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Preface

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

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

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

T h is  b u lle t in  p re s e n ts  re s u lts  of the s u rv e y  in  
R o c h e s te r , N .Y . ,  in  J u ly  1969, conducted u n d er a con
t r a c t  w ith  the  N ew  Y o r k  S tate  D e p a rtm e n t of L a b o r . The  
S tan d ard  M e tr o p o lita n  S ta t is t ic a l A r e a ,  as d e fin ed  by the  
B u re a u  of the B udget th ro u g h  J a n u a ry  1968, consists  of 
L iv in g s to n , M o n ro e , O r le a n s , and W ayne C o u n ties . T h is  
study  w as conducted by the B u re a u 's  re g io n a l o ffic e  in  N ew  
Y o r k , N .Y . ,  u n d er the g e n e ra l d ir e c t io n  of T ho m as N . 
W a k in , A s s is ta n t R e g io n a l D ir e c to r  fo r  O p e ra tio n s .
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N O T E : In fo rm a tio n  on o ccu pa tion a l e a rn in g s  f o r
m a in te n a n c e  and p o w e rp la n t (ta b le  A - 4 ) ,  and cu s to d ia l and  
m a te r ia l  m o v e m e n t occupations (ta b le  A - 5 ) , w h ich  a re  
u s u a lly  p re s e n te d  fo r  each a r e a , w e re  not c o lle c te d  in  
th is  a re a .

S im ila r  tab u la tio n s  a re  a v a ila b le  fo r  o th e r a re a s .  
(See in s id e  b ack  c o v e r.)

A  c u r re n t  re p o r t  on e a rn in g s  in  the R o c h e s te r a re a  
is a lso  a v a ila b le  fo r  s e lec te d  la u n d ry  and d ry  c lean in g  
occupations (Ju ly  1969). U n io n  s c a le s , in d ic a tiv e  of p r e 
v a il in g  p ay  le v e ls ,  a re  a v a ila b le  fo r  b u ild in g  c o n s tru c tio n ;  
p rin tin g ; lo c a l- t r a n s it  o p e ra tin g  em p lo y e e s ; and m o to r tru c k  
d r iv e r s ,  h e lp e rs , and a ll ie d  occupations .
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Area Wage Survey----

The Rochester, N.Y., Metropolitan Area
Introduction

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

T h is  b u lle t in  p res e n ts  c u r re n t  o ccu p a tio n a l em p lo y m en t and  
earn in g s  in fo rm a tio n  obta in ed  la r g e ly  by m a il  f ro m  the e s ta b lish m e n ts  
v is ite d  by B u re a u  f ie ld  econ om is ts  in  the la s t p re v io u s  s u rv e y  fo r  
occupations re p o r te d  in  th a t e a r l ie r  study. P e rs o n a l v is its  w e re  m ade  
to  nonrespondents and to  those respondents  re p o r tin g  unusual changes  
since the p rev io u s  su rv e y .

In  each a re a , data  a re  obta ined  f ro m  re p re s e n ta t iv e  e s ta b 
lis h m e n ts  w ith in  s ix  b ro a d  in d u s try  d iv is io n s :. M a n u fa c tu rin g ; t r a n s 
p o rta t io n , c o m m u n ic a tio n , and o th e r p ub lic  u t i l i t ie s ;  w h o le s a le  tra d e ;  
r e ta i l  tra d e ; fin a n c e , in s u ra n c e , and r e a l  es ta te ; and s e rv ic e s . M a jo r  
in d u s try  groups exc luded  f ro m  these  stud ies  a re  g o vern m en t o p e ra 
tions and the c o n s tru c tio n  and e x tra c tiv e  in d u s tr ie s . E s ta b lis h m e n ts  
having  fe w e r than  a p re s c r ib e d  n u m b er of w o rk e rs  a re  o m itte d  because  
th e y  tend to  fu rn is h  in s u ff ic ie n t em p lo ym en t in  the occupations stud ied  
to w a r r a n t  in c lu s io n . S ep a ra te  tab u la tio n s  a re  p ro v id e d  fo r  each of 
the b ro ad  in d u s try  d iv is io n s  w h ic h  m e e t p u b lic a tio n  c r i t e r ia .

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

O c c u p a t i o n s  a n d  E a r n i n g s

T h e  occupations s e lec te d  fo r  study a re  com m on to  a v a r ie ty  
of m a n u fa c tu rin g  and n o n m an u fac tu rin g  in d u s tr ie s , and a re  of the f o l 
low ing  types: (1) O ffic e  c le r ic a l;  (2) p ro fe s s io n a l and te c h n ic a l; (3)
m a in te n a n c e  and p o w e rp la n t; and (4) c u s to d ia l and m a te r ia l  m o v e m e n t.  
O ccup atio na l c la s s if ic a t io n  is  based  on a u n ifo rm  set o f job  d e s c r ip 
tions designed  to  take  account of in te re s ta b lis h m e n t v a r ia t io n  in  duties  
w ith in  the sam e job . The occupations s e lec te d  fo r  study a re  lis te d  
and d es c rib e d  in  the append ix . T he  ea rn in g s  data  fo llo w in g  the job  
t i t le s  a re  fo r  a l l  in d u s trie s  com bined . E a rn in g s  data  fo r  som e of the  
occupations lis te d  and d e s c r ib e d , o r fo r  som e in d u s try  d iv is io n s  w ith in  
occupations, a re  not p re s e n te d  in  the A -s e r ie s  tab les  because e ith e r  
(1) em p loym en t in  the o ccupation  is  too s m a ll to p ro v id e  enough data

1 Included in  the 90 areas are four studies conducted  under co n trac t w ith  the New York S tate 
D epartm en t o f 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 Contracts Divisions of the U .S . D e
p artm en t of Labor.

2 Wage data  fo r m a in te n an ce  and  pow erp lan t, and custodial and m a te r ia l m ovem en t o cc u p a
tions w ere not c o llec ted  in  this area.

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

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

The a v e ra g e s  p re s e n te d  re f le c t  c o m p o s ite , a re a w id e  e s t i
m a te s . In d u s tr ie s  and e s ta b lish m e n ts  d if fe r  in  pay le v e l and job  
s ta ffin g  and, thu s , con trib u te  d if fe re n t ly  to the e s tim a te s  fo r  each job . 
The pay re la t io n s h ip  obta in ab le  fro m  the ave ra g e s  m a y  fa i l  to re f le c t  
a c c u ra te ly  the w age sp read  o r d if fe re n t ia l  m a in ta in e d  am ong jobs in  
in d iv id u a l e s ta b lis h m e n ts . S im i la r ly ,  d iffe re n c e s  in  a v e ra g e  pay le v e ls  
fo r  m en  and w om en  in  any of the se lec te d  occupations should not be 
assum ed  to r e f le c t  d iffe re n c e s  in  pay tre a tm e n t of the sexes w ith in  
in d iv id u a l e s ta b lis h m e n ts . O th e r p oss ib le  fa c to rs  w h ich  m a y  c o n tr ib 
ute to d iffe re n c e s  in  pay fo r  m e n  and w om en  inc lu de: D iffe re n c e s  in
p ro g re s s io n  w ith in  e s ta b lish e d  ra te  ra n g e s , since on ly  the  ac tu a l ra te s  
p aid  incum bents  a re  c o llec ted ; and d iffe re n c e s  in  s p e c ific  duties  p e r 
fo rm e d , a lthough the w o rk e rs  a re  c la s s if ie d  a p p ro p r ia te ly  w ith in  the  
sam e s u rv e y  job  d e s c r ip tio n . Job d e s c rip tio n s  used in  c la s s ify in g  e m 
p loyees in  these su rveys  a re  u s u a lly  m o re  g e n e ra liz e d  than  those used  
in  in d iv id u a l e s ta b lish m e n ts  and a llo w  fo r  m in o r d iffe re n c e s  am ong  
e s ta b lish m e n ts  in  the s p e c ific  duties  p e rfo rm e d .

O ccup a tio na l em p lo y m en t e s tim a te s  re p re s e n t the to ta l in  a ll  
es ta b lish m e n ts  w ith in  the  scope of the study and not the n u m b er a c tu 
a l ly  su rv e ye d . B ecause of d iffe re n c e s  in  o ccu pation a l s tru c tu re  am ong  
e s ta b lis h m e n ts , the estim ates  o f occupational e m p lo ym en t obtained f ro m  
the sam p le  of es ta b lish m e n ts  s tud ied  s e rv e  o n ly  to  in d ic a te  the re la t iv e  
im p o rta n c e  of the jobs s tud ied . T hese  d iffe re n c e s  in  occu pation a l 
s tru c tu re  do not a ffe c t m a te r ia l ly  the a c c u ra c y  of the earn ing s  data.

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

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

1  .
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T a b le  1. E s t a b l i s h m e n t s  a n d  W o r k e r s  W ith in  S c o p e  of S u r v e y  a n d  N u m b e r  S tu d ie d  in  R o c h e s t e r ,  N . Y . , 1 
b y  M a jo r  I n d u s t r y  D iv is io n ,  J u ly  1969

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

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

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

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

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

W ith in  s c o p e  o f  s tu d y 4

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

A l l  d i v i s io n s ___________________________________ 4 78 127 1 8 5 ,2 6 3 100 1 3 1 ,2 9 5

M a n u f a c tu r in g _____________________________________ 50 240 56 1 4 1 ,2 4 3 76 1 0 5 ,9 4 8
N o n m a n u fa c tu r in g __________________________________ - 238 71 4 4 ,0 2 0 24 2 5 ,3 4 7

T r a n s p o r t a t i o n ,  c o m m u n ic a t io n ,  a n d
o th e r  p u b l ic  u t i l i t i e s  5 _______________________ 50 28 10 5 , 639 3 4 ,4 6 9

W h o le s a le  t r a d e  6 ______________________________ 50 35 9 2 , 775 2 1 ,3 0 1
R e t a i l  t r a d e  6 ______ _____  ___________  - 50 103 22 2 3 ,1 2 5 12 1 1 ,5 3 9
F i n a n c e ,  i n s u r a n c e ,  a n d  r e a l  e s t a t e  6 ______ 50 22 10 6 ,4 8 9 4 5 ,0 0 4
S e r v i c e s  6 7____  __  -  _ __  ______ 50 50 20 5 ,9 9 2 3 3 ,0 3 4

