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Preface

T he B u r e a u  o f  L a b o r  S t a t i s t i c s  p r o g r a m  of annual  
o c c u p a t io n a l  w a g e  s u r v e y s  in  m e t r o p o l i t a n  a r e a s  i s  d e ­
s i g n e d  to  p r o v id e  da ta  on o c c u p a t io n a l  e a r n in g s ,  and e s t a b ­
l i s h m e n t  p r a c t i c e s  and s u p p le m e n t a r y  w a g e  p r o v i s i o n s .  It 
y i e l d s  d e t a i l e d  data  b y  s e l e c t e d  in d u s t r y  d i v i s i o n  fo r  e a c h  
of th e  a r e a s  s tu d ie d ,  fo r  g e o g r a p h ic  r e g i o n s ,  and fo r  the  
U n ite d  S t a t e s .  A  m a j o r  c o n s i d e r a t i o n  in  the  p r o g r a m  i s  
the  n e e d  fo r  g r e a t e r  in s ig h t  in to  (1) th e  m o v e m e n t  of w a g e s  
b y  o c c u p a t io n a l  c a t e g o r y  and s k i l l  l e v e l ,  and (2) the  s t r u c ­
tu r e  and l e v e l  of  w a g e s  a m o n g  a r e a s  and in d u s t r y  d i v i s i o n s .

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

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

T h is  b u l le t in  p r e s e n t s  r e s u l t s  of  the  s u r v e y  in  
U tic a —R o m e ,  N . Y . ,  in  J u ly  19 6 9 ,  un d er  a c o n t r a c t  w i th  
the  N e w  Y o r k  S ta te  D e p a r t m e n t  of L a b o r .  T he  S ta n d a rd  
M e t r o p o l i t a n  S t a t i s t i c a l  A r e a ,  a s  d e f in e d  b y  the  B u r e a u  of  
th e  B u d g e t  th r o u g h  J a n u a r y  19 6 8 ,  c o n s i s t s  of H e r k i m e r  and  
O n e id a  C o u n t ie s .  T h is  s tu d y  w a s  c o n d u c te d  b y  th e  B u r e a u ' s  
r e g i o n a l  o f f i c e  in  N e w  Y o r k ,  N . Y . ,  un d er  the  g e n e r a l  d i ­
r e c t io n  of T h o m a s  N . W akin ,  A s s i s t a n t  R e g io n a l  D i r e c t o r  
fo r  O p e r a t io n s .

Contents
P a g e

In tro d u c t io n ____________________________________________________________________ 1
W age  t r e n d s  f o r  s e l e c t e d  o c c u p a t ip n a l  g r o u p s ____________________________ 3

T a b le s :

1. E s t a b l i s h m e n t s  and w o r k e r s  w i th in  s c o p e  of s u r v e y  and

2. P e r c e n t s  o f  i n c r e a s e  in  s ta n d a r d  w e e k l y  s a l a r i e s  and
s t r a i g h t - t i m e  h o u r ly  e a r n in g s  f o r  s e l e c t e d  o c c u p a t io n a l  
g r o u p s . _______________________________________________________________  4

A . O c c u p a t io n a l  e a r n in g s :
A - 1. O f f ic e  o c c u p a t io n s —w o m e n ____________________________________  5
A - 2 .  P r o f e s s i o n a l  and t e c h n i c a l  o c c u p a t io n s —m e n  and

A - 3 .  O f f ic e ,  p r o f e s s i o n a l ,  and t e c h n i c a l  o c c u p a t io n s —
m e n  and w o m e n  c o m b i n e d __________________________________  7

A - 4 .  M a in te n a n c e  and p o w e r p la n t  o c c u p a t i o n s ___________________  8
A - 5 .  C u s to d ia l  and m a t e r i a l  m o v e m e n t  o c c u p a t i o n s ____________  9

A p p en d ix .  O c c u p a t io n a l  d e s c r i p t i o n s _____________________________________  11

N O T E : S i m i l a r  t a b u la t io n s  a r e  a v a i la b le  fo r  o th e r
a r e a s .  (S ee  in s i d e  b a c k  c o v e r . )
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Area Wage Survey----
The Utica—Rome, N.Y., Metropolitan Area

Introduction

T h is  a r e a  i s  1 o f  90 in  w h ic h  th e  U .S .  D e p a r t m e n t  o f  L a b o r  *s 
B u r e a u  of L a b o r  S t a t i s t i c s  c o n d u c t s  s u r v e y s  of o c c u p a t io n a l  e a r n in g s  
and r e l a t e d  b e n e f i t s  on  an  a r e a w id e  b a s i s . 1

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

In e a c h  a r e a ,  data  a r e  o b ta in e d  f r o m  r e p r e s e n t a t i v e  e s t a b ­
l i s h m e n t s  w i th in  s i x  b r o a d  in d u s t r y  d i v i s i o n s :  M a n u fa c tu r in g ;  t r a n s ­
p o r ta t io n ,  c o m m u n ic a t io n ,  and o th e r  p u b lic  u t i l i t i e s ;  w h o l e s a l e  tr a d e ;  
r e t a i l  tr a d e ;  f in a n c e ,  in s u r a n c e ,  and r e a l  e s t a t e ;  and s e r v i c e s .  M ajor  
in d u s t r y  g r o u p s  e x c lu d e d  f r o m  t h e s e  s t u d ie s  a r e  g o v e r n m e n t  o p e r a ­
t io n s  and the  c o n s t r u c t io n  and e x t r a c t iv e  i n d u s t r i e s .  E s t a b l i s h m e n t s  
hav in g  f e w e r  than a p r e s c r i b e d  n u m b e r  of w o r k e r s  a r e  o m i t t e d  b e c a u s e  
th e y  te n d  to  fu r n i s h  i n s u f f i c i e n t  e m p lo y m e n t  in  the  o c c u p a t io n s  s tu d ie d  
to w a r r a n t  i n c lu s io n .  S e p a r a t e  t a b u la t io n s  a r e  p r o v id e d  f o r  e a c h  of  
the  b r o a d  in d u s t r y  d i v i s i o n s  w h ic h  m e e t  p u b l ic a t io n  c r i t e r i a .

T h e s e  s u r v e y s  a r e  co n d u cte d  on a s a m p le  b a s i s  b e c a u s e  of  
th e  u n n e c e s s a r y  c o s t  in v o lv e d  in  s u r v e y i n g  a l l  e s t a b l i s h m e n t s .  To  
o bta in  o p t im u m  a c c u r a c y  at m i n i m u m  c o s t ,  a g r e a t e r  p r o p o r t io n  of  
l a r g e  than  of s m a l l  e s t a b l i s h m e n t s  i s  s tu d ied .  In c o m b in in g  the  data ,  
h o w e v e r ,  a l l  e s t a b l i s h m e n t s  a r e  g iv e n  t h e i r  a p p r o p r ia te  w e ig h t .  E s ­
t i m a t e s  b a s e d  on the  e s t a b l i s h m e n t s  s tu d ie d  a r e  p r e s e n t e d ,  t h e r e f o r e ,  
a s  r e la t in g  to  a l l  e s t a b l i s h m e n t s  in  the  in d u s t r y  g ro u p in g  and a r e a ,  
e x c e p t  for  t h o s e  b e lo w  the  m i n i m u m  s i z e  s tu d ied .
O c c u p a t io n s  an d  E a r n in g s

T he o c c u p a t io n s  s e l e c t e d  fo r  s tu d y  a r e  c o m m o n  to  a v a r i e t y  
of m a n u fa c tu r in g  and n o n m a n u fa c tu r in g  i n d u s t r i e s ,  and a r e  of the  f o l ­
lo w in g  t y p e s :  (1) O ff ic e  c l e r i c a l ;  (2) p r o f e s s i o n a l  and t e c h n ic a l ;  (3)
m a in te n a n c e  and p o w erp la n t ;  and (4) c u s t o d ia l  and m a t e r i a l  m o v e m e n t .  
O c c u p a t io n a l  c l a s s i f i c a t i o n  i s  b a s e d  on a u n i fo r m  s e t  of  job  d e s c r i p ­
t io n s  d e s ig n e d  to  take  a c co u n t  of i n t e r e s t a b l i s h m e n t  v a r ia t i o n  in  d u t ie s  
w ith in  the  s a m e  job .  T he o c c u p a t io n s  s e l e c t e d  fo r  s tu d y  a r e  l i s t e d  
and d e s c r ib e d  in  the  a p p en d ix .  T he  e a r n in g s  data  f o l lo w in g  the  job  
t i t l e s  a r e  for  a l l  i n d u s t r i e s  c o m b in e d .  E a r n in g s  data  fo r  s o m e  of the  
o c c u p a t io n s  l i s t e d  and d e s c r i b e d ,  or  fo r  s o m e  in d u s t r y  d i v i s i o n s  w i th in  
o c c u p a t io n s ,  a r e  not p r e s e n t e d  in  the  A - s e r i e s  t a b l e s  b e c a u s e  e i t h e r  
(1) e m p lo y m e n t  in  the o c c u p a t io n  i s  too  s m a l l  to p r o v id e  e n o u g h  data

1 Included in  the 90 areas are four studies conducted  under co n trac t w ith  the New York State 
D epartm en t of Labor. These areas are B ingham ton (New York portion  only); R ochester (o ffice  occu­
pations only); Syracuse; and U tic a —Rom e. In add ition , the Bureau conducts m ore lim ite d  area  studies 
in  78 areas a t the request of the Wage and H our and Public C ontracts D ivisions of the U .S . D e­
p artm en t of Labor.

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

O cc u p a t io n a l  e m p lo y m e n t  and e a r n in g s  data  a r e  sh o w n  for  
f u l l - t i m e  w o r k e r s ,  i . e . ,  t h o s e  h i r e d  to  w o r k  a r e g u la r  w e e k l y  s c h e d u le  
in  the  g iv e n  o c c u p a t io n a l  c l a s s i f i c a t i o n .  E a r n in g s  data  e x c lu d e  p r e ­
m i u m  pay  fo r  o v e r t i m e  and fo r  w o r k  on w e e k e n d s ,  h o l id a y s ,  and la te  
s h i f t s .  N o n p r o d u c t io n  b o n u s e s  a r e  e x c lu d e d ,  but c o s t - o f - l i v i n g  a l l o w ­
a n c e s  and in c e n t iv e  e a r n in g s  a r e  in c lu d e d .  W h ere  w e e k l y  h o u r s  a r e  
r e p o r t e d ,  a s  fo r  o f f i c e  c l e r i c a l  o c c u p a t io n s ,  r e f e r e n c e  i s  to  the  s t a n d ­
a r d  w o r k w e e k  (round ed  to  the n e a r e s t  h a l f  hour)  for  w h ic h  e m p l o y e e s  
r e c e i v e  t h e i r  r e g u la r  s t r a i g h t - t i m e  s a l a r i e s  ( e x c l u s i v e  of pay  for  
o v e r t i m e  at r e g u la r  a n d / o r  p r e m iu m  r a t e s ) .  A v e r a g e  w e e k l y  e a r n in g s  
fo r  t h e s e  o c c u p a t io n s  h a v e  b e e n  r o u n d ed  to  the  n e a r e s t  h a l f  d o l la r .

T he  a v e r a g e s  p r e s e n t e d  r e f l e c t  c o m p o s i t e ,  a r e a w id e  e s t i ­
m a t e s .  I n d u s t r ie s  and e s t a b l i s h m e n t s  d i f f e r  in  pay  l e v e l  and job  
s ta f f in g  and, th u s ,  c o n tr ib u te  d i f f e r e n t l y  to  the  e s t i m a t e s  fo r  e a c h  job.  
The pay  r e la t io n s h ip  o b ta in a b le  f r o m  th e  a v e r a g e s  m a y  f a i l  to r e f l e c t  
a c c u r a t e l y  the  w a g e  s p r e a d  or  d i f f e r e n t ia l  m a in ta in e d  a m o n g  jo b s  in  
ind iv id u a l  e s t a b l i s h m e n t s .  S i m i l a r l y ,  d i f f e r e n c e s  in  a v e r a g e  pay  l e v e l s  
fo r  m e n  and w o m e n  in any  of the  s e l e c t e d  o c c u p a t io n s  sh o u ld  not be  
a s s u m e d  to  r e f l e c t  d i f f e r e n c e s  in  pay  t r e a t m e n t  of the s e x e s  w ith in  
ind iv id u a l  e s t a b l i s h m e n t s .  O ther  p o s s i b l e  f a c t o r s  w h ic h  m a y  c o n t r ib ­
ute  to d i f f e r e n c e s  in  p a y  for  m e n  and w o m e n  inc lu de:  D i f f e r e n c e s  in
p r o g r e s s i o n  w i th in  e s t a b l i s h e d  r a te  r a n g e s ,  s i n c e  o n ly  th e  a c tu a l  r a t e s  
pa id  in c u m b e n ts  a r e  c o l l e c t e d ;  and d i f f e r e n c e s  in  s p e c i f i c  d u t ie s  p e r ­
f o r m e d ,  a lth o u g h  the  w o r k e r s  a r e  c l a s s i f i e d  a p p r o p r ia t e ly  w ith in  the  
s a m e  s u r v e y  job d e s c r ip t io n .  Job d e s c r ip t io n s  u s e d  in  c l a s s i f y i n g  e m ­
p l o y e e s  in  t h e s e  s u r v e y s  a r e  u s u a l l y  m o r e  g e n e r a l i z e d  than  t h o s e  u s e d  
in  ind iv id u a l  e s t a b l i s h m e n t s  and a l lo w  fo r  m in o r  d i f f e r e n c e s  a m o n g  
e s t a b l i s h m e n t s  in  the  s p e c i f i c  d u t ie s  p e r f o r m e d .

O cc u p a t io n a l  e m p lo y m e n t  e s t i m a t e s  r e p r e s e n t  the  to ta l  in  a l l  
e s t a b l i s h m e n t s  w i th in  th e  s c o p e  of the  s tu dy  and not the n u m b e r  a c t u ­
a l ly  s u r v e y e d .  B e c a u s e  of d i f f e r e n c e s  in  o c c u p a t io n a l  s t r u c t u r e  a m o n g  
e s t a b l i s h m e n t s ,  the e s t im a te s  o f  occu pat iona l  e m p lo y m e n t  o b ta in e d  f r o m  
the  s a m p le  o f  e s t a b l i s h m e n t s  s tu d ie d  s e r v e  o n ly  to  in d ic a te  the  r e l a t iv e  
im p o r t a n c e  of the  jo b s  s tu d ied .  T h e s e  d i f f e r e n c e s  in  o c c u p a t io n a l  
s t r u c t u r e  do not  a f f e c t  m a t e r i a l l y  the  a c c u r a c y  o f  the  e a r n in g s  data .

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

T a b u la t io n s  on s e l e c t e d  e s t a b l i s h m e n t  p r a c t i c e s  and s u p p le ­
m e n t a r y  w a g e  p r o v i s i o n s  ( B - s e r i e s  ta b le s )  a r e  not p r e s e n t e d  in  th i s  
b u l le t in .  In fo r m a t io n  fo r  t h e s e  t a b u la t io n s  i s  c o l l e c t e d  b ie n n ia l ly .  
T h e s e  ta b u la t io n s  on m i n i m u m  e n t r a n c e  s a l a r i e s  fo r  i n e x p e r i e n c e d  
w o m e n  o f f i c e  w o r k e r s ;  sh if t  d i f f e r e n t ia l s ;  s c h e d u le d  w e e k l y  h o u r s ;  paid  
h o l id a y s ;  pa id  v a c a t io n s ;  and h e a l t h ,  in s u r a n c e ,  and p e n s io n  p la n s  a r e  
p r e s e n t e d  (in the B - s e r i e s  t a b le s )  in  p r e v io u s  b u l le t in s  for  th i s  a r e a .
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T a b le  1. E s ta b l is h m e n ts  and  W o rk e rs  W ith in  Scope of S u rv e y  and  N u m b e r  S tu d ied  in  U tica —R o m e , N .Y . ,1 
b y  M a jo r  In d u s try  D iv is io n ,2 J u ly  1969

In d u s try  d iv is io n

M in im u m  
e m p lo y m en t 
in e s ta b l i s h ­

m en ts  in  sco p e  
of s tu d y

N u m b e r of e s ta b l is h m e n ts W o rk e rs  in  e s ta b l is h m e n ts

W ith in  sco p e  
of study* S tud ied

W ith in  sco p e  of s tu d y 4

S tud ied
N u m b e r P e r c e n t

A ll d iv is io n s  _ ___ ___ ___ _ ------ _ 163 63 5 2 ,6 9 2 100 3 8 ,4 7 8

M a n u fa c tu r in g  — — _ _ 50 98 35 4 0 , 994 78 3 1 ,3 1 2
N o n m a n u fa c tu rin g -  —  _ _ 65 28 1 1 ,6 9 8 22 7, 166

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  5 --------------------------------- 50 13 7 3, 027 6 2 ,6 8 7

W h o le sa le  t r a d e  6 ___ ___ 50 6 3 474 1 261
R e ta il  t r a d e  6 - __ __ _ _ ------ ---- 50 27 7 3, 901 7 1, 350
F in a n c e ,  i n s u r a n c e ,  and  r e a l  e s ta te  6 ______ 50 8 4 2, 944 5 1 ,9 3 4
S e rv ic e s  6 7__ _ _ _ _ _  _________ ____ _ 50 11 7 1 ,3 5 2 3 934

1 T he U tica—R o m e S ta n d a rd  M e tro p o li ta n  S ta t i s t i c a l  A r e a ,  a s  d e fin e d  by  th e  B u re a u  of th e  B u d g e t th ro u g h  J a n u a r y  1968, c o n s is ts  of H e rk im e r  
and  O n eid a  C o u n tie s .  T he " w o r k e r s  w ith in  sc o p e  of s tu d y "  e s t im a te s  show n in  th is  ta b le  p ro v id e  a  r e a s o n a b ly  a c c u r a te  d e s c r ip t io n  of th e  s iz e  and  
c o m p o s itio n  of th e  l a b o r  f o rc e  in c lu d e d  in  th e  s u rv e y .  The e s t im a te s  a r e  n o t in te n d e d , h o w e v e r , to  s e rv e  a s  a  b a s is  of c o m p a r is o n  w ith  o th e r  
e m p lo y m en t in d ex e s  fo 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  le v e ls  s in c e  (1) p lan n in g  of w ag e  s u rv e y s  r e q u i r e s  th e  u s e  of e s ta b l is h m e n t  d a ta  
c o m p ile d  c o n s id e ra b ly  in  a d v a n ce  of th e  p a y ro l l  p e r io d  s tu d ie d , and  (2) s m a l l  e s ta b l is h m e n ts  a r e  e x c lu d e d  f ro m  th e  sc o p e  of th e  s u rv e y .

