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Preface

The B u re a u  of L a b o r  S ta tis t ic s  p ro g ra m  of annual 
occu pation a l w age s u rv e ys  in  m e tro p o lita n  a re a s  is d e ­
signed to p ro v id e  data  on o ccu pa tion a l e a rn in g s , and e s ta b ­
lis h m e n t p ra c tic e s  and s u p p le m e n ta ry  w age p ro v is io n s . I t  
y ie ld s  d e ta ile d  data  by  s e lec te d  in d u s try  d iv is io n  fo r  each  
of the a re a s  s tu d ied , fo r  g eo graph ic  re g io n s , and fo r  the  
U n ite d  S ta tes . A  m a jo r  c o n s id e ra tio n  in  the p ro g ra m  is  
the  need fo r  g re a te r  in s ig h t in to  (1) the m o vem en t of w ages  
by o ccu pation a l c a te g o ry  and s k il l  le v e l,  and (2) the s tr u c ­
tu re  and le v e l of w ages am ong a re a s  and in d u s try  d iv is io n s .

A t the end of each s u rv e y , an in d iv id u a l a re a  b u l­
le t in  p re s e n ts  s u rv e y  re s u lts  fo r  each a re a  s tud ied . A f te r  
co m p le tio n  of a l l  of the in d iv id u a l a re a  b u lle tin s  fo r  a round  
of s u rv e y s , tw o s u m m a ry  b u lle tin s  a re  issued . T he  f i r s t  
b rin g s  data fo r  each of the m e tro p o lita n  a re a s  s tud ied  in to  
one b u lle tin . T he  second p re s e n ts  in fo rm a tio n  w h ich  has  
been  p ro je c te d  f r o m  in d iv id u a l m e tro p o lita n  a re a  data  to  
re la te  to  g eo graph ic  reg io n s  and the U n ite d  S ta tes .

N in e ty  a re a s  c u r re n t ly  a re  in c lu d ed  in  the p r o ­
g ra m . In  each a re a , in fo rm a tio n  on o ccu pation a l ea rn in g s  
is  c o lle c te d  a n n u a lly  and on e s ta b lish m e n t p ra c tic e s  and  
s u p p le m e n ta ry  w age p ro v is io n s  b ie n n ia lly .

T h is  b u lle t in  p re s e n ts  re s u lts  of the s u rv e y  in  
S ioux F a l ls ,  S. D a k ., in  S e p te m b e r 1969. The S tand ard  
M e tro p o lita n  S ta tis t ic a l A r e a ,  as d efined  by the  B u re a u  of 
the Budget th ro u g h  J a n u a ry  1968, consists  of M in n eh ah a  
County. T h is  study w as conducted b y  the  B u re a u 's  re g io n a l  
o ffic e  in  K ansas C ity , M o .,  u n d er the  g e n e ra l d ire c tio n  
of E d w a rd  C h a ik e n , A s s i s t a n t  R e g io n a l D ir e c to r  fo r  
O p e ra tio n s .
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U n io n  s c a le s , in d ic a tiv e  of p re v a ilin g  p ay le v e ls  in  
the S ioux F a l ls  a r e a , a re  a lso  a v a ila b le  fo r  seven  se lec ted  
b u ild in g  tra d e s .

■sP in in

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



f

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



Area Wage Survey----

The Sioux Falls, S. Dak., Metropolitan Area

Introduction

T h is  a re a  is 1 of 90 in  w h ich  the U .S . D e p a rtm e n t of L a b o r 's  
B u re a u  of L a b o r S ta tis tic s  conducts surveys  of occu pation a l earn ing s  
and re la te d  b en e fits  on an a re a w id e  b a s is .1

T h is  b u lle tin  p resen ts  c u rre n t  occu pation a l em p lo ym en t and 
earn ing s  in fo rm a tio n  obta ined  la r g e ly  by m a il  f ro m  the es tab lish m e n ts  
v is ite d  by B u re a u  f ie ld  econom is ts  in  the la s t  p rev io u s  s u rv e y  fo r  
occupations re p o rte d  in  th a t e a r l ie r  study. P e rs o n a l v is its  w e re  m ade  
to  nonrespondents and to those respondents re p o rtin g  unusual changes 
since the p rev io u s  s u rv e y .

In  each a re a , data a re  obta ined  fro m  re p re s e n ta tiv e  e s ta b ­
lis h m e n ts  w ith in  s ix  b ro ad  in d u s try  d iv is io n s : M a n u fa c tu rin g ; t r a n s ­
p o rta tio n , com m u n ic a tio n , and o th er p ub lic  u t i l i t ie s ;  w h o le s a le  tra d e ;  
r e ta i l  tra d e ; fin a n c e , in s u ra n c e , and r e a l  esta te ; and s e rv ic e s . M a jo r  
in d u s try  groups exc luded  f ro m  these studies a re  g overn m en t o p e ra ­
tions and the c o n s tru c tio n  and e x tra c tiv e  in d u s tr ie s . E s ta b lis h m e n ts  
having  fe w e r than  a p re s c rib e d  n um ber of w o rk e rs  a re  o m itte d  because  
they  tend to fu rn is h  in s u ffic ie n t em p loym en t in  the occupations studied  
to w a r r a n t  in c lu s io n . S ep ara te  tab u la tion s  a re  p ro v id e d  fo r  each of 
the b ro ad  in d u s try  d iv is io n s  w h ich  m e e t p u b lic a tio n  c r i t e r ia .

T h ese  surveys  a re  conducted on a sam ple  b as is  because of 
the  u n n ec e s s a ry  cost in vo lved  in  su rvey in g  a l l  e s ta b lish m e n ts . To  
o bta in  o p tim u m  a c c u ra c y  a t m in im u m  cost, a g re a te r  p ro p o rtio n  of 
la rg e  than  of s m a ll es ta b lish m e n ts  is s tud ied . In  com bin ing  the d ata , 
h o w e v e r, a l l  es ta b lish m e n ts  a re  g iven  th e ir  a p p ro p r ia te  w e ig h t. E s ­
t im a te s  based on the es tab lish m e n ts  stud ied  a re  p re s e n te d , th e re fo r e ,  
as re la t in g  to a l l  es tab lish m e n ts  in  the in d u s try  group ing  and a re a ,  
except fo r  those below  the m in im u m  s ize  studied .

O ccupations and E a rn in g s

T he  occupations se lec te d  fo r  study a re  com m on to  a v a r ie ty  
of m a n u fa c tu rin g  and n on m anu fac tu ring  in d u s tr ie s , and a re  of the fo l ­
low ing  types: (1) O ffic e  c le r ic a l;  (2) p ro fe s s io n a l and te c h n ic a l; (3)
m ain ten ance  and p ow erp lan t; and (4) cu stod ia l and m a te r ia l  m o vem en t. 
O ccupationa l c la s s if ic a tio n  is based on a u n ifo rm  set of job  d e s c r ip ­
tion s  designed to  take  account of in te re s ta b lis h m e n t v a r ia t io n  in  duties  
w ith in  the sam e job . The occupations se lec ted  fo r  study a re  lis te d  
and d es c rib e d  in  the append ix. T he  ea rn ing s  data  fo llo w in g  the job  
t i t le s  a re  fo r  a l l  in d u s trie s  com bined. E a rn in g s  data fo r  som e of the  
occupations lis te d  and d e s c rib e d , o r fo r  som e in d u s try  d iv is io n s  w ith in  
occupations, a re  not p resen ted  in  the A -s e r ie s  tab le s  because e ith e r  
(1) em p loym en t in  the occupation  is too s m a ll to p ro v id e  enough data

1 In c lu d e d  in  th e  90  a re 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 tr a c t  w ith  th e  N ew  Y ork  S ta te  
D e p a r tm e n t o f  L abor. T h ese  a re a s  a re  B in g h a m to n  (N ew  Y o rk  p o r tio n  o n ly ); R o c h e s te r  (o ff ic e  o c c u ­
p a tio n s  o n ly ); S y racu se ; a n d  U t i c a —R o m e. In  a d d it io n ,  th e  B ureau  c o n d u c ts  m o re  l im i t e d  a re a  s tud ies  
in  78 a reas  a t  th e  req u e s t o f  th e  W age a n d  H o u r  an d  P u b lic  C o n tra c ts  D iv isio n s  o f  th e  U .S .  D e ­
p a r tm e n t  o f  Labor.

to m e r i t  p re s e n ta tio n , o r (2) th e re  is p o s s ib ility  of d is c lo s u re  of 
in d iv id u a l e s ta b lish m e n t data.

O ccup atio na l em p loym en t and earn ing s  data a re  shown fo r  
fu l l - t im e  w o r k e rs , i .e . ,  those h ire d  to w o rk  a re g u la r  w e e k ly  schedule  
in  the g iven  occupationa l c la s s if ic a tio n . E a rn in g s  data exclude p r e ­
m iu m  pay fo r  o v e rtim e  and fo r  w o rk  on w eeken ds , h o lid a y s , and la te  
s h ifts . N onp ro du ctio n  bonuses a re  exc lu d ed , but c o s t -o f - l iv in g  a llo w ­
ances and ince n tiv e  earn ing s  a re  inc luded . W h ere  w e e k ly  hours  a re  
re p o rte d , as fo r  o ffic e  c le r ic a l  occupations, re fe re n c e  is to the s tand ­
a rd  w o rk w e ek  (rounded  to the n e a re s t h a lf  hour) fo r w h ich  em ployees  
re c e iv e  th e ir  re g u la r  s tr a ig h t- t im e  s a la r ie s  (ex c lu s iv e  of pay fo r  
o v e rtim e  at re g u la r  a n d /o r  p re m iu m  ra te s ). A v e ra g e  w e e k ly  earn ing s  
fo r  these occupations have been rounded to the n e a re s t h a lf  d o lla r .

T he  a verag es  p res e n te d  r e f le c t  co m p o s ite , a re a w id e  e s t i­
m a te s . In d u s trie s  and e s tab lish m en ts  d if fe r  in  pay le v e l and job  
sta ffin g  and, thu s , c on tribu te  d if fe re n t ly  to  the e s tim a te s  fo r  each job . 
The pay re la t io n s h ip  o bta inab le  f ro m  the ave ra g e s  m ay  fa i l  to re f le c t  
a c c u ra te ly  the w age sp read  o r d if fe re n t ia l  m a in ta in e d  am ong jobs in  
in d iv id u a l e s ta b lish m e n ts . S im ila r ly ,  d iffe re n c e s  in  a verag e  pay le v e ls  
fo r  m en  and w om en  in  any of the se lec te d  occupations should not be 
assum ed to re f le c t  d iffe re n c e s  in  pay tre a tm e n t of the sexes w ith in  
in d iv id u a l e s ta b lish m e n ts . O th e r p ossib le  fa c to rs  w h ich  m a y  c o n tr ib ­
ute to d iffe re n c e s  in  pay  fo r  m en  and w om en inc lude: D iffe re n c e s  in
p ro g re s s io n  w ith in  e s tab lish ed  ra te  ra n g e s , since on ly  the  ac tu a l ra tes  
p aid  incum bents a re  co llec ted ; and d iffe re n c e s  in  s p e c ific  duties p e r ­
fo rm e d , a lthough the w o rk e rs  a re  c la s s if ie d  a p p ro p r ia te ly  w ith in  the  
sam e s u rv e y  job  d e s c r ip tio n . Job d es c rip tio n s  used in  c la s s ify in g  e m ­
ployees in  these surveys  a re  u s u a lly  m o re  g e n e ra liz e d  than  those used  
in  in d iv id u a l e s tab lish m en ts  and a llo w  fo r  m in o r d iffe re n c e s  am ong  
e s tab lish m en ts  in  the s p e c ific  duties  p e r fo rm e d .

O ccup atio na l em p loym en t e s tim a te s  re p re s e n t the to ta l in  a ll  
e s tab lish m en ts  w ith in  the scope of the study and not the n um ber a c tu ­
a l ly  su rveyed . Because of d iffe re n c e s  in  occupationa l s tru c tu re  am ong  
e s ta b lish m e n ts , the estim ates of occupational em p loym en t obtained  fro m  
the sam ple  of e s tab lish m en ts  stud ied  s e rv e  on ly  to  in d ica te  the re la t iv e  
im p o rtan c e  of the jobs stud ied . T hese  d iffe re n c e s  in  occupational 
s tru c tu re  do not a ffe c t m a te r ia l ly  the a c c u ra c y  of the earn ings  data.

E s ta b lis h m e n t P ra c tic e s  and S u p p le m e n ta ry  W age P ro v is io n s

T ab u la tio n s  on se lec ted  e s ta b lish m e n t p ra c tic e s  and supple­
m e n ta ry  w age p ro v is io n s  (B -s e r ie s  tab le s ) a re  not p res e n te d  in  th is  
b u lle tin . In fo rm a tio n  fo r  these tab u la tio n s  is co lle c ted  b ie n n ia lly . 
These tab u la tion s  on m in im u m  en tran ce  s a la r ie s  fo r  in e x p e rie n c e d  
w om en  o ffic e  w o rk e rs ;  s h ift d if fe re n t ia ls ;  scheduled  w e e k ly  h ours; paid  
h o lidays; paid  vacation s; and h e a lth , in s u ra n c e , and pension plans a re  
p re s e n te d  (in  the B -s e r ie s  tab les ) in  p rev io u s  b u lle tin s  fo r  th is  a re a .

1

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



T a b le  1. E s t a b l i s h m e n t s  a n 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  S io u x  F a l l s ,  S . D a k . ,  
b y  M a jo r  I n d u s t r y  D iv is io n ,  2 S e p te m b e r  1969

I n d u s t r y  d iv is io n

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

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

N u m b e r  o f  e s ta b l i s h m e n ts W o rk e r s  in  e s ta b l i s h m e n t s

W ith in  s c o p e  
o f  s tu d y 3 S tu d ie d

W ith in  s c o p e  o f  s tu 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 i v i s io n s ___________________________________ _ 67 66 1 1 ,2 4 0 100 1 1 ,1 8 8

M a n u f a c tu r in g  _ _ _ -  -  — _- 50 18 18 5 ,5 6 5 50 5 , 565
N o n m a n u f a c tu r in g .  . . . . . .  __  .  . - 49 48 5 ,6 7 5 50 5, 623

T r a n s p o r t a t i o n ,  c o m m u n ic a t io n ,  a n d
o t h e r  p u b l ic  u t i l i t i e s  5 _______________________ 50 11 11 1 ,9 6 4 17 1 ,9 6 4

W h o le s a le  t r a d e  6 .  . .  — . . . .  __  ___ 50 11 10 753 7 701
R e t a i l  t r a d e  6 -  ------------- ---------------------------------- 50 17 17 2 , 219 19 2, 219
F i n a n c e ,  i n s u r a n c e ,  a n d  r e a l  e s t a t e  6 ______ 50 6 6 456 4 456
S e r v i c e s  6 7 ________  ___  .  ___  . . . 50 4 4 283 3 283

1 T h e  S io u x  F a l l s  S t a n d a r d  M e t r o p o l i t a n  S t a t i s t i c a l  A r e a ,  a s  d e f in e d  b y  th e  B u r e a u  o f t h e  B u d g e t  th r o 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 in n e h a h a
C o u n ty . T h e  " w o r k e r s  w i th in  s c o p e  o f s tu d y "  e s t i m a t e s  s h o w n  in  t h i s  t a b l e  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 i p t i o n  o f th e  s i z e  a n d  c o m p o s i t i o n
o f  t h e  l a b o r  f o r c e  i n c lu d e d  in  t h e  s u r v e y .  T h e  e s t i m a t e s  a r e  n o t  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  of c o m p a r i s o n  w i th  o th e r  e m p lo y m e n t  
in d e x e s  f o r  th e  a r e a  to  m e a s u r e  e m p lo y m e n t  t r e n d s  o r  l e v e l s  s in c e  (1) p la n n in g  o f  w a g e  s u r v e y s  r e q u i r e s  th e  u s e  o f  e s t a b l i s h m e n t  d a ta  c o m p i le d  
c o n s id e r a b l y  in  a d v a n c e  o f  th e  p a y r o l l  p e r i o d  s tu d i e d ,  a n 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 i t i o n  o f th e  S t a n d a r d  I n d u s t r i a l  C l a s s i f i c a t i o n  M a n u a l  w a s  u s e d  in  c la s s i f y i n 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 is io n .
3 I n c lu d e s  a l l  e s t a b l i s h m e n t s  w i th  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  l im i t a t i o n .  A l l  o u t le t s  (w i th in  t h e  a r e a )  o f  c o m p a n ie s  in  s u c h

i n d u s t r i e 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 t io n  p i c t u r e  t h e a t e r s  a r e  c o n s id e r e d  a s  1 e s t a b l i s h m e n t .
4 I n c lu d e s  a l l  w o r k e r s  i n  a l l  e s t a b l i s h m e n t s  w i th  t o t a l  e m p lo y m e n t  (w i th in  th e  a r e a )  a t  o r  a b o v e  th e  m in im u m  l im i t a t i o n .
5 T a x ic a b s  a n d  s e r v i c e s  i n c i d e n ta l  t o  w a t e r  t r a n s p o r t a t i o n  w e r e  e x c lu d e d .
6 T h is  i n d u s t r y  d i v i s io n  i s  r e p r e s e n t e d  in  e s t i m a t e s  f o r  " a l l  i n d u s t r i e s "  a n d  " n o n m a n u f a c tu r in g "  i n  th e  S e r i e s  A  t a b l e s .  S e p a r a t e  p r e s e n t a t i o n  

o f d a ta  f o r  t h i s  d i v i s io n  i s  n o t  m a d e  f o r  o n e  o r  m o r e  of th e  fo l lo w in g  r e a s o n s :  (1) E m p lo y m e n t  in  th e  d i v i s io n  i s  to o  s m a l l  to  p r o v id e  e n o u g h  d a ta  
t o  m e r i t  s e p a r a t e  s tu d y ,  (2) t h e  s a m p le  w a s  n o t  d e s ig n e d  i n i t i a l l y  to  p e r m i t  s e p a r a t e  p r e s e n t a t i o n ,  (3) r e s p o n s e  w a s  i n s u f f ic i e n t  o r  i n 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 i o n ,  a n d  (4) t h 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 ta .