1 T h e  R o c h e s t e r  S t a n d a r d  M e t r o p o l i t a n  S t a t i s t i c a l  A r e a ,  a s  d e f in e d  b y  th e  B u r e a u  o f th e  B u d g e t  th r o u g h  J a n u a r y  1 9 6 8 , c o n s i s t s  o f L iv in g s to n ,  
M o n r o e ,  O r l e a n s ,  a n d  W a y n e  C o u n t ie s .  T h e  " w o r k e r s  w i th in  s c o p e  of s tu d y "  e s t i m a t e s  s h o w n  in  t h i s  t a b l e  p r o v id e  a  r e a s o n a b ly  a c c u r a t e  d e s c r i p t i o n  
o f  t h e  s i z e  a n d  c o m p o s i t i o n  o f  th e  l a b o r  f o r c e  i n c lu d e d  in  th e  s u r v e y .  T h e  e s t i m a t e s  a r e  n o t in te n d e d ,  h o w e v e r ,  to  s e r v e  a s  a  b a s i s  o f c o m p a r i s o n  
w i th  o th e r  e m p lo y m e n t  in d e x e s  f o r  th e  a r e a  to  m e a s u r e  e m p lo y m e n t  t r e n d s  o r  l e v e l s  s in c e  (1) p la n n in g  o f  w a g e  s u r v e y s  r e q u i r e s  th e  u s e  o f  e s t a b l i s h m e n t  
d a ta  c o m p i l e d  c o n s id e r a b l y  in  a d v a n c e  o f th e  p a y r o l l  p e r i o d  s tu d i e d ,  a n d  (2) s m a l l  e s t a b l i s h m e n t s  a r e  e x c lu d e d  f r o m  th e  s c o p e  o f th e  s u r v e y .

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

i n d u s t r i e s  a s  t r a d e ,  f in a n c e ,  a u to  r e p a i r  s e r v i c e ,  a n d  m o t io n  p i c t u r e  t h e a t e r s  a r e  c o n s id e r e d  a s  1 e s t a b l i s h m e n t .
4 I n c lu d e s  a l l  w o r k e r s  in  a l l  e s t a b l i s h m e n t s  w i th  t o t a l  e m p lo y m e n t  (w i th in  th e  a r e a )  a t  o r  a b o v e  th e  m in im u m  l im i t a t i o n .
5 E l e c t r i c  a n d  g a s  u t i l i t i e s ,  th e  m u n ic ip a l ly  o w n e d  a n d  o p e r a t e d  l o c a l - t r a n s i t  s y s t e m ,  t a x i c a b s ,  a n d  s e r v i c e s  i n c id e n ta l  t o  w a t e r  t r a n s p o r t a t i o n  

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

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

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

A lm o s t  t h r e e - f o u r t h s  o f th e  w o r k e r s  w i th in  s c o p e  o f th e  s u r v e y  in  t h e  R o c h e s t e r  a r e a  
w e r e  e m p lo y e d  in  m a n u f a c tu r in g  f i r m s .  T h e  fo llo w in g  p r e s e n t s  t h e  m a j o r  i n d u s t r y  g r o u p s  a n d  
s p e c i f i c  i n d u s t r i e s  a s  a  p e r c e n t  of a l l  m a n u f a c tu r in g :

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

I n s t r u m e n t s  a n d  r e l a t e d

E l e c t r i c a l  e q u ip m e n t  a n d

M a c h in e r y ,  e x c e p t  e l e c t r i c a l
F o o d  a n d  k in d r e d  p r o d u c t s __
A p p a r e l  a n d  o t h e r  t e x t i l e  

p r o d u c t s _____________________

P h o to g r a p h ic  e q u ip m e n t  a n d
__ 48 s u p p l i e s __________________________40

C o m m u n ic a t io n  e q u ip m e n t____  8
__ 10 O p h th a lm ic  g o o d s ---------------------------5_ 10
__  7

__  5

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

P re s e n te d  in  ta b le  2 a r e  indexes and p ercen tag es  o f change  
in  a v e ra g e  s a la r ie s  of o ffic e  c le r ic a l  w o rk e rs  and in d u s tr ia l n u rse s , 
and in  a v e ra g e  ea rn in g s  of s e lec te d  p lan t w o rk e r  g ro u p s .1 The indexes  
a re  a m e a s u re  of w ages a t a g iven  t im e , e x p re ss e d  as a p e rc e n t of 
w ages d u rin g  the base p e r io d  (date  o f the a re a  s u rv e y  conducted  
betw een  Ju ly  I9 6 0  and June 1961). S u b trac tin g  100 f ro m  the index  
y ie ld s  the p ercen tag e  change in  w ages fro m  the base p e r io d  to the  
date of the in d e x . The p erc e n ta g e s  of change o r  in c re a s e  re la te  to  
w age changes b etw een  the in d ic a te d  d a te s . These  e s tim a te s  a re  
m e a s u re s  o f change in  a v e ra g e s  fo r  the a re a ; th e y  a re  not in tended  
to  m e a s u re  a v e ra g e  pay changes in  the e s ta b lish m e n ts  in  the a re a .

M ethod  of C om puting

E ach  o f the s e lec te d  key  occupations w ith in  an  o ccu p a tio n a l 
g roup  was ass ig n ed  a w e ig h t based on its  p ro p o rtio n a te  e m p lo y m en t  
in  the o ccu pa tion a l g ro up . T h ese  con stan t w eigh ts  r e f le c t  base y e a r  
e m p lo ym en ts  w h e re v e r  p o s s ib le . The a v e ra g e  (m ean ) e a rn in g s  fo r  
each  occu pation  w e re  m u lt ip lie d  by the o ccu p a tio n a l w e ig h t, and the  
pro du cts  fo r  a l l  occupations in  the g ro u p  w e re  to ta le d . The a g g re g a te s  
fo r  2 co n secu tive  y e a rs  w e re  re la te d  by d iv id in g  the a g g re g a te  fo r. 
the la te r  y e a r  by the a g g re g a te  fo r  the e a r l ie r  y e a r .  The re s u lta n t  
r e la t iv e ,  le s s  100 p e rc e n t, shows the p erc e n ta g e  change. . The ind ex  
is  the p ro du ct of m u lt ip ly in g  the base y e a r  re la t iv e  (100) by the re la t iv e  
fo r  the next succeeding  y e a r  and con tinu ing  to m u lt ip ly  (com pound) 
each  y e a r 's  re la t iv e  by the p re v io u s  y e a r 's  in d e x . A v e ra g e  ea rn in g s  
fo r  the fo llo w in g  occupations w e re  used in  com puting  the wage tre 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 lerks, accoun ting , classes 

A and B
Clerks, f ile , classes 

A , B, and C 
C lerks, order 
C lerks, payroll 
C om ptom eter operators 
K eypunch 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
Stenographers, genera l 
S tenographers, senior 
Sw itchboard  operators, classes 

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

class B
T ypists, classes A and B

Industrial nurses (m en  and wom en): 
Nurses, 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)
Pain ters
P ipefitte rs
Tool and d ie m akers

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

1 Indexes of earnings referred  to  in  this s tandard  te x t a re  published  fo r m ost areas bu t not in  
R ochester because the  a rea  was not surveyed in  th e  base y e a r  of th e  index series. In add ition , w age 
trends are  lim ite d  to  o ffice  c le r ic a l and  industria l nurses occupations since  w age d a ta  for sk illed  
m ain ten an ce  and unsk illed  p la n t occupations w ere  n o t c o lle c te d  in  th is  area .

F o r  o ffic e  c le r ic a l  w o rk e rs  and in d u s tr ia l n u rs e s , the wage  
tre n d s  re la te  to re g u la r  w e e k ly  s a la r ie s  fo r  the n o rm a l w o rk w e ek , 
e x c lu s iv e  of ea rn in g s  fo r  o v e r t im e . F o r  p lan t w o rk e r  g ro up s, they  
m e a s u re  changes in  a v e ra g e  s tr a ig h t - t im e  h o u rly  e a rn in g s , exc lud ing  
p re m iu m  pay fo r  o v e r t im e  and fo r  w o rk  on w eeken ds , h o lid a y s , and  
la te  s h ifts . The p erc e n ta g e s  a re  based  on data fo r  se lec ted  key o cc u 
pations and in c lu d e  m o s t o f the n u m e r ic a lly  im p o r ta n t jobs w ith in  
each  g roup .

L im ita t io n s  o f D a ta

T he  ind exes  and p ercen tag es  of change, as m e a s u re s  of 
change in  a re a  a v e ra g e s , a re  in flu e n c e d  by: (1) g e n e ra l s a la r y  and
wage changes, (2) m e r i t  o r o th e r in c re a s e s  in  pay re c e iv e d  by in d i
v id u a l w o rk e rs  w h ile  in  the sam e jo b , and (3) changes in  a v e ra g e  
wages due to changes in  the la b o r fo rc e  re s u ltin g  fro m  la b o r tu r n 
o v e r , fo rc e  expan sio ns , fo rc e  re d u c tio n s , and changes in  the p ro p o r 
tion s  of w o rk e rs  e m p lo yed  by e s ta b lis h m e n ts  w ith  d if fe re n t  pay le v e ls .  
C hanges in  the la b o r fo rc e  can cause in c re a s e s  o r  d ec re as e s  in  the  
o ccu p a tio n a l a v e ra g e s  w ith o u t a c tu a l wage changes. I t  is  con c e iva b le  
th a t even  though a l l  e s ta b lis h m e n ts  in  an  a re a  gave w age in c re a s e s ,  
a v e ra g e  w ages m a y  have d e c lin ed  because lo w e r -p a y in g  e s ta b lish m e n ts  
e n te re d  the a re a  o r  expanded th e ir  w o rk  fo rc e s . S im ila r ly ,  wages  
m a y  have re m a in e d  r e la t iv e ly  Constant, y e t the  a v e ra g e s  fo r  an  a re a  
m a y  have r is e n  c o n s id e ra b ly  because h ig h e r-p a y in g  e s ta b lis h m e n ts  
e n te re d  the a re a .

The use of con stan t e m p lo y m en t w e igh ts  e lim in a te s  the e ffe c t  
of changes in  the p ro p o rtio n  of w o rk e rs  re p re s e n te d  in  each  jo b  in 
c luded  in  the d a ta . The p erc e n ta g e s  o f change r e f le c t  on ly  changes  
in  a v e ra g e  pay fo r  s tr a ig h t- t im e  h o u rs . T h ey  a re  not in flu e n c e d  by 
changes in  s ta n d a rd  w o rk  sched u les , as such, o r by p re m iu m  pay  
fo r  o v e r t im e . W h e re  n e c e s s a ry , data w e re  ad ju s te d  to re m o v e  f ro m  
the in d exes  and p erc e n ta g e s  of change any s ig n ific a n t e ffe c t caused  
by changes in  the scope of the s u rv e y .