2 The 1967 e d it io n  of th e  S ta n d a rd  I n d u s t r ia l  C la s s i f ic a t io n  M an u al w a s  u s e d  in  c la s s ify in g  e s ta b l is h m e n ts  by  in d u s t r y  d iv is io n .
3 In c lu d e s  a l l  e s ta b l is h m e n ts  w ith  to ta l  e m p lo y m en t a t o r  ab o v e  th e  m in im u m  lim ita t io n .  A ll o u tle ts  (w ith in  th e  a re a )  of c o m p a n ie s  in  su ch  

in d u s t r ie s  a s  t r a d e ,  f in a n c e , a u to  r e p a i r  s e r v i c e ,  an d  m o tio n  p ic tu r e  t h e a t e r s  a r e  c o n s id e re d  a s  1 e s ta b l is h m e n t .
4 In c lu d e s  a l l  w o r k e r s  in  a ll  e s ta b l is h m e n ts  w ith  to ta l  em p lo y m en t (w ith in  th e  a re a )  a t o r  above th e  m in im u m  lim ita t io n .
5 T a x ic a b s  and  s e r v i c e s  in c id e n ta l  to  w a te r  t r a n s p o r t a t i o n  w e re  ex c lu d e d . U tica*s t r a n s i t  s y s te m  is  m u n ic ip a lly  o p e ra te d  and  is  ex c lu d e d  by  

d e f in i tio n  f ro m  th e  sc o p e  of th e  s tu d y .
6 T h is  in d u s t r y  d iv is io n  is  r e p r e s e n te d  in  e s t im a te s  fo r  " a l l  in d u s t r ie s "  and  " n o n m a n u fa c tu r in g "  in  th e  S e r ie s  A ta b le s .  S e p a ra te  p r e s e n ta t io n  

of d a ta  fo r  th is  d iv is io n  is  not m ad e  fo r  one o r  m o re  of th e  fo llo w in g  r e a s o n s :  (1) E m p lo y m e n t in  th e  d iv is io n  is  to o  s m a l l  to  p ro v id e  enough  d a ta  
to  m e r i t  s e p a r a te  s tu d y , (2) th e  s a m p le  w a s  n o t d e s ig n e d  in i t ia l ly  to  p e rm i t  s e p a r a te  p r e s e n ta t io n ,  (3) r e s p o n s e  w a s  in su f f ic ie n t  o r  in ad e q u a te  to  
p e rm i t  s e p a r a te  p r e s e n ta t io n ,  and  (4) t h e r e  i s  p o s s ib i l i ty  of d i s c lo s u re  of in d iv id u a l e s ta b l is h m e n t  d a ta .

7 H o te ls  and  m o te ls ;  la u n d r ie s  and  o th e r  p e rs o n a l  s e r v i c e s ;  b u s in e s s  s e r v i c e s ;  a u to m o b ile  r e p a i r ,  r e n t a l ,  and  p a rk in g ;  m o tio n  p ic tu r e s ;  
n o n p ro f i t  m e m b e rs h ip  o rg a n iz a tio n s  (ex c lu d in g  r e l ig io u s  and  c h a r i ta b le  o rg a n iz a tio n s ) ;  and  e n g in e e r in g  and  a r c h i te c tu r a l  s e r v i c e s .

O v e r  th r e e - f o u r th s  of th e  w o r k e r s  w ith in  sc o p e  of th e  s u rv e y  in  th e  U tica —R o m e 
a r e a  w e re  e m p lo y e d  in  m a n u fa c tu r in g  f i r m s . .  The fo llo w in g  p r e s e n t s  th e  m a jo r  in d u s t r y  
g ro u p s  and  s p e c i f ic  i n d u s t r ie s  a s  a  p e rc e n t  of a l l  m a n u fa c tu r in g :

In d u s t ry  g ro u p s  S p e c if ic  in d u s t r ie s

E le c t r ic a l  e q u ip m e n t and  N o n fe r ro u s  ro l l in g  and
s u p p lie s _______________________ 19 d r a w in g ------------------------------------- 12

M a c h in e ry , e x c e p t  e le c t r i c a l — 16 C o m m u n ic a tio n  e q u ip m e n t--------- 10
P r im a r y  m e ta l  i n d u s t r ie s  —— — 14 A i r c r a f t  and  p a r t s ------------------  — 9
T r a n s p o r ta t io n  e q u ip m e n t------------ 10 O ffice  and  co m p u tin g
M is c e lla n e o u s  m a n u fa c tu r in g  m a c h in e s ——-----------------------------8

i n d u s t r i e s ——_____________________ 7 R ad io  and  TV re c e iv in g
F a b r ic a te d  m e ta l  p r o d u c t s ------- 5 e q u ip m e n t_____________________ 8
L e a th e r  an d  le a th e r  p r o d u c ts ____  5 J e w e lr y ,  s i l v e r w a r e ,  and

p la te d  w a r e  _________________6
M e ta lw o rk in g  m a c h in e ry —    6

T h is  in fo rm a tio n  is  b a s e d  on e s t im a te s  of to ta l  e m p lo y m en t d e r iv e d  f ro m  u n iv e r s e  
m a te r i a l s  c o m p ile d  p r io r  to  a c tu a l  s u rv e y .  P r o p o r t io n s  in  v a r io u s  in d u s t r y  d iv is io n s  m ay  
d i f fe r  f ro m  p ro p o r t io n s  b a s e d  on  th e  r e s u l t s  of th e  s u rv e y  a s  show n in  ta b le  1 a b o v e .
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Wage Trends for Selected Occupational Groups

P r e s e n t e d  in  ta b le  2 a r e  i n d e x e s  1 and p e r c e n t a g e s  o f  c h a n g e  
in  a v e r a g e  s a l a r i e s  o f  o f f i c e  c l e r i c a l  w o r k e r s  and i n d u s t r ia l  n u r s e s ,  
and in  a v e r a g e  e a r n in g s  o f  s e l e c t e d  plant  w o r k e r  g r o u p s .  The in d e x e s  
a r e  a m e a s u r e  of w a g e s  a t  a g i v e n  t i m e ,  e x p r e s s e d  a s  a p e r c e n t  of  
w a g e s  du r in g  the  b a s e  p e r io d  (date  of the  a r e a  s u r v e y  c o n d u c te d  
b e t w e e n  J u ly  I9 6 0  and June 1961) .  S u b tr a c t in g  100 f r o m  the  in d ex  
y i e l d s  the  p e r c e n t a g e  c h a n g e  in  w a g e s  f r o m  the  b a s e  p e r io d  to the  
date  of the in d e x .  The p e r c e n t a g e s  o f  c h a n g e  o r  i n c r e a s e  r e l a t e  to  
w a g e  c h a n g e s  b e t w e e n  the  in d ic a te d  d a t e s .  T h e s e  e s t i m a t e s  a r e  
m e a s u r e s  o f  c h a n g e  in  a v e r a g e s  f o r  the  a r e a ;  th e y  a r e  not in te n d e d  
to  m e a s u r e  a v e r a g e  pay  c h a n g e s  in  the  e s t a b l i s h m e n t s  in  the  a r e a .

M ethod  o f  C o m p u tin g

E a c h  o f  the s e l e c t e d  k e y  o c c u p a t io n s  w ith in  a n  o c c u p a t io n a l  
g r o u p  w a s  a s s i g n e d  a w e ig h t  b a s e d  on  i t s  p r o p o r t io n a t e  e m p lo y m e n t  
in  the  o c c u p a t io n a l  g ro u p .  T h e s e  c o n s t a n t  w e ig h t s  r e f l e c t  b a s e  y e a r  
e m p l o y m e n t s  w h e r e v e r  p o s s i b l e .  The a v e r a g e  (m ea n )  e a r n in g s  fo r  
e a c h  o c c u p a t io n  w e r e  m u l t i p l i e d  b y  the  o c c u p a t io n a l  w e ig h t ,  and the  
p r o d u c t s  fo r  a l l  o c c u p a t io n s  in  the  g r o u p  w e r e  to ta le d .  The a g g r e g a t e s  
fo r  2 c o n s e c u t i v e  y e a r s  w e r e  r e l a t e d  b y  d iv id in g  the  a g g r e g a t e  for  
the la t e r  y e a r  by the  a g g r e g a t e  fo r  the  e a r l i e r  y e a r .  The r e s u l t a n t  
r e l a t iv e ,  l e s s  100 p e r c e n t ,  s h o w s  the  p e r c e n t a g e  c h a n g e .  T he in d ex  
i s  the  p r o d u ct  o f  m u l t ip ly in g  the b a s e  y e a r  r e l a t iv e  (100) by  the  r e l a t iv e  
fo r  the n ex t  s u c c e e d in g  y e a r  and c o n t in u in g  to m u l t ip ly  (com p oun d)  
e a c h  y e a r ' s  r e l a t iv e  by the p r e v io u s  y e a r ' s  in d e x .  A v e r a g e  e a r n in g s  
f o r  the f o l lo w in g  o c c u p a t io n s  w e r e  u s e d  in  c o m p u t in g  the w a g e  t r e n d s :

O ffice c le r ic a l (m en  and w om en): 
B ookkeeping-m achine 

operators, class B 
C le iks, accoun ting , classes 

A and B
C leiks, f i le , classes 

A , B, and C 
C le iks, order 
C le iks, payroll 
C om ptom eter operators 
Keypunch operators, classes 

A and B
O ffice boys and girls

O ffice c le r ic a l (m en  and w om en)— 
C ontinued 

S ecre taries
S tenographers, genera l 
S ten o g ra p h e r , senior 
Sw itchboard  operators, classes 

A and B
T a b u la tin g -m ac h in e  operators, 

class B
Typists, classes A and B

Industria l nurses (m en  and wom en): 
N urses, industrial (reg istered)

S k illed  m ain ten an ce  (m en): 
C arpenters 
E lectricians 
M achinists 
M echanics
M echanics (au tom o tive)
Painters
P ipefitte rs
Tool and die m akers

U nskilled  p la n t (m en):
Jan ito rs, porters, and cleaners 
Laborers, m a te r ia l hand ling

1
Indexes of earnings referred  to  in  this standard  te x t are  published  for m ost areas bu t no t in  

U tic a -R o m e  because the area  was no t surveyed in  the  base y ea r  of the index series.

F o r  o f f i c e  c l e r i c a l  w o r k e r s  and in d u s t r ia l  n u r s e s ,  the  w a g e  
t r e n d s  r e l a t e  to  r e g u la r  w e e k l y  s a l a r i e s  fo r  the  n o r m a l  w o r k w e e k ,  
e x c l u s i v e  of e a r n in g s  for  o v e r t i m e .  F o r  p lant  w o r k e r  g r o u p s ,  th e y  
m e a s u r e  c h a n g e s  in  a v e r a g e  s t r a i g h t - t i m e  h o u r ly  e a r n in g s ,  e x c lu d in g  
p r e m iu m  pay  f o r  o v e r t i m e  and fo r  w o r k  o n  w e e k e n d s ,  h o l i d a y s ,  and  
la t e  s h i f t s .  The p e r c e n t a g e s  a r e  b a s e d  on  data  f o r  s e l e c t e d  key  o c c u ­
p a t io n s  and in c lu d e  m o s t  o f  the n u m e r i c a l l y  im p o r ta n t  j o b s  w ith in  
e a c h  g ro u p .

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

T he in d e x e s  and  p e r c e n t a g e s  of c h a n g e ,  a s  m e a s u r e s  of  
c h a n g e  in  a r e a  a v e r a g e s ,  a r e  in f lu e n c e d  by: (1) g e n e r a l  s a l a r y  and
w a g e  c h a n g e s ,  (2) m e r i t  or  o th e r  i n c r e a s e s  in  pay  r e c e i v e d  by i n d i ­
v id u a l  w o r k e r s  w h i le  in  the  s a m e  job ,  and (3) c h a n g e s  in  a v e r a g e  
w a g e s  due to c h a n g e s  in  the  la b o r  f o r c e  r e s u l t in g  f r o m  la b o r  t u r n ­
o v e r ,  f o r c e  e x p a n s io n s ,  f o r c e  r e d u c t io n s ,  and c h a n g e s  in  the  p r o p o r ­
t io n s  of w o r k e r s  e m p l o y e d  by e s t a b l i s h m e n t s  w ith  d i f f e r e n t  pay  l e v e l s .  
C h a n g e s  in  the  la b o r  f o r c e  c a n  c a u s e  i n c r e a s e s  o r  d e c r e a s e s  in  the  
o c c u p a t io n a l  a v e r a g e s  w itho u t  a c t u a l  w a g e  c h a n g e s .  It i s  c o n c e i v a b l e  
that  e v e n  tho u g h  a l l  e s t a b l i s h m e n t s  in  a n  a r e a  g a v e  w a g e  i n c r e a s e s ,  
a v e r a g e  w a g e s  m a y  ha v e  d e c l i n e d  b e c a u s e  l o w e r - p a y in g  e s t a b l i s h m e n t s  
e n t e r e d  the  a r e a  o r  ex p a n d ed  t h e i r  w o r k  f o r c e s .  S i m i la r l y ,  w a g e s  
m a y  ha v e  r e m a i n e d  r e l a t i v e l y  C onstant,  y e t  th e  a v e r a g e s  f o r  a n  a r e a  
m a y  ha v e  r i s e n  c o n s i d e r a b l y  b e c a u s e  h ig h e r - p a y i n g  e s t a b l i s h m e n t s  
e n t e r e d  the  a r e a .

T he u s e  o f  c o n s t a n t  e m p l o y m e n t  w e ig h t s  e l i m i n a t e s  the e f f e c t  
of  c h a n g e s  in  the  p r o p o r t io n  of w o r k e r s  r e p r e s e n t e d  in  e a c h  jo b  i n ­
c lu d e d  in  the  data .  The p e r c e n t a g e s  of c h a n g e  r e f l e c t  o n ly  c h a n g e s  
in  a v e r a g e  pay  for  s t r a i g h t - t i m e  h o u r s .  T h ey  a r e  not in f lu e n c e d  by  
c h a n g e s  in  s ta n d a r d  w o r k  s c h e d u l e s ,  a s  su ch ,  or  by  p r e m iu m  pay  
fo r  o v e r t i m e .  W h ere  n e c e s s a r y ,  data  w e r e  a d j u s t e d  to r e m o v e  f r o m  
the i n d e x e s  and p e r c e n t a g e s  of c h a n g e  a n y  s i g n i f i c a n t  e f f e c t  c a u s e d  
b y  c h a n g e s  in  the  s c o p e  o f  the  s u r v e y .
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T a b le  2.  P e r c e n t s  o f  I n c r e a s e  in  S ta n d a r d  W e e k ly  S a l a r i e s  and  
S t r a i g h t - t i m e  H o u r ly  E a r n i n g s  f o r  S e l e c t e d  O c c u p a t io n a l  

G r o u p s  in  U t i c a —R o m e ,  N . Y . ,  J u ly  1968 to  J u l y  1969

O c c u p a t io n a l  g r o u p A l l  i n d u s t r i e s M a n u f a c t u r in g

O f f ic e  c l e r i c a l  ( m e n  and w o m e n )  — 6 .7 6 .1
I n d u s t r ia l  n u r s e s  ( m e n a n d w o m e n ) _ 5 .6 5 .6
S k i l l e d  m a i n t e n a n c e  ( m e n )__________ 6 .2 6 .4
U n s k i l l e d  p la n t  ( m e n ) _______ __  _ 6 .8 7.1
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5

A. O ccup a t io n a l  E a rn in g s

Table A-l. O ffice O ccupations—W om en

{ A v erag e  s t r a ig h t - t im e  w e e k ly  h o u rs  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 ,  U tica —R o m e , N. Y, , J u ly  1969)

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

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

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

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

CLERKS, FILE, CLASS C ---------------

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

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

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

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

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

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

SECRETARIES, CLASS 0 --------------
MANUFACTURING ---------------------

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

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

SWITCHBOARO OPERATOR-RECEPTION ISTS- 
MANUFACTURING ---------------------

TRANSCRIBING-MACHINE OPERATORS, 
GENERAL -------------------------------

TYPISTS, CLASS A ---------------------
MANUFACTURING ---------------------

TYPISTS, CLASS B ---------------------
MANUFACTURING ---------------------

Weekly earnings1 
(standard)

Number
of

workers

Average
weekly
hours1

standard) M ean2 Median 2 Middle range 2

t  i
5 5

and
u n d e r

6 0

t
6 0

6 5

t
6 5

7 0

7 0

7 5

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

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

120 3 9 . 5 9 3 . 5 0 9  3 . 0 0 8 0 . 5 0 - 1 0 9 . 0 0 - - 6 9
7 9 9 0 . 0 9 8 . 0 0 1 0 0 . 5 0 8 9 . 0 0 - 1 1 2 . 0 0 2 2
9 1 3 8 . 5 8 9 . 5 0 8 2 . 0 0 7 8 . 0 0 -  8 7 . 5 0 ■ 9 2
2 5 3 9 . 5 8 5 . 0 0 8 0 . 0 0 7 7 . 5 0 -  8 6 . 0 0 - - - 1