7 H o te ls  a n d  m o te l s ;  l a u n d r i e s  a n 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 t io n  p i c t u r e s ;  
n o n p r o f i t  m e m b e r s h i p  o r g a n i z a t i o n s  ( e x c lu d in g  r e l i g io u s  a n d  c h a r i t a b l e  o r g a n i z a t i o n s ) ;  a n d  e n g in e e r in g  a n d  a r c h i t e c t u r a l  s e r v i c e s .

A lm o s t  o n e - h a l f  o f th e  w o r k e r s  w i th in  s c o p e  o f th e  s u r v e y  in  th e  S io u x  F a l l s  a r e a  
w e r e  e m p lo y e d  in  m a n u f a 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  t h e  m a j o r  i n d u s t r y  g r o u p s  
a n d  s p e c i f ic  i n d u s t r i e s  a s  a  p e r c e n t  of a l l  m a n u f a c tu r in g :

I n d u s t r y  g r o u p s  S p e c if ic  i n d u s t r i e s

M e a t  p r o d u c t s ____________________ 62
M is c e l l a n e o u s  p l a s t i c s

p r o d u c t s _________________________ 10
F a b r i c a t e d  s t r u c t u r a l  m e t a l  

p r o d u c t s __________________________ 7

T h is  i n f o r m a t io n  i s  b a s e d  o n  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 i v e d  f r o m  u n i v e r s e  
m a t e r i a l s  c o m p i l e d  p r i o r  to  a c tu a l  s u r v e y .  P r o p o r t i o n s  in  v a r i o u s  i n d u s t r y  d iv i s io n s  m a y  
d i f f e r  f r o m  p r o p o r t i o n s  b a s e d  o n  th e  r e s u l t s  o f t h e  s u r v e y  a s  s h o w n  in  t a b l e  1 a b o v e .

F o o d  a n d  k in d r e d  p r o d u c t s ______73
R u b b e r  a n d  p l a s t i c s  p r o d u c t s __  10
F a b r i c a t e d  m e t a l  p r o d u c t s ________  7
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A. O ccupational Earnings 

Table A-l. Office Occupations—Men and Women

3

(A v e rag e  s t r a ig h t - t im e  w eek ly  h o u r s  and  e a rn in g s  f o r  s e le c te d  o c c u p a tio n s  s tu d ie d  on  an  a r e a  b a s is  
by  in d u s t r y  d iv is io n , S ioux F a l ls ,  S. D a k . ,  S e p te m b e r  1969)

Sex, o ccu p atio n , and in d u s try  d iv is io n
weekly 
hours1 

( standard)

Weekly earnings1 
(standard)

Median 2 Middle range 2

N u m b e r  of w o rk e r s  r e c e iv in g  s t r a ig h t - t im e  w eek ly  e a rn in g s  of—
1 l I i i $ i f 5 i 5 t i i $ $

60 65 70  75 80 85 90 95 100 105 110 115 120 125 130 135

u n d e r
65 70 75 80 85 90 95  100 105 110 115 120 125 130 135 160

* i  $ * t
140 150 160 170 180

150 160 170 180 190

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

WOMEN

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

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

PUBLIC UTILITIES3--------------

CLERKS, FILE, CLASS B --------------

KEYPUNCH OPERATORS, CLASS B -------
NONMANUFACTURING ----------------

SECRETARIES --------------------------

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

PUBLIC UTILITIES3--------------

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

SWITCHBOARO OPERATOR-RECEPTIONISTS

TRANSCRIBING-MACHINE OPERATORS,
G E N E R A L --------------- ---------------

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

TYPISTS, CLASS B --------------------
NONMANUFACTURING -----------------

4 0 .0

4 0 .0
4 0 .0
4 0 .0
4 0 .0

4 0 .0

4 0 .0
4 0 .0

4 0 .0

4 0 .0
4 0 .0
4 0 .0
4 0 .0

4 0 .0
4 0 .0

4 0 .0
4 0 .0

4 0 .0
4 0 .0

1 0 2 .5 0

8 1 .0 0
8 4 .5 0
7 9 .0 0
8 8 .5 0

7 4 .0 0

7 8 .5 0
7 5 .5 0

1 1 0 .5 0

8 2 .5 0
8 7 .5 0
7 9 .0 0
8 9 .5 0

1 0 8 .0 0
1 0 5 .0 0

8 1 .5 0
8 1 .0 0

7 7 .0 0
7 0 .0 0

$
1 3 7 .5 0

1 0 1 .5 0

7 8 .5 0  
8 0 .0 0
7 7 .5 0
8 9 .0 0

7 2 .0 0

7 9 .0 0
7 7 .0 0

1 0 2 .5 0

7 9 .5 0
8 3 .0 0
7 7 .0 0
8 9 .0 0

1 0 1 .5 0
1 0 1 .0 0

8 1 .0 0
8 1 .0 0

6 7 .5 0
6 4 .0 0

1 1 4 .5 0 - 1 6 6 .0 0

9 4 . 0 0 -  1 1 4 .0 0

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

6 7 .5 0 -  7 4 .5 0

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

9 3 . 0 0 -  1 3 4 .0 0

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

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

6 6 .0 0 -  8 9 .0 0

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

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

19
19

20
11

1 S ta n d a rd  h o u r s  r e f l e c t  th e  w o rk w eek  f o r  w h ich  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 ig h t - t im e  s a l a r i e s  ( e x c lu s iv e  of p ay  f o r  o v e r t im e  a t r e g u la r  a n d /o r  p re m iu m  r a t e s ) ,  and  th e  e a rn in g s  c o r r e s p o n d  
to  th e s e  w eek ly  h o u r s .

2 T he  m e a n  is  co m p u te d  f o r  e a c h  job  by  to ta l in g  th e  e a rn in g s  o f a l l  w o r k e r s  and  d iv id in g  b y  th e  n u m b e r  of w o r k e r s .  T he m e d ia n  d e s ig n a te s  p o s it io n — h a lf  o f  th e  e m p lo y e e s  s u rv e y e d  re c e iv e  m o re  
th a n  the r a te  show n; h a lf  r e c e iv e  l e s s  th an  th e  r a t e  show n. The m id d le  ra n g e  i s  d e fin e d  by  2 r a t e s  o f p ay ; a  fo u r th  of th e  w o r k e r s  e a r n  l e s s  th an  the lo w e r  of th e s e  r a t e s  and  a  fo u r th  e a r n  m o re  th an  the 
h ig h e r  r a te .

3 T r a n s p o r ta t io n ,  c o m m u n ic a tio n , and  o th e r  p u b lic  u t i l i t ie s .
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4

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

S a la r ie s  o f p r o fe s s io n a l  and  te c h n ic a l  w o r k e r s  a r e  o m itte d  
f ro m  th is  r e p o r t .  D a ta  do n o t m e e t  p u b lic a tio n  c r i t e r i a .

Table A-3. Office, Professional, and Technical Occupations1—Men and Women Combined

(A v e ra g e  s t r a ig h t - t im e  w eek ly  h o u r s  and e a rn in g s  fo r  s e le c te d  o c c u p a tio n s  s tu d ie d  on  a n  a r e a  b a s is  
b y  in d u s t r y  d iv is io n , S ioux F a l ls ,  S. D a k . ,  S e p te m b e r  1969)

O c c u p a tio n  and  in d u s t r y  d iv is io n

Average
Number

of
woikers

Weekly 
hours 2 

(standard)

Weekly
earnings2
(standard)

T

O cc u p a tio n  and  in d u s t ry  d iv is io n

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

39
28

4 0 .0
4 0 .0

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

CLERKS, ORDER -----

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

PUBLIC UTILITIES5------

CLERKS, FILE, CLASS B ------

102
36
66
17

4 0 .0
4 0 .0
4 0 .0
4 0 .0

8 5 .0 0
8 6 .0 0
8 4 .5 0
8 9 .5 0

KEYPUNCH OPERATORS, CLASS B 
NONMANUFACTURING --------

SECRETARIES ------------------

19 4 0 .0 7 4 .0 0
STENOGRAPHERS, GENERAL ---------

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

PUBLIC UTILITIES5-----------

Number
of

rage

O cc u p a tio n  and  in d u s t ry  d iv is io n
Number

of
woikers

Average

Weekly 
hours 2 

(standard)

Weekly 
earnings 2 
(standard)

Weekly 
hours 2 

(standard!

Weekly
earnings2
(standard)

15 4 0 .0 o o STENOGRAPHERS, SENIOR --------------- 35 4 0 .0
$
1 0 8 .0 0

NONMANUFACTURING ----------------- 26 4 0 .0 1 0 5 .0 0
27 4 0 .0 7 8 .5 0
20 4 0 .0 7 5 .5 0 SWITCHBOARD OPERATOR-RECEPTIONISTS- 17 Oo4- 8 0 .0 0

24

Oo+

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

90 4 0 .0 8 3 .0 0 NONMANUFACTURING ----------------------------- 15 4 0 .0 8 1 .0 0
34 4 0 .0 8 7 .5 0
56 4 0 .0 8 0 .0 0 TYPISTS, CLASS B ----------------------------------- 38 4 0 .0 7 7 .0 0
19 4 0 .0 9 1 .5 0 NONMANUFACTURING ----------------------------- 31 4 0 .0 7 0 .0 0

1 S a la r ie s  o f p r o fe s s io n a l  an d  te c h n ic a l  w o r k e r s  a r e  o m itte d  f ro m  th is  r e p o r t .
2 S ta n d a rd  h o u r s  r e f l e c t  th e  w o rk w ee k  f o r  w h ich  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 ig h t - t im e  s a l a r i e s  ( e x c lu s iv e  of 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 re m iu m  r a t e s ) ,  and  th e  e a rn 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 .
3 T ra n s p o r ta t io n ,  c o m m u n ic a tio n , and  o th e r  p u b lic  u t i l i t ie s .
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5

Table A-4. Maintenance and Powerplant Occupations

(A v e rag e  s t r a ig h t - t im e  h o u r ly  e a rn in g s  fo r  m en  in  s e le c te d  o c c 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 t r y  d iv is io n , S ioux F a l l s ,  S. D ak ., S e p te m b e r  1969)

Hourly earnings 1 N u m b e r  of w o rk e r s  r e c e iv in g  s t r a ig h t - t im e  h o u r ly  e a rn in g s  of—

$ * $ t $ t % t t  I  t % $ $ t * i *

O cc u p a tio n  and  in d u s t ry  d iv is io n of 2 . 7 0 2 . 8 0 2 . 9 0 3 . 0 0 3 . 1 0 3 . 2 0 3 . 3 0 3 . 4 0 3 . 5 0  3 . 6 0  3 . 7 0 3 . 8 0 3 . 9 0  4 . 0 0 4 . 1 0 4 . 2 0 4 . 3 0 4 . 4 0
workers M ean2 Median 2 Middle range 2 and

u n d e r

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

MECHANICS, AUTOMOTIVE $ $ $ $
(MAINTENANCE) ------------------------------------------------- 4 2 3 . 7 1 3 . 5 6 3 . 2 7 -  4 . 4 3 2 - - 3 1 7 1 - 1 2 - 2 - -  - 1 - - 1 3

NONMANUFACTURING ------------------------------------ 2 3 3 . 4 6 3 . 5 3 3 . 2 7 -  3 . 5 8 - - - - 1 7 - - 1 2 - 2 - - 1 - -
PUBLIC UTILITIES3 -------------------------------- 2 1 3 . 4 4 3 . 5 3 3 . 2 6 -  3 . 5 7 1 7 1 2  -  - 1

1 E x c lu d e s  p re m iu m  p ay  fo r  o v e r t im e  and  fo r  w o rk  on w e e k e n d s , h o lid a y s , and  la te  s h if ts .
2 F o r  d e fin i tio n  of t e r m s ,  s e e  fo o tn o te  2, ta b le  A - l .
3 T r a n s p o r ta t io n ,  c o m m u n ic a tio n , and  o th e r  p u b lic  u t i l i t ie s .

Table A-5. Custodial and Material Movement Occupations

O c c u p a tio n 1 and  in d u s try  d iv is io n

JANITORS, PORTERS, AND CLEANERS ---
MANUFACTURING ---------------------
NONMANUFACTURING -----------------

LABORERS, MATERIAL HANOLING --------
MANUFACTURING ---------------------
NONMANUFACTURING -----------------

ORDER FILLERS -----------------------
MANUFACTURING ---------------------
NONMANUFACTURING -----------------

TRUCKORIVERS4 -------------------------
MANUFACTURING ---------------------
NONMANUFACTURING -----------------

PUBLIC UTILITIES5---------------

TRUCKDRIVERS, MEDIUM (1-1/2 TO 
ANO INCLUDING 4 TONS) -----------

TRUCKERS, POWER (FORKLIFT) ---------
MANUFACTURING ---------------------

(A v e rag e  s t r a ig h t - t im e  h o u r ly  e a rn in g s  f o r  s e le c te d  o c c u p a tio n s  s tu d ie d  on  an  a r e a  b a s is  
by  in d u s t r y  d iv is io n , S ioux F a l l s ,  S, D a k .,  S e p te m b e r  1969)

Hourly earnings2 N u m b er of w o rk e r s re c e iv in g  s t r a ig h t - t im e  h o u r ly  e a rn in g s of—
t $ $ $ S * * $ * * $ t t $ $ $ i » % $ i iNumber 1 .6 0 1 .7 0 1 .8 0 1 . 90 2 . 00 2 . 10 2 .2 0 2 .3 0 2 .4 0 2 .5 0 2 . 60 2 .7 0 2 .8 0 2 .9 0 3 . 00 3 .1 0 > .20 3 .3 0 3 40 3 .6 0 3 .8 0 4 .0 0

Mean3 Median3 Middle range3 * and
1 .6 0 u n d e r

1 .7 0 1 .8 0 , U 9 0 £ 0 _ .2*_L5L-2 ,2 .fl_ 2 .?Q .2,,4Q 2 .5 0  2 .6 0 _2j 70 2 . 8 0 ^ 9 , 0 A aSO -A iJJL ? .2Q >.30 3 .4 0 3 b lM . 3 .8 0

oo't 4 .2 0

$ $ $ $
70 2 .3 7 2 .2 9 1 .8 4 -  2 .6 8 1 12 3 5 4 4 3 4 3 3 - 14 - 1 - “ 4 9 “ - “
32 2 .6 7 2 .6 5 1 .9 6 -  3 .5 2 - 1 2 4 2 2 - 2 - 1 - 5 - - “ 4 9 - “
38 2 .1 1 2 .1 5 1 .6 8 -  2 .6 1 1 11 1 1 2 2 3 2 3 2 9 - 1 1

158 3 .0 8 3 .4 3 2 . 6 6 -  3 .5 2 _ 1 _ 2 4 6 4 4 1 9 3 10 1 6 4 7 1 1 3 91 - - -
127 3 .1 9 3 .4 7 2 . 8 3 -  3 .5 4 - - - - i 5 i i 1 9 2 9 1 6 1 - - 90 - “

31 2 .6 2 2 .9 3 2 . 1 3 -  3 .0 9 1 - 2 3 1 3 3 - 1 1 3 7 l 1 3 1 ”