3

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



T a b le  Z .  P e r c e n t s  of I n c r e a s e  in  S ta n d a r d  Weekly-  
S a l a r i e 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  

R o c h e s t e r ,  N . Y . ,  J u ly  1968 to  J u ly  1969

O c c u p a t io n a l  g ro u p A l l  in d u s t r i e s M a n u fa c tu r in g

O ff irp  r lp r i r a l  (m pn and \yom pn) 6 .7 ( M
8 .4I n d u s t r ia l  n u r s e s  (m e n  and w o m e n )___ 8 .4

1 D a ta  do not m e e t  p u b l i c a t io n  c r i t e r i a .
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A. O ccupational Earnings 

Table A-l. Office Occupations—Men and Women

5

(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 , R o c h e s te r ,  N . Y. , J u ly  1969)

Sex, occupation, and industry division

MEN

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

CLERKS, ACCOUNTING, CLASS 6 -

TABULATING-MACHINE OPERATORS,
CLASS B ------------------------

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

WOMEN

BILLERS, MACHINE (BILLING
MACHINE) ------------------

NONMANUFACTURING ------

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

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

BOOKKEEPING-MACHINE OPERATORS,
CLASS B -------------------------------

MANUFACTURING ---------------------
NCNMANUFACTURING -----------------

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

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

CLERKS, FILE, CLASS A ---------------

CLERKS, FILE, CLASS B ---------------
MANUFACTURING ---------------------
NCNMANUF AC TU RI NG-----------------

CLERKS, FILE, CLASS C ---------------
MANUFACTURING ---------------------
NONMANUFACTURING-----------------

CLERKS, OROER ------
MANUFACTURING --
NONMANUFACTURING

CLERKS, PAYROLL ---
MANUFACTURING —

Week ly  ea rn ings1 
( standard)

Number
of

workers

Average  
week ly  
hou r s1 

1 s tandard) Me an* Me d ian  2 Midd l e  r ange  2

t
6 0

and
u n d e r

6 5

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

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

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

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

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

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

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

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

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

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

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

3 4 9 4 0 . 0 9 8 . CO 9 7 . 5 C 9 0 . 0 0 - 1 0 7 . 0 0 -

1 7 7 4 0 . C I C 4 . 5 0 1 0 1 . 0 0 9 4 . 5 0 - 1 1 3 . 5 0 -
1 7 2 4 0 . 0 9 0 . 5 0 9 2 . 5 0 8 0 . 0 0 - 1 0 2 . 5 0 "

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

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

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

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

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

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

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

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

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

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

T
N u m b e r  o f w o r k e r s  r e c e iv in g  s t r a ig h t - t im e  w eek ly  e a rn in g s  of—

i $ — r $ 1 ---------- % $ ( $ $ t t t $ t $ $ $  *
6 5 7 0 7 5 8 0 8 5 9 0 9 5 1 0 0 1 0 5 1 1 0 1 1 5 1 2 0 1 3 0 1 4 0 1 5 0 1 6 0 1 7 0 1 8 0 1 9 0  2 0 0

— and

7 0 7 5 8 0 8 5 9 0 9 5 I C O 1 0 5 1 1 0 1 1 5 1 2 0 1 3 0 1 4 0 1 5 0 1 6 0 1 7 0 1 8 0 1 9 0 2 0 0  i O v e r

1 1 2 1 5 1 1 2 3 1 1
1 0 1 3 6 2 1 1 1 - - -

- - - - 1 2 6 - - 1 - 5 6 4 - - - - -

_ _ _ _ 2 _ _ _ 3 6 4 3 3 3 1 5 3 _ _ _ _
3 6 4 3 3 3 1 5 3

1 1 2 1 1 i 1 1 0 i 5 2 3

1 ~ 1 1 8 ~ ~ 5 2

_ _ _ _ 3 7 1 7 5 2 2 1 6 8 3 1 7 1 _ _ _ _ _ _
- - - - - 6 1 2 5 7 1 6 8 1 6 1 ~ - - - -

“ “ 3 1 5 ~ 1 5 ~ 3 1 ~ “

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

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

- - - - 4 7 1 1 1 8 1 - 1 9 1 1

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

- - 2 2 i 9 - 3 3 3 - 3 7 - - - - - -

_ 1 1 6 3 1 8 1 1 2 3 7 _ 1 3 7
- 1 9 7 7 5 1 6 7 - - 1 3 7

“ 7 2 4 1 6 7

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

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

- - - 1 6 8 1 6 4 4 9 5 2 1 - ~ - -  -
- - 4 2 0 7 1 0 i 2 " “ 1

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

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

See fo o tn o te s  a t  end of ta b le .
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6

Sex, occupation, and industry division

WOMEN - c o n t i n u e d ;

COMPTOMETER OPERATORS ---------------

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

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

OFFICE GIRLS --------------------------
MANUFACTURING ---------------------

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

PUBLIC UTILITIES'1---------------

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

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

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

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

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

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

SWITCHBOARD OPERATORS, CLASS A ----
MANUFACTURING ---------------------

SWITCHBOARD OPERATORS, CLASS B ----
NONMANUFACTURING -----------------

SWITCHBOARD OPERATOR-RECEPTIONISTS-
MANUFACTURING ---------------------
NONMANUFACTURING -----------------

TABULATING-MACHINE OPERATORS,

S ee  fo o tn o te s  a t  end o f ta b le .

Table A-l. Office Occupations—Men and Women— Continued

(A v e ra g e  s t r a ig h t - t im e  w eek ly  h o u rs  and  e a rn in g s  fo r  s e le c te d  o c c u p a tio n s  s tu d ie d  on  a n  a r e a  b a s is  
by  in d u s t ry  d iv is io n ,  R o c h e s te r ,  N .Y . ,  J u ly  1969)

Average  
week ly  
hou i s l  

( standard)

283
233
50

39.5
39.5
38.5

Week ly  ea r n ings1

$
90.50

112.00
114.00
104.00

$
90.00

111.50
113.50 
104.00

Midd le  r ange  2

$ $
83.50- 100.00

104.00- 120.00
106.00- 124.00
98.50- 109.50

$ $ t S
60 65 70 75

and _  _  _
u n d e r

65 70 75 80

N u m b e r  o f w o r k e r s  r e c e iv in g  s t r a ig h t - t im e  w eek ly  e a rn in g s  of—
$ $ $-----*-----$-----s---- $ i $ $ $

80 85 90 95 100 105 lit 115 120 130 140 150

85 90 95 100 105 110 115 120 130 140 150 160

12 10 2 12 11 - 1 - 1 - -

3 6 9 26 34 45 54 35 49 16 2 1
3 4 3 19 20 35 45 34 49 15 2 1
- 2 6 7 14 10 9 1 - 1 - -

1  $ $ l  $
160 170 180 190 200

— -  -  — land

170 180 190 200 over

2
2

527
411
116

40.0
40.0
39.0

100.00
1C4.50
84.50

100.50
105.50 
84.50

87.50- 113.00 
94.00-115.00
79.50- 91.50

1 13 19 76 46 58 47 51 47 69 45 42 4 8 1 - - - - -
- 1 1 47 24 39 40 49 42 68 45 42 4 8 1 - - - - -

1 12 18 29 22 19 7 2 5 1

121
108

40.0 94.00
40.0 95.50

95.00
96.50

90.00- 102.50
91.00- 103.00

2 16 8 
- 1 5  4

4 32 14 33 10
1 30 13 33 10

2
2

2,050 39.5 140.00 140.00 124.00-155.50 - - 1 8 - 5 31 56 73 85 64 86 224 399 324 319 139 98 71 35 32
1,689 40.0 144.00 142.00 131.00-157.00 - - 5 - 1 6 11 44 56 34 52 183 371 283 300 123 87 71 32 30

361 38.5 121.50 117.00 102.00-140.50 - - 1 3 - 4 25 45 29 29 30 34 41 28 41 19 16 11 - 3 2
43 39.5 121.50 107.00 95.50-157.50 - - - 10 10 5 3 “ “ 3 3 2 4 - 3 -

114 39.5 146.00 146.50 120.00-162.50 _ _ _ - _ _ _ _ 2 1 4 22 7 17 9 18 13 7 7 2 5
78 40.0 146.00 142.50 123.00-162.00 i 15 6 16 6 13 7 3 7 1 3
36 38.0 145.00 152.50 117.50-164.00 - - - - - 2 1 3 7 i 1 3 5 6 4 - 1 2

356 39.5 153.50 154.00 135.50-174.00 - _ - - - 1 5 - 10 22 8 6 21 37 55 44 48 23 16 33 27
277 40.0 159.50 159.00 140.00-182.50 - - - - - - - - 6 15 - - 18 30 38 38 42 16 16 31 27
79 39.0 133.00 137.50 112.00-153.50 - - 1 5 - 4 7 8 6 3 7 17 6 6 7 2 -

518 40.0 143.00 141.50 130.00-155.50 _ _ 1 - _ 1 3 6 6 23 7 14 69 120 90 72 34 24 48 _ _

42 5 40.0 146.00 144.50 133.00-159.00 - - - - - - - 2 5 15 6 9 53 100 69 64 30 24 48 - -
93 39.0 130.50 135.00 119.50-146.50 * 1 “ 1 3 4 1 8 1 5 16 20 21 8 4

1,062 39.5 133.50 136.50 120.00-150.50 _ - - 8 _ 3 23 50 55 39 45 44 127 225 170 185 44 44 _ - _
909 40.0 138.00 139.50 128.50-152.50 - - - 5 - 1 6 9 33 26 27 28 106 225 170 185 44 44 - - -
153 38.0 105.00 103.00 97.00-115.00 - - 3 * 2 17 41 22 13 18 16 21 ~ - - -

695 39.5 112.50 116.50 104.00-122.00 - - - 2 19 18 38 62 46 50 64 154 219 20 3 _ _ _ _ _ _

108 37.0 103.00 100.00 92.50-113.50 - 2 6 10 19 18 11 7 12 7 5 10 1 - - -

788 40.0 126.00 128.50 116.00-134.50 - - - - - - 7 4 12 47 118 37 221 285 51 3 3 - - - -