102 3 8 . 5 6 7 . 5 0 6 7 . 5 0 6 6 . 0 0 -  6 9 . 5 0 9 3 7 2 12
9 7 3 9 . 5 9 5 . 5 0 9 5 . 5 0 8 9 . 0 0 - 1 0 5 . 5 0 _ - - 7
8 9 9 0 . 0 9 5 . 5 0 9 5 . 5 0 8 9 . 5 0 - 1 0 5 . 0 0 - “ 5

8 1 9 0 . 0 9 3 . 0 0 9 2  . 0 0 86. 0 0 - 1 0 0 . 0 0 - - - *

1 0 5 9 0 . 0 8 7 . 5 0 86.00 7 7 . 5 0 -  9 7 . 5 0 - _ 7 12
5 3 9 0 . 0 9 3 . 5 0 9 5 . 0 0 8 7 . 0 0 - 1 0 2 . 5 0 - - 1 3
5 2 3 9 . 5 8 1 . 0 0 8 0 . 0 0 7 9 . 0 0 -  8 5 . 0 0 6 9

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

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

7 1 3 9 . 5 1 1 9 . 5 0 110.00 8 9 . 5 0 - 1 3 4 . 5 0 - - - -

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

1 0 8 3 9 . 5 120.00 1 1 8 . 5 0 1 0 6 . 0 0 - 1 3 2 . 5 0 _ - _ _

8 7 3 9 . 5 1 2 1 . 5 0 121.00 1 1 1 . 5 0 - 1 3 3 . 0 0 -

1 7 5 9 0 . 0 111.00 1 0 9 . 5 0 1 0 0 . 5 0 - 1 2 0 . 0 0 _ - - _
1 5 8 9 0 . 0 1 0 9 . 5 0 1 0 9 . 5 0 1 0 2 . 0 0 - 1 1 8 . 5 0 “

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

2 9 9 9 0 . 0 1 0 1 . 5 0 9 9 . 5 0 9 3 . 0 0 - 1 0 8 . 5 0 - _ - -
2 3 1 9 0 . 0 100.00 9 9 . 5 0 9 3 . 0 0 - 1 0 7 . 5 0 -

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

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

8 9 9 0 . 0 9 0 . 0 0 9 0 . 0 0 8 9 . 0 0 -  9 5 . 5 0 - - ~ -

1 6 9 3 9 . 5 8 9 . 5 0 8 9 . 0 0 7 6 . 5 0 -  9 2 . 5 0 _ - 8 2 6
9 3 9 0 . 0 8 7 . 0 0 86.00 8 0 . 0 0 -  9 3 . 5 0 9

«
N u m b e r  o f  w o rk e r s  re 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—

i I  i i i i  i  i I  “1  I  $ $ i 5 T
75

80

80

85

85

90

90

95

95

100

100

105

10 5 

110

110

115

115

120

120

125

125

130

130

135

135

190

190

195

195

150

150

155

155

and

over

2 5 8 8 9 19 3 5 4 7 2 6 1 2 3
2 3 5 9 9 9 3 3 3 1 1 6 - 2 3
- 2 3 9 5 5 - 2 1 6 1 ~ 1 -

19 23 5 6 10 13 6 16 5 3 2 2 - - - _ _
11 6 5 9 9 10 9 16 9 3 1 2 - - - - -
8 17 2 1 3 2 - 1 - 1 * - * -

12 6 2 - 1 1 - 1 - - - - 1 - - - '

6

8 12 10 11 15 10 8 _ 9 3 1 2 1 _ - - -
5 12 8 11 15 8 8 - 7 3 1 - 1 - - - -

1 15 19 15 12 10 3 3 2 l - - - - - - -

19 17 12 11 12 9 5 9 1 1 _ _ _ _ _ _ _
2 4 9 8 9 9 3 4 1

12 13 3 3 3 - 2 - - 1 - - - - "

4 5 25 19 32 31 59 31 90 32 23 25 11 15 1 9 19
4 3 12 10 20 15 50 30 39 26 21 29 9 13 1 5 10
- 2 13 9 12 16 4 1 1 6 2 1 2 2 " 4 8

4 2 13 2 6 4 5 1 _ 5 3 10 3 5 _ 5 3
4 4 “ 3 - “ i i 9 3 5 5 3

- i 2 3 2 17 10 10 19 7 ii 10 6 10 1 _ 9
i 3 1 5 9 10 19 6 ii 10 6 8 1 “ 2

_ 2 10 9 22 10 39 20 21 20 9 5 _ - - 4 4
“ 2 8 7 19 10 38 20 21 19 9 5 - *

20 25 29 26 22 29 12 6 6 _ i 2 _ 5 2 _ -
5 15 19 10 18 29 12 4 6 - i 2 2

_ 2 39 35 52 35 36 29 8 5 5 8 - - - _ -
2 35 35 50 35 39 29 8 3 5

7 12 4 10 6 11 - 1 i
7 11 3 10 6 11 1 i

5 - 2 8 9 3 5 1 i 1 - - - - - - -

7 19 18 21 10 7 3 2 i 2 - - _ 1 - - _
7 19 16 21 9 7 3 2

29 28 28 18 17 9 9 2
20 19 19 12 8 6 4 1

1 S ta n d a rd  h o u rs  r e f l e c t  th e  w o rk w ee k  fo r  w hich  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 la r ie 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  i s  co m p u te d  fo r  e a c h  jo b  b y  to ta l in g  th e  e a rn in g s  of a l l  w o rk e r s  and  d iv id in g  by  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  of th e  e m p lo y e e s  s u rv e y e d  r e c e iv e  m o re  
th an  th e  r a te  show n; h a lf  r e c e iv e  l e s s  th an  th e  r a te  show n. T he m id d le  ra n g e  is  d e fin e d  by  Z r a t e s  of pay ; 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  th e  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  
th e  h ig h e r  r a te .

* M ay in c lu d e  w o r k e r s  o th e r  th an  th o se  p r e s e n te d  s e p a r a te ly .
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Table A-2. Professional and Technical Occupations—Men and Women

(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  fo 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 ry  d iv is io n , U tica—R o m e, N. Y . , J u ly  1969)

Weekly earnings1 
(standard) N u m b e r  of w o rk e r s re c e iv in g  s t r a ig h t - t im e w ee k ly  e a rn in g s of—

Sex, o c c u p atio n , and  in d u s t ry  d iv is io n
Number

of
workers

Average 
weekly 
hours1 

(standard) M ean2 Median 2 Middle range 2
U nder
$
100

$
100

and
u n d e r

s
105

$
110

$
115

*
120

$ s
125 130

$
135

$
140

$ S
145 150

s
155

$
160

$
165

*
170

$
175

$
180

$
185

and

105 110 115 120 125 130 135 140 145 150 155 160 165 170 175 180 185 o v e r

HEN

$
163.00
163.00

$
164.00
164.00

$ $
151.50- 175.00
151.50- 175.00

3 3
3I T 646 ' 3 6 6 5

60 ' 0 0 135 00 133 50 10 3 10 6 3 5 .

MANUFACTURING --------------------- 67 40.0 135.00 133.00 127.00-147.00 - - - 10 3 10 17 6 3 5 6 1 6 - - - - -

^0*0 111*00
3

*

NOHEN

NURSES, INDUSTRIAL (REGISTERED) --- 47 40.0 122.00 120.50 116.00-129.00 - i - 9 13 10 4 6 1 - 3

1 S ta n d a rd  h o u rs  r e f l e c t  th e  w o rk w ee k  fo r  w hich  e m p lo y e e s  re 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 eek ly  h o u r s .

2 F o r  d e f in i tio n  o f t e r m s ,  se e  fo o tn o te  2, ta b le  A - l .
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Table A-3. Office, Professional, and Technical Occupations—Men and Women Combined

(A v erag e  s t r a ig h t - t im e  w e e k ly  h o u rs  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 an  a r e a  b a s is  
by  in d u s t ry  d iv is io n , U tic a —R o m e , N .Y . , J u ly  1969)

A verage A verage A verage

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

of
w orkers

W eekly 
hours 1 

(standard)

W eekly 
e arn ings 1 
(standard)

O c c u p a tio n  and  in d u s t ry  d iv is io n
N um ber

of
w orkers

W eekly  
hours 1 

(standard]

W eekly 
earn ings 1 
(standard)

O c c u p a tio n  and  in d u s t ry  d iv is io n
N um ber

of
w orkers

W eekly 
hours 1 

(standard)

W eekly  
earn ings 1 
(standard)

OFFICE OCCUPATIONS OFFICE OCCUPATIONS - CONTINUED
$

OFFICE OCCUPATIONS - CONTINUED

BOOKKEEPING-MACHINE OPERATORS, $
8 9 .5 026 3 9 .5

t v 7 ^ .0 0

370 3 9 .5
9 0 .0

1 1 5 .5 0
1 1 6 .0 098

60
38

3 9 .0
9 0 .0
3 8 .0

1 1 2 .0 0
1 1 3 .5 0
1 0 9 .5 0

292 8 4 .5 0CLERKSy ACCOUNT INGy CLASS A —— — ——

NONMANUFACTURING -----------------
71 3 9 .5 1 1 9 .5 0

1 2 6 .0 0

1 2 0 .0 0

139
87
52

3 9 .5
9 0 .0
3 9 .0

9 6 .0 0
1 0 0 .5 0

8 8 .5 0
MANUFACTURING ---------------------

108
PROFESSIONAL AND TECHNICAL 

OCCUPATIONS^2 * t

CLERKS, FILE, CLASS B --------------- 25 3 9 .5 8 5 .0 0

102 3 8 .5 6 7 .5 0 158 1 0 9 .5 0 1 6 2 .0 0CLERKSy FILEy CLASS C 9 0 .0

39
38

9 0 .0
9 0 .0

9 9 .0 0
9 9 .5 0

A n  nCLERKSy ORDER ™
ii/ 7 n  n o/* 1 3 9 .5 0116 6 .5 0

99
89

88

9 0 .0
9 0 .0

9 0 .0

9 5 .5 0
9 5 .5 0

9 7 .0 0

299 9 0 .0 1 0 1 .5 0 33 4 0 .0 1 1 2 .5 0

KEYPUNCH OPERATORS, CLASS A -------- SWITCHBOARD OPERATOR-RECEPTIONISTS- 58 3 9 .0 8 8 .5 0 NURSES, INDUSTRIAL IREGISTEREO) --- 47 4 0 .0 1 2 2 .0 0
1 2 2 .0 0

KEYPUNCH OPERATORS, CLASS B --------
MANUFACTURING ---------------------

106
59

9 0 .0
9 0 .0

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

TRANSCRIBING-MACHINE OPERATORS,

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 ee k  fo r  w h ich  e m p lo y e e s  re 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 la r ie s  (ex c lu s iv e  of p ay  fo 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 .

2 M ay in c lu d e  w o r k e r s  o th e r  th a n  th o se  p r e s e n te d  s e p a r a te ly .
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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  
by  in d u s t r y  d iv is io n , U tica—R o m e , N .Y ., J u ly  1969)

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

H ourly  e arn ings N u m b e r  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—

U n d er 
* and
2 .4 0  u n d e r

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

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

CARPENTERS, MAINTENANCE ---------
MANUFACTURING ------------------

ELECTRICIANS, MAINTENANCE -------
MANUFACTURING---- ■-------------

ENGINEERS, STATIONARY ------------
MANUFACTURING ------------------

HELPERS, MAINTENANCE TRA0ES ----
MANUFACTURING -----------------

MACHINE-TOOL OPERATORS, TOOLROOM 
MANUFACTURING -----------------

MACHINISTS, MAINTENANCE ---------
MANUFACTURING -----------------

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

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

MILLWRIGHTS -----------------------
MANUFACTURING ------------------

OILERS ------------------------------
MANUFACTURING -----------------

PIPEFITTERS, MAINTENANCE --------
MANUFACTURING ------------------

TOOL AND DIE MAKERS --------------
MANUFACTURING ------------------

121
121

111
111

129
122

327
327

$
3 .3 4
3 .3 3

3 .5 3
3 .5 3

3 .5 8
3 .4 7

2 .6 4
2 .6 5

3 .3 9  
3 . 39

3 .6 0
3 .6 0

3 .4 7
3 .4 7

3 .3 6
3 .3 6

3 .0 0
3 .0 0

3 .7 9
3 .7 9

$
3 .3 4
3 .3 3

3 .6 3
3 .6 3

3 .5 1
3 .4 5

2 .6 2
2 .5 9

3 .4 4
3 .4 4

3 .6 4
3 .6 4

3 .4 9
3 .4 9

3 .4 3
3 .4 3

3 .1 4
3 .1 4

3 .5 9
3 .5 9

3 .8 7
3 .8 7

$
3 .2 2 -
3 .2 1 -

3 .3 9 -
3 .3 9 -

3 .2 9 -
3 .2 9 -

2 .4 5 -
2 .4 6 -

3 .2 1 -
3 .2 1 -

3 .4 9 -
3 .4 9 -

3 .5 5
3 .4 8

3 .7 7
3 .7 7

3 .8 2
3 .7 4

2 .9 6
2 .9 5

3 .5 6
3 .5 6

3 .8 4
3 .8 4

3 .3 0 -  3 .8 0

3 .3 6 -
3 .3 8 -

3 .1 5 -
3 .1 5 -

2 .9 3 -
2 .9 3 -

3 .4 3 -
3 .4 3 -

3 .7 5 -
3 .7 5 -

3 .7 1
3 .7 1

3 .5 4
3 .5 4

3 .3 2
3 .3 2

3 .7 5
3 .7 5

4 .0 2
4 .0 2

24
24

22
22

27
27

17
17

17
17

22
22

24
24

24
24

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 itio n  of t e r m s ,  s e e  fo o tn o te  2, ta b le  A - l .
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Table A-5. Custodial and Material Movement 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  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 , U ticar-R om e, N .Y ., J u ly  1969)

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

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

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

WATCHMEN-'
MANUFACTURING ---------------------

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

JANITCRS, PORTERS, AND CLEANERS
(WOMEN) -------------------------------

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

LABORERS, MATERIAL HANDLING --------
MANUFACTURING ---------------------
NONMANUFACTURING -----------------

ORDER FILLERS -----------------------

PACKERS, SHIPPING --------------------
MANUFACTURING ---------------------

RECEIVING CLERKS ---------------------
MANUFACTURING ---------------------

SHIPPING CLERKS ----------------------
MANUFACTURING ---------------------

TRUCKORIVERS4 -------------------------
MANUFACTURING ---------------------

TRUCKDRIVERS, LIGHT (UNDER
1-1/2 TONS) -----------------------
MANUFACTURING----- ‘---------------

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

TRUCKDRIVERS, HEAVY (OVER 4 TONS, 
OTHER THAN TRAILER TYPE) --------

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

H ourly e arn ings 2 N u m b e r  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—
N L $ i $ t $ $ $ $ * $ $ $ $ $ * $ $ $ $ $ $ $ i

of 1 .6 0 1 .7 0 1 .8 0 1 .9 0 2 .0 0 2 .1 0 2 .2 0 2 .3 0 2 .4 0 2 .5 0 2 .6 0 2 .7 0 2 . SO 2 90 3 .0 0 3 10 3 .2 0 3 .3 0 3 .4 0 3 .5 0 3 .6 0 3 .8 C 4 .0 0
w orkers M ean 3 M e d ian 3 M iddle  range3 and

u n d e r
1 .7 0 1 .8 0 1 .9 0 2 .0 0 2 .1 0 2 .2 0 2 .3 0 2 .4 0 2 .5 0 2 .6 0 2 .7 0 2 .8 0 2 .9 0 3 o p 3 .1 0 3 20 3 .3 0 3 .4 0 3 .5 0 3 .6 0 3 .8 0

$ $ $  $
223 2 .4 6 2 .6 1 2 . 1 2 -  2 .8 3 1 20 7 17 10 6 2 13 11 22 23 19 62 6 4 “ - - - - ~ -

202 2 .5 1 2 .6 6 2 . 3 6 -  2 .8 4 1 20 5 4 10 2 2 11 11 22 23 19 62 6 4 ~ ” ”

139 2 .7 0 2 .8 0 2 . 5 9 -  2 .8 6 - - - - - 2 2 5 8 19 16 16 62 6 - 3 - - - - - * -

63 2 .0 9 2 .0 2 1 . 7 8 -  2 .4 7 1 20 5 4 10 - - 6 3 3 7 3 - - - 1 - - - - - - -

505 2 .2 4 2 .3 3 1 .8 0 -  2 .4 9 31 96 22 24 33 24 13 39 104 10 27 23 2 3C 23 4 - - - - - - -

291 2 .4 9 2 .4 6 2 .3 8 -  2 .7 0 9 3 7 8 3 4 10 37 102 10 27 23 ~ 30 16 2 - - - -
214 1 .9 0 1 .7 9 1 .7 3 -  2 .0 5 22 93 15 16 30 20 3 2 2 ” “ “ 2 7 2

'
~ * — " ”

95 1 .9 9 1 .8 5 1 .6 8 -  2 .4 1 29 13 12 1 5 2 7 2 14 5 4 _ _ _ 1
30 2 .1 2 2 .1 8 1 .7 4 -  2 .4 8 6 4 - - 4 2 2 2 4 5 i
65 1 .9 3 1 .8 1 1 .6 7 -  2 .2 7 23 9 12 1 1 * 5 10 “ 3 1