38 2 .7 3 2 .7 5 2 . 2 3 -  3 .0 9 - - 1 - 1 1 5 6 3 2 - - - - - 11 - - - 8 - - -
17 3 .1 1 3 .0 9 2 . 4 8 -  3 .5 6 3 2 - - - - - 4 - - 8 - - -
21 2 .4 3 2 .2 5 2 . 1 5 -  3 .0 4 1 _ 1 1 5 6 “ “ “ “ 7 ~

124 3 .2 9 3 .6 1 3 . 0 4 -  3 .6 7 _ _ - 1 7 _ _ 1 2 3 _ 3 _ 11 - 9 4 - - 19 52 8 4
24 3 .2 4 3 .2 5 2 . 6 8 -  3 .8 7 2 2 - 3 - - - 5 4 4 4

100 3 .3 0 3 .6 1 3 . 1 1 -  3 .6 6 - - - 1 7 - - 1 - 1 - - - 11 4 4 15 52 4 -
25 3 .5 0 3 .4 6

o0fO1f\l*■ 4 “ ~ 15 2 4

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

19 3 .3 0 3 .8 1 2 . 7 5 -  3 .8 6 - _ _ _ _ _ 1 - - 1 2 2 1 1 - - - 1 - - 10 -
19 3 .3 0 3 .8 1 2 . 7 5 -  3 .8 6 1 1 2 2 1 1 1 10

1 D a ta  l im ite d  to  m e n  w o r k e r s .
2 E x c lu d e s  p re m iu m  p ay  fo r  o v e r t im e  and f o r  w o rk  on w e e k e n d s , h o l id a y s , and la te  s h if ts .
3 F o r  d e f in i tio n  of t e r m s ,  s e e  fo o tn o te  2, ta b le  A - l .
4 In c lu d e s  a ll  d r iv e r s ,  a s  d e fin e d , r e g a r d le s s  of s iz e  and  ty p e  of t ru c k  o p e ra te d .
5 T r a n s p o r ta t io n ,  c o m m u n ic a tio n , and o th e r  p u b lic  u t i l i t ie s .
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Appendix. Occupational Descriptions

The p r im a ry  p u rp o se  of p re p a r in g  job  d e s c r ip tio n s  fo r the B u re a u 's  w age su rv e y s  is  to  a s s i s t  i ts  f ie ld  s ta ff  in  c la s s ify in g  in to  a p p ro p r ia te  
o cc u p a tio n s  w o rk e rs  who a r e  em p loyed  u n d e r  a v a r ie ty  of p a y ro ll t i t le s  and  d if fe re n t w o rk  a r ra n g e m e n ts  f ro m  e s ta b lis h m e n t to  e s ta b lis h m e n t and 
f ro m  a r e a  to  a r e a .  T h is p e rm its  the g ro up ing  of o cc u p a tio n a l w age r a te s  r e p re s e n t in g  c o m p a ra b le  job  co n ten t. B ec au se  of th is  em p h as is  on 
in te r e s ta b l is h m e n t  and  in t e r a r e a  c o m p a ra b il i ty  of o cc u p a tio n a l co n ten t, th e  B u re a u 's  jo b  d e s c r ip tio n s  m ay  d iffe r  s ig n if ic a n tly  f ro m  th o se  in  u se  in  
in d iv id u a l e s ta b lis h m e n ts  o r  th o se  p re p a re d  fo r o th e r  p u rp o s e s . In app ly ing  th e se  job  d e s c r ip tio n s , the  B u re a u 's  f ie ld  e c o n o m is ts  a r e  in s tru c te d  
to  ex c lude  w ork ing  s u p e rv is o r s ;  a p p re n tic e s ;  l e a r n e r s ;  b e g in n e rs ; t r a in e e s ;  and  han d icap p ed , p a r t - t im e ,  te m p o ra ry , and  p ro b a t io n a ry  w o rk e rs .

OFFICE

B IL L E R , M ACHINE

P r e p a r e s  s ta te m e n ts ,  b i l l s ,  and in v o ic e s  on a  m ach in e  o th e r  than  an  o rd in a ry  o r  e le c t r o -  
m a tic  ty p e w r i te r .  M ay a ls o  k ee p  re c o rd s  a s  to  b il lin g s  o r  sh ipp ing  c h a rg e s  o r p e r fo rm  o th e r 
c le r ic a l  w ork  in c id e n ta l to  b illin g  o p e ra t io n s . F o r  w age study  p u rp o s e s , b i l l e r s ,  m a c h in e , a re  
c la s s i f ie d  by  type of m a c h in e , a s  fo llow s:

B il le r ,  m a ch in e  (b illin g  m a ch in e ). U se s  a  s p e c ia l b illin g  m ach in e  (M oon H opkins, E l lio t t  
F is h e r ,  B u rro u g h s , e tc . ,  w hich  a r e  co m b in a tio n  typing  and adding  m a ch in es) to  p r e p a re  b il ls  
and in v o ice s  f ro m  c u s to m e rs ' p u rc h a s e  o r d e r s ,  in te rn a l ly  p re p a re d  o r d e r s ,  sh ipp ing  m e m o ­
ra n d u m s , e tc . U su a lly  invo lves  ap p lic a tio n  of p re d e te rm in e d  d isc o u n ts  and  sh ipp ing  c h a rg e s , 
and  e n t ry  of n e c e s s a r y  e x te n s io n s , w hich  m a y  o r m a y  no t be com pu ted  on the  b il lin g  m a ch in e , 
and to ta ls  w hich  a r e  a u to m a tic a l ly  ac cu m u la ted  by m a c h in e . The o p e ra t io n  u s u a lly  invo lves  
a la rg e  n u m b e r of c a rb o n  co p ies  of th e  b il l b e ing  p re p a re d  and is  o ften  done on a  fan fo ld  
m a c h in e .

B il le r ,  m ach in e  (bookkeeping  m a c h in e ) . U ses  a  bookkeep ing  m ach in e  (S u n d stran d , E l lio t t  
F i s h e r ,  R em ing ton  R and , e tc . ,  w h icb  m ay  o r m a y  n o t have  ty p e w r i te r  key b o a rd ) to  p re p a re  
c u s to m e r s ' b il ls  a s  p a r t  of the a c co u n ts  r e c e iv a b le  o p e ra t io n . G en e ra lly  in v o lv es  tjhe s im u l ta ­
neous e n t ry  of f ig u re s  on c u s to m e r s ' le d g e r  r e c o rd .  The m ach in e  a u to m a tic a l ly  a c c u m u la te s  
f ig u re s  on a  n u m b e r of v e r t ic a l  co lum ns and c o m p u te s , and u s u a lly  p r in ts  a u to m a tic a l ly  the 
d e b it o r  c r e d i t  b a la n c e s . D oes not invo lve a  know ledge of bookkeep ing . W orks f ro m  u n ifo rm  
and  s ta n d a rd  ty p e s  of s a le s  and c r e d i t  s l ip s .

BO OK K EEPIN G-M A CHIN E O PER A TO R

O p e ra te s  a bookkeep ing  m ach in e  (R em ing ton  R and, E l lio t t  F is h e r ,  S u n d stran d , B u rro u g h s , 
N a tiona l C ash  R e g is te r ,  w ith  o r  w ithou t a  ty p e w r i te r  keyboard ) to  k ee p  a  r e c o rd  of b u s in e s s  
tr a n s a c tio n s .

C la s s  A. K eeps a  s e t  of r e c o rd s  r e q u ir in g  a  know ledge of and e x p e rie n c e  in  b a s ic  
bookkeep ing  p r in c ip le s ,  and f a m il ia r i ty  w ith  th e  s tr u c tu r e  of the  p a r t ic u la r  acco u n tin g  s y s te m  
u se d . D e te rm in e s  p ro p e r  r e c o r d s  and  d is tr ib u tio n  of d eb it and c r e d i t  ite m s  to  be u sed  in  ea ch  
p h ase  of the w o rk . M ay p r e p a re  co n so lid a te d  r e p o r t s ,  b a lan ce  s h e e ts , and o th e r  r e c o rd s  
by  hand.

C la ss  B. K eeps a r e c o rd  of one o r  m o re  p h a se s  o r se c t io n s  of a  s e t  of r e c o rd s  u s u a lly  
re q u ir in g  l i t t le  know ledge of b a s ic  bookkeep ing . P h a s e s  o r  s e c tio n s  inc lude  acco u n ts  payab le , 
p a y ro l l, c u s to m e rs ' a c co u n ts  (no t inc lud ing  a  s im p le  type of b il lin g  d e s c r ib e d  u n d e r  b i l l e r ,  
m a ch in e ), c o s t d is tr ib u tio n , ex p e n se  d is tr ib u tio n , in v e n to ry  c o n tro l,  e tc . M ay ch e ck  o r  a s s i s t  
in  p re p a ra t io n  of t r i a l  b a la n c e s  and p r e p a re  c o n tro l sh e e ts  fo r  the accou n tin g  d e p a rtm e n t .

C LE R K , ACCOUNTING

C la ss  A . U nder g e n e ra l d ir e c t io n  of a  b o o k k ee p er o r  a c co u n tan t, h a s  re s p o n s ib i l i ty  fo r 
keep ing  one o r m o re  se c t io n s  of a co m p le te  s e t  of books o r  r e c o rd s  re la tin g  to  one p hase  
of an  e s ta b l is h m e n t 's  b u s in e s s  t r a n s a c t io n s .  W ork in v o lv es  posting  and b a lan c in g  s u b s id ia ry  
le d g e r  o r  le d g e rs  such  a s  a c co u n ts  r e c e iv a b le  o r a c co u n ts  payab le ; exam in in g  and coding 
in v o ice s  o r  v o u c h e rs  w ith  p ro p e r  acco u n tin g  d is tr ib u tio n ; and re q u i r e s  ju d g m en t and e x p e r i­
ence  in  m ak ing  p ro p e r  a s s ig n a t io n s  and a l lo c a t io n s . M ay a s s i s t  in  p re p a r in g , ad ju s tin g , and 
c lo sin g  jo u rn a l e n t r ie s ;  and m a y  d i r e c t  c la s s  B accou n tin g  c le rk s .

C la s s  B. U nder s u p e rv is io n , p e r fo rm s  one o r m o re  ro u tin e  ac coun ting  o p e ra t io n s  such  
a s  posting  s im p le  jo u rn a l v o u ch e rs  o r  a c co u n ts  payab le  v o u c h e rs , e n te r in g  v o u ch e rs  in  
v o u ch e r r e g i s t e r s ;  re c o n c ilin g  bank  ac c o u n ts ; and  po stin g  s u b s id ia ry  le d g e rs  c o n tro lle d  by 
g e n e ra l le d g e rs ,  o r  p osting  s im p le  c o s t ac coun ting  d a ta . T h is  job  do es  not r e q u ir e  a know l­
edge of ac coun ting  and bookkeeping  p r in c ip le s  b u t is  found in  o ffices  in  w hich  the m o re  ro u tin e  
ac coun ting  w ork  is  subd iv ided  on a  fu n c tio n a l b a s is  am ong s e v e ra l w o rk e rs .

C L E R K , F IL E

C la ss  A . In an  e s ta b lis h e d  filin g  s y s te m  con ta in ing  a  n u m b e r of v a r ie d  s u b je c t m a tte r  
f i l e s ,  c la s s i f ie s  and in d ex es  f ile  m a te r ia l  such  a s  c o r re s p o n d e n c e , r e p o r t s ,  te c h n ic a l docu ­
m e n ts , e tc . M ay a ls o  f ile  th is  m a te r ia l .  M ay k ee p  re c o rd s  of v a r io u s  ty p e s  in  con junction  
w ith  the  f i l e s .  M ay le ad  a  s m a ll  g ro u p  of lo w e r le v e l f ile  c le rk s .

C la s s  B. S o r ts , co d e s , and f i le s  u n c la s s if ie d  m a te r ia l  by s im p le  (s u b je c t m a tte r )  h e a d ­
ing s " o r - p a r t ly  c la s s i f ie d  m a te r ia l  by f in e r  su b h ead in g s. P r e p a r e s  s im p le  r e la te d  index  and 
c r o s s - r e f e r e n c e  a id s . A s re q u e s te d , lo c a te s  c le a r ly  id e n tif ied  m a te r ia l  in  f i le s  and fo rw a rd s  
m a te r ia l .  M ay p e r fo rm  re la te d  c l e r ic a l  ta s k s  re q u ire d  to  m a in ta in  and s e rv ic e  f i le s .

C la s s  C . P e r fo rm s  ro u tin e  f ilin g  of m a te r ia l  th a t h a s  a l r e a d y  been  c la s s i f ie d  o r  w hich 
is  e a s i ly  c la s s i f ie d  in  a  s im p le  s e r ia l  c la s s i f ic a t io n  s y s te m  (e .g .,  a lp h a b e tic a l , ch ro n o lo g ic a l, 
o r  n u m e r ic a l) .  A s re q u e s te d , lo c a te s  re a d i ly  a v a ila b le  m a te r ia l  in  f i le s  and fo rw a rd s  m a ­
te r ia l ;  and m a y  f i l l  out w ith d ra w a l c h a rg e . P e r fo rm s  s im p le  c le r ic a l  and m a n u a l ta s k s  r e ­
q u ire d  to  m a in ta in  and s e rv ic e  f i le s .

C L E R K , ORDER

R e c e iv e s  c u s to m e r s ' o r d e r s  fo r  m a te r ia l  o r  m e rc h a n d is e  by  m a il ,  phone, o r  p e rs o n a l ly . 
D u tie s  invo lve an y  co m b in a tio n  of th e  fo llo w in g : Q uoting  p r ic e s  to  c u s to m e rs ;  m ak in g  out an  o rd e r  
s h e e t lis t in g  the ite m s  to  m ake up the o rd e r ;  check ing  p r ic e s  and q u a n titie s  of ite m s  on o rd e r  
sh ee t; and d is tr ib u tin g  o rd e r  s h e e ts  to  r e s p e c t iv e  d e p a rtm e n ts  to  be f i l le d . M ay ch e ck  w ith  c r e d i t  
d e p a rtm e n t to  d e te rm in e  c r e d i t  ra t in g  of c u s to m e r , acknow ledge r e c e ip t  of o r d e r s  f ro m  c u s to m e r s ,  
fo llow  up o r d e r s  to  see  th a t th e y  have  b ee n  f i l le d , k ee p  f ile  of o rd e r s  re c e iv e d , and ch e ck  sh ipping  
in v o ice s  w ith  o r ig in a l o r d e r s .

C L E R K , PA Y R O LL

C om pu tes  w ages  of com pany  e m p lo y ees  and e n te r s  the n e c e s s a ry  d a ta  on th e  p a y ro ll 
s h e e ts . D u tie s  in vo lve : C a lcu la tin g  w o rk e r s ' e a rn in g s  b a s e d  on tim e  o r  p ro d u c tio n  r e c o rd s ;  and 
p o sting  c a lc u la te d  d a ta  on p a y ro l l s h e e t , show ing in fo rm a tio n  such  a s  w o rk e r 's  n am e , w orking  
d a y s , t im e , r a t e ,  d ed u c tio n s  fo r  in s u ra n c e , and to ta l  w ages  due . M ay m ake out p aychecks  and 
a s s i s t  p a y m a s te r  in  m ak ing  up  and d is tr ib u tin g  pay  e n v e lo p es . M ay u se  a  c a lc u la tin g  m a ch in e .

C O M PTO M ETE R  O PER A TO R

P r im a r y  du ty  is  to  o p e ra te  a  C o m p to m e te r  to  p e r fo rm  m a th e m a tic a l c o m p u ta tio n s . T his 
job  is  not to  be con fused  w ith  th a t of s ta t i s t ic a l  o r  o th e r  type  of c le rk ,  w hich  m a y  invo lve f r e ­
quen t u se  of a  C o m p to m e te r  b u t, in  w hich , u se  of th is  m ach in e  is  in c id e n ta l to  p e r fo rm a n c e  of 
o th e r  d u tie s .

