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Preface

T h i s  b u l l e t i n  s u m m a r i z e s  t h e  r e s u l t s  o f  t h e  B u r e a u ’ s a n n u a l  s a l a r y  s u r v e y  
o f  s e l e c t e d  p r o f e s s i o n a l ,  a d m i n i s t r a t i v e ,  t e c h n i c a l ,  a n d  c l e r i c a l  o c c u p a t i o n s  i n  
p r i v a t e  i n d u s t r y .  T h e  n a t i o n w i d e  s a l a r y  i n f o r m a t i o n ,  w h i c h  r e l a t e s  t o  J u n e  1 9 7 0 ,  
i s  r e p r e s e n t a t i v e  o f  e s t a b l i s h m e n t s  i n  a  b r o a d  s p e c t r u m  o f  i n d u s t r i e s  t h r o u g h o u t  
t h e  U n i t e d  S t a t e s ,  e x c e p t  A l a s k a  a n d  H a w a i i .

T h e  s u r v e y  w a s  d e s i g n e d  b y  t h e  B u r e a u  o f  L a b o r  S t a t i s t i c s  i n  c o o p e r a t i o n  
w i t h  t h e  B u r e a u  o f  t h e  B u d g e t  a n d  t h e  C i v i l  S e r v i c e  C o m m i s s i o n .  I t  p r o v i d e s  
a  f u n d  o f  b r o a d l y  b a s e d  i n f o r m a t i o n  o n  s a l a r y  l e v e l s  a n d  d i s t r i b u t i o n s  i n  p r i v a t e  
e m p l o y m e n t .  A s  s u c h ,  t h e  r e s u l t s  a r e  u s e f u l  a s  a  g u i d e  f o r  s a l a r y  a d m i n i s 
t r a t i o n  p u r p o s e s  a n d  f o r  g e n e r a l  e c o n o m i c  a n a l y s i s .  I n  a d d i t i o n ,  t h e  s u r v e y  
p r o v i d e s  i n f o r m a t i o n  o n  p a y  i n  p r i v a t e  i n d u s t r y  i n  a  f o r m  s u i t a b l e  f o r  u s e  i n  
a p p r a i s i n g  t h e  c o m p e n s a t i o n  o f  s a l a r i e d  e m p l o y e e s  i n  t h e  F e d e r a l  c i v i l  s e r v i c e  
( a p p e n d i x  D ) .  I t  s h o u l d  b e  e m p h a s i z e d  t h a t  t h i s  s u r v e y ,  l i k e  a n y  o t h e r  s a l a r y  
s u r v e y ,  i s  i n  n o  s e n s e  c a l c u l a t e d  to  s u p p l y  m e c h a n i c a l  a n s w e r s  t o  p a y  p o l i c y  
q u e s t i o n s .

T h e  o c c u p a t i o n s  s t u d i e d  s p a n  a  w i d e  r a n g e  o f  d u t i e s  a n d  r e s p o n s i b i l i t i e s .  
I n d i v i d u a l l y ,  t h e  o c c u p a t i o n s  s e l e c t e d  w e r e  j u d g e d  t o  b e  ( a )  s u r v e y a b l e  i n  i n d u s 
t r y  w i t h i n  t h e  f r a m e w o r k  o f  a  b r o a d  s u r v e y  d e s i g n  a n d  ( b )  r e p r e s e n t a t i v e  o f  o c 
c u p a t i o n a l  g r o u p s  w h i c h  a r e  n u m e r i c a l l y  i m p o r t a n t  i n  i n d u s t r y  a s  w e l l  a s  i n  t h e  
F e d e r a l  S e r v i c e .

O c c u p a t i o n a l  d e f i n i t i o n s  u s e d  i n  t h e  c o l l e c t i o n  o f  t h e  s a l a r y  d a t a  ( a p p e n d i x  C )  
r e f l e c t  d u t i e s  a n d  r e s p o n s i b i l i t i e s  i n  p r i v a t e  i n d u s t r y ;  h o w e v e r ,  t h e y  a r e  a l s o  
d e s i g n e d  to  b e  t r a n s l a t a b l e  t o  s p e c i f i c  p a y  g r a d e s  i n  t h e  G e n e r a l  S c h e d u l e  a p p l y i n g  
t o  F e d e r a l  C l a s s i f i c a t i o n  A c t  e m p l o y e e s .  T h i s  n e c e s s i t a t e d  l i m i t i n g  s o m e  o c c u 
p a t i o n s  a n d  w o r k  l e v e l s  t o  s p e c i f i c  e l e m e n t s  t h a t  c o u l d  b e  c l a s s i f i e d  u n i f o r m l y  
a m o n g  e s t a b l i s h m e n t s .  T h e  B u r e a u  o f  L a b o r  S t a t i s t i c s  a n d  t h e  C i v i l  S e r v i c e  
C o m m i s s i o n  c o l l a b o r a t e d  i n  t h e  p r e p a r a t i o n  o f  t h e  d e f i n i t i o n s .