525 2 .4 9 2 .5 2 2 .0 9 -  2 .7 3 8 21 30 50 26 18 7 38 40 129 15 39 2 - - 35 43 12 - - - 12 -

469 2 .4 9 2 .5 3 2 . 2 2 -  2 .7 2 8 12 8 50 20 18 7 38 40 129 15 39 2 ~ - 28 43 12 - - - -

56 2 .4 3 1 .8 9 1 .8 2 -  3 .1 8 - 9 22 6 7 “ 12

124 2 .7 9 2 .8 3 2 . 6 5 -  2 .9 5 - - - - - - 1 - 9 - 47 1 18 39 2 2 2 1 - i i - -

126 2 .9 0 2 .9 4 2 . 6 2 -  3 .3 3 _ _ _ 2 3 - 14 8 _ 3 10 3 14 18 2 l 7 35 4 - _ 1 1
121 2 .9 0 2 .9 4 2 . 6 1 -  3 .3 3 - - - 2 3 ~ 14 8 - 3 7 3 14 18 2 1 7 35 2 - 1 1

52 2 .8 1 2 .6 7 2 . 5 8 -  3 .0 6 - _ - 1 1 _ - - - 15 13 3 2 2 5 3 2 - - 1 2 2 _
38 2 .7 8 2 .7 0 2 . 6 1 -  3 .0 5 - - - 1 1 - 6 12 3 2 2 5 3 2 i -

30 2 .9 5 2 .8 9 2 .7 9 -  3 .1 3 _ _ _ - - _ _ 1 1 3 - 3 8 1 6 _ 2 - 2 2 i - _
25 2 .8 9 2 .8 8 2 . 7 8 -  3 .0 6 1 3 3 8 1 6 2 i -

371 3 .4 2 3 .9 0 2 . 9 6 -  3 .9 5 4 _ - 8 1 1 - 20 _ 21 11 19 4 7 2 57 - 4 18 2 _ 182 10
148 2 .9 4 3 .1 2 2 . 6 5 -  3 .1 9 4 “ 8 1 1 “ 11 9 7 19 2 2 2 50 4 18 “ “ 10

37 2 .5 2 2 .3 9 2 . 3 3 -  2 .6 5 4 _ _ _ _ _ _ 16 _ 5 7 _ _ _ _ 1 _ 2 _ _ _ _ 2
28 2 .5 8 2 .5 7 2 .3 5 -  2 .6 8 4 “ ” ~ ~ 7 5 7 1 2 ~ 2

30 2 .5 2 2 .5 4 2 . 0 0 -  3 .1 0 - - - 8 1 1 - 4 - 4 - 2 - 1 2 7 - - - - - - -

89 3 .5 4 3 .9 1 3 .3 0 -  3 .9 6 12 - 7 2 - - 1 - - 17 - - 50 -

2 54 2 .8 7 2 .8 8 2 . 6 8 -  3 .1 4 _ _ _ _ _ 10 _ 3 10 20 25 13 55 1 20 85 12 - - - - - -
254 2 .8 7 2 .8 8 2 . 6 8 -  3 .1 4 10 3 10 20 25 13 55 1 . 20 85 12

1 D a ta  l im ite d  to  m e n  w o rk e r s  e x c e p t  w h e re  o th e rw is e  in d ic a te d .
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 fo 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 fin i tio n  of t e r m s ,  se e  fo o tn o te  2 , ta b le  A - l .
4 In c lu d e s  a l l  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 .
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Appendix. Occupational Descriptions

T h e  p r i m a r y  p u r p o s e  of p r e p a r in g  jo b  d e s c r i p t i o n s  f o r  th e  B u r e a u 's  w a g e  s u r v e y s  i s  to  a s s i s t  i t s  f ie ld  s ta f f  in  c la s s i f y in g  in to  a p p r o p r i a t e  
o c c u p a t io n s  w o r k e r s  w ho a r e  e m p lo y e d  u n d e r  a  v a r i e ty  of p a y ro l l  t i t l e s  a n d  d i f f e r e n t  w o r k  a r r a n g e m e n t s  f r o m  e s ta b l i s h m e n t  to  e s ta b l i s h m e n t  an d  
f r o m  a r e a  to  a r e a .  T h is  p e r m i t s  th e  g ro u p in g  o f o c c u p a t io n a l  w ag e  r a t e s  r e p r e s e n t i n g  c o m p a r a b le  jo b  c o n te n t .  B e c a u s e  o f t h i s  e m p h a s i s  on  
i n t e r e s t a b l i s h m e n t  a n d  i n t e r a r e a  c o m p a r a b i l i t y  o f o c c u p a t io n a l  c o n te n t ,  th e  B u r e a u 's  jo b  d e s c r i p t i o n s  m a y  d i f f e r  s ig n i f ic a n t ly  f ro m  th o s e  in  u s e  in  
in d iv id u a l  e s ta b l i s h m e n t s  o r  th o s e  p r e p a r e d  f o r  o th e r  p u r p o s e s .  In  a p p ly in g  th e s e  jo b  d e s c r i p t i o n s ,  th e  B u r e a u 's  f ie ld  e c o n o m is ts  a r e  i n s t r u c t e d  
to  e x c lu d e  w o rk in g  s u p e r v i s o r s ;  a p p r e n t ic e s ;  l e a r n e r s ;  b e g in n e r s ;  t r a i n e e s ;  a n d  h a n d ic a p p e d ,  p a r t - t i m e ,  t e m p o r a r y ,  a n d  p r o b a t io n a r y  w o r k e r * .

OFFICE

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

P r e p a r e s  s ta t e m e n t s ,  b i l l s ,  a n d  in v o ic e s  on  a  m a c h in e  o th e r  th a n  a n  o r d in a r y  o r  e l e c t r o -  
m a t i c  t y p e w r i t e r .  M a y  a l s o  k e e p  r e c o r d s  a s  to  b i l l in g s  o r  s h ip p in g  c h a r g e s  o r  p e r f o r m  o th e r  
c l e r i c a l  w o rk  in c id e n ta l  to  b i l l in g  o p e r a t io n s .  F o r  w a g e  s tu d y  p u r p o s e s ,  b i l l e r s ,  m a c h in e ,  a r e  
c l a s s i f i e d  b y  ty p e  of m a c h in e ,  a s  fo l lo w s :

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

B i l l e r ,  m a c h in e  (b o o k k e e p in g  m a c h in e ) . U s e s  a  b o o k k e e p in g  m a c h in e  (S u n d s tr a n d ,  E l l i o t t  
F i s h e r ,  R e m in g to n  R a n d , e t c . ,  w h ic h  m a y  o r  m a y  n o t  h a v e  t y p e w r i t e r  k e y b o a rd )  to  p r e p a r e  
c u s t o m e r s '  b i l l s  a s  p a r t  of th e  a c c o u n ts  r e c e iv a b le  o p e r a t io n .  G e n e r a l ly  in v o lv e s  th e  s im u l t a ­
n e o u s  e n t r y  of f i g u r e s  on  c u s to m e r s '  l e d g e r  r e c o r d .  T h e  m a c h in e  a u to m a t i c a l l y  a c c u m u la t e s  
f ig u r e s  on  a  n u m b e r  o f v e r t i c a l  c o lu m n s  a n d  c o m p u te s ,  a n d  u s u a l ly  p r in t s  a u to m a t i c a l l y  th e  
d e b i t  o r  c r e d i t  b a la n c e s .  D o e s  n o t  in v o lv e  a  k n o w le d g e  of b o o k k e e p in g . W o rk s  f r o m  u n i fo r m  
a n d  s ta n d a r d  ty p e s  of s a le s  a n d  c r e d i t  s l i p s .

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

O p e r a te s  a  b o o k k e e p in g  m a c h in e  (R e m in g to n  R a n d , E l l i o t t  F i s h e r ,  S u n d s t r a n d ,  B u r r o u g h s ,  
N a t io n a l  C a s h  R e g i s t e r ,  w ith  o r  w i th o u t  a  t y p e w r i t e r  k e y b o a rd )  to  k e e p  a  r e c o r d  of b u s in e s s  
t r a n s a c t i o n s .

C la s s  A . K e e p s  a  s e t  of r e c o r d s  r e q u i r in g  a  k n o w le d g e  of an d  e x p e r i e n c e  in  b a s ic  
b o o k k e e p in g  p r in c i p l e s ,  a n d  f a m i l i a r i t y  w ith  th e  s t r u c t u r e  of th e  p a r t i c u l a r  a c c o u n t in g  s y s te m  
u s e d .  D e te r m in e s  p r o p e r  r e c o r d s  a n d  d i s t r ib u t io n  of d e b i t  a n d  c r e d i t  i t e m s  to  b e  u s e d  in  e a c h  
p h a s e  of th e  w o r k .  M a y  p r e p a r e  c o n s o l id a te d  r e p o r t s ,  b a la n c e  s h e e t s ,  a n d  o th e r  r e c o r d s  
b y  h a n d .

C la s s  B . K e e p s  a  r e c o r d  o f o ne  o r  m o re  p h a s e s  o r  s e c t io n s  o f a  s e t  of r e c o r d s  u s u a l ly  
r e q u i r in g  l i t t l e  k n o w le d g e  of b a s ic  b o o k k e e p in g . P h a s e s  o r  s e c t io n s  in c lu d e  a c c o u n ts  p a y a b le ,  
p a y r o l l ,  c u s to m e r s '  a c c o u n ts  (n o t  in c lu d in g  a  s im p le  ty p e  of b i l l in g  d e s c r i b e d  u n d e r  b i l l e r ,  
m a c h in e ) ,  c o s t  d i s t r i b u t io n ,  e x p e n s e  d i s t r i b u t io n ,  in v e n to r y  c o n t r o l ,  e tc .  M a y  c h e c k  o r  a s s i s t  
in  p r e p a r a t i o n  of t r i a l  b a la n c e s  a n d  p r e p a r e  c o n t r o l  s h e e t s  f o r  th e  a c c o u n t in g  d e p a r tm e n t .

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

C la s s  A . U n d e r  g e n e r a l  d i r e c t i o n  of a  b o o k k e e p e r  o r  a c c o u n ta n t ,  h a s  r e s p o n s i b i l i t y  f o r  
k e e p in g  one o r  m o r e  s e c t io n s  of a  c o m p le te  s e t  of b o o k s  o r  r e c o r d s  r e l a t i n g  to  o ne  p h a s e  
of a n  e s t a b l i s h m e n t 's  b u s in e s s  t r a n s a c t i o n s .  W o rk  in v o lv e s  p o s t in g  a n d  b a la n c in g  s u b s id i a r y  
l e d g e r  o r  l e d g e r s  s u c h  a s  a c c o u n ts  r e c e i v a b l e  o r  a c c o u n ts  p a y a b le ;  e x a m in in g  a n d  co d in g  
in v o ic e s  o r  v o u c h e r s  w ith  p r o p e r  a c c o u n t in g  d i s t r ib u t io n ;  a n d  r e q u i r e s  ju d g m e n t  a n d  e x p e r i ­
e n c e  in  m a k in g  p r o p e r  a s s i g n a t i o n s  a n d  a l l o c a t io n s .  M a y  a s s i s t  in  p r e p a r in g ,  a d ju s t in g ,  a n d  
c lo s in g  jo u r n a l  e n t r i e s ;  a n d  m a y  d i r e c t  c l a s s  B a c c o u n t in g  c l e r k s .

C la s s  B . U n d e r  s u p e r v i s io n ,  p e r f o r m s  o ne  o r  m o r e  r o u t in e  a c c o u n t in g  o p e r a t io n s  s u c h  
a s  p o s tin g  s im p le  j o u r n a l  v o u c h e r s  o r  a c c o u n ts  p a y a b le  v o u c h e r s ,  e n te r in g  v o u c h e r s  in  
v o u c h e r  r e g i s t e r s ;  r e c o n c i l i n g  b a n k  a c c o u n ts ;  a n d  p o s t in g  s u b s id i a r y  l e d g e r s  c o n tr o l le d  by  
g e n e r a l  l e d g e r s ,  o r  p o s t in g  s im p le  c o s t  a c c o u n t in g  d a ta .  T h is  jo b  d o e s  n o t  r e q u i r e  a  k n o w l­
e d g e  o f a c c o u n t in g  a n d  b o o k k e e p in g  p r in c i p le s  b u t  i s  fo u n d  in  o f f ic e s  in  w h ic h  th e  m o r e  r o u t in e  
a c c o u n t in g  w o r k  i s  s u b d iv id e d  on  a  fu n c t io n a l  b a s i s  a m o n g  s e v e r a l  w o r k e r s .

C L E R K , F I L E

C la s s  A . In a n  e s ta b l i s h e d  f i l in g  s y s te m  c o n ta in in g  a  n u m b e r  of v a r i e d  s u b je c t  m a t t e r  
f i l e s ,  c l a s s i f i e s  a n d  in d e x e s  f i l e  m a t e r i a l  s u c h  a s  c o r r e s p o n d e n c e ,  r e p o r t s ,  t e c h n ic a l  d o c u ­
m e n t s ,  e tc .  M a y  a l s o  f i l e  t h i s  m a t e r i a l .  M ay  k e e p  r e c o r d s  of v a r io u s  t y p e s  in  c o n ju n c t io n  
w ith  th e  f i l e s .  M ay  le a d  a  s m a l l  g ro u p  of lo w e r  l e v e l  f i l e  c l e r k s .

C l a s s  B . S o r t s ,  c o d e s ,  a n d  f i l e s  u n c la s s i f i e d  m a t e r i a l  b y  s im p le  ( s u b je c t  m a t t e r )  h e a d ­
in g  s _o r —p a r t l y  c l a s s i f i e d  m a t e r i a l  b y  f i n e r  s u b h e a d in g s .  P r e p a r e s  s im p le  r e l a t e d  in d e x  an d  
c r o s s - r e f e r e n c e  a id s .  A s  r e q u e s t e d ,  l o c a t e s  c l e a r l y  id e n t i f i e d  m a t e r i a l  in  f i l e s  a n d  f o r w a r d s  
m a t e r i a l .  M ay  p e r f o r m  r e l a t e d  c l e r i c a l  t a s k s  r e q u i r e d  to  m a in ta in  a n d  s e r v i c e  f i l e s .

C la s s  C . P e r f o r m s  r o u t in e  f i l in g  of m a t e r i a l  t h a t  h a s  a l r e a d y  b e e n  c l a s s i f i e d  o r  w h ic h  
i s  e a s i l y  c l a s s i f i e d  in  a  s im p le  s e r i a l  c l a s s i f i c a t i o n  s y s te m  ( e .g . ,  a lp h a b e t ic a l ,  c h ro n o lo g ic a l ,  
o r  n u m e r i c a l ) .  A s  r e q u e s t e d ,  l o c a t e s  r e a d i ly  a v a i l a b le  m a t e r i a l  in  f i l e s  a n d  f o r w a r d s  m a ­
t e r i a l ;  a n d  m a y  f i l l  o u t w i th d ra w a l  c h a r g e .  P e r f o r m s  s im p le  c l e r i c a l  a n d  m a n u a l  t a s k s  r e ­
q u i r e d  to  m a in ta in  a n d  s e r v i c e  f i l e s .

C L E R K , O R D E R

R e c e iv e s  c u s t o m e r s '  o r d e r s  f o r  m a t e r i a l  o r  m e r c h a n d is e  b y  m a i l ,  p h o n e , o r  p e r s o n a l ly .  
D u t ie s  in v o lv e  a n y  c o m b in a tio n  of th e  f o l lo w in g : Q u o tin g  p r i c e s  to  c u s to m e r s ;  m a k in g  o u t a n  o r d e r  
s h e e t  l i s t i n g  th e  i t e m s  to  m a k e  u p  th e  o r d e r ;  c h e c k in g  p r i c e s  a n d  q u a n t i t ie s  o f  i t e m s  on  o r d e r  
s h e e t ;  a n d  d i s t r ib u t in g  o r d e r  s h e e t s  to  r e s p e c t i v e  d e p a r t m e n t s  to  b e  f i l le d .  M a y  c h e c k  w ith  c r e d i t  
d e p a r t m e n t  to  d e te r m i n e  c r e d i t  r a t i n g  o f c u s to m e r ,  a c k n o w le d g e  r e c e i p t  .of o r d e r s  f r o m  c u s to m e r s ,  
fo llo w  u p  o r d e r s  to  s e e  t h a t  t h e y  h a v e  b e e n  f i l l e d ,  k e e p  f i l e  of o r d e r s  r e c e iv e d ,  a n d  c h e c k  sh ip p in g  
in v o ic e s  w ith  o r ig in a l  o r d e r s .

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

C o m p u te s  w a g e s  o f c o m p a n y  e m p lo y e e s  a n d  e n t e r s  th e  n e c e s s a r y  d a ta  on  th e  p a y r o l l  
s h e e t s .  D u t ie s  in v o lv e ;  C a lc u la t in g  w o r k e r s '  e a r n in g s  b a s e d  on  t im e  o r  p r o d u c t io n  r e c o r d s ;  an d  
p o s t in g  c a lc u l a t e d  d a ta  on  p a y r o l l  s h e e t ,  sh o w in g  i n f o r m a t io n  s u c h  a s  w o r k e r 's  n a m e ,  w o rk in g  
d a y s ,  t im e ,  r a t e ,  d e d u c tio n s  f o r  i n s u r a n c e ,  a n d  to ta l  w a g e s  d u e .  M ay  m a k e  o u t p a y c h e c k s  a n d  
a s s i s t  p a y m a s t e r  in  m a k in g  u p  a n d  d i s t r ib u t in g  p a y  e n v e lo p e s .  M ay  u s e  a  c a lc u la t in g  m a c h in e .