KEYPUNCH O PER A TO R

C la ss  A. O p e ra te s  a  n u m e r ic a l a n d /o r  a lp h a b e tic a l o r  co m b in a tio n  keypunch  m ach in e  to  
t r a n s c r ib e  d a ta  f ro m  v a r io u s  s o u rc e  d o cu m en ts  to  keypunch tab u la tin g  c a rd s .  P e r fo rm s  sam e 
ta s k s  a s  lo w er le v e l keypunch  o p e ra to r  b u t, in  ad d itio n , w o rk  re q u i r e s  a p p lic a t io n  of coding 
s k ills  and the m ak ing  of som e d e te rm in a tio n s , fo r  e x a m p le , lo c a te s  on the  so u rc e  do cu m en t 
the  i te m s  to  be punched; e x t r a c ts  in fo rm a tio n  f ro m  s e v e ra l  d o cu m en ts ; and  s e a r c h e s  fo r  and 
in t e r p r e ts  in fo rm a tio n  on the d o cu m en t to  d e te rm in e  in fo rm a tio n  to  be punched . M ay t r a in  
in e x p e rie n c e d  o p e ra to r s .
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K EY PU N CH  O PE R A T O R — C ontinued

C la s s  B. U nder c lo se  s u p e rv is io n  o r fo llow ing s p e c if ic  p ro c e d u re s  o r  in s tru c t io n s ,  
t r a n s c r i b e s  d a ta  f ro m  s o u rc e  d o cu m en ts  to  punched c a rd s .  O p e ra te s  a  n u m e r ic a l a n d / o r 
a lp h a b e tic a l o r  co m b in a tio n  keypunch  m a ch in e  to  keypunch ta b u la tin g  c a rd s .  M ay v e r ify  c a rd s .  
W orking f ro m  v a r io u s  s ta n d a rd iz e d  s o u rc e  d o c u m e n ts , fo llow s sp e c if ie d  seq u e n c e s  w hich  have 
b e e n  coded  o r p r e s c r ib e d  in  d e ta i l  and  re q u i r e  l i t t le  o r  no s e le c tin g , cod ing , o r  in te rp re t in g  
of d a ta  to  be punched . P ro b le m s  a r is in g  f ro m  e r ro n e o u s  ite m s  o r  co d e s , m is s in g  in fo rm a tio n , 
e tc . ,  a r e  r e f e r r e d  to  s u p e rv is o r .

O F F IC E  BOY OR G IR L

P e r fo rm s  v a r io u s  ro u tin e  d u tie s  such  a s  ru nn ing  e r r a n d s ,  o p e ra tin g  m in o r  office m a ­
ch in es  su ch  a s  s e a l e r s  o r  m a i le r s ,  opening  and  d is tr ib u tin g  m a il ,  and  o th e r  m in o r  c l e r ic a l  w ork .

SECRETA RY

A ssig n e d  as  p e rs o n a l s e c r e t a r y ,  n o rm a lly  to  one in d iv id u a l. M a in ta in s  a  c lo se  and  h igh ly  
re s p o n s iv e  re la tio n s h ip  to  the d a y - to -d a y  w o rk  a c t iv i t ie s  of the s u p e rv is o r .  W orks f a i r ly  in d e ­
p enden tly  re c e iv in g  a m in im u m  of d e ta ile d  s u p e rv is io n  and  g u id an ce . P e r fo rm s  v a r ie d  c le r ic a l  
and s e c r e t a r ia l  d u tie s , u s u a lly  in c lud ing  m o s t of the fo llo w in g : (a) R ec e iv e s  te lep h o n e  c a l ls ,
p e r s o n a l c a l l e r s ,  and in com ing  m a il ,  a n s w e rs  ro u tin e  in q u ir ie s ,  and ro u te s  the te c h n ic a l in q u ir ie s  
to  the p ro p e r  p e rs o n s ; (b) e s ta b l is h e s ,  m a in ta in s , and  r e v i s e s  the  s u p e r v is o r 's  f i le s ;  (c) m a in ta in s  
the s u p e r v is o r 's  c a le n d a r  and m a k e s  ap p o in tm e n ts  a s  in s tru c te d ;  (d) r e la y s  m e s s a g e s  f ro m  s u p e r ­
v is o r  to  su b o rd in a te s ; (e) re v ie w s  c o r re s p o n d e n c e , m e m o ra n d a , and r e p o r t s  p re p a re d  by  o th e rs  
fo r  the s u p e r v is o r 's  s ig n a tu re  to  a s s u r e  p ro c e d u ra l and  ty p o g ra p h ic  a c c u ra c y ; and  (f) p e r fo rm s  
s te n o g ra p h ic  and typ ing  w o rk .

M ay a ls o  p e r fo rm  o th e r  c le r ic a l  and s e c r e t a r ia l  ta s k s  of c o m p a ra b le  n a tu re  and d ifficu lty . 
The w o rk  ty p ic a l ly  r e q u i r e s  know ledge of o ffice ro u tin e  and  u n d e rs ta n d in g  of the o rg a n iz a tio n , 
p ro g ra m s , and p ro c e d u re s  r e la te d  to  the w ork  of the s u p e rv is o r .

Exclusions

N ot a l l  p o s itio n s  th a t a r e  ti t le d  " s e c r e t a r y "  p o s s e s s  the above c h a r a c te r i s t i c s .  E x a m p le s  
of p o s itio n s  w hich  a r e  ex c luded  f ro m  the d e fin itio n  a r e  a s  fo llo w s: (a) P o s i t io n s  w hich  do no t m e e t 
the " p e r s o n a l"  s e c r e t a r y  co n c ep t d e s c r ib e d  above ; (b) s te n o g ra p h e rs  no t fu lly  tr a in e d  in  s e c r e t a r ia l  
type d u tie s ;  (c) s te n o g ra p h e rs  se rv in g  a s  o ffice a s s i s ta n t s  to  a  g ro u p  of p ro fe s s io n a l , te c h n ic a l,  
o r  m a n a g e r ia l  p e r s o n s ; (d) s e c r e t a r y  p o s itio n s  in  w hich  th e  d u tie s  a r e  e i th e r  s u b s ta n tia lly  m o re  
ro u tin e  o r  s u b s ta n tia lly  m o re  co m p lex  and  re s p o n s ib le  th a n  th o se  c h a ra c te r iz e d  in  the d e fin itio n ; 
and (e) a s s i s ta n t  type p o s itio n s  w hich  invo lve m o re  d if f ic u lt o r  m o re  r e s p o n s ib le  te c h n ic a l,  a d m in ­
i s t r a t iv e ,  s u p e rv is o ry ,  o r  s p e c ia liz e d  c l e r ic a l  d u tie s  w h ich  a r e  no t ty p ic a l of s e c r e t a r i a l  w ork .

N O TE: The te r m  " c o rp o ra te  o f f ic e r ,"  u s e d  in  the le v e l d e f in itio n s  fo llow ing , r e f e r s  to  
th o se  o ff ic ia ls  who have a  s ig n if ic a n t c o rp o ra te -w id e  po licy m ak in g  ro le  w ith  r e g a rd  to  m a jo r  
com pany  a c t iv i t ie s .  The t i t le  "v ic e  p r e s id e n t ,"  though n o rm a lly  in d ic a tiv e  of th is  r o le ,  d o es  not 
in  a l l  c a s e s  id e n tify  such  p o s it io n s . V ice p re s id e n ts  w hose p r im a ry  r e s p o n s ib i l i ty  is  to  a c t p e r ­
so n a lly  on in d iv id u a l c a s e s  o r  t r a n s a c t io n s  (e .g .,  ap p ro v e  o r  deny  ind iv id u a l loan  o r  c r e d i t  a c tio n s ; 
a d m in is te r  in d iv id u a l t r u s t  a c c o u n ts ; d ir e c t ly  s u p e rv is e  a  c le r ic a l  s taff) a r e  not c o n s id e re d  to  be 
" c o rp o ra te  o f f ic e rs "  fo r  p u rp o se s  of app ly ing  the fo llow ing  le v e l d e f in it io n s .

C la s s  A

a. S e c r e ta r y  to  th e  c h a irm a n  of th e  b o a rd  o r  p r e s id e n t  of a  com pany  th a t em p lo y s , in  
a l l ,  o v e r  100 bu t fe 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 ta r y  to  a c o rp o ra te  o f f ic e r  (o th e r  th a n  th e  c h a irm a n  of th e  b o a rd  o r  p re s id e n t)  
of a  com pany  th a t em p lo y s , in  a l l ,  o v e r  5, 000 bu t fe w e r  th a n  2 5 ,0 0 0  p e r s o n s ; o r

c. S e c r e ta ry  to  th e  h ea d  ( im m e d ia te ly  below  th e  c o rp o ra te  o f f ic e r  lev e l)  of a  m a jo r  
s e g m e n t o r  s u b s id ia ry  of a  com p an y  th a t  em p lo y s , in  a l l ,  o v e r  25, 000 p e r s o n s .

C la s s  B

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

b. S e c r e t a r y  to  a  c o rp o ra te  o f f ic e r  (o th e r  th a n  th e  c h a irm a n  of th e  b o a rd  o r  p re s id e n t)  
of a  com pany  th a t em p lo y s , in  a l l ,  o v e r  100 b u t fe 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 ea d  ( im m e d ia te ly  below  th e  o f f ic e r  lev e l)  o v e r  e i th e r  a m a jo r  
c o rp o ra te -w id e  fu n c tio n a l a c tiv i ty  (e .g .,  m a rk e tin g , r e s e a r c h ,  o p e ra t io n s , in d u s tr i a l  r e l a -  
t io n s , e tc .)  or*a m a jo r  g e o g ra p h ic  o r  o rg a n iz a tio n a l s e g m e n t ( e .g .,  a  re g io n a l h e a d q u a r te r s ;  
a  m a jo r  d iv isio n ) of a  co m p an y  th a t em p lo y s , in  a l l ,  o v e r  5 ,0 0 0  b u t fe w e r  th a n  2 5 ,0 0 0  
e m p lo y e e s ; o r

SECRETA RY — C ontinued

d. S e c r e ta ry  to  th e  h ea d  of an  in d iv id u a l p la n t, fa c to ry , e tc . (o r o th e r  eq u iv a len t le v e l 
of o ffic ia l) th a t e m p lo y s , in  a l l ,  o v e r  5, 000 p e r s o n s ; o r

e. S e c r e ta r y  to  th e  h ea d  of a la rg e  and  im p o r ta n t o rg a n iz a tio n a l s eg 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 rv is o r  of an  o rg a n iz a tio n a l se g m e n t o ften  invo lv ing  a s  m any  a s  s e v e ra l  
h u n d red  p e rs o n s )  of a com p an y  th a t em p lo y s , in  a l l ,  o v e r  25, 000 p e r s o n s .

C la s s  C

a. S e c r e ta r y  to  an  e x e cu tiv e  o r  m a n a g e r ia l  p e r s o n  w hose  re s p o n s ib i l i ty  is  no t eq u iv a le n t 
to  one of the  s p e c if ic  le v e l s i tu a tio n s  in  th e  d e fin itio n  fo r  c la s s  B, b u t w hose  s u b o rd in a te  s ta ff  
n o rm a lly  n u m b e rs  a t l e a s t  s e v e r a l  dozen  e m p lo y ees  and  is  u s u a lly  d iv id ed  in to  o rg a n iz a tio n a l 
se g m e n ts  w hich  a r e  o ften , in  tu rn ,  f u r th e r  subd iv ided . In som e c o m p a n ie s , th is  le v e l in c lu d es  
a  w ide ran g e  of o rg a n iz a tio n a l e c h e lo n s ; in  o th e r s ,  o n ly  one  o r  tw o; o£

b. S e c r e ta r y  to  the  h ea d  of an  in d iv id u a l p la n t, fa c to ry ,  e tc . (o r o th e r  eq u iv a le n t le v e l 
of o ffic ia l) th a t e m p lo y s , in  a l l ,  fe w e r  th a n  5, 000 p e r s o n s .

C la s s  D

a. S e c r e ta r y  to  th e  s u p e rv is o r  o r  h e a d  of a  s m a l l  o rg a n iz a tio n a l u n it (e .g .,  fe w e r  th an  
abou t 25 o r  30 p e r s o n s ) ;  £ r

b. S e c r e ta ry  to  a  n o n s u p e rv is o ry  s ta f f  s p e c ia l i s t ,  p ro f e s s io n a l  em p lo y ee , a d m in is t r a ­
tiv e  o f f ic e r , o r  a s s is ta n t ,  sk il le d  te c h n ic ia n  o r  e x p e rt .  (N O T E; M any c o m p an ie s  a s s ig n  
s te n o g ra p h e rs ,  r a th e r  th a n  s e c r e t a r i e s  a s  d e s c r ib e d  a b o v e , to  th is  le v e l of s u p e rv is o ry  o r  
n o n s u p e rv is o ry  w o rk e r .)

STEN O G RA PH ER, G EN ER A L

P r im a r y  du ty  is  to  ta k e  d ic ta t io n  invo lv ing  a  n o rm a l ro u tin e  v o c a b u la ry  f ro m  one o r  m o re  
p e rs o n s  e i th e r  in  sh o rth an d  o r  by  S tenotype o r  s im i la r  m a ch in e ; and tr a n s c r ib e  d ic ta t io n . M ay 
a ls o  type f ro m  w r itte n  copy. M ay m a in ta in  f i l e s ,  k ee p  s im p le  r e c o r d s ,  o r  p e r fo rm  o th e r  r e la t iv e ly  
ro u tin e  c le r ic a l  ta s k s .  M ay o p e ra te  f ro m  a s te n o g ra p h ic  poo l. D oes no t in c lu d e  t r a n s c r ib in g -  
m a ch in e  w o rk . (See tr a n s c r ib in g -m a c h in e  o p e r a to r . )

STEN O G RA PH ER, SENIOR

P r im a r y  du ty  is  to  ta k e  d ic ta t io n  invo lv ing  a  v a r ie d  te c h n ic a l o r  s p e c ia liz e d  v o c a b u la ry  
such  a s  in  le g a l b r ie f s  o r  r e p o r t s  on sc ie n tif ic  r e s e a r c h  f ro m  one o r  m o re  p e r s o n s  e i th e r  in  s h o r t ­
hand o r  by  S teno type o r  s im i la r  m a ch in e ; and tr a n s c r ib e  d ic ta t io n . M ay a ls o  type  f ro m  w ritte n  
copy. M ay a ls o  s e t  up and m a in ta in  f i l e s ,  k ee p  r e c o r d s ,  e tc .

OR

P e r fo rm s  s te n o g ra p h ic  d u tie s  re q u ir in g  s ig n if ic a n tly  g r e a t e r  independence  and r e s p o n s i ­
b il i ty  th a n  s te n o g ra p h e rs ,  g e n e ra l a s  ev id en ced  by  th e  fo llow ing : W ork r e q u i r e s  h igh  d e g re e  of 
s te n o g ra p h ic  sp eed  and a c c u ra c y ; and a  th o ro u g h  w ork ing  know ledge of g e n e ra l b u s in e s s  and office 
p ro c e d u re s  and of th e  sp ec if ic  b u s in e s s  o p e ra t io n s , o rg a n iz a tio n , p o lic ie s , p ro c e d u re s ,  f i l e s ,  
w orkflow , e tc . U ses  th is  know ledge in  p e r fo rm in g  s te n o g ra p h ic  d u tie s  and  re s p o n s ib le  c l e r ic a l  
ta s k s  such  a s ,  m a in ta in in g  fo llow up  f i le s ;  a s s e m b lin g  m a te r i a l  fo r  r e p o r t s ,  m e m o ra n d u m s , l e t t e r s ,  
e tc .;  com posing  s im p le  le t t e r s  f ro m  g e n e ra l in s tru c t io n s ;  re a d in g  and  ro u tin g  in com ing  m a il; and 
an sw e rin g  ro u tin e  q u e s tio n s , e tc .  D oes n o t in c lu d e  tr a n s c r ib in g -m a c h in e  w o rk .

SWITCHBOARD O PE R A T O R

C la s s  A . O p e ra te s  a  s in g le -  o r  m u ltip le -p o s itio n  te lep h o n e  s w itc h b o a rd  hand lin g  in co m in g , 
ou tgo ing , in t r a p la n t  o r  o ffice  c a l ls .  P e r f o r m s  fu ll te lep h o n e  in fo rm a tio n  s e rv ic e  o r  h an d le s  
co m p lex  c a l ls ,  su ch  a s  c o n fe re n c e , c o l le c t ,  o v e r s e a s ,  o r  s im i la r  c a l l s ,  e i th e r  in  ad d itio n  to  
doing ro u tin e  w o rk  a s  d e s c r ib e d  fo r  s w itc h b o a rd  o p e r a to r ,  c la s s  B , o r  a s  a  fu l l - t im e  
a s s ig n m e n t. ( " F u ll"  te lep h o n e  in fo rm a tio n  s e rv ic e  o c c u rs  w hen th e  e s ta b l is h m e n t  h a s  v a r ie d  
fu n c tio n s  th a t a r e  not re a d i ly  u n d e rs ta n d a b le  fo r  te lep h o n e  in fo rm a tio n  p u rp o s e s ,  e .g . ,  b e c a u se  
of o v e rlap p in g  o r  in t e r r e la te d  fu n c tio n s , and  co n se q u e n tly  p r e s e n t  f re q u e n t p ro b le m s  a s  to  
w h ich  ex te n s io n s  a r e  a p p ro p r ia te  fo r  c a lls .)