T h e  s c o p e  o f  t h e  s u r v e y ,  i n  t e r m s  o f  i n d u s t r i a l ,  g e o g r a p h i c ,  a n d  m i n i m u m  
e s t a b l i s h m e n t - s i z e  c o v e r a g e  r e m a i n e d  t h e  s a m e  a s  i n  t h e  1 9 6 9  s u r v e y .  O n e  n e w  
o c c u p a t i o n ,  k e y p u n c h  s u p e r v i s o r  w a s  a d d e d ;  t h e  o t h e r  d e f i n i t i o n s  w e r e  t h e  s a m e  
a s  u s e d  i n  t h e  1 9 6 9  s u r v e y .

T h e  s u r v e y  c o u l d  n o t  h a v e  b e e n  a c c o m p l i s h e d  w i t h o u t  t h e  c o o p e r a t i o n  o f  t h e  
m a n y  f i r m s  w h o s e  s a l a r y  d a t a  p r o v i d e  t h e  b a s i s  f o r  t h e  s t a t i s t i c a l  i n f o r m a t i o n  
p r e s e n t e d  i n  t h i s  b u l l e t i n .  T h e  B u r e a u ,  o n  i t s  o w n  b e h a l f  a n d  o n  b e h a l f  o f  t h e  
o t h e r  F e d e r a l  a g e n c i e s  t h a t  c o l l a b o r a t e d  i n  p l a n n i n g  t h e  s u r v e y ,  w i s h e s  t o  e x 
p r e s s  s i n c e r e  a p p r e c i a t i o n  f o r  t h e  c o o p e r a t i o n  i t  h a s  r e c e i v e d .

T h i s  s t u d y  w a s  c o n d u c t e d  i n  t h e  B u r e a u ' s  O f f i c e  o f  W a g e s  a n d  I n d u s t r i a l  
R e l a t i o n s  b y  t h e  D i v i s i o n  o f  O c c u p a t i o n a l  W a g e  S t r u c t u r e s .  T h e  a n a l y s i s  w a s  
p r e p a r e d  b y  S t e p h e n  H .  P e r l o f f .  F i e l d  w o r k  f o r  t h e  s u r v e y  w a s  d i r e c t e d  b y  t h e  
B u r e a u ’ s A s s i s t a n t  R e g i o n a l  D i r e c t o r s ,  D i v i s i o n  o f  O p e r a t i o n s .

A l t h o u g h  o n l y  n a t i o n w i d e  s a l a r y  d a t a  a r e  p r e s e n t e d  i n  t h i s  b u l l e t i n ,  c l e r i c a l  
a n d  d r a f t i n g  o c c u p a t i o n  s a l a r y  d a t a  a r e  a v a i l a b l e  f o r  e a c h  o f  t h e  8 9  m e t r o p o l i t a n  
a r e a s  i n  w h i c h  t h e  B u r e a u  c o n d u c t s  a r e a  w a g e  s u r v e y s .  T h e s e  a r e a  r e p o r t s  
a l s o  i n c l u d e  i n f o r m a t i o n  o n  s u c h  s u p p l e m e n t a r y  b e n e f i t s  a s  p a i d  v a c a t i o n s ,  
h o l i d a y s ,  a n d  h e a l t h ,  i n s u r a n c e ,  a n d  p e n s i o n  p l a n s  r e l a t i n g  t o  n o n s u p e r v i s o r y  
o f f i c e  w o r k e r s .  ( S e e  t h e  a r e a s  l i s t e d  i n  t h e  o r d e r  f o r m  a t  t h e  b a c k  o f  t h i s  
b u l l e t i n .  )
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N a t io n a l S u rve y  o f  P ro fess io n a l, A d m in is tra t iv e ,  
T e c h n ic a l, and  C le r ic a l Pay, J u n e  (1970

S u m m a r y

A v e r a g e  s a l a r i e s  o f  w o r k e r s  i n  t h e  o c c u p a t i o n s  c o v e r e d  b y  t h i s  s u r v e y  i n c r e a s e d  a t  a  
h i g h e r  r a t e  b e t w e e n  1 9 6 9  a n d  1 9 7 0  t h a n  f o r  a n y  y e a r  s i n c e  t h e  s t u d y  w a s  i n i t i a t e d .  T h e
6 . 2  a v e r a g e  p e r c e n t  i n c r e a s e  f o r  a l l  w h i t e - c o l l a r  o c c u p a t i o n s  c o m b i n e d  w a s  o n e - h a l f  p e r 
c e n t a g e  p o i n t  h i g h e r  t h a n  t h e  i n c r e a s e  r e p o r t e d  b e t w e e n  1 9 6 8  a n d  1 9 6 9 .  I n c r e a s e s  f o r  9 o f  
11 p r o f e s s i o n a l ,  a d m i n i s t r a t i v e ,  a n d  t e c h n i c a l  s u p p o r t  o c c u p a t i o n s  r a n g e d  f r o m  5 . 5  t o  7 . 4  

p e r c e n t ,  a n d  a v e r a g e d  6 .  2 p e r c e n t .  T h e  a v e r a g e  o f  t h e  i n c r e a s e s  f o r  c l e r i c a l  o c c u p a t i o n s  
a l s o  w a s  6 . 2  p e r c e n t ;  8 o f  t h e  9 a d v a n c e d  b e t w e e n  5 . 5  a n d  6 . 4  p e r c e n t .