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

P r i m a r y  d u ty  i s  to  o p e r a t e  a  C o m p to m e te r  to  p e r f o r m  m a th e m a t ic a l  c o m p u ta t io n s .  T h is  
jo b  i s  n o t  to  b e  c o n fu s e d  w ith  t h a t  o f s t a t i s t i c a l  o r  o th e r  ty p e  of c l e r k ,  w h ic h  m a y  in v o lv e  f r e ­
q u e n t  u s e  o f a  C o m p to m e te r  b u t ,  in  w h ic h , u s e  o f t h i s  m a c h in e  i s  in c id e n ta l  to  p e r f o r m a n c e  of 
o th e r  d u t ie s .

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

C l a s s  A . O p e r a te s  a  n u m e r i c a l  a n d / o r  a lp h a b e t ic a l  o r  c o m b in a tio n  k e y p u n c h  m a c h in e  to  
t r a n s c r i b e  d a ta  f r o m  v a r io u s  s o u r c e  d o c u m e n ts  to  k e y p u n c h  ta b u la t in g  c a r d s .  P e r f o r m s  s a m e  
t a s k s  a s  lo w e r  le v e l  k e y p u n c h  o p e r a t o r  b u t ,  in  a d d it io n ,  w o r k  r e q u i r e s  a p p l i c a t i o n  o f c o d in g  
s k i l l s  a n d  th e  m a k in g  of s o m e  d e t e r m i n a t i o n s ,  f o r  e x a m p le ,  l o c a t e s  on  th e  s o u r c e  d o c u m e n t  
th e  i t e m s  to  b e  p u n c h e d ; e x t r a c t s  i n f o r m a t io n  f r o m  s e v e r a l  d o c u m e n ts ;  a n d  s e a r c h e s  f o r  a n d  
i n t e r p r e t s  i n f o r m a t io n  on  th e  d o c u m e n t  to  d e te r m i n e  in f o r m a t io n  to  b e  p u n c h e d . M a y  t r a i n  
i n e x p e r ie n c e d  o p e r a t o r s .
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K E Y P U N C H  O P E R A T O R — C o n tin u e d

C la s s  B . U n d e r  c lo s e  s u p e r v i s io n  o r  fo llo w in g  s p e c i f ic  p r o c e d u r e s  o r  i n s t r u c t i o n s ,  
t r a n s c r i b e s  d a ta  f r o m  s o u r c e  d o c u m e n ts  to  p u n c h e d  c a r d s .  O p e r a te s  a  n u m e r i c a l  a n d /o r  
a lp h a b e t ic a l  o r  c o m b in a tio n  k e y p u n c h  m a c h in e  to  k e y p u n c h  ta b u la t in g  c a r d s .  M a y  v e r i f y  c a r d s .  
W o rk in g  f r o m  v a r io u s  s ta n d a r d iz e d  s o u r c e  d o c u m e n ts ,  fo llo w s  s p e c i f ie d  s e q u e n c e s  w h ic h  h a v e  
b e e n  c o d e d  o r  p r e s c r i b e d  in  d e ta i l  a n d  r e q u i r e  l i t t l e  o r  n o  s e le c t i n g ,  c o d in g ,  o r  i n t e r p r e t i n g  
o f d a ta  to  b e  p u n c h e d . P r o b le m s  a r i s i n g  f r o m  e r r o n e o u s  i t e m s  o r  c o d e s ,  m i s s in g  in f o r m a t io n ,  
e t c . ,  a r e  r e f e r r e d  to  s u p e r v i s o r .

O F F IC E  BOY O R G IR L

P e r f o r m s  v a r io u s  r o u t in e  d u t ie s  s u c h  a s  ru n n in g  e r r a n d s ,  o p e ra t in g  m in o r  o f f ic e  m a ­
c h in e s  s u c h  a s  s e a l e r s  o r  m a i l e r s ,  o p e n in g  a n d  d i s t r ib u t in g  m a i l ,  a n d  o th e r  m in o r  c l e r i c a l  w o rk .

S E C R E T A R Y

A s s ig n e d  a s  p e r s o n a l  s e c r e t a r y ,  n o r m a l ly  to  o ne  in d iv id u a l .  M a in ta in s  a  c lo s e  a n d  h ig h ly  
r e s p o n s iv e  r e l a t i o n s h ip  to  th e  d a y - t o - d a y  w o r k  a c t i v i t i e s  of th e  s u p e r v i s o r .  W o rk s  f a i r l y  in d e ­
p e n d e n tly  r e c e iv in g  a  m in im u m  o f d e ta i l e d  s u p e r v i s io n  a n d  g u id a n c e .  P e r f o r m s  v a r i e d  c l e r i c a l  
a n d  s e c r e t a r i a l  d u t ie s ,  u s u a l l y  in c lu d in g  m o s t  of th e  f o l lo w in g : (a) R e c e iv e s  t e le p h o n e  c a l l s ,
p e r s o n a l  c a l l e r s ,  a n d  in c o m in g  m a i l ,  a n s w e r s  r o u t in e  i n q u i r i e s ,  a n d  r o u te s  th e  t e c h n ic a l  in q u i r ie s  
to  th e  p r o p e r  p e r s o n s ;  (b) e s t a b l i s h e s ,  m a i n t a i n s ,  a n d  r e v i s e s  th e  s u p e r v i s o r 's  f i l e s ;  (c) m a in t a in s  
th e  s u p e r v i s o r 's  c a le n d a r  a n d  m a k e s  a p p o in tm e n ts  a s  i n s t r u c t e d ;  (d) r e l a y s  m e s s a g e s  f r o m  s u p e r ­
v i s o r  to  s u b o r d in a te s ;  (e) r e v i e w s  c o r r e s p o n d e n c e ,  m e m o r a n d a ,  a n d  r e p o r t s  p r e p a r e d  b y  o th e r s  
f o r  th e  s u p e r v i s o r 's  s ig n a tu r e  to  a s s u r e  p r o c e d u r a l  a n d  ty p o g ra p h ic  a c c u r a c y ;  a n d  (f) p e r f o r m s  
s te n o g r a p h ic  a n d  ty p in g  w o rk .

M a y  a l s o  p e r f o r m  o th e r  c l e r i c a l  a n d  s e c r e t a r i a l  t a s k s  o f c o m p a r a b le  n a tu r e  a n d  d i f f ic u l ty .  
T h e  w o r k  ty p ic a l ly  r e q u i r e s  k n o w le d g e  of o f f ic e  r o u t in e  a n d  u n d e r s ta n d in g  of th e  o r g a n iz a t io n ,  
p r o g r a m s ,  a n d  p r o c e d u r e s  r e l a t e d  to  th e  w o rk  o f th e  s u p e r v i s o r .

E x c lu s io n s

N o t a l l  p o s i t io n s  t h a t  a r e  t i t l e d  " s e c r e t a r y "  p o s s e s s  th e  a b o v e  c h a r a c t e r i s t i c s .  E x a m p le s  
of p o s i t io n s  w h ic h  a r e  e x c lu d e d  f r o m  th e  d e f in i t io n  a r e  a s  f o l lo w s :  (a) P o s i t i o n s  w h ic h  d o  n o t^ rriee t 
th e  " p e r s o n a l "  s e c r e t a r y  c o n c e p t  d e s c r i b e d  a b o v e ;  (b) s te n o g r a p h e r s  n o t  f u l ly  t r a i n e d  in  s e c r e t a r i a l  
ty p e  d u t ie s ;  (c) s t e n o g r a p h e r s  s e r v in g  a s  o f f ic e  a s s i s t a n t s  to  a  g r o u p  of p r o f e s s io n a l ,  t e c h n ic a l ,  
o r  m a n a g e r ia l  p e r s o n s ;  (d) s e c r e t a r y  p o s i t io n s  in  w h ic h  th e  d u t ie s  a r e  e i t h e r  s u b s ta n t ia l ly  m o re  
r o u t in e  o r  s u b s ta n t ia l ly  m o r e  c o m p le x  a n d  r e s p o n s i b le  th a n  th o s e  c h a r a c t e r i z e d  in  th e  d e f in i t io n ;  
a n d  (e) a s s i s t a n t  ty p e  p o s i t io n s  w h ic h  in v o lv e  m o r e  d i f f ic u l t  o r  m o r e  r e s p o n s i b le  t e c h n ic a l ,  a d m in ­
i s t r a t i v e ,  s u p e r v i s o r y ,  o r  s p e c i a l i z e d  c l e r i c a l  d u t ie s  w h ic h  a r e  n o t ty p ic a l  of s e c r e t a r i a l  w o rk .

N O T E : T h e  t e r m  " c o r p o r a t e  o f f i c e r , "  u s e d  in  th e  l e v e l  d e f in i t io n s  fo llo w in g ,  r e f e r s  to  
th o s e  o f f i c ia l s  w ho  h a v e  a  s ig n i f ic a n t  c o r p o r a te - w i d e  p o l ic y m a k in g  r o le  w ith  r e g a r d  to  m a jo r  
c o m p a n y  a c t i v i t i e s .  T h e  t i t l e  " v ic e  p r e s i d e n t , "  th o u g h  n o r m a l ly  in d ic a t iv e  of t h is  r o l e ,  d o e s  n o t 
in  a l l  c a s e s  id e n t i fy  s u c h  p o s i t io n s .  V ic e  p r e s i d e n t s  w h o s e  p r i m a r y  r e s p o n s i b i l i t y  i s  to  a c t  p e r ­
s o n a l ly  on  in d iv id u a l  c a s e s  o r  t r a n s a c t i o n s  ( e .g . ,  a p p ro v e  o r  d e n y  in d iv id u a l  lo a n  o r  c r e d i t  a c t i o n s ;  
a d m i n i s t e r  in d iv id u a l  t r u s t  a c c o u n t s ;  d i r e c t l y  s u p e r v i s e  a  c l e r i c a l  s ta f f )  a r e  n o t c o n s id e r e d  to  be  
" c o r p o r a t e  o f f i c e r s "  f o r  p u r p o s e s  of a p p ly in g  th e  fo llo w in g  l e v e l  d e f i n i t i o n s .

C la ss  A

a. S e c r e ta ry  to  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 bu t fe w e r  th an  5 ,0 0 0  p e r s o n s ; o r

b. S e c r e ta ry  to  a c o rp o ra te  o f f ic e r  (o th e r  th a n  the  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 but fe w e r  th an  25, 000 p e r s o n s ; o r

c. S e c r e ta ry  to  the  head  ( im m e d ia te ly  below  th e  c o rp o ra te  o f f ic e r  level) of a  m a jo r  
seg m e n t o r  s u b s id ia ry  of a  com pany  th a t em p lo y s , in  a l l ,  o v e r 2 5 ,000  p e r s o n s .

C la s s  B

a. S e c r e ta ry  to  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 ,  few er than  100 p e r s o n s ; o r

b. S e c r e ta ry  to  a  c o rp o ra te  o f f ic e r  (o th e r  th an  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 e m p lo y s , in  a l l ,  o v e r  100 but few er than  5 ,0 0 0  p e r s o n s ; o r

c. S e c r e ta ry  to  the  h ea d  ( im m e d ia te ly  below  the  o ff ic e r  level) 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 ia l  r e l a -  
tio n s , e tc .)  o r  a  m a jo r  g e o g rap h ic  o r  o rg a n iz a tio n a l seg 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 ision) of a  com pany  th a t em p lo y s , in  a l l ,  o v e r 5 ,0 0 0  bu t fe w e r  th a n  2 5 ,000  
e m p lo y e e s ; o r

S E C R E T A R Y — C o n tin u e d

d. S e c r e t a r y  to  th e  h e a d  o f  a n  in d iv id u a l  p l a n t ,  f a c t o r y ,  e tc .  ( o r  o th e r  e q u iv a le n t  l e v e l  
o f  o f f ic ia l )  t h a t  e m p lo y s ,  in  a l l ,  o v e r  5, 000 p e r s o n s ; o r

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

C la s s  C

a . S e c r e t a r y  to  a n  e x e c u t iv e  o r  m a n a g e r i a l  p e r s o n  w h o s e  r e s p o n s i b i l i t y  i s  n o t e q u iv a le n t  
to  o ne  o f  th e  s p e c i f ic  l e v e l  s i t u a t io n s  in  th e  d e f in i t io n  f o r  c l a s s  B , b u t  w h o s e  s u b o r d in a te  s ta f f  
n o r m a l ly  n u m b e r s  a t  l e a s t  s e v e r a l  d o z e n  e m p lo y e e s  a n d  i s  u s u a l ly  d iv id e d  in to  o r g a n iz a t io n a l  
s e g m e n ts  w h ic h  a r e  o f te n ,  in  t u r n ,  f u r t h e r  s u b d iv id e d .  In  s o m e  c o m p a n ie s ,  t h i s  l e v e l  in c lu d e s  
a  w id e  r a n g e  o f o r g a n i z a t i o n a l  e c h e lo n s ;  in  o t h e r s ,  o n ly  o n e  o r  tw o ; o r

b . S e c r e t a r y  to  th e  h e a d  o f a n  in d iv id u a l  p l a n t ,  f a c t o r y ,  e tc .  ( o r  o t h e r  e q u iv a le n t  l e v e l  
o f o f f ic ia l )  t h a t  e m p lo y s ,  in  a l l ,  f e 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 t a r y  to  th e  s u p e r v i s o r  o r  h e a d  of a  s m a l l  o r g a n iz a t io n a l  u n i t  ( e .g . ,  f e w e r  th a n  
a b o u t  25 o r  30 p e r s o n s ) ;  m-

b . S e c r e t a r y  to  a  n o n s u p e r v i s o r y  s ta f f  s p e c i a l i s t ,  p r o f e s s io n a l  e m p lo y e e ,  a d m i n i s t r a ­
t iv e  o f f i c e r ,  o r  a s s i s t a n t ,  s k i l l e d  t e c h n ic ia n  o r  e x p e r t .  (N O T E ; M a n y  c o m p a n ie s  a s s i g n  
s te n o g r a p h e r s ,  r a t h e r  th a n  s e c r e t a r i e s  a s  d e s c r i b e d  a b o v e ,  to  t h i s  l e v e l  o f s u p e r v i s o r y  o r  
n o n s u p e r v i s o r y  w o r k e r .)

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

P r i m a r y  d u ty  i s  to  t a k e  d i c t a t i o n  in v o lv in g  a  n o r m a l  r o u t in e  v o c a b u la r y  f r o m  o ne  o r  m o r e  
p e r s o n s  e i t h e r  in  s h o r th a n d  o r  b y  S te n o ty p e  o r  s i m i l a r  m a c h in e ;  a n d  t r a n s c r i b e  d i c t a t i o n .  M ay  
a l s o  ty p e  f r o m  w r i t t e n  c o p y . M ay  m a in t a in  f i l e s ,  k e e p  s im p le  r e c o r d s ,  o r  p e r f o r m  o th e r  r e l a t i v e ly  
r o u t in e  c l e r i c a l  t a s k s .  M a y  o p e r a t e  f r o m  a  s te n o g r a p h ic  p o o l .  D o e s  n o t  in c lu d e  t r a n s c r i b i n g -  
m a c h in e  w o rk .  (S ee  t r a n s c r i b in g - m a c h i n e  o p e r a t o r . )

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

P r i m a r y  d u ty  is  to  t a k e  d i c t a t i o n  in v o lv in g  a  v a r i e d  t e c h n ic a l  o r  s p e c i a l i z e d  v o c a b u la r y  
s u c h  a s  in  l e g a l  b r i e f s  o r  r e p o r t s  on  s c ie n t i f i c  r e s e a r c h  f r o m  o ne  o r  m o r e  p e r s o n s  e i t h e r  in  s h o r t ­
h a n d  o r  b y  S te n o ty p e  o r  s im i l a r  m a c h in e ;  a n d  t r a n s c r i b e  d i c t a t i o n .  M ay  a l s o  ty p e  f r o m  w r i t t e n  
c o p y . M ay  a l s o  s e t  u p  a n d  m a in t a in  f i l e s ,  k e e p  r e c o r d s ,  e tc .

OR

P e r f o r m s  s te n o g r a p h ic  d u t ie s  r e q u i r in g  s ig n i f ic a n t ly  g r e a t e r  in d e p e n d e n c e  a n d  r e s p o n s i ­
b i l i ty  th a n  s t e n o g r a p h e r s ,  g e n e r a l  a s  e v id e n c e d  b y  th e  fo llo w in g ;  W o rk  r e q u i r e s  h ig h  d e g r e e  of 
s te n o g r a p h ic  s p e e d  a n d  a c c u r a c y ;  a n d  a  th o ro u g h  w o rk in g  k n o w le d g e  o f g e n e r a l  b u s in e s s  a n d  o f f ic e  
p r o c e d u r e s  a n d  of th e  s p e c i f ic  b u s in e s s  o p e r a t io n s ,  o r g a n iz a t io n ,  p o l i c i e s ,  p r o c e d u r e s ,  f i l e s ,  
w o rk f lo w , e t c .  U s e s  t h i s  k n o w le d g e  in  p e r f o r m in g  s te n o g r a p h ic  d u t ie s  a n d  r e s p o n s i b le  c l e r i c a l  
t a s k s  s u c h  a s ,  m a in ta in in g  fo llo w u p  f i l e s ;  a s s e m b l in g  m a t e r i a l  f o r  r e p o r t s ,  m e m o r a n d u m s ,  l e t t e r s ,  
e t c . ;  c o m p o s in g  s im p le  l e t t e r s  f r o m  g e n e r a l  i n s t r u c t i o n s ;  r e a d in g  a n d  r o u tin g  in c o m in g  m a i l ;  a n d  
a n s w e r in g  r o u t in e  q u e s t io n s ,  e tc .  D o e s  n o t  in c lu d e  t r a n s c r i b in g - m a c h i n e  w o rk .