C la s s  B . O p e ra te s  a  s in g le - o r  m u ltip le -p o s itio n  te lep h o n e  sw itc h b o a rd  hand lin g  in co m in g , 
ou tgo ing , in t r a p la n t  o r  o ffice  c a l ls .  M ay h an d le  ro u tin e  long d is ta n c e  c a l ls  and  r e c o r d  to l ls .  
M ay p e r f o r m  lim ite d  te lep h o n e  in fo rm a tio n  s e rv ic e .  (" L im ite d "  te lep h o n e  in fo rm a tio n  s e rv ic e  
o c c u rs  if  th e  fu n c tio n s  of th e  e s ta b l is h m e n t  s e rv ic e d  a r e  re a d i ly  u n d e rs ta n d a b le  fo r  te lep h o n e  
in fo rm a tio n  p u rp o s e s ,  o r  if  th e  r e q u e s ts  a r e  ro u tin e , e .g .,  g iv ing  e x te n s io n  n u m b e rs  w hen 
sp e c if ic  n a m e s  a r e  fu rn is h e d , o r  if  co m p lex  c a l ls  a r e  r e f e r r e d  to  a n o th e r  o p e ra to r .)
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SW ITCHBOARD O P E R A T O R -R E C E P T IO N IS T

In ad d itio n  to  p e r fo rm in g  d u tie s  of o p e ra to r  on a  s in g le -p o s i tio n  o r  m o n ito r - ty p e  sw itc h ­
b o a rd , a c ts  a s  r e c e p tio n is t  and  m ay  a ls o  type  o r  p e r fo rm  ro u tin e  c l e r ic a l  w o rk  a s  p a r t  of r e g u la r  
d u tie s . T h is typ ing  o r  c le r ic a l  w o rk  m a y  ta k e  th e  m a jo r  p a r t  of th is  w o r k e r 's  tim e  w h ile  at 
sw itch b o a rd .

TA BU LA TIN G-M A CHIN E O PE R A T O R

C la ss  A . O p e ra te s  a  v a r ie ty  of ta b u la tin g  o r  e l e c t r i c a l  acco u n tin g  m a c h in e s , ty p ic a l ly  
inc lud ing  su ch  m a c h in e s  a s  th e  ta b u la to r , c a lc u la to r ,  in t e r p r e te r ,  c o l la to r ,  and  o th e r s .  
P e r fo rm s  co m p le te  r e p o r t in g  a s s ig n m e n ts  w ithou t c lo se  s u p e rv is io n , and p e r fo rm s  d ifficu lt 
w ir in g  a s  r e q u ir e d .  The co m p le te  r e p o r t in g  and  ta b u la tin g  a s s ig n m e n ts  ty p ic a l ly  involve a  
v a r ie ty  of long and  co m p lex  r e p o r t s  w hich  o ften  a r e  of i r r e g u la r  o r  n o n re c u r r in g  type  r e ­
q u ir in g  som e plann ing  and sequ en c in g  of s te p s  to  be ta k en . A s a  m o re  e x p e rie n c e d  o p e ra to r ,  
is  ty p ic a l ly  invo lved  in  tr a in in g  new  o p e ra to r s  in  m ach in e  o p e ra t io n s , o r  p a r t ia l ly  tr a in e d  
o p e ra to r s  in  w ir in g  f ro m  d ia g ra m s  and o p e ra t in g  seq u en ce s  of long and co m plex  r e p o r t s .  
D oes not inc lude w ork in g  s u p e rv is o r s  p e r fo rm in g  ta b u la t in g -m a c h in e  o p e ra t io n s  and  d a y - to -  
day  s u p e rv is io n  of the  w o rk  and p ro d u c tio n  of a  g ro u p  of ta b u la t in g -m a c h in e  o p e ra to r s .

C la s s  B . O p e ra te s  m o re  d ifficu lt ta b u la tin g  o r  e l e c t r i c a l  accou n tin g  m a ch in es  su ch  as  the  
ta b u la to r  and  c a lc u la to r ,  in  a d d itio n  to  th e  s o r t e r ,  r e p ro d u c e r ,  and  c o l la to r . T h is  w o rk  is  
p e r fo rm e d  u n d e r sp e c if ic  in s tru c tio n s  and m ay  inc lude  th e  p e r fo rm a n c e  of som e w ir in g  fro m  
d ia g ra m s . The w o rk  ty p ic a l ly  in v o lv es , fo r  ex a m p le , ta b u la tio n s  involv ing  a  r e p e t it iv e  
acco u n tin g  e x e rc is e ,  a  co m p le te  bu t s m a l l  ta b u la tin g  s tu d y , o r  p a r t s  of a  lo n g e r  and m o re  
co m p lex  r e p o r t .  Such r e p o r t s  and s tu d ie s  a r e  u s u a lly  of a  r e c u r r in g  n a tu re  w h e re  th e  p r o ­
c e d u re s  a r e  w e ll e s ta b lis h e d . M ay a ls o  inc lude  th e  tr a in in g  of new  em p lo y ees  in  th e  b a s ic  
o p e ra t io n  of th e  m a ch in e .

PROFESSIONAL

DRAFTSM AN

C la ss  A . P la n s  the g ra p h ic  p re s e n ta t io n  of co m p lex  ite m s  hav ing  d is tin c tiv e  d es ig n  
fe a tu re s  th a t d iffe r  s ig n if ic a n tly  f ro m  e s ta b lis h e d  d ra f tin g  p re c e d e n ts . W orks in  c lo se  su p ­
p o r t  w ith  the d e s ig n  o r ig in a to r ,  and m a y  re c o m m e n d  m in o r  d e s ig n  c h a n g es . A n a ly zes  the  
e ffec t of each  change on th e  d e ta ils  of fo rm , fu n c tio n , and p o s itio n a l re la tio n sh ip s  of c o m ­
ponen ts  and p a r t s .  W orks w ith  a m in im u m  of s u p e rv is o ry  a s s is ta n c e .  C om ple ted  w o rk  is  
rev iew e d  by  d es ig n  o r ig in a to r  fo r  c o n s is te n c y  w ith  p r io r  e n g in ee r in g  d e te rm in a tio n s . M ay 
e i th e r  p re p a re  d ra w in g s , o r  d ir e c t  th e i r  p r e p a ra t io n  by lo w er le v e l d ra f tsm e n .

C la ss  B . P e r fo rm s  no n ro u tin e  and  co m p lex  d ra f tin g  a s s ig n m e n ts  th a t r e q u ir e  the  a p p li­
ca tio n  of m o s t of the  s ta n d a rd iz e d  d raw in g  te ch n iq u es  r e g u la r ly  u se d . D u ties  ty p ic a l ly  in ­
vo lve such  w o rk  a s : P r e p a r e s  w ork in g  d raw in g s  of s u b a s se m b lie s  w ith  i r r e g u la r  s h a p e s ,
m u ltip le  fu n c tio n s , and p r e c i s e  p o s itio n a l re la tio n sh ip s  be tw een  co m ponen ts ; p r e p a re s  a r c h i ­
te c tu r a l  d raw in g s  fo r  c o n s tru c tio n  of a b u ild ing  inc lud ing  d e ta il  d raw in g s  of fo u n d a tio n s , w a ll 
s e c t io n s , f lo o r p la n s , and  ro o f. U ses a c c e p te d  fo rm u la s  and m a n u a ls  in  m ak ing  n e c e s s a ry  
co m pu ta tions  to  d e te rm in e  q u an titie s  of m a te r ia ls  to  be u s e d , load  c a p a c i t ie s ,  s t r e n g th s ,  
s t r e s s e s ,  e tc . R e c e iv e s  in i t ia l  in s tru c t io n s ,  r e q u ire m e n ts ,  and  adv ice  f ro m  s u p e rv is o r .  
C om pleted  w o rk  is  checked  fo r te c h n ic a l adequacy .

C la ss  C. P r e p a r e s  d e ta il d raw in g s  of s in g le  u n its  o r  p a r t s  fo r  en g in e e r in g , c o n s tru c tio n , 
m a n u fac tu r in g , o r  r e p a i r  p u rp o s e s . T ypes of d raw in g s  p r e p a re d  inc lude  is o m e tr ic  p ro je c tio n s  
(dep ic ting  th r e e  d im en s io n s  in  a c c u ra te  sca le ) and  se c t io n a l v iew s to  c la r ify  p o s itio n in g  of

TA BU LA TIN G-M A CHIN E O PE R A T O R — C ontinued

C la ss  C . O p e ra te s  s im p le  ta b u la tin g  o r  e l e c t r i c a l  ac coun ting  m a ch in es  such  a s  the  
s o r t e r ,  re p ro d u c in g  punch , c o l la to r ,  e tc . ,  w ith  s p e c if ic  in s tru c tio n s . M ay inc lude  s im p le  
w ir in g  f ro m  d ia g ra m s  and  so m e filin g  w o rk . The w o rk  ty p ic a l ly  invo lves  p o rtio n s  of a w o rk  
u n it , fo r ex a m p le , ind iv id u a l so r tin g  o r  c o lla tin g  ru n s  o r  r e p e t it iv e  o p e ra t io n s .

TRANSCRIBIN G -M A CH INE O PE R A T O R , G EN ERA L

P r im a r y  du ty  is  to  t r a n s c r ib e  d ic ta tio n  involv ing  a  n o rm a l ro u tin e  v o c a b u la ry  fro m  
tra n s c r ib in g -m a c h in e  r e c o r d s .  M ay a lso  type  fro m  w r i t te n  copy and do s im p le  c le r ic a l  w o rk . 
W o rk e rs  t r a n s c r ib in g  d ic ta t io n  invo lv ing  a  v a r ie d  te c h n ic a l o r  s p e c ia liz e d  v o c a b u la ry  su ch  a s  le g a l 
b r ie f s  o r  r e p o r t s  on sc ie n tif ic  r e s e a r c h  a r e  not inc lu d ed . A w o rk e r  who ta k e s  d ic ta t io n  in  s h o r t ­
hand o r  by  S teno type o r  s im i la r  m a ch in e  is  c la s s i f ie d  a s  a  s te n o g ra p h e r , g e n e ra l.

TY PIST

U ses  a  ty p e w r i te r  to  m ak e  cop ies  of v a r io u s  m a te r ia l  o r  to  m ake out b il ls  a f te r  c a lc u la ­
tio n s  have  b ee n  m ade by a n o th e r  p e rs o n . M ay inc lude  typ ing  of s te n c i ls ,  m a ts ,  o r  s im i la r  m a te ­
r i a l s  fo r  u se  in  d u p lica tin g  p r o c e s s e s .  M ay do c le r ic a l  w o rk  involv ing  l i t t le  s p e c ia l  tr a in in g , such  
as  keep ing  s im p le  r e c o r d s ,  filin g  re c o rd s  and  r e p o r t s ,  o r  s o r tin g  and d is tr ib u tin g  incom ing  m a il.

C la ss  A . P e r fo rm s  one o r  m o re  of the  fo llow ing : Typing m a te r ia l  in  f in a l fo rm  w hen it
in v o lv es  com bin ing  m a te r ia l  f ro m  s e v e ra l  s o u rc e s  o r  r e s p o n s ib il i ty  fo r c o r r e c t  sp e llin g , 
s y lla b ic a tio n , p u n c tu a tio n , e tc . ,  of te c h n ic a l o r  un u su a l w o rd s  o r  fo re ig n  language m a te r ia l ;  
and  p lann ing  lay o u t and typ ing  of c o m p lic a ted  s ta t i s t ic a l  ta b le s  to  m a in ta in  u n ifo rm ity  and 
b a la n c e  in  sp ac in g . M ay type  ro u tin e  fo rm  le t t e r s  v a ry in g  d e ta ils  to  s u it c i r c u m s ta n c e s .

C la s s  B . P e r f o r m s  one o r  m o re  of th e  fo llow ing: Copy typ ing  fro m  ro u g h  o r  c le a r  d ra f ts ;  
ro u tin e  typ ing  of f o rm s , in s u ra n c e  p o lic ie s , e tc .;  and s e tt in g  up s im p le  s ta n d a rd  ta b u la t io n s , 
o r  copying m o re  co m p lex  ta b le s  a l r e a d y  se tu p  and  sp aced  p ro p e r ly .

AND TECHNICAL

DRAFTSM AN— C ontinued

com ponen ts  and convey  need ed  in fo rm a tio n . C o n so lid a te s  d e ta ils  f ro m  a  n u m b e r of s o u rc e s  
and  a d ju s ts  o r  t r a n s p o s e s  s c a le  a s  r e q u ire d . S uggested  m e thods of a p p ro a c h , ap p licab le  
p re c e d e n ts ,  and  ad v ice  on s o u rc e  m a te r ia ls  a r e  g iven  w ith  in i t ia l  a s s ig n m e n ts . In s tru c t io n s  
a r e  le s s  co m p le te  w hen a s s ig n m e n ts  r e c u r .  W ork m a y  be s p o t-c h e c k e d  d u rin g  p ro g re s s .

D R A FTSM A N -TR A C ER
C opies p la n s  and  d raw in g s  p re p a re d  by  o th e rs  by  p la c in g  tr a c in g  c lo th  o r  p a p e r  o v er 

d raw in g s  and t r a c in g  w ith  p en  o r  p e n c il. (D oes not inc lude  t r a c in g  lim ite d  to  p la n s  p r im a r i ly  
c o n s is tin g  of s tr a ig h t  lin e s  and a  la rg e  s c a le  no t r e q u ir in g  c lo se  d e lin ea tio n .)

a n d /o r
P r e p a r e s  s im p le  o r  re p e t i t iv e  d raw in g s  of e a s i ly  v is u a l iz e d  ite m s . W ork is  c lo se ly  s u p e rv is e d  
d u rin g  p r o g r e s s .

N URSE, INDUSTRIAL (REG ISTERED )
A r e g i s t e r e d  n u rs e  who g ives n u rs in g  s e rv ic e  U nder g e n e ra l m e d ic a l d ire c tio n  to  i l l  o r 

in ju re d  em p lo y ees  o r  o th e r  p e rs o n s  who b eco m e i l l  o r  s u ffe r  an  ac c id e n t on the  p r e m is e s  of a 
f a c to ry  o r  o th e r  e s ta b lis h m e n t. D uties invo lve a  co m b in a tio n  of th e fo llow ing : G iving  f i r s t  a id
to  the  i l l  o r  in ju re d ; a tten d in g  to  su b seq u en t d re s s in g  of e m p lo y e e s ' in ju r ie s ;  keep ing  re c o rd s  
of p a t ie n ts  t r e a te d ;  p re p a r in g  a c c id en t r e p o r t s  fo r  c o m p en sa tio n  o r  o th e r  p u rp o s e s ; a s s is t in g  in  
p h y s ic a l e x a m in a tio n s  and  h e a lth  ev a lu a tio n s  of a p p lic a n ts  and  e m p lo y ees ; and  p lann ing  and  c a r r y ­
ing out p ro g ra m s  invo lv ing  h e a lth  ed u c a tio n , a c c id e n t p re v e n tio n , ev a lu a tio n  of p la n t e n v iro n m en t, 
o r  o th e r  a c tiv i t ie s  a ffec tin g  th e  h e a lth , w e lfa re ,  and s a fe ty  of a l l  p e rs o n n e l .