A v e r a g e  m o n t h l y  s a l a r i e s  f o r  t h e  8 1  o c c u p a t i o n a l  l e v e l s  v a r i e d  f r o m  $ 3 4 3  f o r  c l e r k s  
e n g a g e d  i n  r o u t i n e  f i l i n g  t o  $ 2 ,  7 5 3  f o r  t h e  h i g h e s t  l e v e l  i n  t h e  a t t o r n e y  s e r i e s .  F o r  e n g i 
n e e r s ,  t h e  l a r g e s t  p r o f e s s i o n a l  o c c u p a t i o n  s u r v e y e d ,  s a l a r i e s  r a n g e d  f r o m  $ 8 5 1  a  m o n t h  f o r  
r e c e n t  c o l l e g e  g r a d u a t e s  i n  t r a i n e e  p o s i t i o n s  t o  $ 2 , 1 1 6  f o r  e n g i n e e r s  V I I I ,  w h o s e  t y p i c a l  
r e s p o n s i b i l i t i e s  c o u l d  i n c l u d e  t h e  d i r e c t i o n  o f  a  h i g h l y  c o m p l e x  a n d  d i v e r s i f i e d  e n g i n e e r i n g  
p r o g r a m  c o n s i s t i n g  o f  m a n y  l a r g e  a n d  i m p o r t a n t  p r o j e c t s .  A v e r a g e  m o n t h l y  s a l a r i e s  o f  
e n g i n e e r i n g  t e c h n i c i a n s  r a n g e d  f r o m  $ 5 2 5  t o  $ 9 2 0  a m o n g  t h e  f i v e  w o r k  l e v e l s .  K e y p u n c h  
s u p e r v i s o r s ,  a d d e d  t o  t h e  s u r v e y  i n  1 9 7 0 ,  a v e r a g e d  $ 5 7 4  a  m o n t h  a t  l e v e l  I  a n d  $ 8 2 4  a  
m o n t h  a t  l e v e l  I V ,  t h e  h i g h e s t  r e p o r t e d .  M o n t h l y  s a l a r i e s  a v e r a g e d  $ 4 3 9  f o r  a c c o u n t i n g  
c l e r k s  I ,  $ 5 2 2  f o r  s e c r e t a r i e s  I ,  $ 5 8 2  f o r  s e c r e t a r i e s  I I ,  $ 4 5 6  f o r  g e n e r a l  s t e n o g r a p h e r s ,  
a n d  $ 3 9 3  f o r  t y p i s t s  I ,  t h e  l a r g e s t  c l e r i c a l  g r o u p s  r e p r e s e n t e d  i n  t h e  s u r v e y .  F o r  m o s t  
o f  t h e  o c c u p a t i o n s ,  s a l a r y  l e v e l s  i n  m e t r o p o l i t a n  a r e a s  a n d  i n  l a r g e  e s t a b l i s h m e n t s  w e r e  
h i g h e r  t h a n  i n  a l l  e s t a b l i s h m e n t s  w i t h i n  t h e  f u l l  s c o p e  o f  t h e  s u r v e y .  S a l a r y  l e v e l s  i n  f i n a n c e  
a n d  r e t a i l  t r a d e  i n d u s t r i e s  g e n e r a l l y  w e r e  l o w e r  t h a n  i n  o t h e r  m a j o r  i n d u s t r y  d i v i s i o n s  r e p r e 
s e n t e d  i n  t h e  s u r v e y .  R e p o r t e d  a v e r a g e  s t a n d a r d  w e e k l y  h o u r s  w e r e  a l s o  g e n e r a l l y  l o w e r  
i n  t h e  f i n a n c e  i n d u s t r i e s .