SW ITCHBOARD O PE R A T O R

C la ss  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  sw itc h b o a rd  hand ling  incom ing , 
outgoing , 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 les  
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 ls ,  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  sw itc h b o a rd  o p e ra to r ,  c la s s  B , o r  as  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 lis h m e n t h a s  v a r ie d  
fu n c tio n s  th a t a r e  not r e a d i ly  u n d e 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  c o n seq u en 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 ten 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 itch b o a rd  h and ling  incom ing , 
outgo ing , in t r a p la n t o r  o ffice  c a l ls .  M ay han d le  ro u tin e  long d is ta n c e  c a lls  and  re c o rd  to l ls .  
M ay p e r fo rm  l im 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 lis 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  re 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 
s p e c if ic  n am es  a r e  fu rn is h e d , o r  if  co m p lex  c a lls  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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S W IT C H B O A R D  O P E R A T O R -R E C E P T IO N IS T

In  a d d i t io n  to  p e r f o r m i n g  d u t ie s  o f o p e r a t o r  on  a  s in g l e - p o s i t i o n  o r  m o n i to r - ty p e  s w i tc h ­
b o a r d ,  a c t s  a s  r e c e p t io n i s t  a n d  m a y  a l s o  ty p e  o r  p e r f o r m  r o u t in e  c l e r i c a l  w o r k  a s  p a r t  o f  r e g u l a r  
d u t ie s .  T h is  ty p in g  o r  c l e r i c a l  w o r k  m a y  ta k e  th e  m a jo r  p a r t  o f t h i s  w o r k e r 's  t im e  w h i le  a t 
s w i tc h b o a r d .

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

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

C la s s  B . O p e r a te s  m o r e  d i f f ic u l t  t a b u la t i n g  o r  e l e c t r i c a l  a c c o u n t in g  m a c h in e s  s u c h  a s  th e  
t a b u la to r  a n d  c a l c u l a t o r ,  in  a d d it io n  to  th e  s o r t e r ,  r e p r o d u c e r ,  a n d  c o l l a to r .  T h is  w o r k  is  
p e r f o r m e d  u n d e r  s p e c i f ic  i n s t r u c t i o n s  a n d  m a y  in c lu d e  th e  p e r f o r m a n c e  of s o m e  w i r in g  f r o m  
d i a g r a m s .  T h e  w o rk  ty p ic a l ly  in v o lv e s ,  f o r  e x a m p le ,  t a b u la t i o n s  in v o lv in g  a  r e p e t i t i v e  
a c c o u n t in g  e x e r c i s e ,  a  c o m p le te  b u t s m a l l  t a b u la t in g  s tu d y ,  o r  p a r t s  o f a  lo n g e r  a n d  m o r e  
c o m p le x  r e p o r t .  S u ch  r e p o r t s  a n d  s tu d i e s  a r e  u s u a l ly  o f a  r e c u r r i n g  n a tu r e  w h e r e  th e  p r o ­
c e d u r e s  a r e  w e l l  e s ta b l i s h e d .  M a y  a l s o  in c lu d e  th e  t r a i n in g  of n ew  e m p lo y e e s  in  th e  b a s i c  
o p e r a t io n  o f  th e  m a c h in e .

PROFESSIONAL

D R A F T S M A N

C la s s  A . P l a n s  th e  g r a p h ic  p r e s e n t a t i o n  of c o m p le x  i te m s  h a v in g  d i s t in c t iv e  d e s ig n  
f e a t u r e s  t h a t  d i f f e r  s ig n i f ic a n t ly  f r o m  e s ta b l i s h e d  d r a f t in g  p r e c e d e n t s .  W o rk s  in  c lo s e  s u p ­
p o r t  w i th  th e  d e s ig n  o r ig i n a to r ,  a n d  m a y  r e c o m m e n d  m in o r  d e s ig n  c h a n g e s .  A n a ly z e s  th e  
e f f e c t  o f e a c h  c h a n g e  o n  th e  d e ta i l s  o f f o r m ,  f u n c t io n ,  a n d  p o s i t io n a l  r e l a t i o n s h ip s  of c o m ­
p o n e n ts  a n d  p a r t s .  W o rk s  w i th  a  m in im u m  o f s u p e r v i s o r y  a s s i s t a n c e .  C o m p le te d  w o r k  is  
r e v ie w e d  b y  d e s ig n  o r ig i n a to r  f o r  c o n s i s t e n c y  w i th  p r i o r  e n g in e e r in g  d e te r m i n a t i o n s .  M ay  
e i t h e r  p r e p a r e  d r a w in g s ,  o r  d i r e c t  t h e i r  p r e p a r a t i o n  b y  lo w e r  l e v e l  d r a f t s m e n .

C la s s  B . P e r f o r m s  n o n r o u tin e  a n d  c o m p le x  d r a f t in g  a s s ig n m e n t s  t h a t  r e q u i r e  th e  a p p l i ­
c a t io n  of m o s t  o f th e  s ta n d a r d iz e d  d ra w in g  te c h n iq u e s  r e g u l a r l y  u s e d .  D u t ie s  t y p ic a l ly  i n ­
v o lv e  s u c h  w o r k  a s :  P r e p a r e s  w o rk in g  d r a w in g s  of s u b a s s e m b l i e s  w i th  i r r e g u l a r  s h a p e s ,
m u l t ip l e  f u n c t io n s ,  a n d  p r e c i s e  p o s i t io n a l  r e l a t i o n s h ip s  b e tw e e n  c o m p o n e n ts ;  p r e p a r e s  a r c h i ­
t e c t u r a l  d r a w in g s  f o r  c o n s t r u c t i o n  of a  b u i ld in g  in c lu d in g  d e ta i l  d r a w in g s  o f  f o u n d a t io n s ,  w a l l  
s e c t i o n s ,  f lo o r  p l a n s ,  a n d  r o o f .  U s e s  a c c e p te d  f o r m u la s  a n d  m a n u a ls  in  m a k in g  n e c e s s a r y  
c o m p u ta t io n s  to  d e te r m in e  q u a n t i t ie s  o f m a t e r i a l s  to  b e  u s e d ,  lo a d  c a p a c i t i e 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  i n i t i a l  i n s t r u c t i o n s ,  r e q u i r e m e n t s ,  a n d  a d v ic e  f r o m  s u p e r v i s o r .  
C o m p le te d  w o r k  is  c h e c k e d  f o r  t e c h n ic a l  a d e q u a c y .

C la s s  C . P r e p a r e s  d e ta i l  d r a w in g s  of s in g le  u n i ts  o r  p a r t s  f o r  e n g in e e r in g ,  c o n s t r u c t io n ,  
m a n u f a c tu r in g ,  o r  r e p a i r  p u r p o s e s .  T y p e s  of d r a w in g s  p r e p a r e d  in c lu d e  i s o m e t r i c  p r o je c t io n s  
(d e p ic tin g  t h r e e  d im e n s io n s  in  a c c u r a t e  s c a le )  a n d  s e c t io n a l  v ie w s  to  c l a r i f y  p o s i t io n in g  o f

T A B U L A T IN G -M A C H IN E  O P E R A T O R — C o n tin u e d

C la s s  C . O p e r a te s  s im p le  t a b u la t in g  o r  e l e c t r i c a l  a c c o u n t in g  m a c h in e s  s u c h  a s  th e  
s o r t e r ,  r e p r o d u c in g  p u n c h , c o l l a to r ,  e t c . ,  w ith  s p e c i f ic  i n s t r u c t i o n s .  M a y  in c lu d e  s im p le  
w i r in g  f r o m  d i a g r a m s  a n d  s o m e  f i l in g  w o rk .  T h e  w o r k  ty p ic a l ly  in v o lv e s  p o r t i o n s  o f  a  w o rk  
u n i t ,  f o r  e x a m p le ,  in d iv id u a l  s o r t i n g  o r  c o l la t in g  r u n s  o r  r e p e t i t i v e  o p e r a t io n s .

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

P r i m a r y  d u ty  is  to  t r a n s c r i b e  d i c t a t i o n  in v o lv in g  a  n o r m a l  r o u t in e  v o c a b u la r y  f r o m  
t r a n s c r i b in g - m a c h i n e  r e c o r d s .  M a y  a l s o  ty p e  f r o m  w r i t t e n  c o p y  a n d  do  s im p le  c l e r i c a l  w o r k .  
W o rk e r s  t r a n s c r i b i n g  d i c t a t i o n  in v o lv in g  a  v a r i e d  t e c h n ic a l  o r  s p e c i a l i z e d  v o c a b u la r y  s u c h  a s  l e g a l  
b r i e f s  o r  r e p o r t s  o n  s c ie n t i f i c  r e s e a r c h  a r e  n o t  in c lu d e d .  A  w o r k e r  w ho  t a k e s  d i c t a t i o n  in  s h o r t ­
h a n d  o r  b y  S te n o ty p e  o r  s i m i l a r  m a c h in e  i s  c l a s s i f i e d  a s  a  s t e n o g r a p h e r ,  g e n e r a l .

T Y P IS T

U s e s  a  t y p e w r i t e r  to  m a k e  c o p ie s  of v a r io u s  m a t e r i a l  o r  to  m a k e  o u t b i l l s  a f t e r  c a l c u l a ­
t io n s  h a v e  b e e n  m a d e  b y  a n o th e r  p e r s o n .  M ay  in c lu d e  ty p in g  o f s t e n c i l s ,  m a t s ,  o r  s i m i l a r  m a t e ­
r i a l s  f o r  u s e  in  d u p l ic a t in g  p r o c e s s e s .  M a y  do  c l e r i c a l  w o r k  in v o lv in g  l i t t l e  s p e c i a l  t r a i n in g ,  s u c h  
a s  k e e p in g  s im p le  r e c o r d s ,  f i l in g  r e c o r d s  a n d  r e p o r t s ,  o r  s o r t i n g  a n d  d i s t r ib u t in g  in c o m in g  m a i l .

C la s s  A . P e r f o r m s  o n e  o r  m o r e  of th e  fo llo w in g : T y p in g  m a t e r i a l  in  f in a l  f o r m  w h e n  i t
in v o lv e s  c o m b in in g  m a t e r i a l  f r o m  s e v e r a l  s o u r c e s  o r  r e s p o n s i b i l i t y  f o r  c o r r e c t  s p e l l in g ,  
s y l l a b ic a t io n ,  p u n c tu a t io n ,  e t c . ,  o f t e c h n ic a l  o r  u n u s u a l  w o r d s  o r  f o r e ig n  la n g u a g e  m a t e r i a l ;  
a n d  p la n n in g  la y o u t  a n d  ty p in g  o f c o m p l ic a te d  s t a t i s t i c a l  t a b l e s  t o  m a in t a in  u n i f o r m i ty  a n d  
b a la n c e  in  s p a c in g .  M a y  ty p e  r o u t in e  f o r m  l e t t e r s  v a r y in g  d e ta i l s  to  s u i t  c i r c u m s t a n c e s .

C la s s  B . P e r f o r m s  o n e  o r  m o r e  of th e  fo llo w in g : C o p y  ty p in g  f r o m  ro u g h  o r  c l e a r  d r a f t s ;  
r o u t in e  ty p in g  of f o r m s ,  i n s u r a n c e  p o l ic i e s ,  e tc . ;  a n d  s e t t in g  up  s im p le  s ta n d a r d  ta b u la t i o n s ,  
o r  c o p y in g  m o r e  c o m p le x  t a b l e s  a l r e a d y  s e tu p  a n d  s p a c e d  p r o p e r l y .

AND TECHNICAL

D R A F T S M A N — C o n tin u e d

c o m p o n e n ts  a n d  c o n v e y  n e e d e d  i n f o r m a t io n .  C o n s o l id a te s  d e ta i l s  f r o m  a  n u m b e r  o f s o u r c e s  
a n d  a d ju s t s  o r  t r a n s p o s e s  s c a l e  a s  r e q u i r e d .  S u g g e s te d  m e th o d s  o f a p p ro a c h ,  a p p l ic a b le  
p r e c e d e n t s ,  a n d  a d v ic e  on  s o u r c e  m a t e r i a l s  a r e  g iv e n  w i th  i n i t i a l  a s s i g n m e n t s .  I n s t r u c t i o n s  
a r e  l e s s  c o m p le te  w h e n  a s s ig n m e n t s  r e c u r .  W o rk  m a y  be  s p o t- c h e c k e d  d u r in g  p r o g r e s s .

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

C o p ie s  p la n s  a n d  d r a w in g s  p r e p a r e d  b y  o t h e r s  b y  p la c in g  t r a c in g  c lo th  o r  p a p e r  o v e r  
d r a w in g s  a n d  t r a c i n g  w i th  p e n  o r  p e n c i l .  (D o e s  n o t in c lu d e  t r a c in g  l im i t e d  to  p la n s  p r i m a r i l y  
c o n s is t in g  o f s t r a ig h t  l in e s  a n d  a  l a r g e  s c a l e  n o t  r e q u i r in g  c lo s e  d e l in e a tio n .)

a n d /o r

P r e p a r e s  s im p le  o r  r e p e t i t i v e  d r a w in g s  o f e a s i l y  v i s u a l iz e d  i t e m s .  W o rk  is  c lo s e ly  s u p e r v i s e d  
d u r in g  p r o g r e s s .

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

A  r e g i s t e r e d  n u r s e  w h o  g iv e s  n u r s in g  s e r v i c e  u n d e r  g e n e r a l  m e d ic a l  d i r e c t i o n  to  i l l  o r  
in ju r e d  e m p lo y e e s  o r  o th e r  p e r s o n s  w h o  b e c o m e  i l l  o r  s u f f e r  a n  a c c id e n t  o n  th e  p r e m i s e s  o f a  
f a c t o r y  o r  o th e r  e s t a b l i s h m e n t .  D u t ie s  in v o lv e  a  c o m b in a tio n  of th e  fo llo w in g : G iv in g  f i r s t  a id
to  th e  i l l  o r  i n ju r e d ;  a t t e n d in g  to  s u b s e q u e n t  d r e s s i n g  of e m p l o y e e s '  i n ju r i e s ;  k e e p in g  r e c o r d s  
o f  p a t i e n t s  t r e a t e d ;  p r e p a r in g  a c c id e n t  r e p o r t s  f o r  c o m p e n s a t io n  o r  o th e r  p u r p o s e s ;  a s s i s t i n g  in  
p h y s ic a l  e x a m in a t io n s  a n d  h e a l th  e v a lu a t io n s  o f a p p l i c a n ts  a n d  e m p lo y e e s ;  a n d  p la n n in g  a n d  c a r r y ­
in g  o u t p r o g r a m s  in v o lv in g  h e a l th  e d u c a t io n ,  a c c id e n t  p r e v e n t io n ,  e v a lu a t io n  o f p la n t  e n v ir o n m e n t ,  
o r  o th e r  a c t i v i t i e s  a f f e c t in g  th e  h e a l th ,  w e l f a r e ,  a n d  s a f e ty  o f a l l  p e r s o n n e l .

MAINTENANCE a n d  PQWERPIANT

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

P e r f o r m s  th e  c a r p e n t r y  d u t ie s  n e c e s s a r y  to  c o n s t r u c t  a n d  m a in t a in  in  g o o d  r e p a i r  b u i ld in g  
w o o d w o rk  a n d  e q u ip m e n t  s u c h  a s  b in s ,  c r i b s ,  c o u n te r s ,  b e n c h e s ,  p a r t i t i o n s ,  d o o r s ,  f l o o r s ,  s t a i r s ,  
c a s i n g s ,  a n d  t r i m  m a d e  of w o o d  in  a,n e s ta b l i s h m e n t .  W o rk  in v o lv e s  m o s t  of th e  fo llo w in g .: P l a n ­
n in g  a n d  la y in g  o u t o f w o r k  f r o m  b l u e p r i n t s ,  d r a w in g s ,  m o d e l s ,  o r  v e r b a l  i n s t r u c t i o n s  u s in g  a  
v a r i e ty  o f  c a r p e n t e r 's  h a n d to o ls ,  p o r ta b l e  p o w e r  t o o ls ,  a n d  s ta n d a r d  m e a s u r in g  in s t r u m e n t s ;

C A R P E N T E R , M A IN T E N A N C E — C o n tin u e d

m a k in g  s ta n d a r d  s h o p  c o m p u ta t io n s  r e l a t i n g  to  d im e n s io n s  of w o r k ;  a n d  s e le c t i n g  m a t e r i a l s  n e c e s ­
s a r y  f o r  th e  w o r k .  In  g e n e r a l ,  th e  w o r k  o f th e  m a in t e n a n c e  c a r p e n t e r  r e q u i r e s  r o u n d e d  t r a i n ­
in g  a n d  e x p e r i e n c e  u s u a l ly  a c q u i r e d  th ro u g h  a  f o r m a l  a p p r e n t ic e s h ip  o r  e q u iv a le n t  t r a i n in g  a n d  
e x p e r i e n c e .
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E L E C T R IC IA N , M A IN T E N A N C E

P e r f o r m s  a  v a r i e ty  o f  e l e c t r i c a l  t r a d e  f u n c t io n s  s u c h  a s  th e  i n s t a l l a t i o n ,  m a in t e n a n c e ,  
o r  r e p a i r  o f e q u ip m e n t  f o r  th e  g e n e r a t io n ,  d i s t r i b u t io n ,  o r  u t i l i z a t i o n  of e l e c t r i c  e n e r g y  in  a n  
e s ta b l i s h m e n t .  W o rk  in v o lv e s  m o s t  o f th e  fo l lo w in g : I n s t a l l i n g  o r  r e p a i r i n g  a n y  o f a  v a r i e ty  o f
e l e c t r i c a l  e q u ip m e n t  s u c h  a s  g e n e r a t o r s ,  t r a n s f o r m e r s ,  s w i tc h b o a r d s ,  c o n t r o l l e r s ,  c i r c u i t  b r e a k ­
e r s ,  m o to r s ,  h e a t in g  u n i t s ,  c o n d u it  s y s t e m s ,  o r  o th e r  t r a n s m i s s i o n  e q u ip m e n t;  w o r k in g  f r o m  
b l u e p r i n t s ,  d r a w in g s ,  l a y o u t s ,  o r  o th e r  s p e c i f ic a t i o n s ;  l o c a t in g  a n d  d ia g n o s in g  t r o u b l e  in  th e  
e l e c t r i c a l  s y s te m  o r  e q u ip m e n t;  w o r k in g  s ta n d a r d  c o m p u ta t io n s  r e l a t i n g  to  lo a d  r e q u i r e m e n t s  of 
w i r in g  o r  e l e c t r i c a l  e q u ip m e n t;  a n d  u s in g  a  v a r i e t y  o f  e l e c t r i c i a n 's  h a n d to o ls  a n d  m e a s u r in g  a n d  
t e s t i n g  i n s t r u m e n t s .  In  g e n e r a l ,  th e  w o r k  o f th e  m a in te n a n c e  e l e c t r i c i a n  r e q u i r e s  r o u n d e d  t r a i n ­
in g  a n d  e x p e r i e n c e  u s u a l ly  a c q u i r e d  th r o u g h  a  f o r m a l  a p p r e n t ic e s h ip  o r  e q u iv a le n t  t r a i n in g  a n d  
e x p e r i e n c e .