36 39.0 110.00 109.00 99.00-118.00 - - - - 7 3 4 6 6 3 4 - - - 3 - - “

80 40.0 114.00 113.50 104.00-121.00 - - _ i _ _ 3 4 15 7 15 13 13 2 6 1 - - _ _ _
72 40.0 114.50 114.00 104.50-121.50 - - - - - 3 4 13 6 14 11 13 2 5 1 “ - -

83 39.5 97.00 92.50 81.00-120.50 - 8 7 4 13 8 4 8 4 - 6 - 14 1 6 _ _ _ _ - -
56 39.0 85.00 83.50 74.50- 94.50 8 7 4 13 7 4 3 3 - 6 - 1 - - - - - “ -

188 39.5 99.00 99.00 89.50-109.00 - 2 - 4 19 24 15 37 24 22 10 16 14 _ 1 _ - _ _ _
118 39.5 102.50 101.50 96.00-111.00 ~ - - - 5 7 12 29 19 16 5 14 10 - 1 - - - - - -
70 39.5 93.50 89.50 84.00-105.00 ” 2 “ 4 14 17 3 8 5 6 5 2 4 - - “

31 * o o 124.50 114.50 110.50-150.00 * - - 1 - 1 1 1 - 3 10 1 1 3 2 4 3 - - - -
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Table A-l. Office Occupations—Men and Women— Continued

(A v e rag e  s t r a ig h t - t im e  w eek ly  h o u rs  and  e a rn in g s  fo r  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 ,  R o c h e s te r ,  N .Y . , J u ly  1969)

W eekly  e a rn in g s1 
(s tandard) N u m b e r o f w o r k e r s r e c e iv in g  s t r a ig h t - tim e w eek ly  e a rn in g s  of—

N um ber
of

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

Sex, o c c u p a tio n , and in d u s t ry  d iv is io n
w eekly  
hou rs1 

( standard) M e a n 2 M ed ian  2 M iddle  range 2

6 0

and
u n d e r

65 70 75 8 0 85 9 0 9 5 1 0 0 105 1 1 0 115 1 2 0 130 140 150 160 170 18C 150 200

65 7 0 75 8 0 85 9 0 9 5 ICO 1 0 5 1 1 0 115 130 ■ - L 1 Q - 1*0 160 170 180 190 2 0 0

WOMEN -  CONTINUEDl

TRANSCRIBING-MACHINE OPERATORS, $ $ $  $
GENERAL ----------------------------------------------------------------------- 1 3 4 3 9  # 5 1 0 3 . 0 0 1 0 3 . 0 0 9 2 . 5 0 - 1 1 4 . 0 0 - ~ - 6 4 1 0 2 9 1 1 1 3 1 4 1 8 1 3 1 3 1 1 1 ~  ~  ~ ~  -

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

1 3
7  ^ f Q

5 4 6 7it 2

7 4 0 3 9 . 5 9 7 . 5 0 9 9 . 0 0 8 8 . 5 0 - 1 0 8 . 5 0 1 13 62 7 5 1 0 0 7 8 8 5 1 2 3 1 1 7 2 3 36 0
5 0 8 4 0 . 0 1 0 2 . 0 0 1 0 5 . 0 0 9 4 . 0 0 - 1 1 0 . 5 0 1 8 1 4 33 7 6 5 1 5 7 1 2 1 112 2 3

1 3
3

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

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 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  (e x 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 eek ly  h o u r s .

2 T h e  m e a n  is  co m p u ted  fo r  e a c h  jo b  by to ta l in g  th e  e a rn in g s  o f a l l  w o r k e r s  and  d iv id in g  by th e  n u m b e r  of w o r k e r s .  T h e  m e d ia n  d e s ig n a te s  p o s it io n — h a lf  o f th e  e m p lo y e e s  s u rv e y e d  r e c e iv e  m o re  
th an  th e  r a t e  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 h e  m id d le  r a n g e  is  d e fin e d  by 2 r a t e s  of pay ; a  fo u r th  o f th e  w o r k e r s  e a rn  l e s s  th an  th e  lo w e r  o f  th e s e  r a t e s  and  a fo u r th  e a rn  m o re  th an  
the 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 .
4 T r a n s p o r ta t io n ,  c o m m u n ic a tio n , and  o th e r  p u b lic  u t i l i t ie s .
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Table A-2. Professional and Technical Occupations—Men and Women

(A v e ra g e  s t r a ig h t - t im e  w eek ly  h o u rs  and  e a rn in g s  f o r  s e le c te d  o c c u p a tio n s  s tu d ie d  on  a n  a r e a  b a s is  
b y  in d u s t r y  d iv is io n , R o c h e s te r ,  N . Y . , J u ly  1969)

Weekly earnings1 
(standard)

Number
of

workers

Average 
weekly 
hours1 

( standard' M ean2 Median 2 Middle range 2

346 40.0
$
180.501 181.50

$ $
168 . 0 0 “ 1 89 . 0 0

296 40.0 181.00 182.00 169.00-189.00

343 40.0 155.50 156.50 147.00-166.00
305 40.0 156.00 157.00 148.50-167.00

259 40.0 127.50 131.00 116.00-139.00
229 40.0 128.00 131.50 115.00-139.50

92 39.5 1C5.50 101.00 94.50-122.50
75 40.0 109.50 108.50 97.00-125.00

121 40.0 154.5C 159.00 138.50-171.50
117 40.0 155.50 160.50 139.50-172.00

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

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

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

u n d e r
80 85 90 95 100 105 110 115 120 125 13Q 135 140

* i i i I I i $
140 150 160 170 180 190 200 210

and

150 160 170 180 190 200 21C ever

DRAFTSMEN, CLASS A 
MANUFACTURING -

DRAFTSMEN, CLASS B 
MANUFACTURING —

DRAFTSMEN, CLASS C 
MANUFACTURING -

DRAFTSMEN-TRACERS 
MANUFACTURING -

NURSES, INDUSTRIAL (REGISTERED! 
MANUFACTURING -----------------

11 6 13 8 22 20
11 6 13 7 21 8

11 21 7 3 9 2
10 20 6 3 8 2

“ - - 2
2

-

18
17

18
18

12 33 57 56 Ill 42 19 16
12 23 46 48 102 33 16 16

50 132 77 28 4 1 2 3
47 115 71 28 4 1 2 3

26 30 2 - - - - -

23 30 2 - - - - -

18
18

27
27

16
16

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  f o 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 a y  f o r  o v e r t im e  at* r e g u la r  a n d 7 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 fin i tio 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-3. Office, Professional, and Technical Occupations—Men and Women Combined

(A v e rag e  s t r a ig h t - t im e  w eek ly  h o u rs  and  e a rn in g s  fo r  s e le c te d  o c c u p a tio n s  s tu d ie d  on an  a r e a  b a s is  
b y  in d u s t ry  d iv is io n , R o c h e s te r ,  N .Y . ,  J u ly  1969)

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

of
workers

OFFICE OCCUPATIONS

BILLERS, MACHINE (BILLING
MACHINE) ------------------

NONMANUFACTURING ------
47
27

BILLERS, MACHINE (BOOKKEEPING 
MACHINE ) ----------------------- 25

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

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

100
71
29

BOOKKEEPING-MACHINE OPERATORS,
CLASS B -------------------------

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

87
42
45

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

PUBLIC UTILITIES2------

320
237
83
28

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

374
198
176

CLERKS, FILE, CLASS A 35

CLERKS, FILE, CLASS B -
MANUFACTURING -------
NONMANUFACTURING ---

120
75
45

CLERKS, FILE, CLASS C ---------------
MANUFACTURING ---------------------
NONMANUFACTURING -----------------

164
45

119

CLERKS, ORDEP ------
MANUFACTURING --
NONMANUFACTURING

136
91
45

CLERKS, PAYROLL • 
MANUFACTURING

211
192

Weekly 
hours 1 

(standard)

Weekly 
earnings 1 
(standard)

40.0
$
100.00

40.0 96.50

39.0 88.00

39.5 111.50
40.0 113.00
39.0 107.50

39.5 96.50
40.0 ICO.OC
38.5 93.00

39.5 123.00
39.5 127.50
39.0 110.50
39.5 116.50

40.0 99.00
40.0 106.CO
40.0 91.50

39.5 1C8.0C

39.0 94.00
39.5 99.50
38.0 85.50

38.0 82.00
39.5 95.00
37.5 77.CO

39.5 1C9.00
39.5 120.50
40.0 86.0C

39.5 117.50
39.5 119.00

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

of
w oiten

OFFICE OCCUPATIONS - CONTINUED

COMPTOMETER OPERATORS 55

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

283 
2 33 
50

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

535
419
116

OFFICE BOYS AND GIRLS---
MANUFACTURING --------
NONMANUFACTURING -----

178
152
26

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

PUBLIC UTILITIES2---------------

2,050
1,689

361
43

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

114
78
36

SECRETARIES, CLASS B
MANUFACTURING ------
NONMANUFACTURING —

356
277
79

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

518
425

93

SECRETARIES, CLASS 0
MANUFACTURING ------
NONMANUFACTURING —

1, C62 
909 
153

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

7C1
108

STENOGRAPHERS, SENIOR 
NONMANUFACTURING —

788
36

SWITCHBOARD OPERATORS, CLASS 
MANUFACTURING -------------

A ----  80
-------  72

Average

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

of
woikers

Average

Weekly 
hours 1 

(standard)

Weekly 
earnings 1 
(standard)

Weekly 
hours 1 

(standard'

Weekly 
earnings 1 
(standard)

OFFICE OCCUPATIONS - CONTINUED_ $ $

* O o 90.50 SWITCHBOARD OPERATORS, CLASS B ---- 83 39.5 97.00
NONMANUFACTURING ----------------- 56 39.0 85.00

39.5 112.00
39.5 114.00 SWITCHBOARD OPERATOR-RECEPTIONISTS- 190 39.5 99.50
38.5 104.00 MANUFACTURING --------------------- 118 39.5 102.50

NONMANUFACTURING ----------------- 72 39.5 94.50
40.0 100.50
40.0 105.00 TABULATING-MACHINE OPERATORS,
39.0 84.50 CLASS A ----------------------------------------------------------------------- 25 39.5 159.50