C h a r a c t e r i s t i c s  o f  t h e  S u r v e y

T h i s  s u r v e y ,  t h e  e l e v e n t h  i n  a n  a n n u a l  s e r i e s ,  p r o v i d e s  n a t i o n w i d e  s a l a r y  a v e r a g e s  a n d  
d i s t r i b u t i o n s  f o r  8 1  w o r k  l e v e l  c a t e g o r i e s  c o v e r i n g  13 b r o a d  o c c u p a t i o n a l  g r o u p s .  1 I t  r e l a t e s  
t o  e s t a b l i s h m e n t s ^  i n  a l l  a r e a s  o f  t h e  U n i t e d  S t a t e s  e x c e p t  A l a s k a  a n d  H a w a i i  i n  t h e  f o l l o w i n g  
i n d u s t r i e s :  M a n u f a c t u r i n g ;  t r a n s p o r t a t i o n ,  c o m m u n i c a t i o n ,  e l e c t r i c ,  g a s ,  a n d  s a n i t a r y  s e r v 
i c e s ;  w h o l e s a l e  t r a d e ;  r e t a i l  t r a d e ;  f 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 ;  e n g i n e e r i n 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 n d  r e s e a r c h ,  d e v e l o p m e n t ,  a n d  t e s t i n g  l a b o r a t o r i e s  o p e r a t e d  o n  a  
c o m m e r c i a l  b a s i s . 2 T h e  m i n i m u m  s i z e  o f  e s t a b l i s h m e n t  r e q u i r e m e n t s  v a r i e d  b y  i n d u s t r y  
d i v i s i o n  r o u g h l y  e q u a l i z i n g  m i n i m u m  s i z e  s c o p e  i n  t e r m s  o f  w h i t e - c o l l a r  e m p l o y m e n t .  T h e s e  
r e q u i r e m e n t s  r a n g e d  f r o m  5 0  e m p l o y e e s  i n  t h e  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  d i v i s i o n ,  
w h i c h  i s  a l m o s t  e n t i r e l y  c o m p o s e d  o f  w h i t e - c o l l a r  w o r k e r s ,  t o  2 5 0  e m p l o y e e s  i n  t h e  m a n u 
f a c t u r i n g  a n d  r e t a i l  t r a d e  d i v i s i o n s .  3

D e f i n i t i o n s  f o r  t h e  o c c u p a t i o n s  i n c l u d e d  i n  t h i s  s t u d y  p r o v i d e  f o r  c l a s s i f i c a t i o n  o f  e m 
p l o y e e s  a c c o r d i n g  t o  a p p r o p r i a t e  w o r k  l e v e l s  ( o r  c l a s s e s ) .  W i t h i n  e a c h  o c c u p a t i o n ,  t h e  
w o r k  l e v e l s  s u r v e y e d ,  u s u a l l y  d e s i g n a t e d  b y  R o m a n  n u m e r a l s  w i t h  c l a s s  I  a s s i g n e d  t o  t h e  
l o w e s t  l e v e l ,  a r e  d e f i n e d  i n  t e r m s  o f  d u t i e s  a n d  r e s p o n s i b i l i t i e s .  S p e c i f i c  j o b  f a c t o r s  d e t e r 
m i n i n g  c l a s s i f i c a t i o n ,  h o w e v e r ,  v a r i e d  f r o m  o c c u p a t i o n  t o  o c c u p a t i o n .

1 Results o f  the earlier survey reports were presented under the title : National Survey o f Professional. Adm inistrative. T e ch n ica l. 
and C ler ica l Pay. W inter 1959-60 (BLS Bulletin 1286, 1960); Winter 1960-61 (BLS Bulletin 1310, 1961); W inter 1961-62  (BLS Bulletin 
1346, 1962); February-M arch 1963 (BLS Bulletin 1387, 1963); February-M arch 1964 (BLS Bulletin 1422, 1964); February-M arch 1965 
(BLS Bulletin 1469, 1965); February-M arch 1966 (BLS Bulletin 1535, 1966); June 1967 (BLS Bulletin 1585, 1968); June 1968 (BLS Bul
letin  1617, 1969); and lune 1969 (BLS Bulletin 1654, 1970).

2 February-M arch 1964 and earlier surveys were lim ited  to establishments in m etropolitan areas. For a fu ll description o f  the 
scope o f  the 1970 survey, see appendix A .

3 February-M arch 1965 and earlier surveys were lim ited  to establishments having 250 em ployees or m ore.
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T h e  n u m b e r  o f  w o r k  l e v e l  d e f i n i t i o n s  f o r  e a c h  o c c u p a t i o n  v a r i e s  f r o m  o n e  f o r  o f f i c e  
b o y s  o r  g i r l s  t o  e i g h t  e a c h  f o r  c h e m i s t s  a n d  e n g i n e e r s .  M o r e  t h a n  o n e  l e v e l  o f  w o r k  w a s  
d e f i n e d  f o r  s u r v e y  i n  m o s t  o f  t h e  o c c u p a t i o n s ;  h o w e v e r ,  s o m e  o c c u p a t i o n s  w e r e  p u r p o s e l y  
d e f i n e d  t o  c o v e r  s p e c i f i c  b a n d s  o f  w o r k  l e v e l s ,  w h i c h  w e r e  n o t  i n t e n d e d  t o  r e p r e s e n t  a l l  
l e v e l s  o r  a l l  w o r k e r s  t h a t  m a y  b e  f o u n d  i n  t h o s e  o c c u p a t i o n s .