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

O p e r a te s  a n d  m a in t a in s  a n d  m a y  a l s o  s u p e r v i s e  th e  o p e r a t io n  of s t a t i o n a r y  e n g in e s  a n d  
e q u ip m e n t  (m e c h a n ic a l  o r  e l e c t r i c a l )  t o  s u p p ly  th e  e s ta b l i s h m e n t  in  w h ic h  e m p lo y e d  w i th  p o w e r ,  
h e a t ,  r e f r i g e r a t i o n ,  o r  a i r - c o n d i t io n i n g .  W o rk  in v o lv e s :  O p e r a t in g  a n d  m a in ta in in g  e q u ip m e n t
s u c h  a s  s te a m  e n g in e s ,  a i r  c o m p r e s s o r s ,  g e n e r a t o r s ,  m o to r s ,  t u r b i n e s ,  v e n t i l a t in g  a n d  r e f r i g ­
e r a t in g  e q u ip m e n t ,  s t e a m  b o i l e r s  a n d  b o i l e r - f e d  w a t e r  p u m p s ;  m a k in g  e q u ip m e n t  r e p a i r s ;  a n d  
k e e p in g  a  r e c o r d  of o p e r a t io n  o f m a c h in e r y ,  t e m p e r a t u r e ,  a n d  f u e l  c o n s u m p tio n .  M a y  a l s o  s u ­
p e r v i s e  t h e s e  o p e r a t io n s .  H e a d  o r  c h ie f  e n g in e e r s  in  e s ta b l i s h m e n t s  e m p lo y in g  m o r e  th a n  o ne  
e n g in e e r  a r e  e x c lu d e d .

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

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

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

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

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

S p e c ia l iz e s  in  t h e  o p e r a t io n  o f  o n e  o r  m o r e  ty p e s  o f  m a c h in e  t o o l s ,  s u c h  a s  j ig  b o r e r s ,  
c y l i n d r ic a l  o r  s u r f a c e  g r i n d e r s ,  e n g in e  l a t h e s ,  o r  m i l l in g  m a c h in e s ,  in  th e  c o n s t r u c t io n  of 
m a c h in e - s h o p  t o o ls ,  g a g e s ,  j i g s ,  f i x t u r e s ,  o r  d i e s .  W o rk  in v o lv e s  m o s t  of th e  f o l lo w in g : P l a n ­
n in g  a n d  p e r f o r m in g  d i f f ic u l t  m a c h in in g  o p e r a t io n s ;  p r o c e s s in g  i t e m s  r e q u i r in g  c o m p l ic a te d  s e tu p s  
o r  a  h ig h  d e g r e e  o f a c c u r a c y ;  u s in g  a  v a r i e t y  o f  p r e c i s i o n  m e a s u r in g  i n s t r u m e n t s ;  s e le c t i n g  f e e d s ,  
s p e e d s ,  t o o l in g ,  a n d  o p e r a t io n  s e q u e n c e ;  a n d  m a k in g  n e c e s s a r y  a d ju s tm e n t s  d u r in g  o p e r a t io n  to  
a c h ie v e  r e q u i s i t e  t o l e r a n c e s  o r  d im e n s io n s .  M a y  b e  r e q u i r e d  to  r e c o g n iz e  w h e n  to o ls  n e e d  d r e s s ­
in g ,  to  d r e s s  t o o l s ,  a n d  to  s e l e c t  p r o p e r  c o o la n ts  a n d  c u tt in g  a n d  l u b r i c a t i n g  o i l s .  F o r  c r o s s ­
i n d u s t r y  w a g e  s tu d y  p u r p o s e s ,  m a c h in e - to o l  o p e r a t o r s ,  to o l r o o m ,  in  to o l  a n d  d ie  jo b b in g  sh o p s  
a r e  e x c lu d e d  f r o m  th i s  c la s s i f i c a t i o n .

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

P r o d u c e s  r e p l a c e m e n t  p a r t s  a n d  new  p a r t s  in  m a k in g  r e p a i r s  o f  m e ta l  p a r t s  o f m e c h a n ­
i c a l  e q u ip m e n t  o p e r a t e d  in  a n  e s ta b l i s h m e n t .  W o rk  in v o lv e s  m o s t  o f th e  fo llo w in g : I n t e r p r e t i n g
w r i t t e n  i n s t r u c t i o n s  a n d  s p e c i f ic a t i o n s ;  p la n n in g  a n d  la y in g  o u t o f w o rk ;  u s in g  a  v a r i e t y  o f m a ­
c h in i s t 's  h a n d to o ls  a n d  p r e c i s io n  m e a s u r in g  i n s t r u m e n t s ;  s e t t in g  u p  a n d  o p e r a t in g  s ta n d a r d  m a c h in e  
t o o ls ;  s h a p in g  o f m e ta l  p a r t s  to  c lo s e  t o l e r a n c e s ;  m a k in g  s ta n d a r d  s h o p  c o m p u ta t io n s  r e l a t i n g  to  
d im e n s io n s  o f  w o r k ,  to o lin g ,  f e e d s ,  a n d  s p e e d s  o f m a c h in in g ;  k n o w le d g e  of th e  w o rk in g  p r o p e r t i e s  
o f th e  c o m m o n  m e t a l s ;  s e le c t i n g  s ta n d a r d  m a t e r i a l s ,  p a r t s ,  a n d  e q u ip m e n t  r e q u i r e d  f o r  h i s  w o rk ;  
a n d  f i t t i n g  a n d  a s s e m b l in g  p a r t s  in to  m e c h a n ic a l  e q u ip m e n t.  I n  g e n e r a l ,  th e  m a c h i n i s t 's  w o rk  
n o r m a l ly  r e q u i r e s  a  r o u n d e d  t r a i n in g  in  m a c h in e - s h o p  p r a c t i c e  u s u a l ly  a c q u i r e d  th r o u g h  a  f o r m a l  
a p p r e n t ic e s h ip  o r  e q u iv a le n t  t r a i n in g  a n d  e x p e r i e n c e .

M E C H A N IC , A U T O M O T IV E  (M A IN T E N A N C E )

R e p a i r s  a u to m o b i le s ,  b u s e s ,  m o to r t r u c k s ,  a n d  t r a c t o r s  o f  a n  e s ta b l i s h m e n t .  W o rk  i n ­
v o lv e s  m o s t  o f t h e  fo llo w in g : E x a m in in g  a u to m o t iv e  e q u ip m e n t  to  d ia g n o s e  s o u r c e  o f  t r o u b le ;
d i s a s s e m b l in g  e q u ip m e n t  a n d  p e r f o r m i n g  r e p a i r s  t h a t  in v o lv e  th e  u s e  o f  s u c h  h a n d to o ls  a s  
w r e n c h e s ,  g a g e s ,  d r i l l s ,  o r  s p e c i a l i z e d  e q u ip m e n t  in  d i s a s s e m b l in g  o r  f i t t i n g  p a r t s ;  r e p l a c in g  
b r o k e n  o r  d e fe c t iv e  p a r t s  f r o m  s to c k ;  g r in d in g  a n d  a d ju s t in g  v a lv e s ;  r e a s s e m b l in g  a n d  i n s t a l l in g

M E C H A N IC , A U T O M O T IV E  (M A IN T E N A N C E )— C o n tin u e d

th e  v a r io u s  a s s e m b l i e s  in  th e  v e h ic le  a n d  m a k in g  n e c e s s a r y  a d ju s tm e n t s ;  a n d  a l in in g  w h e e l s ,  
a d ju s t in g  b r a k e s  a n d  l i g h t s ,  o r  t ig h te n in g  b o d y  b o l t s .  In  g e n e r a l ,  th e  w o r k  of th e  a u to m o t iv e  
m e c h a n ic  r e q u i r e s  r o u n d e d  t r a i n in g  a n d  e x p e r i e n c e  u s u a l ly  a c q u i r e d  th ro u g h  a  f o r m a l  a p p r e n ­
t i c e s h ip  o r  e q u iv a le n t  t r a i n in g  a n d  e x p e r i e n c e .

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

R e p a i r s  m a c h in e r y  o r  m e c h a n ic a l  e q u ip m e n t  o f a n  e s ta b l i s h m e n t .  W o rk  in v o lv e s  m o s t  
of th e  fo llo w in g : E x a m in in g  m a c h in e s  a n d  m e c h a n ic a l  e q u ip m e n t  to  d ia g n o s e  s o u r c e  of t r o u b le ;
d i s m a n t l in g  o r  p a r t l y  d i s m a n t l in g  m a c h in e s  a n d  p e r f o r m i n g  r e p a i r s  t h a t  m a in ly  in v o lv e  th e  u s e  
o f h a n d to o ls  in  s c r a p in g  a n d  f i t t i n g  p a r t s ;  r e p l a c in g  b r o k e n  o r  d e fe c t iv e  p a r t s  w i th  i te m s  o b ta in e d  
f r o m  s to c k ;  o r d e r i n g  th e  p r o d u c t io n  of a  r e p l a c e m e n t  p a r t  b y  a  m a c h in e  s h o p  o r  s e n d in g  o f th e  
m a c h in e  to  a  m a c h in e  s h o p  f o r  m a j o r  r e p a i r s ;  p r e p a r in g  w r i t t e n  s p e c i f ic a t i o n s  f o r  m a jo r  r e p a i r s  
o r  f o r  t h e  p r o d u c t io n  of p a r t s  o r d e r e d  f r o m  m a c h in e  s h o p ; r e a s s e m b l in g  m a c h in e s ;  a n d  m a k in g  
a l l  n e c e s s a r y  a d ju s tm e n t s  f o r  o p e r a t io n .  In  g e n e r a l ,  th e  w o r k  o f a  m a in te n a n c e  m e c h a n ic  r e ­
q u i r e s  r o u n d e d  t r a i n in g  a n d  e x p e r i e n c e  u s u a l ly  a c q u i r e d  th ro u g h  a  f o r m a l  a p p r e n t ic e s h ip  o r  
e q u iv a le n t  t r a i n in g  a n d  e x p e r i e n c e .  E x c lu d e d  f r o m  th i s  c l a s s i f i c a t i o n  a r e  w o r k e r s  w h o s e  p r im a r y  
d u t ie s  in v o lv e  s e t t in g  up  o r  a d ju s t in g  m a c h in e s .

M IL L W R IG H T

I n s t a l l s  new  m a c h in e s  o r  h e a v y  e q u ip m e n t,  a n d  d i s m a n t l e s  a n d  i n s t a l l s  m a c h in e s  o r  
h e a v y  e q u ip m e n t  w h e n  c h a n g e s  in  th e  p la n t  l a y o u t  a r e  r e q u i r e d .  W o rk  in v o lv e s  m o s t  of th e  f o l ­
lo w in g : P la n n in g  a n d  la y in g  ou t o f th e  w o r k ;  i n t e r p r e t i n g  b lu e p r in t s  o r  o th e r  s p e c i f ic a t i o n s ;  u s in g
a  v a r i e t y  o f h a n d to o ls  a n d  r ig g in g ;  m a k in g  s ta n d a r d  s h o p  c o m p u ta t io n s  r e l a t i n g  to  s t r e s s e s ,  
s t r e n g th  o f  m a t e r i a l s ,  a n d  c e n te r s  o f g r a v i ty ;  a l in in g  a n d  b a la n c in g  o f e q u ip m e n t;  s e le c t i n g  s ta n d ­
a r d  t o o l s ,  e q u ip m e n t,  a n d  p a r t s  to  b e  u s e d ;  a n d  i n s t a l l in g  a n d  m a in ta in in g  in  g o o d  o r d e r  p o w e r  
t r a n s m i s s i o n  e q u ip m e n t  s u c h  a s  d r iv e s  a n d  s p e e d  r e d u c e r s .  In  g e n e r a l ,  th e  m i l lw r i g h t 's  w o rk  
n o r m a l ly  r e q u i r e s  a  r o u n d e d  t r a i n in g  a n d  e x p e r i e n c e  in  th e  t r a d e  a c q u i r e d  th ro u g h  a  f o r m a l  
a p p r e n t ic e s h ip  o r  e q u iv a le n t  t r a i n in g  a n d  e x p e r i e n c e .

O IL E R

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

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

P a i n t s  a n d  r e d e c o r a t e s  w a l l s ,  w o o d w o rk , a n d  f ix t u r e s  o f  a n  e s ta b l i s h m e n t .  W o rk  i n ­
v o lv e s  th e  fo llo w in g : K n o w le d g e  of s u r f a c e  p e c u l i a r i t i e s  a n d  ty p e s  o f p a in t  r e q u i r e d  f o r  d i f f e r e n t
a p p l i c a t i o n s ;  p r e p a r in g  s u r f a c e  f o r  p a in t in g  b y  r e m o v in g  o ld  f in i s h  o r  b y  p la c in g  p u t ty  o r  f i l l e r  
in  n a i l  h o le s  a n d  i n t e r s t i c e s ;  a n d  a p p ly in g  p a in t  w i th  s p r a y  g u n  o r  b r u s h .  M a y  m ix  c o lo r s ,  o i l s ,  
w h i te  l e a d ,  a n d  o th e r  p a in t  in g r e d i e n t s  to  o b ta in  p r o p e r  c o lo r  o r  c o n s is t e n c y .  In  g e n e r a l ,  th e  
w o r k  of th e  m a in te n a n c e  p a in t e r  r e q u i r e s  ro u n d e d  t r a i n in g  a n d  e x p e r i e n c e  u s u a l ly  a c q u i r e d  th ro u g h  
a  f o r m a l  a p p r e n t ic e s h ip  o r  e q u iv a le n t  t r a i n in g  a n d  e x p e r i e n c e .

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

I n s t a l l s  o r  r e p a i r s  w a t e r ,  s t e a m ,  g a s ,  o r  o th e r  ty p e s  of p ip e  a n d  p ip e f i t t in g s  in  a n  
e s ta b l i s h m e n t .  W o rk  in v o lv e s  m o s t  o f th e  fo llo w in g : L a y in g  o u t o f w o r k  a n d  m e a s u r in g  to  l o ­
c a te  p o s i t io n  of p ip e  f r o m  d r a w in g s  o r  o th e r  w r i t t e n  s p e c i f ic a t i o n s ;  c u tt in g  v a r io u s  s iz e s  o f p ip e  
to  c o r r e c t  l e n g th s  w i th  c h i s e l  a n d  h a m m e r  o r  o x y a c e ty le n e  t o r c h  o r  p ip e - c u t t i n g  m a c h in e ;  t h r e a d ­
in g  p ip e  w i th  s to c k s  a n d  d i e s ;  b e n d in g  p ip e  b y  h a n d - d r i v e n  o r  p o w e r - d r i v e n  m a c h in e s ;  a s s e m b l in g  
p ip e  w i th  c o u p lin g s  a n d  f a s te n in g  p ip e  to  h a n g e r s ;  m a k in g  s ta n d a r d  s h o p  c o m p u ta t io n s  r e l a t i n g  
to  p r e s s u r e s ,  f lo w , a n d  s iz e  o f p ip e  r e q u i r e d ;  a n d  m a k in g  s ta n d a r d  t e s t s  to  d e te r m in e  w h e th e r  
f in i s h e d  p ip e s  m e e t  s p e c i f ic a t i o n s .  In  g e n e r a l ,  th e  w o r k  o f th e  m a in te n a n c e  p i p e f i t t e r  r e q u i r e s  
ro u n d e d  t r a i n in g  a n d  e x p e r i e n c e  u s u a l ly  a c q u i r e d  th ro u g h  a  f o r m a l  a p p r e n t ic e s h ip  o r  e q u iv a le n t  
t r a i n in g  a n d  e x p e r i e n c e .  W o r k e r s  p r i m a r i l y  e n g a g e d  in  i n s t a l l in g  a n d  r e p a i r i n g  b u i ld in g  s a n i t a ­
t io n  o r  h e a t in g  s y s te m s  a r e  e x c lu d e d .