40.0 94.50 TABULATING-MACHINE OPERATORS,
40.0 95.50 CLASS B ----------------------------------------------------------------------- 73 40.0 130.50
39.5 86.50 MANUFACTURING ------------------------------------------------- 63 40.0 136.00

39.5 14C.0C TRANSCRIBING-MACHINE OPERATORS,
40.0 144.00 GENERAL ----------------------------------------------------------------------- 134 39.5 103.00
38.5 121.50 MANUFACTURING ------------------------------------------------- 116 39.5 104.00
39.5 121.50

TYPISTS, CLASS A ------------------------------------------------- 242 40.0 113.00
39.5 146.00
40.0 146.00 TYPISTS, CLASS B ------------------------------------------------- 746 39.5 97.5038.0 145.00 MANUFACTURING ------------------------------------------------- 508 40.0 102.00

NONMANUFACTURING ----------------------------------------- 238 38.0 87.00
39.5 153.50
40.0 159.50
39.0 133.00 PROFESSIONAL AND TECHNICAL

OCCUPATIONS
4C.0 143.00
40.0 146.00 DRAFTSMEN, CLASS A ------------------- 352 40.0 180.50
39.0 130.50 MANUFACTURING --------------------- 301 40.0 181.00

39.5 133.50 DRAFTSMEN, CLASS B ------------------- 364 40.0 154.50
40.0 138.00 MANUFACTURING --------------------- 326 40.0 155.00
38.0 105.00

DRAFTSMEN, CLASS C --------- --------- 271 40.0 127.00
39.5 112.00 MANUFACTURING - --- - - 240 40.0 127.50
37.0 103.00

DRAFTSMEN-TRACERS -------------------- 109 39.5 105.50
40.0 126.00 MANUFACTURING --------------------- 92. 40.0 109.00
39.0 110.00

NURSES, INDUSTRIAL (REGISTERED) --- 122 40.0 154.50
40.0 114.00 MANUFACTURING --------------------- 118 40.0 155.50
40.0 114.50

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  r e c e iv e  th 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  (ex c lu s iv e  of p a y  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 eek ly  h o u r s .

2 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 .
3 M ay in c lu d e  w o rk 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 .

In fo rm a tio n  on  o c c u p a tio n a l  e a rn in g s  fo r  m a in te n a n c e  and p o w e rp la n t  (T a b le  A -4 ), and  c u s to d ia l  
an d  m a te r i a l  m o v em e n t o c c u p a tio n s  (T a b le  A -5 ), w h ich  a r e  u s u a lly  p r e s e n te d  fo r  e a c h  a r e a ,  w e re  not 
c o lle c te d  in  th is  a r e a .
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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 i n g  in to  a p p r o p r i a t e  
o c c u p a t io n s  w o r k e r s  w ho a r e  e m p lo y e d  u n d e r  a  v a r i e ty  o f p a y r o l l  t i t l e s  a n d  d i f f e r e n t  w o r k  a r r a n g e m e n t s  f r o m  e s ta b l i s h m e n t  to  e s ta b l i s h m e n t  a n d  
f r o m  a r e a  to  a r e a .  T h 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 a g e  r a t e s  r e p r e s e n t i n g  c o m p a r a b le  jo b  c o n te n t .  B e c a u s e  o f t h is  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 r o m  th o s e  in  u s e  in  
in d iv id u a l  e s t a 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 t s  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 i c 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 i o n a r y  w o r k e r s .

OFFICE

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

P r e p a r e s  s t a t e m e n t s ,  b i l l s ,  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 r k  in c id e n ta l  to  b i l l in g  o p e r a t i o 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  f o 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 o o n  H o p k in s , E l l i o t t  
F i s h e r ,  B u r r o u g h s ,  e t c . ,  w h ic h  a r e  c o m b in a t io n  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 t o m e r s '  p u r c h a s e  o r d e r s ,  i n t e r n a l l y  p r e p a r e d  o r d e r s ,  s h ip p in g  m e m o 
r a n d u m s ,  e 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 i o n s ,  w h ic h  m a y  o r  m a y  n o t  b e  c o m p u te d  o n  th e  b i l l in g  m a c h in e ,  
a n d  t o t a 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 t e 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  of 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 t r 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  o f th e  a c c o u n ts  r e c e i v a b l e  o p e r a t io n .  G e n e r a l ly  i n v o lv e s  t,he s i m 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 t o m e r s '  l e d g e r  r e c o r d .  T h e  m a c h in e  a u to m a t i c a l l y  a c c u m u la t e s  
f i g u r e s  on  a  n u m b e r  of 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 l e s  a n d  c r e d i t  s l i p s .

B O O K K E E P 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  o f 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 a n 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 i b 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  of o ne  o r  m o r e  p h a s e s  o r  s e c t io n s  of a  s e t  o f r e c o r d s  u 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 t o 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 ,  i n 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 t m 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  o ne  o r  m o r e  s e c t io n s  o f a  c o m p le te  s e t  of b o o k s  o r  r e c o r d s  r e 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  
le 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 t s  p a y a b le ;  e x a m in in g  a n d  c o 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 i o 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  j o 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  su c h  
a s  p o s t in g  s im p le  j o u r n a l  v o u c h e r s  o r  a c c o u n 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 t s ;  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 t r 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  of 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 l e 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  o n  a  f u n c t io n a l  b a s i s  a m o n g  s e v e r a l  w o r k e r s .

C L E R K , F I L E

C la s s  A . In  a n  e s t a b l i s h e d  f i l in g  s y s te m  c o n ta in in g  a  n u m b e r  o f 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 t c .  M a y  a l s o  f i l e  t h i s  m a t e r i a l .  M a y  k e e p  r e c o r d s  of v a r io u s  ty 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 r o u p  of l o w e r  l e v e l  f i l e  c l e r k s .

C l a s s  B . S o r t s ,  c o d e s ,  a n d  f i l e s  u n c 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  a n 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 a y  p e r f o r m  r e l a t e d  c l e r i c a l  t a s k s  r e q u i r e d  to  m a in t a in  a n d  s e r v i c e  f i l e s .

C l a s s  C . P e r f o r m s  r o u t in e  f i l in g  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  
is  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 t a in  a n d  s e r v i c e  f i l e s .

C L E R K , O R D E R

R e c e 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 t io n  o f 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 i e s  of i t e m s  on  o r d e r  
s h e e t ;  a n d  d i s t r i b u t 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 l e d .  M a y  c h e c k  w i th  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  of 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 ,  
f o 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  o f o r d e r s  r e c e i v e d ,  a n d  c h e c k  s h ip p in g  
in v o ic e s  w i th  o r ig i n a l  o r d e r s .

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

C o m p u te s  w a g e s  of 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  o n  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 i n 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 ;  a n d  
p o s t in g  c a lc u l a t e d  d a ta  o n  p a y r o l l  s h e e t ,  sh o w in g  in 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 t io 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 a y  m a k e  o u t p a y c h e c k s  a n d  
a s s i s t  p a y m a s t e r  in  m a k in g  u p  a n d  d i s t r ib u t in g  p a y  e n v e lo p e s .  M a y  u s e  a  c a lc u l a t i n 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 t h 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 i th  t h a t  of 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  of 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  l o w e r  l e v e l  k e y p u n c h  o p e r a t o r  b u t ,  in  a d d i t io n ,  w o rk  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  o n  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 t io n  k e y p u n c h  m a c h in e  to  k e y p u n c h  t a 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 t a n d a r d i z e d  s o u r c e  d o c u m e n t s ,  f o l lo 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 t a i l  a n d  r e q u i r e  l i t t l e  o r  no  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  BO Y 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 r a 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 i b 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  i n 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  o f  th e  f o l lo w in g : (a) R e c e iv e s  te le p h o n e  c a l l s ,
p e r s o n a l  c a l l e r s ,  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  i n 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 i n 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 t u 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 ay  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 l y  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 t a n d in g  o f 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 r k  o f th e  s u p e r v i s o r .

E x c lu s io n s

.N ot a l l  p o s 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  m e e t  
th e  " p e r s o n a l "  s e c r e t a r y  c o n c e p t  d e s c r i b e d  a b o v e ;  (b) s t e n o g r a p h e r s  n o t  f u l ly  t r a i n e d  in  s e c r e t a r i a l  
ty p e  d u t 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 i a l  p e r s o n s ;  (d) s e c r e t a r y  p o s i t 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 t a n t i a l l y  m o r e  
r o u t in e  o r  s u b s 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 l e  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 i c 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 t y 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 i o 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 t e - 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 j o r  
c o m p a n y  a c t i v i t i e s .  T h e  t i t l e  " v 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 i s  r o l e ,  d o e s  n o t 
in  a l l  c a s e s  i d e n t i 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  le v e l  d e f i n i t i o n s .

C l a s s  A

a . S e c r e t a r y  to  th e  c h a i r m a n  o f th e  b o a r d  o r  p r e s i d e n t  o f  a  c o m p a n y  t h a t  e m p lo y s ,  in  
a l l ,  o v e r  100 b u t  f e w e r  th a n  5 ,0 0 0  p e r s o n s ; o r

b .  S e c r e t a r y  to  a  c o r p o r a t e  o f f i c e r  ( o th e r  th a n  th e  c h a i r m a n  o f th e  b o a r d  o r  p r e s i d e n t )  
o f a  c o m p a n y  th a t  e m p lo y s ,  in  a l l ,  o v e r  5 , 000  b u t  f e w e r  t h a n  2 5 , 0 00  p e r s o n s ; o r

c . S e c r e t a r y  to  th e  h e a d  ( im m e d ia te ly  b e lo w  th e  c o r p o r a t e  o f f i c e r  le v e l )  o f  a  m a j o r  
s e g m e n t  o r  s u b s id i a r y  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 , 000  p e r s o n s .