T h e  s u r v e y  w a s  d e s i g n e d  t o  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  o f  d a t a  f o r  m e t r o p o l i t a n  
a r e a s .  C o v e r a g e  i n  m e t r o p o l i t a n  a r e a s  i n c l u d e s  t h e  2 2 9  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 s  i n  t h e  U n i t e d  S t a t e s  e x c e p t  A l a s k a  a n d  H a w a i i ,  a s  r e v i s e d  t h r o u g h  J a n u a r y  1 9 6 8  b y  t h e  
B u r e a u  o f  t h e  B u d g e t ,  t h e  s a m e  n u m b e r  r e p r e s e n t e d  i n  t h e  p r e v i o u s  s u r v e y .  A b o u t  f o u r -  
f i f t h s  o f  t h e  t o t a l  e m p l o y m e n t  a n d  a l m o s t  n i n e - t e n t h s  o f  t h e  e m p l o y m e n t  i n  p r o f e s s i o n a l ,  
a d m i n i s t r a t i v e ,  c l e r i c a l ,  a n d  r e l a t e d  o c c u p a t i o n s  w i t h i n  s c o p e  o f  t h i s  s u r v e y  w e r e  a c c o u n t e d  
f o r  b y  e s t a b l i s h m e n t s  l o c a t e d  i n  m e t r o p o l i t a n  a r e a s .  A l m o s t  n i n e - t e n t h s  o f  t h e  e m p l o y e e s  
i n  t h e  s e l e c t e d  o c c u p a t i o n s  s t u d i e d  a l s o  w e r e  e m p l o y e d  i n  m e t r o p o l i t a n  a r e a s .  T h e  p r o p o r 
t i o n s  v a r i e d  m o r e  f o r  t h e  p r o f e s s i o n a l  a n d  a d m i n i s t r a t i v e  o c c u p a t i o n s  t h a n  f o r  t h e  c l e r i c a l  
a n d  d r a f t i n g  o c c u p a t i o n s .

T h e  s e l e c t e d  o c c u p a t i o n s  a c c o u n t e d  f o r  m o r e  t h a n  1 , 6 3 7 ,  0 0 0  e m p l o y e e s  o r  a l m o s t  o n e -  
f o u r t h  o f  t h e  e s t i m a t e d  t o t a l  e m p l o y m e n t  i n  p r o f e s s i o n a l ,  a d m i n i s t r a t i v e ,  c l e r i c a l ,  a n d  r e l a t e d  
o c c u p a t i o n s  i n  a l l  e s t a b l i s h m e n t s  w i t h i n  s c o p e  o f  t h e  s u r v e y .  E m p l o y m e n t  i n  t h e  s e l e c t e d  
o c c u p a t i o n s  v a r i e d  w i d e l y ,  r e f l e c t i n g  a c t u a l  d i f f e r e n c e s  i n  e m p l o y m e n t  i n  t h e  v a r i o u s  o c c u 
p a t i o n s ,  a s  w e l l  a s  d i f f e r e n c e s  i n  t h e  r a n g e  o f  d u t i e s  a n d  r e s p o n s i b i l i t i e s  c o v e r e d  b y  e a c h  
o c c u p a t i o n a l  d e f i n i t i o n .  A m o n g  t h e  p r o f e s s i o n a l  a n d  a d m i n i s t r a t i v e  o c c u p a t i o n s ,  t h e  e i g h t  
l e v e l s  o f  e n g i n e e r s  a c c o u n t e d  f o r  a  t o t a l  o f  3 8 4 ,  2 6 3  e m p l o y e e s ,  w h e r e a s ,  f e w e r  t h a n  5 , 0 0 0  
w e r e  e m p l o y e d  i n  e a c h  o f  f o u r  o f  t h e  o c c u p a t i o n a l  c a t e g o r i e s  a s  d e f i n e d  f o r  t h e  s t u d y  ( c h i e f  
a c c o u n t a n t s ,  j o b  a n a l y s t s ,  d i r e c t o r s  o f  p e r s o n n e l ,  a n d  k e y p u n c h  s u p e r v i s o r s ) .  ( S e e  t a b l e  1 . )  
F o u r  o c c u p a t i o n s  a t  a l l  w o r k  l e v e l s  s t u d i e d  ( a c c o u n t i n g  c l e r k s ,  s e c r e t a r i e s ,  s t e n o g r a p h e r s ,  
a n d  t y p i s t s )  a c c o u n t e d  f o r  a b o u t  7 0  p e r c e n t  o f  t h e  9 0 7 , 4 5 8  e m p l o y e e s  i n  t h e  c l e r i c a l  o c c u p a 
t i o n s  s t u d i e d .  T h e  s e l e c t e d  d r a f t i n g  o c c u p a t i o n s  h a d  a g g r e g a t e  e m p l o y m e n t  o f  8 6 ,  0 1 9  a n d  
t h e  f i v e  e n g i n e e r i n g  t e c h n i c i a n  l e v e l s  t o g e t h e r  a c c o u n t e d  f o r  a b o u t  9 5 ,  000*

