------------------
Pittsburgh, Pa. , Jan .  1969_______________________ ——
Portland, Maine, Nov. 1968___________________ ____ —
Portland, Oreg. —Wash. , May 1969---------------------------
Providence—Pawtucket—Warwick, R. I . —M a s s .  ,

May 1969 1-----------------------------------------------------------
Raleigh, N. C. , Aug. 1968 1 ___________________________
Richmond, Va. , M ar .  1969— _________________________
R o ch ester ,  N.Y. (office occupations only), Ju ly  1968 1_
Rockford. 111., May 1969---------------------------------------
St. L o u is ,  M o .—111. , M ar. 1969 1-----------------------------
Salt  Lake City, Utah, Dec. 1968______________________
San Antonio, Tex. , June 1968__________ _______________
San Bernard ino—R iv e rs id e—Ontario, Calif .  ,

San Diego, C a l i f . ,  Nov. 1968_________________________
San F r a n c is c o —Oakland, C a l i f . ,  Oct. 1968____________
San J o s e ,  C a l i f . ,  Sept. 1968-----------------------------------
Savannah, Ga. , May 1969— _________________________
Scranton, P a . ,  Ju ly  1968 1_____________________________
Seattle—Ev ere tt ,  W ash .,  Nov. 1968 1__________________
Sioux F a l l s ,  S. D ak .,  Oct. 1968 1 _____________________
South Bend, Ind.,  Mar. 1969 __________________________
Spokane, W ash.,  June 1968___________________________
S y ra cu se ,  N. Y. , Ju ly  1 9 6 8 * __________________________
Tam pa—St. P e te rsb u rg ,  F l a . ,  Aug. 1968------------------
Toledo, Ohio—Mich. , Feb .  1969 1______________________
Trenton, N. J .  , Oct. 1968 1____________________________
U tica-R om e , N. Y. , Ju ly  1968 1 -------------------------------
Washington, D. C. —Md. —Va. , Sept. 1968______________
Waterbury, C onn.,  M ar. 1969_________________________
Waterloo, Iowa, Nov. 1968 1___________________________
Wichita, Kans. , Dec. 1968____________________________
W orcester ,  M a s s . ,  June 1968 1 ______________ -_______
York, Pa. , Feb .  1969 _________________________________
Youngstown—Warren, Ohio, Nov. 1968_____________ -__

1625-47,
1625-80,
1625-46,
1625-38,
1625-51,
1575-78,

1575-85,
1625-9,
1625-26,
1575-83,
1625-48,
1625-60,
1625-59,
1625-20,
1625-76,

1625-74,
1625-13,
1625-69,
1625-2,
1625-72,
1625-64,
1625-36,
1575-69,

1625-25,
1625-32,
1625-44,
1625-21,
1625-68,
1625-12,
1625-43,
1625-23,
1625-55,
1575-79,
1625-5,
1625-10,
1625-57,
1625-18,
1625-1,
1625-22,
1625-50,
1625-31,
1625-41,
1575-76,
1625-52,
1625-34,

35 cents 
30 cents 
40 cents 
30 cents 
35 cents 
50 cents

30 cents 
30 cents 
35 cents 
40 cents 
50 cents 
30 cents 
35 cents 
30 cents 
30 cents

35 cents 
35 cents 
30 cents 
35 cents 
30 cents 
50 cents 
30 cents 
30 cents

40 cents 
30 cents 
35 cents 
30 cents 
30 cents 
35 cents 
35 cents 
30 cents 
30 cents 
30 cents 
35 cents 
30 cents 
35 cents 
35 cents 
35 cents 
35 cents 
30 cents 
35 cents 
30 cents 
30 cents 
30 cents 
30 cents

D a t a  o n  e s ta b li s h m e n t  p r a c t ic e s  an d  su p p le m e n ta ry  w a g e  p ro v is io n s  are  a ls o  p r e se n te d .
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