C l a s s  B

a . S e c r e t a r y  to  t h e  c h a i r m a n  o f th e  b o a r d  o r  p r e s i d e n t  o f  a  c o m p a n y  t h a t  e m p lo y s ,  in  
a l l ,  f e w e r  th a n  100 p e r s o n s ; o r

b . S e c r e t a r y  to  a  c o r p o r a t e  o f f i c e r  ( o th e r  th a n  th e  c h a i r m a n  o f  th e  b o a r d  o r  p r e s i d e n t )  
o f a  c o m p a n y  t h a t  e m p lo y s ,  in  a l l ,  o v e r  100 b u t  f e w e r  t h a n  5 ,0 0 0  p e r s o n s ; o r

c . S e c r e t a r y  to  th e  h e a d  ( im m e d i a te ly  b e lo w  th e  o f f i c e r  l e v e l )  o v e r  e i t h e r  a  m a j o r  
c o r p o r a t e - w i d e  f u n c t io n a l  a c t i v i t y  ( e . g . ,  m a r k e t i n g ,  r e s e a r c h ,  o p e r a t i o n s ,  i n d u s t r i a l  r e l a -  
t io n s ,  e tc . )  o r~ a  m a j o r  g e o g r a p h ic  o r  o r g a n i z a t i o n a l  s e g m e n t  ( e . g . ,  a  r e g io n a l  h e a d q u a r t e r s ;

m a j o r  d iv is io n )  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  5 ,0 0 0  b u t  f e w e r  th a n  2 5 ,0 0 0  
e m p l o y e e s ; o r

S E C R E T A R Y — C o n 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  i m p o r ta n t  o r g a n i z a t i o n a l  s e g m e n t  ( e .g . ,  a  m id d le  
m a n a g e m e n t  s u p e r v i s o r  o f  a n  o r g a n i z a t i o n a l  s e g m e n t  o f 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  25 , 000  p e r s o n s .

C l a s s  C

a . S e c r e t a r y  to  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 n e  o f  th e  s p e c i f ic  l e v e l  s i t u a t i o 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 l y  d iv id e d  in to  o r g a n i z a t i o n a l  
s e g m e n t s  w h ic h  a r e  o f 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 ; c>r

b . S e c r e t a r y  t o  th e  h e a d  o f  a n  in d iv id u a l  p la 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 l a s s  D

a . S e c r e t a r y  to  th e  s u p e r v i s o r  o r  h e a d  o f a  s m a l l  o r g a n i z a t i o n a l  u n 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 t e n o g r a p h e r s ,  r a t h e r  t h 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 a y  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 r k .  (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  i s  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 n e  o r  m o r e  p e r s o n s  e i t h e r  in  s h o r t 
h a n d  o r  b y  S 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  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 .

O R

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 t y  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  t h o ro u g h  w o rk in g  k n o w le d g e  of g e n e r a l  b u s in e s s  a n d  o f fic 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 i o n s ,  o r g a n iz a t io n ,  p o l ic i e s ,  p r o c e d u r e s ,  f i l e s ,  
w o rk 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 t a in in g  fo llo w u p  f i l e s ;  a s s e m b l i n g  m a t e r i a l  f o r  r e p o r t s ,  m e m o r a n d u m s ,  l e t t e r s ,  
e tc . ;  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 t c .  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 r k .

S W IT C H B O A R D  O P E R A T O R

C l a s s  A . O p e r a t e s  a  s in g l e -  o r  m u l t ip l e - p o s i t i o n  t e le p h o n e  s w i tc h b o a r d  h a n d lin g  in c o m in g ,  
o u tg o in g ,  i n t r a p l a n t  o r  o f f ic e  c a l l s .  P e r f o r m s  f u l l  t e le p h o n e  in f o r m a t io n  s e r v i c e  o r  h a n d le s  
c o m p le x  c a l l s ,  s u c h  a s  c o n f e r e n c e ,  c o l l e c t ,  o v e r s e a s ,  o r  s i m i l a r  c a l l s ,  e i t h e r  i n  a d d i t io n  to  
d o in g  r o u t in e  w o r k  a s  d e s c r i b e d  f o r  s w i tc h b o a r d  o p e r a t o r ,  c l a s s  B , o r  a s  a  f u l l - t i m e  
a s s ig n m e n t .  ( " F u l l "  t e le p h o n e  in f o r m a t io n  s e r v i c e  o c c u r s  w h e n  th e  e s t a b l i s h m e n t  h a s  v a r i e d  
fu n c t io n s  t h a t  a r e  n o t  r e a d i ly  u n d e r s t a n d a b le  f o r  t e le p h o n e  in f o r m a t io n  p u r p o s e s ,  e .g . ,  b e c a u s e  
o f  o v e r la p p in g  o r  i n t e r r e l a t e d  f u n c t io n s ,  a n d  c o n s e q u e n t ly  p r e s e n t  f r e q u e n t  p r o b le m s  a s  to  
w h ic h  e x te n s io n s  a r e  a p p r o p r i a t e  f o r  c a l l s . )

C la s s  B . O p e r a t e s  a  s in g l e -  o r  m u l t ip l e - p o s i t i o n  te le p h o n e  s w i tc h b o a r d  h a n d lin g  in c o m in g ,  
o u tg o in g ,  i n t r a p l a n t  o r  o f f ic e  c a l l s .  M a y  h a n d le  r o u t in e  lo n g  d i s t a n c e  c a l l s  a n d  r e c o r d  t o l l s .  
M a y  p e r f o r m  l im i t e d  te le p h o n e  in f o r m a t io n  s e r v i c e .  ( " L im i t e d "  t e le p h o n e  i n f o r m a t io n  s e r v i c e  
o c c u r s  i f  th e  f u n c t io n s  o f  th e  e s t a b l i s h m e n t  s e r v i c e d  a r e  r e a d i ly  u n d e r s t a n d a b le  f o r  t e le p h o n e  
in f o r m a t io n  p u r p o s e s ,  o r  i f  th e  r e q u e s t s  a r e  r o u t i n e ,  e .g . ,  g iv in g  e x te n s io n  n u m b e r s  w h e n  
s p e c i f ic  n a m e s  a r e  f u r n i s h e d ,  o r  i f  c o m p le x  c a l l s  a r e  r e f e r r e d  to  a n o th e r  o p e r a t o 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  of 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 j o r  p a r t  o f  t h i s  w o r k e r 's  t im e  w h ile  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 t y  of 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 i n e s ,  t y 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 i g 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 i n g  a s s i g 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 l y  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 i o n s ,  o r  p a r t i a l l y  t r a i n e d  
o p e r a t o r s  in  w i r in g  f r o m  d i a g r a m s  a n d  o p e r a t in g  s e q u e n c e s  o f lo n g  a n d  c o m p le x  r e p o r t s .  
D o e s  n o t in c lu d e  w o r k in g  s u p e r v i s o r s  p e r f o r m in g  t a b u l a 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  o f a  g ro u p  of t a b u la t i n g - m a c h in e  o p e r a t o r s .

T A B U L A T IN G -M A C H IN E  O P E R A T O R — C 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 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  
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 r k .  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 r k  
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 ic 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 r k e r s  t r a n s c r i b i n g  d i c t a t i o n  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 h o  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  o f 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  by  a n o th e r  p e r s o n .  M a y  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 .

G 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 l lo 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 t a 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 . 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 l a 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 r k  ty p ic a l ly  i n 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 i n 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 c h  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 t a b l i s h e d .  M a y  a l s o  in c lu d e  th e  t r a i n in g  o f n e w  e m p lo y e e s  in  th e  b a s ic  
o p e r a t io n  o f  th e  m a c h in e .

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

PROFESSIONAL AND TECHNICAL

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  o f c o m p le x  i t e 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 t a 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 t a i l s  o f f o r m ,  fu 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  o f  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 t e r m i n a t i o n s .  M a y  
e i t h e r  p r e p a r e  d r a w 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 i g n m e n t s  t h a t  r e q u i r e  th e  a p p l i 
c a t io n  of m o s t  o f th e  s t a n d a r d iz e d  d r a w in g  t e 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 r k in g  d r a w in g s  o f 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 l s  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 t e r m i n 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 i c 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  o f 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 i o 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  o f  d r a w in g s  p r e p a r e d  in c lu d e  i s o m e t r i c  p r o je c t i o n s  
( d e p ic t in g  t h r e e  d im e n s io n s  in  a c c u r a t e  s c a 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

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  in 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 r o 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  o n  s o u r c e  m a t e r i a l s  a r e  g iv e n  w 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 i g n m e n t s  r e c u r .  W o rk  m a y  b e  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 i n 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 i s 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 t io 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  i s  c lo s e l y  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 i n g  s e r v i c e  U n d e r g e n e r a l  m e d i c a l  d i r e c t i o n  to  i l l  o r  
i n ju r e d  e m p 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 t io n  o f th e  fo l lo 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 j u r i e s ;  k e e p in g  r e c o r d s  
o f p a t i e n t s  t r e a t e d ;  p r e p a r 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 t h  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 i r 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 AND POWERPLANT

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

P e r f o r m s  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  o f w o o d  in  a n  e s t a 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 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 l s ,  p o r ta b l e  p o w e r  t o o l s ,  a n d  s t a n d a r d  m e a s u r in g  i n 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 eik 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 ;  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 l y  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 .
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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 t y  o f  e l e c t r i c a l  t r a d e  fu 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  t h 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  o f  e l e c t r i c  e n e r g y  in  a n  
e s t a b l i s h m e n t .  W o 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 t y  o f
e l e c t r i c a l  e q u ip m e n t  s u c h  a s  g e n e r a t o r s ,  t r a n s f o r m e r s ,  s w i 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 t o 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 t e m  o r  e q u ip m e n t;  w o r k in g  s t a n d a r d  c o m p u 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 t h e  m a in t e n a n c e  e l e c t r i c i a n  r e q u i r e s  r o u n d e d  t r a i n 
in g  a n d  e x p e r i e n c e  u s u a l l y  a c q u i r e d  t h r o u g h  a  f o r m a l  a p p r e n t i c e s h 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 )  to  s u p p ly  t h e  e s t a b l i s h m e n t  in  w h ic h  e m p lo y e d  w 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 t a in in g  e q u ip m e n t
s u c h  a s  s t e a m  e n g in e s ,  a i r  c o m p r e s s o r s ,  g e n e r a t o r s ,  m o t o r s ,  t u r b i n e s ,  v e n t i l a t in g  a n d  r e f r i g 
e r a t i n g  e q u ip m e n t ,  s t e a m  b o i l e r s  a n d  b o i l e r - f e d  w a t e r  p u m p s ;  m a k in g  e q u ip m e n t  r e p a i r s ;  a n d  
k e e p in g  a  r e c o r d  o f o p e r a t io n  o f m a c h i n e r y ,  t e m p e r a t u r e ,  a n d  f u e l  c o n s u m p t io 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 t a b l i s h m e n t s  e m p lo y in g  m o r e  th a n  o n e  
e n g 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 t a b l i s h m e n t  in  w h ic h  e m p lo y e d  w i th  h e a t ,  p o w e r ,  
o r  s t e a m .  F e e d s  f u e l s  to  f i r e  b y  h a n d  o r  o p e r a t e s  a  m e c h a n ic a l  s t o k e r ,  o r  g a s  o r  o i l  b u r n e r ;  
a n d  c h e c k s  w a t e r  a n d  s a f e 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 t e n a n c e  t r a d e s ,  b y  p e r f o r m i n g  s p e c i f 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 l ie d  w i th  m a t e r i a l s  a n d  t o 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 i n g  o th e r  u n s k i l l e d  t a s k s  a s  d i r e c t e d  b y  jo u r n e y m a n .  T h e  k in d  o f w o r k  th e  
h e 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  i s  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 r k in g  a r e a s ;  a n d  in  
o t h e r s  h e  i s  p e r m i t t e d  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  th e  o p e r a t i o 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 i c a l  o r  s u r f a c e  g r i n d e r s ,  e n g in e  l a t h e s ,  o r  m i l l i n g  m a c h i n e s ,  in  t h e  c o n s t r u c t i o 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  o f th e  fo l lo w in g : P l a n 
n in g  a n d  p e r f o r m i n g  d i f f ic u l t  m a c h in in g  o p e r a t i o 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 i c a t e d  s e tu p s  
o r  a  h ig h  d e g r e e  of 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  t o 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  lu b r i c a t i n g  o i l s .  F o r  c r o s s 
in 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 i n e - t o o l  o p e r a t o r s ,  t o o l r o o m ,  in  t o o l  a n d  d ie  jo b b in g  s h o p s  
a r 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 .