A l t h o u g h  w o m e n  a c c o u n t e d  f o r  a p p r o x i m a t e l y  o n e - h a l f  o f  t h e  t o t a l  e m p l o y m e n t  i n  t h e  
o c c u p a t i o n s  s t u d i e d ,  t h e y  w e r e  e m p l o y e d  l a r g e l y  i n  c l e r i c a l  p o s i t i o n s .  T h e  c l e r i c a l  o c c u p a 
t i o n s  i n  w h i c h  t h e  p r o p o r t i o n  o f  w o m e n  a m o u n t e d  t o  m o r e  t h a n  9 0  p e r c e n t  o f  e m p l o y m e n t  
a t  e a c h  l e v e l  w e r e  f i l e  c l e r k s ,  k e y p u n c h  o p e r a t o r s ,  s e c r e t a r i e s ,  s t e n o g r a p h e r s ,  s w i t c h b o a r d  
o p e r a t o r s ,  a n d  t y p i s t s .  A m o n g  t a b u l a t i n g - m a c h i n e  o p e r a t o r s ,  w o m e n  a c c o u n t e d  f o r  4 3  p e r 
c e n t  a t  l e v e l  I ,  3 6  p e r c e n t  a t  l e v e l  I I ,  a n d  2 6  p e r c e n t  a t  l e v e l  I I I .  O f f i c e  g i r l s  ( 4 6  p e r c e n t )  
w e r e  o u t n u m b e r e d  b y  o f f i c e  b o y s  ( 5 4  p e r c e n t ) .  W o m e n  w e r e  u s u a l l y  r e p o r t e d  o n l y  i n  t h e  
l o w e r  l e v e l s  o f  t h e  p r o f e s s i o n a l ,  a d m i n i s t r a t i v e ,  a n d  t e c h n i c a l  s u p p o r t  o c c u p a t i o n s .  A  d i s 
t r i b u t i o n  o f  t h e  p r o p o r t i o n s  o f  w o m e n  r e p o r t e d  b y  o c c u p a t i o n  a n d  l e v e l  i s  s h o w n  o n  p a g e  3 6 .

T h e  g e n e r a l  l e v e l  o f  s a l a r i e s  f o r  e a c h  o c c u p a t i o n  o r  w o r k  l e v e l  i s  p r e s e n t e d  i n  t h i s  
s t u d y  a s  t h e  a r i t h m e t i c  m e a n  o f  a l l  t h e  i n d i v i d u a l  s a l a r y  r a t e s .  M e d i a n  s a l a r i e s ,  t h e  a m o u n t  
b e l o w  a n d  a b o v e  w h i c h  t h e  s a l a r i e s  f o r  5 0  p e r c e n t  o f  t h e  e m p l o y e e s  a r e  f o u n d ,  a r e  a l s o  
p r e s e n t e d  i n  t a b l e s  1, 2 ,  a n d  3 .