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

K e e p s  th e  p lu m b in g  s y s te m  o f a n  e s ta b l i s h m e n t  in  g o o d  o r d e r .  W o rk  in v o lv e s :  K n o w le d g e
o f s a n i t a r y  c o d e s  r e g a r d in g  i n s t a l l a t i o n  of v e n ts  a n d  t r a p s  in  p lu m b in g  s y s te m ;  in s t a l l in g  o r  r e ­
p a i r i n g  p ip e s  a n d  f i x t u r e s ;  a n d  o p e n in g  c lo g g e d  d r a i n s  w i th  a  p lu n g e r  o r  p l u m b e r 's  s n a k e .  In  
g e n e r a l ,  th e  w o r k  of th e  m a in te n a n c e  p lu m b e r  r e q u i r e s  ro u n d e d  t r a i n in g  a n d  e x p e r i e n c e  u s u a l ly  
a c q u i r e d  th ro u g h  a  f o r m a l  a p p r e n t ic e s h ip  o r  e q u iv a le n t  t r a i n in g  a n d  e x p e r i e n c e .

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

F a b r i c a t e s ,  i n s t a l l s ,  a n d  m a in t a in s  in  g o o d  r e p a i r  th e  s h e e t - m e t a l  e q u ip m e n t  a n d  f i x ­
t u r e s  ( s u c h  a s  m a c h in e  g u a r d s ,  g r e a s e  p a n s ,  s h e lv e s ,  l o c k e r s ,  t a n k s ,  v e n t i l a t o r s ,  c h u te s ,  d u c ts ,  
m e ta l  ro o f in g )  o f a n  e s ta b l i s h m e n t .  W o rk  in v o lv e s  m o s t  o f  th e  fo llo w in g : P la n n in g  a n d  la y in g
o u t a l l  ty p e s  o f s h e e t - m e t a l  m a in te n a n c e  w o r k  f r o m  b l u e p r i n t s ,  m o d e l s ,  ox  o th e r  s p e c i f ic a t i o n s ;  
s e t t in g  up  a n d  o p e r a t in g  a l l  a v a i l a b le  ty p e s  o f s h e e t - m e t a l  w o r k in g  m a c h in e s ;  u s in g  a  v a r i e t y  o f
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h a n d to o ls  in  c u t t in g ,  b e n d in g ,  f o r m in g ,  s h a p in g ,  f i t t i n g ,  a n d  a s s e m b l in g ;  an d  in s t a l l 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 i r e d .  In  g e n e r a l ,  th e  w o r k  of th e  m a in te n a n c e  s h e e t - m e t a l  w o r k e r  r e q u i r e s  
ro u n d e d  t r a i n in g  a n d  e x p e r i e n c e  u s u a l ly  a c q u i r e d  th ro u g h  a  f o r m a l  a p p r e n t ic e s h ip  o r  e q u iv a le n t  
t r a i n in g  a n d  e x p e r i e n c e .

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

(D ie  m a k e r ;  j ig  m a k e r ;  to o l  m a k e r ;  f ix t u r e  m a k e r ;  g a g e  m a k e r )

C o n s t r u c t s  a n d  r e p a i r s  m a c h in e - s h o p  t o o ls ,  g a g e s ,  j i g s ,  f ix tu r e s  o r  d ie s  f o r  f o r g in g s ,  
p u n c h in g ,  a n d  o th e r  m e t a l - f o r m in g  w o rk .  W o rk  in v o lv e s  m o s t  of th e  fo l lo w in g : P la n n in g  an d
la y in g  o u t of w o r k  f r o m  m o d e l s ,  b l u e p r i n t s ,  d r a w in g s ,  o r  o th e r  o r a l  a n d  w r i t t e n  s p e c i f ic a t i o n s ;

T O O L  A N D D IE  M A K E R ----C o n tin u e d

u s in g  a  v a r i e ty  of to o l  a n d  d ie  m a k e r 's  h a n d to o ls  a n d  p r e c i s io n  m e a s u r in g  in s t r u m e n t s ;  u n d e r ­
s ta n d in g  of th e  w o rk in g  p r o p e r t i e s  of c o m m o n  m e ta l s  a n d  a l lo y s ;  s e t t in g  u p  a n d  o p e ra t in g  of 
m a c h in e  t o o ls  a n d  r e l a t e d  e q u ip m e n t;  m a k in g  n e c e s s a r y  s h o p  c o m p u ta t io n s  r e l a t i n g  to  d im e n s io n s  
of w o r k ,  s p e e d s ,  f e e d s ,  a n d  to o lin g  of m a c h in e s ;  h e a t - t r e a t i n g  o f m e ta l  p a r t s  d u r in g  f a b r i c a t io n  
a s  w e l l  a s  o f f in i s h e d  to o ls  a n d  d ie s  to  a c h ie v e  r e q u i r e d  q u a l i t i e s ;  w o rk in g  to  c lo s e  t o l e r a n c e s ;  
f i t t in g  a n d  a s s e m b l in g  o f p a r t s  to  p r e s c r i b e d  t o l e r a n c e s  a n d  a l lo w a n c e s ;  a n d  s e le c t i n g  a p p r o p r i a t e  
m a t e r i a l s ,  t o o l s ,  a n d  p r o c e s s e s .  In  g e n e r a l ,  th e  to o l  a n d  d ie  m a k e r 's  w o r k  r e q u i r e s  a  ro u n d e d  
t r a i n in g  in  m a c h in e - s h o p  a n d  t o o lr o o m  p r a c t i c e  u s u a l ly  a c q u i r e d  th ro u g h  a  f o r m a l  a p p r e n t ic e s h ip  
o r  e q u iv a le n t  t r a in in g  a n d  e x p e r i e n c e .

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

CUSTODIAL AND MATERIAL MOVEMENT

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

G u a r d . P e r f o r m s  r o u t in e  p o l ic e  d u t ie s ,  e i t h e r  a t  f ix e d  p o s t  o r  on  t o u r ,  m a in ta in in g  
o r d e r ,  u s in g  a r m s  o r  f o r c e  w h e r e  n e c e s s a r y .  In c lu d e s  g a te m e n  w h o  a r e  s ta t io n e d  a t  g a te  
a n d  c h e c k  on  id e n t i ty  of e m p lo y e e s  a n d  o th e r  p e r s o n s  e n t e r in g .

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

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

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

C le a n s  a n d  k e e p s  in  a n  o r d e r l y  c o n d it io n  f a c to r y  w o rk in g  a r e a s  a n d  w a s h r o o m s ,  o r  
p r e m i s e s  of a n  o f f ic e ,  a p a r t m e n t  h o u s e ,  o r  c o m m e r c i a l  o r  o th e r  e s ta b l i s h m e n t .  D u t ie s  in v o lv e  
a  c o m b in a tio n  of th e  f o l lo w in g ; S w e e p in g , m o p p in g  o r  s c ru b b in g ,  a n d  p o l is h in g  f lo o r s ;  r e m o v in g  
c h ip s ,  t r a s h ,  a n d  o th e r  r e f u s e ;  d u s t in g  e q u ip m e n t,  f u r n i tu r e ,  o r  f i x t u r e s ;  p o l is h in g  m e ta l  f ix t u r e s  
o r  t r i m m in g s ;  p r o v id in g  s u p p l ie s  a n d  m in o r  m a in te n a n c e  s e r v i c e s ;  a n d  c le a n in g  l a v a t o r i e s ,  s h o w ­
e r s ,  a n d  r e s t r o o m s .  W o rk e r s  w h o  s p e c i a l i z e  in  w in d o w  w a s h in g  a r e  e x c lu d e d .

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

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

A  w o r k e r  e m p lo y e d  in  a  w a r e h o u s e ,  m a n u f a c tu r in g  p la n t ,  s t o r e ,  o r  o th e r  e s ta b l i s h m e n t  
w h o s e  d u t ie s  in v o lv e  o n e  o r  m o r e  of th e  fo llo w in g ; L o a d in g  a n d  u n lo a d in g  v a r io u s  m a t e r i a l s  a n d  
m e r c h a n d is e  on  o r  f r o m  f r e ig h t  c a r s ,  t r u c k s ,  o r  o th e r  t r a n s p o r t i n g  d e v ic e s ;  u n p a c k in g ,  s h e lv in g ,  
o r  p la c in g  m a t e r i a l s  o r  m e r c h a n d is e  in  p r o p e r  s to r a g e  lo c a t io n ;  a n d  t r a n s p o r t i n g  m a t e r i a l s  o r  
m e r c h a n d is e  b y  h a n d tr u c k ,  c a r ,  o r  w h e e lb a r r o w .  L o n g s h o r e m e n ,  w ho  lo a d  a n d  u n lo a d  s h ip s  a r e  
e x c lu d e d .

O R D E R  F I L L E R

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

F i l l s  s h ip p in g  o r  t r a n s f e r  o r d e r s  f o r  f in i s h e d  g o o d s  f r o m  s to r e d  m e r c h a n d is e  in  a c c o r d ­
a n c e  w ith  s p e c i f ic a t i o n s  on  s a le s  s l i p s ,  c u s to m e rs *  o r d e r s ,  o r  o th e r  i n s t r u c t i o n s .  M a y , in  a d d it io n  
to  f i l l in g  o r d e r s  a n d  in d ic a t in g  i t e m s  f i l le d  o r  o m it te d ,  k e e p  r e c o r d s  of o u tg o in g  o r d e r s ,  r e q u i ­
s i t io n  a d d it io n a l  s to c k  o r  r e p o r t  s h o r t  s u p p l ie s  to  s u p e r v i s o r ,  a n d  p e r f o r m  o th e r  r e l a t e d  d u t ie s .

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

P r e p a r e s  f in i s h e d  p r o d u c ts  fo r  s h ip m e n t  o r  s to r a g e  b y  p la c in g  th e m  in  s h ip p in g  c o n ­
t a i n e r s ,  th e  s p e c i f ic  o p e r a t io n s  p e r f o r m e d  b e in g  d e p e n d e n t  u p o n  th e  ty p e ,  s iz e ,  an d  n u m b e r  of 
u n i ts  to  b e  p a c k e d ,  th e  ty p e  o f c o n ta in e r  e m p lo y e d ,  a n d  m e th o d  of s h ip m e n t.  W o rk  r e q u i r e s  th e  
p la c in g  of i te m s  in  s h ip p in g  c o n ta in e r s  a n d  m a y  in v o lv e  o ne  o r  m o re  of th e  fo llo w in g : K n o w l­
e d g e  of v a r io u s  i t e m s  o f s to c k  in  o r d e r  to  v e r i f y  c o n te n t;  s e le c t i o n  o f a p p r o p r i a t e  ty p e  a n d  s iz e  
of c o n ta in e r ;  i n s e r t i n g  e n c lo s u r e s  in  c o n ta in e r ;  u s in g  e x c e l s io r  o r  o th e r  m a t e r i a l  to  p r e v e n t  
b r e a k a g e  o r  d a m a g e ;  c lo s in g  a n d  s e a l in g  c o n ta in e r ;  a n d  a p p ly in g  l a b e l s  o r  e n te r in g  id e n t i fy in g  
d a ta  on  c o n ta in e r .  P a c k e r s  w h o  a ls o  m a k e  w o o d e n  b o x e s  o r  c r a t e s  a r e  e x c lu d e d .

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

P r e p a r e s  m e r c h a n d is e  f o r  s h ip m e n t ,  o r  r e c e i v e s  a n d  is  r e s p o n s ib le  f o r  in c o m in g  s h ip ­
m e n ts  of m e r c h a n d is e  o r  o th e r  m a t e r i a l s .  S h ip p in g  w o rk  i n v o lv e s ; A k n o w le d g e  of sh ip p in g  
p r o c e d u r e s ,  p r a c t i c e s ,  r o u t e s ,  a v a i l a b le  m e a n s  of t r a n s p o r t a t i o n ,  an d  r a t e ;  a n d  p r e p a r in g  r e c ­
o r d s  of th e  g o o d s  s h ip p e d ,  m a k in g  up  b i l l s  of l a d in g ,  p o s t in g  w e ig h t  a n d  s h ip p in g  c h a r g e s ,  an d  
k e e p in g  a  f i l e  o f s h ip p in g  r e c o r d s .  M ay  d i r e c t  o r  a s s i s t  in  p r e p a r in g  th e  m e r c h a n d is e  f o r  s h ip ­
m e n t .  R e c e iv in g  w o r k  in v o lv e s ; V e r if y in g  o r  d i r e c t i n g  o th e r s  in  v e r i f y in g  th e  c o r r e c tn e s s  of 
s h ip m e n ts  a g a in s t  b i l l s  o f la d in g ,  i n v o ic e s ,  o r  o th e r  r e c o r d s ;  c h e c k in g  f o r  s h o r t a g e s  a n d  r e j e c t i n g  
d a m a g e d  g o o d s ;  r o u tin g  m e r c h a n d is e  o r  m a t e r i a l s  to  p r o p e r  d e p a r tm e n t s ;  a n d  m a in ta in in g  n e c e s ­
s a r y  r e c o r d s  a n d  f i l e s .

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

R e c e iv in g  c le r k  
S h ip p in g  c le r k
S h ip p in g  a n d  r e c e iv in g  c le r k

T R U C K D R IV E R

D r iv e s  a  t r u c k  w i th in  a  c i ty  o r  i n d u s t r i a l  a r e a  to  t r a n s p o r t  m a t e r i a l s ,  m e r c h a n d is e ,  
e q u ip m e n t,  o r  m e n  b e tw e e n  v a r io u s  ty p e s  of e s ta b l i s h m e n t s  s u c h  a s :  M a n u fa c tu r in g  p la n t s ,  f r e ig h t
d e p o ts ,  w a r e h o u s e s ,  w h o le s a le  a n d  r e t a i l  e s ta b l i s h m e n t s ,  o r  b e tw e e n  r e t a i l  e s ta b l i s h m e n t s  an d  
c u s to m e rs *  h o u s e s  o r  p l a c e s  of b u s in e s s .  M a y  a l s o  lo a d  o r  u n lo a d  t r u c k  w i th  o r  w ith o u t  h e lp e r s ,  
m a k e  m in o r  m e c h a n ic a l  r e p a i r s ,  a n d  k e e p  t r u c k  in  goo d  w o rk in g  o r d e r .  D r i v e r - s a l e s m e n  an d  
o v e r - t h e - r o a d  d r i v e r s  a r e  e x c lu d e d .

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

T r u c k d r i v e r  ( c o m b in a t io n  o f s i z e s  l i s t e d  s e p a r a te ly )  
T r u c k d r i v e r ,  l ig h t  (u n d e r  IV2 to n s)
T r u c k d r i v e r ,  m e d iu m  (1 V2 to  a n d  in c lu d in g  4 to n s )  
T r u c k d r i v e r ,  h e a v y  ( o v e r  4 t o n s ,  t r a i l e r  ty p e )  
T r u c k d r i v e r ,  h e a v y  (o v e r  4 t o n s ,  o th e r  th a n  t r a i l e r  ty p e )

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

O p e r a te s  a  m a n u a l ly  c o n tr o l le d  g a s o l in e -  o r  e l e c t r i c - p o w e r e d  t r u c k  o r  t r a c t o r  to  
t r a n s p o r t  g o o d s  a n d  m a t e r i a l s  o f a l l  k in d s  a b o u t a  w a r e h o u s e ,  m a n u f a c tu r in g  p la n t ,  o r  o th e r  
e s ta b l i s h m e n t .

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

T r u c k e r ,  p o w e r  ( fo rk li f t)
T r u c k e r ,  p o w e r  ( o th e r  th a n  f o rk l if t )
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A vailab le  On Request

T h e  ninth annual r e p o r t  on s a l a r i e s  f o r  a c c o u n 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 i n e e r s ,  e n g in e e r in g  t e c h n i c ia n s ,  d r a f t s m e n ,  
t r a c e r s ,  j o 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 l o y e e s .

O r d e r  as B L S  B u l le t in  1617,  N at iona l  S u r v e y  o f  P r o f e s s i o n a l ,  A d ­
m i n i s t r a t i v e ,  T e c h n i c a l ,  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  of  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  on  
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  1969 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 .  1 9 6 9 _________________________ 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 r r 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 . , S e p t .  1968  1______________________________  1 6 2 5 - 8 ,  50 c e n t s
B e a u m o n t - P o r t  A r t h u r - 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  1968  1____________________________  1 6 2 5 - 3 ,  35 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 .  1 9 6 8 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 .  1968  1____________________  1 6 2 5 - 1 4 ,  35 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 i o —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 ^ I l l . ,

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  1968  1 __ __________________________  1 6 2 5 - 7 ,  35 c e n t s
G r e e n v i l l e ,  S . C . ,  M a y  1969 1---------------------------------------------- 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 .  1 9 6 8 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 .  1968  1 ___________________  1 6 2 5 - 1 7 ,  4 5  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  1968 1 ______ 1 6 2 5 - 1 1 ,  35 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 .  1 9 6 9 _________________________________ 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  1968 1____________________________  1 6 2 5 - 4 ,  35 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 .  1 9 6 8 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 r r - 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 .  1969 _____________________________  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 .  1969________________________________ 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  196 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 ,  O c t .  1968  1 _________________________  1 6 2 5 - 2 6 ,  35 c e n t s
P a t e r s o r r - 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 8 1_________________________________ 1 6 2 5 - 1 3 ,  35  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 8 1 ---------------------------------------------------------------------------- 1 6 2 5 - 2 ,  35  c e n t s
R o c k f o r d ,  111., M a y  1969 ----------------------------------------------------  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 c r - 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  1 969__________________________________  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  1968  1 ________________________________  1 6 2 5 - 1 2 ,  35 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 . ,  O c t .  1 9 6 8 1_________________________  1 6 2 5 - 2 3 ,  30 c e n t s
S o u t h  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  1 9 6 9 ------------------------------------------------  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  1968  1 _______________________________ 1 6 2 5 - 5 ,  35 c e n t s
T a m p a —St.  P e t e r s b u r g ,  F l a . ,  A u g .  1 9 6 8 ________________  1 6 2 5 - 1 0 ,  30  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
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