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  n ew  p a r t s  in  m a k in g  r e p a i r s  o f  m e t a l  p a r t s  o f m e c h a n 
i c a l  e q u ip m e n t  o p e r a t e d  in  a n  e s 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  f o l lo 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 r k ;  u s in g  a  v a r i e t y  o f  m a 
c h i n i s t 's  h a n d to o ls  a n d  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 t t in g  u p  a n d  o p e r a t in g  s t a n d a r d  m a c h in e  
t o o ls ;  s h a p in g  of m e ta l  p a r t s  t o  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 ,  t o o l in 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  o f th e  w o r k 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 t a n d a r d  m a t e r i a l s ,  p a r t s ,  a n d  e q u ip m e n t  r e q u i r e d  f o r  h i s  w o 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.  In  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  t h 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 t a 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  th 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 i o u s  a s s e m b l i e s  in  th e  v e h ic l e  a n d  m a k in g  n e c e s s a r y  a d 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 t e 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  o f 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 i n 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 t a 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 l lo 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  o f t r o u b l e ;
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 i n 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 t e 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  sh 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 j o r  r e p a i r s  
o r  f o r  th e  p r o d u c t io n  o f p a r t s  o r d e r e d  f r o m  m a c h in e  sh 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  of a  m a in t e n a n c e  m e c h a n ic  r e 
q u i r e s  r o u n d e d  t r a i n in g  a n d  e x p e r i e n c e  u s u a l l y  a c q u i r e d  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  t h i s  c l a s s i f i c a t i o n  a r e  w o r k e r s  w h o s e  p r i m a r y  
d u t 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  n e w  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  la 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  o f th e  f o l 
lo w in g : P la n n in g  a n d  l a y in g  o u t o f  th e  w o r k ;  i n t e r p r e t i n g  b l u e p r i n t s  o r  o 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 t a 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 t a in in g  in  g o o d  o r d e r  p o w e r  
t r a n s m i s s i o n  e q u ip m e n t  s u c h  a s  d r 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 ,  t h e  m i l lw r i g h t 's  w o r k  
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  o f m e c h a n ic a l  
e q u ip m e n t  o f a n  e s 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 i x 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 l lo w in g : K n o w le d g e  o f s u r f a c e  p e c u l i a r i t i e s  a n d  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 l e 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 l o 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  i n 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 i s t e n c y .  I n  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  p a in t e r  r e q u i r e s  r o u n d e d  t r a i n i n g  a n d  e x p e r i e n c e  u s u a l l y  a c q u i r e d  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  o f p ip e  a n d  p ip e f i t t in g s  in  a n  
e s t a 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 l lo 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  o f 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 i o u s  s i z e s  o f  p ip e  
to  c o r r e c t  le 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 i p 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 t e 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 t a n d a r d  t e s t s  to  d e te r m i n 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 i c a t i o n s .  In  g e n e r a l ,  th e  w o r k  o f th e  m a 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  
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 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 .  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 t e m s  a r e  e x c lu d e d .

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

K e e p s  th e  p lu m b in g  s y s te m  o f a n  e s t a b l i s h m e n t  in  g o o d  o r d e r .  W o 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  o f v e n ts  a n d  t r a p s  in  p lu m b in g  s y s te m ;  i n 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  o f 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  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 .

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 ix 
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 t s ,  
m e t a l  ro o f in g )  o f a n  e s t a 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 : 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 t e n a n c e  w o r k  f r o m  b l u e p r i n t s ,  m o d e l s ,  o.r o th e r  s p e c i f ic a t i o n s ;  
s e t t in g  u p  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  of
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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 ;  a n d  i n 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  o f th e  m a in t e n a n c e  s h e e t - m e t a l  w o r k e r  r e q u i r e s  
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 l y  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 i x t u r e  m a k e r ;  g a g e  m a k e r )

C o n s t r u c t s  a n d  r e p a i r s  m a c h in e - s h o p  t o o l s ,  g a g e s ,  j i g s ,  f ix t u 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 r k .  W o rk  in v o lv e s  m o s t  o f th e  fo l lo w in g : P la n n in g  a n 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  i n s t r u m e n t s ;  u n d e r 
s ta n d in g  o f th e  w o r k in g  p r o p e r t i e s  of c o m m o n  m e t a l s  a n d  a l l o y s ;  s e t t in g  u p  a n d  o p e r a t in g  of 
m a c h in e  to 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 i e 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 i n 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 l r 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 i n 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  
s h o p s  a r e  e x c lu d e d  f r o m  t h i s  c l a s s i f i c a t i o n .

CUSTODIAL AND MATERIAL MOVEMENT

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

G u a r d . P e r f o r m s  r o u t in e  p o l 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 .  I n 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  o f 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  of p r e m i s e s  p e r i o 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 ,  
th 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 t o r y  w o r k in g  a r e a s  a n d  w a s h r o o m s ,  o r  
p r e m i s e s  o f  a n  o f f 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 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  o f th e  fo 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 t a 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 r k e r s  w h o  s p e c i a l i z e  in  w in d o w  w a s h 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 L IN 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 l a 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 l lo w in g : L o a d in g  a n d  u n lo a d in g  v a r i o u s  m a t e r i a l s  a n d
m e r c h a n d is e  o n  o r  f r o m  f r e i g h t  c a r s ,  t r u c k s ,  o r  o 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 i s 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 t r 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 h o  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 t o 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 i th  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 t o m e r s '  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 , i n a d d i t 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 l e d  o r  o m i t te d ,  k e e p  r e c o r d s  o f 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 i t 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 i e 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 t s  f o 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 i z e ,  a n 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  o f i t e m s  in  s h ip p in g  c o n ta i n e r s  a n d  m a y  in v o lv e  o n e  o r  m o r e  o f th e  f o l lo 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 l s o  m a k e  w o o d e n  b o x e s  o r  c r a t e s  a r e  e x c 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 i b le  f o r  in c o m in g  s h ip 
m e n t s  o f  m e r c h a n d is e  o r  o th e r  m a t e r i a l s .  S h ip p in g  w o r k  in v o lv e s : A k n o w le d g e  of s h ip p in g
p r o c e d u r e s ,  p r a c t i c e s ,  r o u t e s ,  a v a i l a b le  m e a n s  o f t r a n s p o r t a t i o n ,  a n d  r a t e ;  a n d  p r e p a r in g  r e c 
o r d s  o f th e  g o o d s  s h ip p e d ,  m a k in g  u p  b i l l s  o f  la 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 a y  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 i f y in g  o r  d i r e c t i n g  o t h e r s  in  v e r i f y in g  th e  c o r r e c t n e s s  of
s h ip m e n ts  a g a in s t  b i l l s  of l a d in g ,  in 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 t in g  m e r c h a n d is e  o r  m a t e r i a l s  to  p r o p e r  d e p a r tm e n 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 l e r k  
S h ip p in g  c l e r k
S h ip p in g  a n d  r e c e iv in g  c le r k

T R U C K D R IV E R

D r i v 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 i s 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  o f  e s t a b l i s h m e n t s  s u c h  a s :  M a n u fa c tu r in g  p l a 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 l e  a n d  r e t a i l  e s t a b l i s h m e n t s ,  o r  b e tw e e n  r e t a i l  e s t a b l i s h m e n t s  a n d  
c u s t o m e r s '  h o u s e s  o r  p l a c e s  o f b u s 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 i th o u t  h e l p 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  g o o 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  a n d  
o v e r - t h e - r o a d  d r i v e r s  a r e  e x c 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  o f e q u ip m e n t,  
a s  f o l lo w s :  ( T r a c t o r - t r a i l e r  s h o u ld  b e  r a t e d  o n  th e  b a s i s  o f t r a i l e r  c a p a c i 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 l y )  
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  (IV2 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 t h e r  t h a n  t r a i l e r  ty p e )

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

O p e r a te s  a  m a n u a l ly  c o n t r 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 l a n t ,  o r  o th e r  
e s t a 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  ajre  c l a s s i f i e d  b y  ty p e  o f t r u c k ,  a s  fo l lo w s :

T r u c k e r ,  p o w e r  ( fo r k li f t)
T r u c k e r ,  p o w e r  ( o th e r  t h a n  f o rk l i f t )
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A v a ila b le  O n R e q u e s t-----

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

O r d e r  as B L S  B u l le t in  1617, N ation a l S u r v e y  o f  P r o f e s s i o n a l ,  A d 
m in i s t r a t iv e ,  T e c h n ic a l ,  and C l e r i c a l  P a y ,  June 1968'. S e v e n t y - f iv e  
ce n ts  a co p y .
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Area Wage Surveys

A  l i s t  o f  t h e  l a t e s t  a v a i l a b l e  b u l l e t i n s  i s  p r e s e n t e d  b e l o w .  A  d i r e c t o r y  o f  a r e a  w a g e  s t u d i e s  i n c l u d i n g  m o r e  l i m i t e d  s t u d i e s  c o n d u c t e d  a t  t h e  
r e q u e s t  o f  t h e  W a g e  a n d  H o u r  a n d  P u b l i c  C o n t r a c t s  D i v i s i o n s  o f  t h e  D e p a r t m e n t  o f  L a b o r  i s  a v a i l a b l e  o n  r e q u e s t .  B u l l e t i n s  m a y  b e  p u r c h a s e d  f r o m  
t h 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  o f  t h e  B L S  r e g i o n a l  s a l e s  o f f i c e s  s h o w n  o n  
t h e  i n s i d e  f r o n t  c o v e r .