C h a n g e s  i n  S a l a r y  L e v e l s

T h e  f o l l o w i n g  t a b u l a t i o n  p r e s e n t s  s a l a r y  i n c r e a s e s  t h a t  o c c u r r e d  b e t w e e n  a n n u a l  s u r 
v e y s  s i n c e  1 9 6 1  f o r  e a c h  s u r v e y  o c c u p a t i o n .  4 A l s o  s h o w n  a r e  a v e r a g e  p e r c e n t  c h a n g e s  f o r  
t h e  t w o  b r o a d  o c c u p a t i o n a l  g r o u p s  c o m p r i s i n g  t h e  s u r v e y  ( t h e  p r o f e s s i o n a l ,  a d m i n i s t r a t i v e ,  
a n d  t e c h n i c a l  s u p p o r t  g r o u p ,  a n d  t h e  c l e r i c a l  g r o u p )  a n d  t h e  a v e r a g e  p e r c e n t  c h a n g e  f o r  t h e  
t w o  g r o u p s  c o m b i n e d .  T h e  p e r c e n t  i n c r e a s e s  f o r  e a c h  o c c u p a t i o n  w e r e  o b t a i n e d  b y  a d d i n g  
t h e  a g g r e g a t e  s a l a r i e s  f o r  e a c h  l e v e l  i n  e a c h  o f  t w o  s u c c e s s i v e  y e a r s  ( e m p l o y m e n t  i n  t h e  
m o s t  r e c e n t  y e a r ,  t o  e l i m i n a t e  t h e  e f f e c t s  o f  y e a r - t o - y e a r  e m p l o y m e n t  s h i f t s ,  m u l t i p l i e d  b y  
t h e  a v e r a g e  s a l a r i e s  i n  b o t h  y e a r s )  a n d  d i v i d i n g  t h e  l a t t e r  s u m  b y  t h e  e a r l i e r .  T h e  r e s u l t 
a n t  r e l a t i v e ,  l e s s  1 0 0 ,  i s  t h e  p e r c e n t  o f  i n c r e a s e .  C h a n g e s  i n  t h e  s c o p e  o f  t h e  s u r v e y  a n d  
i n  o c c u p a t i o n a l  d e f i n i t i o n s  w e r e  i n c o r p o r a t e d  i n t o  t h e  s e r i e s  o n  a  c o n t i n u i n g  b a s i s  a s  s o o n  
a s  t w o  c o m p a r a b l e  p e r i o d s  w e r e  a v a i l a b l e .  T h e  i n c r e a s e s  f o r  e a c h  o f  t h e  t w o  b r o a d  o c c u 
p a t i o n a l  g r o u p s  w e r e  o b t a i n e d  b y  a v e r a g i n g  t h e  i n c r e a s e s  o f  t h e  o c c u p a t i o n s  w i t h i n  t h e  g r o u p .  
T h e  i n c r e a s e s  f o r  a l l  s u r v e y  o c c u p a t i o n s  w e r e  d e t e r m i n e d  b y  a v e r a g i n g  t h e  i n c r e a s e s  f o r  
t h e  t w o  b r o a d  o c c u p a t i o n a l  g r o u p s .  T h e  a n n u a l  i n c r e a s e s  w e r e  t h e n  l i n k e d  t o g e t h e r  t o  o b 
t a i n  t h e  c h a n g e s  t h a t  h a d  o c c u r r e d  s i n c e  t h i s  s e r i e s  b e g a n  a n d  t o  c o m p u t e  a v e r a g e  a n n u a l  
r a t e s  o f  i n c r e a s e  f o r  e a c h  o c c u p a t i o n  a n d  g r o u p ,  a n d  a l l  o c c u p a t i o n s  c o m b i n e d .  T h e  1 9 6 1 - 7 0  
p e r c e n t  i n c r e a s e s  f o r  s e l e c t e d  o c c u p a t i o n s  a r e  s h o w n  i n  c h a r t  1.

* The increases since 1965 relate to establishments in m etropolitan areas and nonm etropolitan counties; all others relate to 
m etropolitan areas on ly . Establishments em ploying fewer than 250 workers were excluded before 1966.
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C h a r t  1. C u m u l a t i v e  R i s e  i n  A v e r a g e  { M e a n )  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 i o n a l  G r o u p s ,  1 9 6 1  t o  1 9 7 0

O C C U P A T I O N A L  

G R O U P S  0

P E R C E N T

1 0  15 2 0  2 5  3 0  3 5  4 0  4 5  5 0  5 5

A u d i t o r s  50.2

C h e m i s t s  50.2

C h i e f  a c c o u n t a n t s  49.2

D i r e c t o r s  o f  

p e r s o n n e l
48.4

A c c o u n t a n t s  48.1

E n g i n e e r s  45.2

C l e r i c a l  e m p l o y e e s  4i . i

J o b  a n a l y s t s  39.1
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Percent increases in average salaries

Average 
annual 
rate of 

increase

Occupation and group
Professional, administrative, and 

technical support:
Accountants —------------------ -—----- -----
Auditors--------------------- ----------------------
Chief accountants-------------------------------
Attorneys-----------------------------—-----------
Buyers-----------------------------------------------
Job analysts-----------------------------------------
Directors of personnel--------------------------
Chemists--------------------------------------------
Engineers--------------------------------------------
Engineering technicians---------- ------------
Drafting------------------ ,-------------------------

Average percent increase” -------------------------
Clerical:

Accounting clerks-----------------------------
File clerks------------------------------------------
Keypunch operators---------------- ------------
Office boys or girls-----------------------------
Secretaries-------- •-------------------------------
Stenographers---------------------------------  —
Switchboard operators---------- --------------
Tabulating-machine operators------------ —
Typists------------------- ----------------------------

Average percent increase” —----   - -
All survey occupations:
Average percent increase &---------------------

1969 1968 1967 1966 1965
to to to to , to

1970 1969 1968 1967 1966

6.7 7.0 5.7 4.6 3.8
7.0 7.2 5.5 4.8 3.8
7.1 5.8 5.5 5.1 3.3
7.1 (2) 5.3 3.2 4.0
6.1 6.6 4.9 4.2 (4)
4.1 2.1 7.0 3.4 5.4
7.4 5.4 5.4 3.8 3.6
5.9 6.5 5.1 4.4 4.8
5.5 6.2 5.4 4.3 3.7
6.3 5.8 5.1 3.7 2.8
4.9 5.8 5.3 3.5 1.5
6.2 5.8 5.5 4.2 3.6

6.2 4.7 4.7 3.3 3.0
5.5 5.5 6.8 5.1 2.9
6.4 5.3 4.9 5.2 3.7
6.3 6.7 6.2 5.4 2.8
6.4
5.8