MAIN TENANCE A N P PQWER PIA N T

C A R PE N T E R , M AINTENANCE

P e r fo rm s  th e  c a rp e n try  d u tie s  n e c e s s a ry  to  c o n s tru c t and m a in ta in  in  good r e p a i r  bu ild ing  
w oodw ork and equ ip m en t su ch  a s  b in s , c r ib s ,  c o u n te rs , b e n c h e s , p a r t i t io n s ,  d o o rs , f lo o r s ,  s t a i r s ,  
c a s in g s , and t r i m  m ade of w ood in  an  e s ta b lis h m e n t. W ork in v o lv es  m o s t of th e  fo llow ing; P la n ­
ning  and lay in g  out of w o rk  f ro m  b lu e p r in ts , d ra w in g s , m o d e ls , o r  v e rb a l in s tru c tio n s  u s in g  a 
v a r ie ty  of c a rp e n te r 's  h an d to o ls , p o rta b le  pow er to o ls , and s ta n d a rd  m e a s u r in g  in s tru m e n ts ;

C A R PE N T E R , M AINTENANCE— C ontinued

m ak ing  s ta n d a rd  shop co m p u ta tio n s  re la tin g  to  d im e n s io n s  of w o rk ; and  s e le c tin g  m a te r ia ls  n e c e s ­
s a ry  fo r th e  w o rk . In  g e n e ra l,  th e  w o rk  of th e  m a in te n a n c e  c a rp e n te r  r e q u i r e s  ro u n d ed  t r a i n ­
ing and e x p e rie n c e  u s u a lly  a c q u ire d  th ro u g h  a  fo rm a l a p p re n tic e sh ip  o r  eq u iv a len t t r a in in g  and 
ex p e rie n c e .
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EL E C T R IC IA N , M AINTENANCE

P e r f o r m s  a v a r ie ty  of e l e c t r i c a l  tr a d e  fu n c tio n s  su ch  a s  th e  in s ta lla tio n , m a in te n a n c e , 
o r  r e p a i r  of equ ip m en t fo r  th e  g e n e ra tio n , d is tr ib u tio n , o r  u t i l iz a tio n  of e l e c t r i c  e n e rg y  in  an  
e s ta b lis h m e n t. W ork in v o lv es  m o s t of th e  fo llow ing : In s ta l l in g  o r  r e p a i r in g  any  of a  v a r ie ty  of
e le c t r i c a l  equ ip m en t su ch  a s  g e n e ra to r s ,  t r a n s f o r m e r s ,  sw itc h b o a rd s , c o n t ro l le r s ,  c i r c u i t  b r e a k ­
e r s ,  m o to r s ,  h e a tin g  u n its ,  condu it s y s te m s , o r  o th e r  t r a n s m is s io n  equ ip m en t; w o rk in g  fro m  
b lu e p r in ts ,  d ra w in g s , la y o u ts , o r  o th e r  s p e c if ic a t io n s ; lo c a tin g  and  d iag n o sin g  tro u b le  in  th e  
e le c t r i c a l  s y s te m  o r  equ ip m en t; w o rk in g  s ta n d a rd  co m p u ta tio n s  r e la t in g  to  lo a d  re q u ire m e n ts  of 
w ir in g  o r  e l e c t r i c a l  equ ipm en t; and  u s in g  a  v a r ie ty  of e l e c t r i c ia n 's  h an d to o ls  and  m e a s u r in g  and 
te s t in g  in s tru m e n ts .  In  g e n e ra l ,  th e  w o rk  of th e  m a in te n a n c e  e l e c t r i c ia n  r e q u i r e s  ro u n d ed  t r a i n ­
ing and  e x p e rie n c e  u s u a lly  a c q u ire d  th ro u g h  a fo rm a l  a p p re n tic e s h ip  o r  e q u iv a len t tr a in in g  and 
e x p e rie n c e .

E N G IN E ER , STATIONARY

O p e ra te s  and  m a in ta in s  and  m a y  a lso  s u p e rv is e  th e  o p e ra t io n  of s ta t io n a ry  en g in es  and 
equ ipm en t (m e c h a n ic a l o r  e le c tr ic a l )  to  supp ly  th e  e s ta b lis h m e n t in  w h ich  em p loyed  w ith  p o w er, 
h e a t,  r e f r ig e r a t io n ,  o r  a ir -c o n d itio n in g . W ork in v o lv es : O p e ra tin g  and m a in ta in in g  equ ip m en t
su ch  a s  s te a m  en g in e s , a i r  c o m p r e s s o r s ,  g e n e ra to r s ,  m o to r s ,  tu rb in e s ,  v e n tila tin g  and  r e f r i g ­
e ra t in g  eq u ip m en t, s te a m  b o ile r s  and  b o ile r - f e d  w a te r  pu m p s; m ak in g  equ ip m en t r e p a i r s ;  and 
keep in g  a r e c o rd  of o p e ra t io n  of m a c h in e ry , te m p e r a tu r e ,  and  fu e l co n su m p tio n . M ay a lso  s u ­
p e rv is e  th e se  o p e ra t io n s . H ead  o r  ch ie f e n g in e e rs  in  e s ta b lis h m e n ts  em p loy ing  m o re  th a n  one 
e n g in e e r  a r e  ex c lu d ed .

F IR EM A N , STATIONARY B O IL E R

F ir e s  s ta t io n a ry  b o ile r s  to  fu rn is h  th e  e s ta b lis h m e n t in  w h ich  em p loyed  w ith  h e a t, p o w er, 
o r  s te a m . F e e d s  fu e ls  to  f i r e  by  hand  o r  o p e ra te s  a  m e c h a n ic a l s to k e r ,  o r  gas  o r  o il b u rn e r ;  
and  ch eck s  w a te r  and  sa fe ty  v a lv e s . M ay  c le a n , o il ,  o r  a s s i s t  in  r e p a i r in g  b o ile r ro o m  eq u ip m en t.

H E L P E R , M AINTENANCE TRADES

A s s is ts  one o r  m o re  w o rk e r s  in  th e  s k ille d  m a in te n a n c e  t r a d e s ,  by  p e r fo rm in g  s p e c if ic  
o r  g e n e ra l d u tie s  of l e s s e r  s k i l l ,  su ch  a s  k ee p in g  a  w o rk e r  su p p lie d  w ith  m a te r ia ls  and  to o ls ; 
c lean in g  .w ork ing  a r e a ,  m a c h in e , and  equ ip m en t; a s s is t in g  jo u rn e y m a n  by ho ld ing  m a te r ia ls  o r 
to o ls ;  and  p e r fo rm in g  o th e r  u n s k ille d  ta s k s  a s  d ire c te d  by  jo u rn e y m a n . The k ind  of w o rk  the  
h e lp e r  is  p e rm it te d  to  p e r fo rm  v a r ie s  f ro m  t r a d e  to  t r a d e :  In  so m e t r a d e s  th e  h e lp e r  is  co n ­
fined  to  supp ly in g , l if tin g , and  ho ld ing  m a te r i a ls  and  to o ls  and c lean in g  w ork in g  a r e a s ;  and  in  
o th e rs  he is  p e rm it te d  to  p e r fo rm  s p e c ia liz e d  m a ch in e  o p e ra t io n s , o r  p a r t s  of a  t r a d e  th a t a re  
a ls o  p e r fo rm e d  by  w o rk e rs  on a  f u l l - t im e  b a s is .

M A C H IN E-TO O L O PE R A T O R , TOOLROOM

S p e c ia liz e s  in  th e  o p e ra t io n  of one o r  m o re  ty p e s  of m a ch in e  to o l s ,  su ch  a s  j ig  b o r e r s ,  
c y l in d r ic a l o r  s u r fa c e  g r in d e r s ,  eng ine  la th e s ,  o r  m illin g  m a c h in e s , in  th e  c o n s tru c tio n  of 
m a c h in e -s h o p  to o ls ,  g a g e s , j i g s ,  f ix tu r e s ,  o r  d ie s . W ork in v o lv es  m o s t of th e  fo llow ing : P la n ­
n ing  and  p e r fo rm in g  d ifficu lt m a ch in in g  o p e ra t io n s ; p ro c e s s in g  ite m s  re q u ir in g  c o m p lic a te d  se tu p s  
o r  a h igh  d e g re e  of a c c u ra c y ; u s in g  a  v a r ie ty  of p re c i s io n  m e a s u r in g  in s tru m e n ts ;  s e le c tin g  fe e d s , 
s p e e d s , to o lin g , and  o p e ra t io n  seq u en ce ; and  m ak in g  n e c e s s a r y  a d ju s tm e n ts  d u rin g  o p e ra t io n  to  
ac h iev e  re q u is i te  to le r a n c e s  o r  d im e n s io n s . M ay be r e q u ir e d  to  re c o g n iz e  w hen  to o ls  need  d r e s s ­
ing , to  d r e s s  to o ls , and to  s e le c t  p ro p e r  co o lan ts  and cu ttin g  and lu b r ic a t in g  o ils .  F o r  c r o s s ­
in d u s try  w age s tudy  p u rp o s e s ,  m a c h in e - to o l o p e r a to r s ,  to o lro o m , in  to o l and d ie  jobb ing  shops 
a r e  ex c lu d ed  f ro m  th is  c la s s i f ic a t io n .

M ACHINIST, M AINTENANCE

P ro d u c e s  re p la c e m e n t p a r t s  and  new  p a r t s  in  m ak in g  r e p a i r s  of m e ta l p a r t s  of m e c h a n ­
ic a l eq u ip m en t o p e ra te d  in  an  e s ta b lis h m e n t. W ork  in v o lv es  m o s t of th e  fo llow ing : In te rp re tin g
w r it te n  in s tru c t io n s  and s p e c if ic a t io n s ; p lan n in g  and  lay in g  out of w o rk ; u s in g  a  v a r ie ty  of m a ­
c h in is t 's  h an d to o ls  and  p re c i s io n  m e a s u r in g  in s tru m e n ts ;  s e tt in g  up and  o p e ra t in g  s ta n d a rd  m a ch in e  
to o ls ;  sh ap ing  of m e ta l p a r t s  to  c lo se  to le r a n c e s ;  m ak in g  s ta n d a rd  shop co m p u ta tio n s  r e la t in g  to  
d im en s io n s  of w o rk , to o lin g , f e e d s , and  sp e e d s  of m a ch in in g ; know ledge of th e  w o rk in g  p ro p e r t ie s  
of th e  com m on  m e ta ls ;  s e le c tin g  s ta n d a rd  m a te r i a l s ,  p a r t s ,  and  eq u ip m en t r e q u ir e d  fo r  h is  w o rk ; 
and f it tin g  and a s s e m b lin g  p a r t s  in to  m e c h a n ic a l e q u ip m en t. In g e n e ra l ,  th e  m a c h in i s t 's  w ork  
n o rm a lly  r e q u i r e s  a  ro u n d ed  tr a in in g  in  m a c h in e -s h o p  p r a c t ic e  u s u a lly  a c q u ire d  th ro u g h  a fo rm a l 
a p p re n tic e sh ip  o r  eq u iv a len t tr a in in g  and e x p e rie n c e .

M ECH A N IC, AUTOM O TIV E (M AINTENANCE)

R e p a ir s  a u to m o b ile s , b u s e s ,  m o to r tru c k s ,  and  t r a c to r s  of an  e s ta b lis h m e n t. W ork in ­
v o lv e s  m o s t of th e  fo llow ing : E x a m in in g  a u to m o tiv e  equ ip m en t to  d ia g n o se  s o u rc e  of tro u b le ; 
d is a s s e m b l in g  equ ipm en t and  p e r fo rm in g  r e p a i r s  th a t invo lve  th e  u se  of su ch  h and too ls  as 
w re n c h e s , g a g e s , d r i l l s ,  o r  s p e c ia liz e d  eq u ip m en t in  d is a s s e m b lin g  o r  f it tin g  p a r t s ;  re p la c in g  
b ro k e n  o r  d e fe c tiv e  p a r t s  f ro m  s to ck ; g rin d in g  and  ad ju stin g  v a lv e s ; re a s s e m b l in g  and  in s ta ll in g

M ECH AN IC, AUTOM OTIVE (M AINTENANCE)— C ontinued

th e  v a r io u s  a s s e m b l ie s  in  th e  v e h ic le  and  m ak in g  n e c e s s a r y  a d ju s tm e n ts ; and  a lin in g  w h e e ls , 
ad ju s tin g  b ra k e s  and l ig h ts , o r  tig h ten in g  body b o lts . In g e n e ra l,  th e  w o rk  of th e  au to m o tiv e  
m e c h a n ic  r e q u i r e s  ro u n d ed  tr a in in g  and  e x p e rie n c e  u su a lly  a c q u ire d  th ro u g h  a fo rm a l a p p re n ­
tic e s h ip  o r  eq u iv a len t tr a in in g  and  e x p e rie n c e .

M ECH AN IC, M AINTENANCE

R e p a ir s  m a c h in e ry  o r  m e c h a n ic a l equ ip m en t of an  e s ta b lis h m e n t. W ork in v o lv es  m o s t 
of th e  fo llow ing : E xam in ing  m a c h in e s  and m e c h a n ic a l equ ipm en t to  d iag n o se  s o u rc e  of t ro u b le ;
d ism a n tlin g  o r  p a r t ly  d is m a n tlin g  m a c h in e s  and  p e r fo rm in g  r e p a i r s  th a t  m a in ly  invo lve th e  u se  
of h an d to o ls  in  s c ra p in g  and  f it tin g  p a r t s ;  re p la c in g  b ro k e n  o r  d e fec tiv e  p a r t s  w ith  ite m s  o b ta in ed  
f ro m  s to ck ; o rd e r in g  the  p ro d u c tio n  of a  r e p la c e m e n t p a r t  by a  m ach in e  shop o r  send ing  of th e  
m a ch in e  to  a  m a ch in e  shop fo r  m a jo r  r e p a i r s ;  p re p a r in g  w r i t te n  sp e c if ic a t io n s  fo r  m a jo r  r e p a i r s  
o r  fo r  th e  p ro d u c tio n  of p a r t s  o rd e r e d  f ro m  m a ch in e  shop; re a s s e m b l in g  m a c h in e s ; and m ak ing  
a l l  n e c e s s a r y  a d ju s tm e n ts  fo r  o p e ra t io n . In  g e n e ra l,  th e  w o rk  of a  m a in te n a n c e  m e c h a n ic  r e ­
q u ire s  ro u n d ed  tr a in in g  and e x p e rie n c e  u s u a lly  a c q u ire d  th ro u g h  a  fo rm a l a p p re n tic e sh ip  o r 
eq u iv a len t tr a in in g  and e x p e rie n c e . E x c lu d ed  f ro m  th is  c la s s i f ic a t io n  a r e  w o rk e rs  w hose  p r im a ry  
d u tie s  invo lve s e tt in g  up o r  a d ju stin g  m a c h in e s .

M ILLW RIGH T

In s ta l ls  new  m a c h in e s  o r  h eav y  e q u ip m en t, and d is m a n tle s  and  in s ta l ls  m a ch in es  o r 
h eav y  equ ip m en t w hen  changes  in  th e  p la n t lay o u t a r e  r e q u ir e d .  W ork in v o lv es  m o s t of th e  fo l­
lo w ing : P lan n in g  and  la y in g  out of th e  w o rk ; in te rp re t in g  b lu e p r in ts  o r  o th e r  sp e c if ic a t io n s ; u s ing
a  v a r ie ty  of han d to o ls  and rig g in g ; m ak ing  s ta n d a rd  shop co m p u ta tio n s  re la tin g  to  s t r e s s e s ,  
s tr e n g th  of m a te r i a ls ,  and  c e n te r s  of g ra v ity ; a lin in g  and  b a lan c in g  of equ ip m en t; s e le c tin g  s ta n d ­
a r d  to o ls ,  e q u ip m en t, and  p a r t s  to  be  u se d ; and  in s ta ll in g  and  m a in ta in in g  in  good o rd e r  pow er 
t r a n s m is s io n  equ ip m en t su ch  a s  d r iv e s  and  sp eed  r e d u c e r s .  In  g e n e ra l,  th e  m i l lw r ig h t 's  w o rk  
n o rm a lly  r e q u i r e s  a ro u n d ed  tr a in in g  and  e x p e rie n c e  in  th e  t r a d e  a c q u ire d  th ro u g h  a fo rm a l 
a p p re n tic e sh ip  o r  eq u iv a len t tr a in in g  and  e x p e rie n c e .

O ILER

L u b r ic a te s ,  w ith  o il o r g r e a s e ,  th e  m oving  p a r t s  o r  w e a rin g  s u r fa c e s  of m e c h a n ic a l 
eq u ip m en t of an  e s ta b lis h m e n t.

P A IN T E R , M AINTENANCE
P a in ts  and r e d e c o ra te s  w a lls , w oodw ork , and  f ix tu re s  of an  e s ta b lis h m e n t. W ork in ­

v o lv e s  th e  fo llow ing : K now ledge of s u r fa c e  p e c u lia r i t ie s  and  ty p e s  of p a in t r e q u ir e d  fo r  d if fe re n t
ap p lic a t io n s ; p re p a r in g  s u r fa c e  fo r  p a in tin g  by rem o v in g  o ld  f in ish  o r  by  p la c in g  p u tty  o r  f i l le r  
in  n a il h o le s  and  in t e r s t i c e s ;  and  app ly ing  p a in t w ith  s p r a y  gun o r  b ru s h . M ay m ix  c o lo r s ,  o i l s ,  
w h ite  le a d , and  o th e r  p a in t in g re d ie n ts  to  o b ta in  p ro p e r  co lo r  o r  c o n s is te n c y . In  g e n e ra l ,  th e  
w o rk  of the  m a in te n a n c e  p a in te r  r e q u i r e s  ro u n d ed  tr a in in g  and  e x p e rie n c e  u s u a lly  a c q u ire d  th ro u g h  
a fo rm a l a p p re n tic e sh ip  o r  e q u iv a len t t r a in in g  and  e x p e rie n c e .