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

A kro n, Ohio, July  1969 1________________________________  1625-89, 35 cents
Albany—S ch enectad y-T ro y ,  N .Y . ,  M a r .  1969 1_________  1625-56 , 35 cents
Albuquerque, N. M e x . ,  A p r.  1969 ______________________  1625-67 , 30 cents
Allentowrr-Beth lehem —Easton, P a .—N .J . ,  M a y  1969------  1625-86 , 30 cents
Atlan ta,  G a . , M ay  1969 -------------------------------------------------------  1625-77 , 35 cents
B a lt im o r e ,  M d . ,  Sept. 1968 1___________________________  1625-8 ,  50 cents
Beaumont—P o r t  A r th u r —O ran ge ,  T e x . ,  M a y  1969 1____  1625-75 , 35 cents
Binghamton, N .Y . ,  July  1968 1 __________________________ 1625-3 ,  35 cents
B irm in g h a m , A la . ,  A p r .  1969 1_________________________ 1625-65 , 35 cents
Boise C ity ,  Idaho, Ju ly  1968 1 __________________________ 1625-6 ,  35 cents
Boston, M as s . ,  Sept. 1 9 6 8 1 ____________________________  1625-15 , 50 cents
Buffalo, N .Y . ,  Nov. 1 9 6 8 1 ______________________________ 1625-35 , 50 cents
Burl ing ton , V t . ,  M a r .  1969 1 ___________________________  1625-54 , 35 cents
Canton, Ohio, M ay  1 969________________________________  1625-73 , 30 cents
C h arleston, W. V a . , A p r.  1969_________________________ 1625-71 , 30 cents
C h ar lo t te ,  N .C . ,  M a r .  1969_____________________________  1625-61 , 30 cents
Chattanooga, T e n n .-G a . ,  Sept. 1968 1__________________  1625-14 , 35 cents
Chicago, 111., A p r.  1969 1 ______________________________  1625-82 , 65 cents
Cincinnati ,  Ohio—Ky.—In d . , M a r .  1969 1 ________________ 1625-63 , 45 cents
C leveland, Ohio, Sept. 1968 1 __________________________  1625-19 , 50 cents
Columbus, Ohio, Oct. 1 9 6 8 1 ___________________________  1625-24 , 35 cents
D a l las ,  T e x . ,  Nov. 1968 1 ______________________________  1625-28 , 50 cents
Davenport—Rock Island—M o lin e ,  Iowa—111.,

Oct. 1968_______________________________________________  1625-16 , 30 cents
Dayton, Ohio, Jan. 1969 1 ________________-_____________  1625-42 , 35 cents
D enver ,  Colo.,  Dec. 1 968______________________________  1625-39 ,  30 cents
Des M oin es , Iowa, M a r .  1969__________________________  1625-62 , 30 cents
D e tro it ,  M ic h . ,  Jan. 1969 1 _____________________________ 1625-58 , 50 cents
F o r t  W o rth ,  T e x . ,  Nov. 1 9 6 8 1_________________________  1625-27 , 35 cents
G reen  Bay, W is . ,  Ju ly  1968 1 __________________________  1625-7 ,  35 cents
G re e n v i l le ,  S .C .,  M a y  1969 1---------------------------------------------- 1625-70 , 35 cents
Houston, T ex . ,  M a y  1969 1___________-__-_____ -__-____ 1625-83 , 45 cents
Indianapolis , Ind., Dec. 1968 1_________________________ 1625-40 , 35 cents
Jackson, M is s . ,  Feb. 1969 1____________________________  1625-45 , 35 cents
Jacksonvil le ,  F la . ,  Jan. 1969 1 ------------------------------------------ 1625-37, 35 cents
Kansas C ity,  M o . -K a n s . ,  Sept. 1 9 6 8 1 -----------------------------  1625-17 , 45 cents
L aw rence—H a v e rh i l l ,  M ass .—N .H . ,  June 1969 _________  1625-79 , 30 cents
L it t le  Rock—N o rth  L it t le  Rock, A r k . ,  July  1969 ------------ 1660-2, 30 cents
Los Angeles—Long Beach and Anaheim—Santa A n a -

Garden G ro ve ,  C a l i f . ,  M a r .  1969 1 ___________________  1625-78 , 50 cents
L ou isv i l le ,  Ky.—Ind., Nov. 1968________ _______________  1625-33 , 30 cents
Lubbock, T ex . ,  M a r .  1969______ - ______________________  1625-53 , 30 cents
M an chester ,  N .H . ,  July  1969__________________________  1660-3 ,  30 cents
M em ph is , T e n n . - A r k . ,  Nov. 1968-------------------------------------- 1625-30 , 30 cents
M ia m i ,  F la . ,  Dec. 1968 1----------------------------------------------------- 1625-29 , 35 cents
M id land  and Odessa, T ex . ,  M a r .  1969_________________  1625-49 , 25 cents
M ilw au kee ,  W is . ,  A p r .  1969____________________________  1625-66 , 35 cents
Minneapolis—St. P au l ,  M in n . ,  Jan. 1969________________ 1625-47 , 35 cents

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

Muskegon—Muskegon Heights, M ich . ,  M ay  1969_______ 1625-80 , 30 cents
N e w a rk  and J e rs e y  C ity ,  N .J . ,  Jan. 1969______________  1625-46 , 40 cents
New Haven, Conn., Jan. 1969__________________________  1625-38 , 30 cents
New O r lean s ,  L a . ,  Feb. 1969 1 _________________________ 1625-51 , 35 cents
New Y o rk ,  N .Y . ,  A p r.  1969 -----------------------------------------------  1625-88, 60 cents
N o rfo lk—P o rtsm o uth  and Newport  News—

Hampton, V a . ,  June 1968_____________________________  1575-85 , 30 cents
Oklahom a C ity ,  O k la . ,  July  1968_______________________  1625-9 ,  30 cents
Omaha, N ebr .—Iowa, Oct.  1968 1 _____________ _________  1625-26 , 35 cents
P a te rso n —Clif ton—Passa ic ,  N .J . ,  M ay  1969____________ 1625-87, 35 cents
P h ilade lph ia ,  P a . - N .J . ,  Nov. 1968_____________________  1625-48 , 50 cents
Phoenix, A r i z . ,  M a r .  1969_____________________________  1625-60 , 30 cents
Pit tsb urgh , P a . ,  Jan. 1969_____________________________  1625-59 , 35 cents
Po rt land ,  M a in e ,  Nov. 1968____________________________  1625-20 , 30 cents
Po rt land ,  O r e g —Wash., M ay  1969_____________________  1625-76 , 30 cents
Prov id ence—P a w tu c k e t-W a rw ic k ,  R . I .—M a s s . ,

M a y  1969 1 _____________________________________________  1625-74 , 35 cents
Raleigh, N .C . ,  Aug. 1968 1 _____________________________  1625-13 , 35 cents
Richmond, V a . ,  M a r .  1969_____________________________  1625-69 , 30 cents
Rochester ,  N .Y .  (office occupations only),

July  1969 ------------------------------------------------------------------------------  1660-4, 30 cents
Rockford, 111., M a y  1969_______________________________  1625-72 , 30 cents
St. Louis , Mo.—111., M a r .  1969 1________________________ 1625-64 , 50 cents
Salt Lake C ity ,  Utah, Dec. 1968----------------------------------------  1625-36 , 30 cents
San Antonio, T ex . ,  June 1969 1 _________________________ 1625-85 , 35 cents
San Bernard incr-R ivers ide—O ntar io ,  C a l i f . ,

Oct.  1 9 6 8 1 ---------------------------------------------------------------------------  1625-25 , 40 cents
San Diego, C a l i f . ,  Nov. 1968___________________________  1625-32 , 30 cents
San Francisccr-Oakland, C a l i f . ,  Oct. 1968_____________  1625-44 , 35 cents
San Jose, C a l i f . ,  Sept. 1968____________________________  1625-21 , 30 cents
Savannah, G a .,  M ay  1969_______________________________  1625-68 , 30 cents
Scranton, P a . ,  July  1 9 6 8 1 _____________________________  1625-12 , 35 cents
Seattle—E v e r e t t ,  W ash.,  Nov. 1968 1 ___________________  1625-43 , 35 cents
Sioux F a l ls ,  S. Dak.,  Oct. 1 9 6 8 1_______________________  1625-23 , 30 cents
South Bend, Ind.,  M a r .  1969____________________________  1625-55 , 30 cents
Spokane, Wash., June 1969 _____________________________ 1625-81 , 30 cents
Syracuse, N .Y . ,  July  1968 1 ____________________________  1625-5 ,  35 cents
Tampa—St. P e te rs b u rg ,  F la . ,  Aug. 1968_______________  1625-10 , 30 cents
Toledo, Ohio—M ich . ,  Feb. 1969 1_______________________  1625-57 , 35 cents
T renton, N .J . ,  Oct. 1 9 6 8 1 _____________________________  1625-18 , 35 cents
Utica—R o m e , N .Y . ,  July  1969 --------------------------------------------  1660-1 ,  30 cents
Washington, D .C .—M d.—V a . , Sept. 1968________________  1625-22, 35 cents
W a terb u ry ,  Conn., M a r .  1969__________________________  1625-50 , 30 cents
W ater loo ,  Iowa, Nov. 1968 1____________________________  1625-31 , 35 cents
W ichita ,  K an s ., Dec. 1968_____________________________  1625-41, 30 cents
W o rc e s te r ,  M as s . ,  M ay  1969__________________________  1625-84 , 30 cents
Y o rk ,  P a . ,  Feb. 1969___________________________________  1625-52 , 30 cents
Youngstown—W a rre n ,  Ohio, Nov. 1968_________________  1625-34 , 30 cents

D a ta  on  e s ta b lish m en t p ra c t ic e s  and  su p p lem en ta ry  w age  provisions a re  a lso  p resen ted .
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