P IP E F IT T E R , M AINTENANCE

In s ta l ls  o r  r e p a i r s  w a te r ,  s te a m , g a s , o r  o th e r  ty p e s  of p ipe and  p ip e f itt in g s  in  an  
e s ta b lis h m e n t. W ork invo lves  m o s t of the  fo llow ing : L ay ing  out of w o rk  and m e a s u r in g  to  lo ­
ca te  p o s itio n  of p ipe f ro m  d raw in g s  o r  o th e r  w r i t te n  s p e c if ic a t io n s ; cu ttin g  v a r io u s  s iz e s  of pipe 
to  c o r r e c t  le n g th s  w ith  c h ise l and  h a m m e r  o r  o x y ac e ty le n e  to rc h  o r  p ip e -c u tt in g  m a ch in e ; th r e a d ­
ing p ipe w ith  s to c k s  and  d ie s ;  bend ing  p ipe  by  h a n d -d r iv e n  o r  p o w e r -d r iv e n  m a c h in e s ; a s s e m b lin g  
p ipe  w ith  coup lings and fa s te n in g  p ipe  to  h a n g e rs ;  m ak ing  s ta n d a rd  shop  co m p u ta tio n s  r e la tin g  
to  p r e s s u r e s ,  flow , and  s iz e  of p ipe  re q u ire d ; and  m ak in g  s ta n d a rd  t e s t s  to  d e te rm in e  w h e th e r  
f in ish e d  p ip es  m e e t s p e c if ic a t io n s . In  g e n e ra l,  th e  w o rk  of th e  m a in te n a n c e  p ip e f i t te r  r e q u i r e s  
ro u n d ed  tr a in in g  and  e x p e rie n c e  u s u a lly  a c q u ire d  th ro u g h  a  fo rm a l  a p p re n tic e s h ip  o r  e q u iv a len t 
tr a in in g  and  e x p e rie n c e . W o rk e rs  p r im a r i l y  engaged  in  in s ta ll in g  and  r e p a i r in g  bu ild in g  s a n i ta ­
tio n  o r  h e a tin g  s y s te m s  a r e  e x c lu d ed .

P L U M B E R , M A IN TEN A N CE

K eeps the p lum bing  s y s te m  of an  e s ta b lis h m e n t in  good o rd e r .  W ork in v o lv es : K now ledge 
of s a n i ta ry  codes  re g a rd in g  in s ta l la t io n  of ven ts  and t r a p s  in  p lum bing  s y s te m ; in s ta ll in g  o r  r e ­
p a ir in g  p ip es  and f ix tu re s ;  and  opening  c logged  d ra in s  w ith  a p lu n g e r o r  p lu m b e r 's  sn a k e . In 
g e n e ra l ,  th e  w o rk  of th e  m a in te n a n c e  p lu m b er  r e q u i r e s  ro u n d ed  tr a in in g  and  e x p e rie n c e  u s u a lly  
a c q u ire d  th ro u g h  a  fo rm a l a p p re n tic e s h ip  o r  eq u iv a len t tra in ing ; and  e x p e rie n c e .

S H E E T -M E T A L  W ORKER, M AINTENANCE
F a b r ic a te s ,  in s ta l l s ,  and  m a in ta in s  in  good r e p a i r  th e  s h e e t -m e ta l  equ ip m en t and  f ix ­

tu r e s  (such  a s  m a ch in e  g u a rd s , g r e a s e  p a n s , s h e lv e s , lo c k e r s ,  ta n k s , v e n t i la to r s ,  c h u te s , d u c ts , 
m e ta l roo fing ) of an  e s ta b lis h m e n t. W ork  in v o lv es  m o s t of th e  fo llow ing : P lan n in g  and  lay ing
out a l l  ty p e s  of s h e e t -m e ta l  m a in te n a n c e  w o rk  f ro m  b lu e p r in ts ,  m o d e ls , ox o th e r  s p e c if ic a t io n s ; 
s e tt in g  up and o p e ra t in g  a l l  a v a ila b le  ty p e s  of s h e e t -m e ta l  w o rk in g  m a c h in e s ; u s in g  a  v a r ie ty  of
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S H E E T -M E T A L  W O RK ER, M AINTENANCE— C ontinued

han d to o ls  in  cu ttin g , bend in g , fo rm in g , shap ing , f it tin g , and a s s e m b lin g ; and in s ta ll in g  s h e e t-  
m e ta l a r t i c l e s  a s  r e q u ire d .  In  g e n e ra l,  th e  w o rk  of th e  m a in te n an ce  s h e e t -m e ta l  w o rk e r  r e q u i r e s  
rounded  tr a in in g  and  e x p e rie n c e  u s u a lly  a c q u ire d  th ro u g h  a  fo rm a l a p p re n tic e sh ip  o r  eq u iv a len t 
tra in in g  and e x p e rie n c e .

TO O L AND D IE M AKER

(Die m a k e r ;  j ig  m a k e r ;  to o l m a k e r ;  f ix tu re  m a k e r ;  gage m a k er)

C o n s tru c ts  and  r e p a i r s  m a c h in e -s h o p  to o ls , g a g e s , j i g s ,  f ix tu re s  o r  d ie s  fo r fo rg in g s , 
punch ing , and o th e r  m e ta l - fo rm in g  w o rk . W ork invo lves  m o s t of th e  fo llow ing : P lan n in g  and
lay ing  out of w o rk  f ro m  m o d e ls , b lu e p r in ts , d ra w in g s , o r  o th e r  o r a l  and  w r i t te n  sp e c if ic a t io n s ;

TO O L AND DIE M AKER— C ontinued

usin g  a  v a r ie ty  of to o l and d ie  m a k e r 's  h and too ls  and p re c is io n  m e a s u rin g  in s tru m e n ts ;  u n d e r ­
s tand ing  of th e  w ork in g  p ro p e r t ie s  of com m on m e ta ls  and  a llo y s ; s e tt in g  up and o p e ra tin g  of 
m a ch in e  to o ls  and  r e la te d  equ ipm en t; m ak ing  n e c e s s a ry  shop com pu ta tions  r e la tin g  to  d im en s io n s  
of w o rk , s p e e d s , fe e d s , and  to o lin g  of m a c h in e s ; h e a t- t r e a t in g  of m e ta l p a r ts  d u rin g  fa b r ic a tio n  
a s  w e ll a s  of f in ish e d  to o ls  and d ie s  to  ach iev e  r e q u ire d  q u a l it ie s ;  w ork ing  to  c lo se  to le ra n c e s ;  
f it tin g  and a s s e m b lin g  of p a r ts  to  p r e s c r ib e d  to le r a n c e s  and  a llo w an ces ; and se le c tin g  a p p ro p r ia te  
m a te r i a l s ,  to o ls , and  p r o c e s s e s .  In g e n e ra l ,  th e  too l and  d ie  m a k e r 's  w o rk  re q u i r e s  a rounded  
tr a in in g  in  m a c h in e -s h o p  and to o lro o m  p ra c t ic e  u s u a lly  a c q u ire d  th ro u g h  a fo rm a l a p p re n tic e sh ip  
o r  e q u iv a len t t r a in in g  and e x p e rie n c e .

F o r  c r o s s - in d u s t r y  w age study  p u rp o s e s , too l and die m a k e rs  in to o l and d ie jobb ing  
shops a r e  exc luded  f ro m  th is  c la s s if ic a t io n .

CUSTODIAL AND MATERIAL MOVEMENT

GUARD AND WATCHMAN

G u a rd . P e r f o r m s  ro u tin e  p o lice  d u tie s , e i th e r  a t  f ix ed  p o s t o r  on to u r ,  m a in ta in in g  
o rd e r ,  u s in g  a rm s  o r  fo rc e  w h e re  n e c e s s a ry .  Inc ludes  g a te m e n  who a r e  s ta tio n e d  a t  gate  
and ch eck  on id e n tity  of em p lo y ees  and  o th e r  p e r s o n s  e n te r in g .

W atch m an . M akes ro u n d s  of p r e m is e s  p e r io d ic a l ly  in  p ro te c tin g  p ro p e r ty  a g a in s t f i r e ,  
th e f t, and il le g a l e n try .

JA N ITO R, P O R T E R , OR CLEAN ER

(S w eeper; charw om an ; ja n i tr e s s )

C lean s  and k ee p s  in  an  o rd e r ly  cond ition  fa c to ry  w ork in g  a r e a s  and  w a s h ro o m s , o r 
p r e m is e s  of an  o ffic e , a p a r tm e n t h o u se , o r  c o m m e rc ia l  o r  o th e r  e s ta b lis h m e n t. D u tie s  involve 
a  co m b in a tio n  of th e  fo llow ing : S w eeping, m opping o r  sc ru b b in g , and po lish in g  f lo o rs ;  rem o v in g
ch ip s , t r a s h ,  and o th e r  re fu s e ; du s tin g  e q u ip m en t, fu rn i tu re ,  o r  f ix tu re s ;  p o lish in g  m e ta l f ix tu re s  
o r t r im m in g s ; p ro v id in g  su p p lie s  and  m in o r  m a in te n an ce  s e rv ic e s ;  and c lean in g  la v a to r ie s ,  show ­
e r s ,  and r e s t ro o m s . W o rk e rs  who s p e c ia liz e  in  w indow  w ash ing  a r e  e x c lu d ed .

LA B O R ER , M A TERIA L HANDLING

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

A w o rk e r  em p loyed  in  a w a re h o u s e , m a n u fac tu r in g  p la n t, s to r e ,  o r  o th e r  e s ta b lis h m e n t 
w hose d u ties  invo lve one o r  m o re  of th e  fo llow ing : L oad ing  and un load ing  v a r io u s  m a te r ia ls  and
m e rc h a n d is e  on o r  f ro m  fre ig h t c a r s ,  t r u c k s ,  o r  o th e r  t r a n s p o r t in g  d e v ic e s ; u npack ing , sh e lv in g , 
o r  p lac in g  m a te r ia ls  o r  m e rc h a n d is e  in  p ro p e r  s to ra g e  lo c a tio n ; and  tr a n s p o r t in g  m a te r ia ls  o r 
m e rc h a n d is e  by h a n d tru c k , c a r ,  o r  w h e e lb a rro w . L o n g sh o rem en , who load  and un load  sh ip s  a re  
ex c lu d ed .

ORDER F IL L E R

(O rd e r  p ic k e r; s to ck  s e le c to r ;  w a reh o u se  stockm an)

F il l s  sh ipp ing  o r  t r a n s f e r  o r d e r s  fo r f in ish e d  goods f ro m  s to re d  m e rc h a n d is e  in  a c c o rd ­
ance w ith  s p e c if ic a tio n s  on s a le s  s l ip s ,  c u s to m e r s ' o r d e r s ,  o r  o th e r  in s tru c t io n s . M ay, in a d d itio n  
to  f illin g  o rd e r s  and in d ica tin g  ite m s  f il le d  o r o m itte d , keep  r e c o r d s  of outgoing  o r d e r s ,  r e q u i­
s itio n  ad d itio n a l s to ck  o r  r e p o r t  s h o r t  su p p lie s  to  s u p e rv is o r ,  and  p e r fo rm  o th e r  r e la te d  d u tie s .

PA C K ER , SH IPPIN G

P r e p a r e s  f in ish e d  p ro d u c ts  fo r sh ip m en t o r  s to ra g e  by  p la c in g  th e m  in  sh ipp ing  con­
ta in e r s ,  th e  s p e c if ic  o p e ra t io n s  p e r fo rm e d  being  d ependen t upon th e  ty p e , s iz e ,  and  n u m b e r of 
u n its  to  be p ack ed , the  type  of c o n ta in e r  em p lo y ed , and m e thod  of sh ip m e n t. W ork re q u i r e s  th e  
p lac ing  of ite m s  in  sh ipp ing  c o n ta in e rs  and  m a y  invo lve one o r  m o re  of th e  fo llow ing : K now l­
edge of v a r io u s  i te m s  o f s to ck  in  o rd e r  to  v e r i fy  con ten t; s e le c tio n  of a p p ro p r ia te  type  and  s iz e  
of c o n ta in e r ; in s e r t in g  e n c lo s u re s  in  c o n ta in e r ; u s in g  e x c e ls io r  o r  o th e r  m a te r ia l  to  p re v e n t 
b re a k a g e  o r  d am age; c lo s in g  and  s ea lin g  c o n ta in e r ; and  app ly ing  la b e ls  o r  e n te r in g  iden tify ing  
d a ta  on c o n ta in e r . P a c k e rs  w ho a lso  m ake w ooden boxes  o r c r a te s  a r e  exc luded .

SH IPPIN G  AND RECEIV IN G  CLERK

P r e p a r e s  m e rc h a n d is e  fo r  sh ip m e n t, o r  r e c e iv e s  and is  re s p o n s ib le  fo r  incom ing  s h ip ­
m e n ts  of m e rc h a n d is e  o r  o th e r  m a te r ia ls .  S hipping w o rk  in v o lv e s : A know ledge of sh ipping
p ro c e d u re s ,  p r a c t ic e s ,  ro u te s ,  av a ila b le  m ean s  of t r a n s p o r ta t io n ,  and ra te ;  and p re p a r in g  r e c ­
o rd s  of th e  goods sh ip p ed , m ak ing  up b il ls  of la d in g , p o s tin g  w eigh t and sh ipp ing  c h a rg e s ,  and 
keep in g  a  f ile  of sh ipp ing  r e c o r d s .  M ay d ir e c t  o r  a s s i s t  in  p re p a r in g  the  m e rc h a n d is e  fo r  s h ip ­
m e n t. R ece iv in g  w o rk  in v o lv e s : V e rify in g  o r  d ire c tin g  o th e rs  in  v e rify in g  th e  c o r r e c tn e s s  of
sh ip m e n ts  a g a in s t b il ls  of la d in g , in v o ic e s , o r  o th e r  r e c o rd s ;  check ing  fo r s h o r ta g e s  and  re je c tin g  
dam ag ed  goods; ro u tin g  m e rc h a n d is e  o r  m a te r ia ls  to  p ro p e r  d e p a rtm e n ts ; and m a in ta in in g  n e c e s ­
s a ry  re c o rd s  and  f i le s .

F o r  w age study  p u rp o s e s , w o rk e rs  a r e  c la s s i f ie d  as  fo llow s:

R ece iv in g  c le rk  
S h ipping  c le rk
S hipping and re c e iv in g  c le rk

TRUCKDRIVER

D riv e s  a  t r u c k  w ith in  a  c ity  o r  in d u s tr ia l  a r e a  to  t r a n s p o r t  m a te r i a ls ,  m e rc h a n d is e , 
e q u ip m en t, o r  m e n  b e tw e en  v a r io u s  ty p e s  of e s ta b lis h m e n ts  su ch  a s : M an u fac tu rin g  p la n ts , f re ig h t
d e p o ts , w a re h o u s e s , w h o le sa le  and  r e t a i l  e s ta b l is h m e n ts , o r  be tw een  r e t a i l  e s ta b lis h m e n ts  and 
c u s to m e r s ' h o u se s  o r  p la c e s  of b u s in e s s .  M ay a lso  load  o r  un load  t ru c k  w ith  o r  w ithou t h e lp e r s ,  
m ake m in o r  m e c h a n ic a l r e p a i r s ,  and keep  t ru c k  in  good w ork ing  o rd e r .  D r iv e r - s a le s m e n  and 
o v e r - th e - ro a d  d r iv e r s  a r e  e x c lu d ed .

F o r  w age study  p u rp o s e s ,  t r u c k d r iv e r s  a r e  c la s s i f ie d  by s iz e  and ty p e  of equ ip m en t, 
a s  fo llow s: ( T r a c to r - t r a i l e r  shou ld  be ra te d  on th e  b a s is  of t r a i l e r  c a p ac ity .)

T ru c k d r iv e r  (com b in a tio n  of s iz e s  l i s t e d  se p a ra te ly )  
T ru c k d r iv e r ,  ligh t (under IV2 tons)
T ru c k d r iv e r ,  m ed iu m  (l'/z  to  and inc lud ing  4 tons) 
T ru c k d r iv e r ,  h eavy  (over 4 to n s , t r a i l e r  type) 
T ru c k d r iv e r ,  h eavy  (o v er 4 to n s , o th e r  th a n  t r a i l e r  type)

TR U C K ER , POW ER

O p e ra te s  a m a n u a lly  c o n tro lle d  g a s o lin e -  o r e le c tr ic -p o w e re d  tr u c k  o r  t r a c to r  to  
t r a n s p o r t  goods and  m a te r ia ls  of a l l  k inds  abou t a  w a re h o u s e , m a n u fac tu rin g  p la n t, o r o th e r  
e s ta b lis h m e n t.

F o r  w age s tudy  p u rp o s e s , w o rk e rs  a r e  c la s s i f ie d  by  type  of tru c k ,  as  fo llow s:

T ru c k e r ,  pow er (fo rk lift)
T ru c k e r ,  pow er (o th e r th a n  fo rk lif t)
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A vailab le  On R equest-----

T h e  ninth annual r e p o r t  on  s a la r i e s  f o r  a c co u n ta n ts ,  a u d i t o r s ,  a t ­
t o r n e y s ,  c h e m i s t s ,  e n g in e e r s ,  e n g in e e r in g  t e c h n ic ia n s ,  d r a f t s m e n ,  
t r a c e r s ,  jo b  a n a ly s t s ,  d i r e c t o r s  o f  p e r s o n n e l ,  m a n a g e r s  o f  o f f i c e  
s e r v i c e s ,  b u y e r s ,  and c l e r i c a l  e m p lo y e e s .

O r d e r  as  B L S  B u l le t in  1617, N ation a l S u r v e y  o f  P r o f e s s i o n a l ,  A d ­
m in i s t r a t iv e ,  T e c h n i c a l ,  and C l e r i c a l  P a y ,  June 1968 . S e v e n t y - f i v e  
c e n ts  a c o p y .
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Area Wage Surveys

A  l i s t  o f  t h e  l a t e s t  a v a i l a b l e  b u l l e t i n s  i s  p r e s e n t e d  b e l o w .  A  d i r e c t o r y  o f  a r e a  w a g e  s t u d i e s  i n c l u d i n g  m o r e  l i m i t e d  s t u d i e s  c o n d u c t e d  a t  t h e  
r e q u e s t  o f  t h e  W a g e  a n d  H o u r  a n d  P u b l i c  C o n t r a c t s  D i v i s i o n s  o f  t h e  D e p a r t m e n t  o f  L a b o r  i s  a v a i l a b l e  o n  r e q u e s t .  B u l l e t i n s  m a y  b e  p u r c h a s e d  f r o m  
th e  S u p e r i n t e n d e n t  o f  D o c u m e n t s ,  U .S .  G o v e r n m e n t  P r i n t i n g  O f f i c e ,  W a s h i n g t o n ,  D . C . ,  2 0 4 0 2 ,  o r  f r o m  a n y  of  t h e  B L S  r e g i o n a l  s a l e s  o f f i c e s  s h o w n  o n  
t h e  i n s i d e  f r o n t  c o v e r .

B u l l e t i n  n u m b e r
A r e a  a n d  p r i c e

A k r o n ,  O h i o ,  J u l y  1 969  1__________________________________  1 6 2 5 - 8 9 ,  35 c e n t s
A l b a n y —S c h e n e c t a d y —T r o y ,  N . Y . ,  M a r .  1969 1__________  1 6 2 5 - 5 6 ,  35 c e n t s
A l b u q u e r q u e ,  N .  M e x .  A p r .  1969 _________________________ 1 6 2 5 - 6 7 ,  30 c e n t s
A l l e n t o w n —B e t h l e h e m —E a s t o n ,  P a . —N . J . ,  M a y  1 9 6 9------  1 6 2 5 - 8 6 ,  30 c e n t s
A t l a n t a ,  G a . , M a y  1 9 6 9 -------------------------------------------------------  1 6 2 5 - 7 7 ,  35 c e n t s
B a l t i m o r e ,  M d . , A u g .  1 9 6 9 ________________________________  1 6 6 0 - 1 1 ,  35 c e n t s
B e a u m o n t —P o r t  A r t h u i —O r a n g e ,  T e x . ,  M a y  1969 1_____ 1 6 2 5 - 7 5 ,  35 c e n t s
B i n g h a m t o n ,  N . Y . ,  J u l y  1 9 6 9 --------------------------------------------- 1 6 6 0 - 5 ,  30 c e n t s
B i r m i n g h a m ,  A l a . ,  A p r .  1969 1___________________________  1 6 2 5 - 6 5 ,  35 c e n t s
B o i s e  C i t y ,  I d a h o ,  J u l y  1968  1 ____________________________  1 6 2 5 - 6 ,  35 c e n t s
B o s t o n ,  M a s s . ,  S e p t .  1968  1 _______________________________  1 6 2 5 - 1 5 ,  50 c e n t s
B u f f a l o ,  N . Y . ,  N o v .  1 9 6 8 1 _________________________________ 1 6 2 5 - 3 5 ,  50 c e n t s
B u r l i n g t o n ,  V t . ,  M a r .  1969 1 ______________________________  1 6 2 5 - 5 4 ,  35 c e n t s
C a n t o n ,  O h i o ,  M a y  1 9 6 9 ___________________________________  1 6 2 5 - 7 3 ,  30 c e n t s
C h a r l e s t o n ,  W. V a . , A p r .  1 9 6 9 ------------------------------------------ 1 6 2 5 - 7 1 ,  30 c e n t s
C h a r l o t t e ,  N . C . ,  M a r .  1 9 6 9 ________________________________  1 6 2 5 - 6 1 ,  30 c e n t s
C h a t t a n o o g a ,  T e n n . - G a . , S e p t . '  1 9 6 9 ---------------------------------- 1 6 6 0 - 9 ,  30 c e n t s
C h i c a g o ,  111., A p r .  1969  1 __________________________________ 1 6 2 5 - 8 2 ,  65 c e n t s
C i n c i n n a t i ,  O h io —K y .—I n d . , M a r .  1969 1 _________________  1 6 2 5 - 6 3 ,  45  c e n t s
C l e v e l a n d ,  O h i o ,  S e p t .  1968  1 _____________________________  1 6 2 5 - 1 9 ,  50 c e n t s
C o l u m b u s ,  O h i o ,  O c t .  1968  1 ______________________________  1 6 2 5 - 2 4 ,  35 c e n t s
D a l l a s ,  T e x . ,  N o v .  1968  1 __________________________________ 1 6 2 5 - 2 8 ,  50 c e n t s
D a v e n p o r t —R o c k  I s l a n d —M o l i n e ,  I o w a —111.,

O c t .  1 9 6 8 ____________________________________________________ 1 6 2 5 - 1 6 ,  30  c e n t s
D a y t o n ,  O h i o ,  J a n .  1969 1 __________________________________ 1 6 2 5 - 4 2 ,  35 c e n t s
D e n v e r ,  C o l o . ,  D e c .  1 9 6 8 _________________________________  1 6 2 5 - 3 9 ,  30 c e n t s
D e s  M o i n e s ,  I o w a ,  M a r .  1 9 6 9 _____________________________  1 6 2 5 - 6 2 ,  30  c e n t s
D e t r o i t ,  M i c h . ,  J a n .  1969 1 ________________________________  1 6 2 5 - 5 8 ,  50 c e n t s
F o r t  W o r t h ,  T e x . ,  N o v .  1 9 6 8 1____________________________  1 6 2 5 - 2 7 ,  35 c e n t s
G r e e n  B a y ,  W i s . ,  J u l y  1 9 6 9 _______________________________  1 6 6 0 - 8 ,  30 c e n t s
G r e e n v i l l e ,  S . C . ,  M a y  1969 r ______________________________  1 6 2 5 - 7 0 ,  35 c e n t s
H o u s t o n ,  T e x . ,  M a y  1969 1_________________________________ 1 6 2 5 - 8 3 ,  45  c e n t s
I n d i a n a p o l i s ,  I n d . ,  D e c .  1968  1-------------------------------------------  1 6 2 5 - 4 0 ,  35 c e n t s
J a c k s o n ,  M i s s . ,  F e b .  1969 1_______________________________  1 6 2 5 - 4 5 ,  35 c e n t s
J a c k s o n v i l l e ,  F l a . ,  J a n .  1969 1 ------------------------------------------ 1 6 2 5 - 3 7 ,  35 c e n t s
K a n s a s  C i t y ,  M o . - K a n s . ,  S e p t .  1 9 6 9 --------------------------------  1 6 6 0 - 1 0 ,  35 c e n t s
L a w r e n c e —H a v e r h i l l ,  M a s s . —N . H . ,  J u n e  1 9 6 9 ---------------- 1 6 2 5 - 7 9 .  30  c e n t s
L i t t l e  R o c k —N o r t h  L i t t l e  R o c k ,  A r k . ,  J u l y  1 9 6 9 ------------ 1 6 6 0 - 2 ,  30 c e n t s
L o s  A n g e l e s —L o n g  B e a c h  a n d  A n a h e i m —S a n t a  A n a -

G a r d e n  G r o v e ,  C a l i f . ,  M a r .  1969  1 _____________________  1 6 2 5 - 7 8 ,  50 c e n t s
L o u i s v i l l e ,  K y .—I n d . ,  N o v .  1 9 6 8 __________________________  1 6 2 5 - 3 3 ,  30 c e n t s
L u b b o c k ,  T e x . ,  M a r .  1969 _________________________________ 1 6 2 5 - 5 3 ,  30 c e n t s
M a n c h e s t e r ,  N . H . ,  J u l y  1 9 6 9 _____________________________  1 6 6 0 - 3 ,  30 c e n t s
M e m p h i s ,  T e n n . - A r k . ,  N o v .  1 9 6 8 -------------------------------------- 1 6 2 5 - 3 0 ,  30 c e n t s
M i a m i ,  F l a . ,  D e c .  1968  1__________________________________  1 6 2 5 - 2 9 ,  35 c e n t s
M i d l a n d  a n d  O d e s s a ,  T e x . ,  M a r .  1 9 6 9___________________  1 6 2 5 - 4 9 ,  25 c e n t s
M i l w a u k e e ,  W i s . ,  A p r .  1 9 6 9 _______________________________  1 6 2 5 - 6 6 ,  35 c e n t s
M i n n e a p o l i s —S t.  P a u l ,  M i n n . ,  J a n .  1 9 6 9 --------------------------- 1 6 2 5 - 4 7 ,  35 c e n t s

B u l l e t i n  n u m b e r
A r e a  a n d  p r i c e

M u s k e g o n —M u s k e g o n  H e i g h t s ,  M i c h . ,  M a y  1 9 6 9 _______  1 6 2 5 - 8 0 ,  30  c e n t s
N e w a r k  a n d  J e r s e y  C i t y ,  N . J . ,  J a n .  1 9 6 9 ________________ 1 6 2 5 - 4 6 ,  40  c e n t s
N e w  H a v e n ,  C o n n . ,  J a n .  1 9 6 9 _____________________________  1 6 2 5 - 3 8 ,  30  c e n t s
N e w  O r l e a n s ,  L a . ,  F e b .  1969 1 ___________________________  1 6 2 5 - 5 1 ,  35 c e n t s
N e w  Y o r k ,  N . Y . ,  A p r .  1 9 6 9 ________________________________ 1 6 2 5 - 8 8 ,  60  c e n t s
N o r f o l k —P o r t s m o u t h  a n d  N e w p o r t  N e w s —

H a m p t o n ,  V a . ,  J u n e  1 9 6 8 _________________________________ 1 5 7 5 - 8 5 ,  30  c e n t s
O k l a h o m a  C i t y ,  O k l a . , J u l y  1 9 6 8 _________________________  1 6 2 5 - 9 ,  30  c e n t s
O m a h a ,  N e b r . —Io w a ,  S e p t .  1 9 6 9 ___________________________  1 6 6 0 - 1 2 ,  30  c e n t s
P a t e r s o n —C l i f t o n —P a s s a i c ,  N . J . ,  M a y  1 9 6 9 _____________  1 6 2 5 - 8 7 ,  35  c e n t s
P h i l a d e l p h i a ,  P a . —N . J . ,  N o v .  1 9 6 8 ________________________ 1 6 2 5 - 4 8 ,  50  c e n t s
P h o e n i x ,  A r i z . ,  M a r .  1 9 6 9 ________________________________  1 6 2 5 - 6 0 ,  30  c e n t s
P i t t s b u r g h ,  P a . ,  J a n .  1 9 6 9 ________________________________  1 6 2 5 - 5 9 ,  35  c e n t s
P o r t l a n d ,  M a i n e ,  N o v .  1 9 6 8 _______________________________ 1 6 2 5 - 2 0 ,  30 c e n t s
P o r t l a n d ,  O r e g . —W a s h . ,  M a y  1 9 6 9 ________________________ 1 6 2 5 - 7 6 ,  30 c e n t s
P r o v i d e n c e —P a w t u c k e t —W a r w i c k ,  R . I .—M a s s .,

M a y  1969 1 ---------------------------------------------------------------------------- 1 6 2 5 - 7 4 ,  35 c e n t s
R a l e i g h ,  N . C . ,  A u g .  1 9 6 9 __________________________________  1 6 6 0 - 6 ,  30 c e n t s
R i c h m o n d ,  V a . ,  M a r .  1 9 6 9 ________________________________  1 6 2 5 - 6 9 ,  30  c e n t s
R o c h e s t e r ,  N .Y .  ( o f f i c e  o c c u p a t i o n s  o n ly ) ,

J u l y  1 9 6 9 ------------------------------------------------------------------------------  1 6 6 0 - 4 ,  30  c e n t s
R o c k f o r d ,  111., M a y  1 9 6 9 __________________________________  1 6 2 5 - 7 2 ,  30  c e n t s
S t .  L o u i s ,  M o .—111., M a r .  1969 1__________________________  1 6 2 5 - 6 4 ,  50  c e n t s
S a l t  L a k e  C i t y ,  U t a h ,  D e c .  1 9 6 8 __________________________  1 6 2 5 - 3 6 ,  30  c e n t s
S a n  A n t o n i o ,  T e x . ,  J u n e  1969 1 ___________________________  1 6 2 5 - 8 5 ,  35  c e n t s
S a n  B e r n a r d i n o —R i v e r s i d e —O n t a r i o ,  C a l i f . ,

O c t .  1 9 6 8 1 _________________________________________________  1 6 2 5 - 2 5 ,  40  c e n t s
S a n  D i e g o ,  C a l i f . ,  N o v .  1 9 6 8 ______________________________  1 6 2 5 - 3 2 ,  30  c e n t s
S a n  F r a n c i s c o —O a k l a n d ,  C a l i f . ,  O c t .  1 9 6 8 _______________ 1 6 2 5 - 4 4 ,  35  c e n t s
S a n  J o s e ,  C a l i f . ,  S e p t .  1 9 6 8 _______________________________ 1 6 2 5 - 2 1 ,  30  c e n t s
S a v a n n a h ,  G a . ,  M a y  1 0 6 9 __________________________________  1 6 2 5 - 6 8 ,  30  c e n t s
S c r a n t o n ,  P a . ,  J u l y  1 9 6 9 ----------------------------------------------------- 1 6 6 0 - 1 5 ,  30 c e n t s
S e a t t l e —E v e r e t t ,  W a s h . ,  N o v .  1968  1 _____________________  1 6 2 5 - 4 3 .  35  c e n t s
S i o u x  F a l l s ,  S. D a k . ,  S e p t .  1 9 6 9 __________________________  1 6 6 0 - 1 4 ,  25 c e n t s
S o u th  B e n d ,  I n d . ,  M a r .  1 9 6 9 _______________________________ 1 6 2 5 - 5 5 ,  30 c e n t s
S p o k a n e ,  W a s h . ,  J u n e  1969 ------------------------------------------------  1 6 2 5 - 8 1 ,  30 c e n t s
S y r a c u s e ,  N . Y . ,  J u l y  1 9 6 9 _________________________________ 1 6 6 0 - 1 3 ,  30 c e n t s
T a m p a —S t.  P e t e r s b u r g ,  F l a . ,  A u g .  1969  1_______________ 1 6 6 0 - 7 ,  35 c e n t s
T o l e d o ,  O h i o —M i c h . ,  F e b .  1969 1_________________________  1 6 2 5 - 5 7 ,  35 c e n t s
T r e n t o n ,  N . J . ,  O c t .  1 9 6 8 1 ________________________________  1 6 2 5 - 1 8 ,  35 c e n t s
U t i c a —R o m e ,  N .Y . ,  J u l y  1 9 6 9 --------------------------------------------  1 6 6 0 -  1, 30  c e n t s
W a s h i n g t o n ,  D . C . - M d . - V a . , S e p t .  1 9 6 8 __________________  1 6 2 5 - 2 2 ,  35 c e n t s
W a t e r b u r y ,  C o n n . ,  M a r .  1 9 6 9 _____________________________  1 6 2 5 - 5 0 ,  30 c e n t s
W a t e r l o o ,  Io w a ,  N o v .  1968  1-----------------------------------------------  1 6 2 5 - 3 1 ,  35  c e n t s
W i c h i t a ,  K a n s . , D e c .  1 9 6 8 ______________ ,_________________  1 6 2 5 - 4 1 ,  30  c e n t s
W o r c e s t e r ,  M a s s . ,  M a y  1 9 6 9 --------------------------------------------  1 6 2 5 - 8 4 ,  30  c e n t s
Y o r k ,  P a . ,  F e b .  1 9 6 9 _______________________________________  1 6 2 5 - 5 2 ,  30  c e n t s
Y o u n g s to w n —W a r r e n ,  O h i o ,  N o v .  1 9 6 8 ___________________  1 6 2 5 - 3 4 ,  30  c e n t s

D ata on establishm ent practices and supplem entary wage provisions are also presented.
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