5.3
5.9

4.6
4.9 5 f t

5.8 4.8 4.8 4.3 3.0
7.1 5.4 5.0 4.8 3.2
6.0 5.7 5.8 5.4 2.6
6.2 5.5 5.3 4.8 3.0

6.2 5.7 5.4 4.5 3.3

1964 1963 1962 1961 1961
to to to to to

1965 1964 1963 1962 1970

3.5 2.8 3.3 2.8 4.5
3.9 3.1 3.6 2.9 4.6
3.9 4.8 2.8 2.6 4.5
4.2 3. 3 4.6 3.2 (3)(4) (4) (4) (4) (4)4.3 3.5 2.6 1.4 3.7
3.5 4.6 3.0 3.7 4.5
3.9 3.3 3.8 3.9 4.6
3.2 2.9 4.4 2.6 4.2
2.3 3.6 2.9 (4) 54.1
C2) 2.6 3.6 3.2 (3)3.7 3.4 3.3 3.0 4.3

2.2 2.8 2.5 3.0 ,3.6
2.2 3.1 2.6 <4) f 4. 2
2.3 2.7 2.5 (4 -4.1
3.0 2.3 2.8 2.6 4.2(4j (4j (4} (4j (4 j
y y y (2f H.h
t2) 2.4 3.0 2.8 (3)2.3 2.5 2.4 2.5 3.9
2.5 2.6 2.6 2.5 4.0
2.4 2.7 2.6 2.8 3.9

3.1 3. 1 3.0 2.9 4.1
1 Actual survey-to-survey increases have been prorated to a 12-month period because changes in timing had lengthened the period 

between the 1966 and 1967 surveys.
2 Comparable data not available for both years.
3 Comparison over this period was not possible because of changes in the definition of the occupation.
4 Not surveyed.
5 First surveyed in 1962; therefore, the average annual rate of increase relates to the 1962 to 1970 period.
6 Data for one administrative occupation, managers of office services last surveyed in 1968, and one clerical occupation, 

bookkeeping-machine operators last surveyed in 1964, not shown above, are included in the average percent increases for the periods 
during which they were surveyed.

In the 1969- 70 p e r io d , in c r e a s e s  in a v e ra g e  s a la r ie s  f o r  9 o f the 11 p r o fe s s io n a l , 
a d m in is tra tiv e , and te ch n ica l su p p ort o ccu p a tion s  ranged  fr o m  5 .5  to 7 .4  p e r c e n t , w h ile  8 o f 
the 9 c le r i c a l  o ccu p a tion s  advan ced  b etw een  5 .5  and 6. 4 p e r ce n t . In c r e a s e s  w ere  g e n e ra lly  
h ig h e r  than had been  r e c o r d e d  fo r  any o th er  y e a r  p e r io d  s in ce  1961—62, when the B ureau  
began  m e a su r in g  occu p a tion a l w age tren d s on a nation a l b a s is .

T o  exam in e  the changes in s a la r ie s  that have o c c u r r e d  s in ce  1961 fo r  d iffe re n t le v e ls  
o f w o rk , a ll o f  the o ccu p a tion a l c la s s if ic a t io n s  w e re  g rou p ed  into the th ree  b ro a d  c a te g o r ie s  
d e s c r ib e d  in the tabu lation  w h ich  fo l lo w s . The y e a r - t o - y e a r  p e r ce n t  in c r e a s e s  fo r  each  
grou p  w e r e  d e te rm in ed  by  adding a v e ra g e  s a la r ie s  fo r  a ll  o ccu p a tion s  in the grou p  fo r  2 c o n 
se cu tiv e  y e a r s , and d iv id in g  the la tte r  sum  b y  the e a r l ie r  su m . The resu ltan t r e la t iv e , le s s  
100, show s the p e r ce n t  o f in c r e a s e . C hanges in the s co p e  o f the su rv e y  o r  in the o c cu p a 
tion a l d e fin ition s  w e re  in co rp o ra te d  into the s e r ie s  as  soon  a s  co m p a ra b le  data fo r  2 c o n 
se cu tiv e  p e r io d s  w e re  a v a ila b le . The 9 y e a r  tren ds w e re  obta ined  b y  linking ch anges fo r  the 
in d iv id u a l p e r io d s .

Work level categories 1
Group A (GS grades 1-4 in appendix D )-----
Group B (GS grades 5-10 in appendix D ) ----
Group C (GS grades 11-15 in appendix D) —

Percent increases in average salaries
1969 1968
to to

1970 1969
6.2 5.5
6.3 6.5
6.4 5.9

1967 1966
to to ?1968 1967 2

5.1 4.5
5.8 4.8
4.7 4.1

1965 1964
to to

1966 1965
2.9 2.2
3.7 3.3
4.2 4.2

1963 1962
to to

1964 1963
2.7 2.7
2.6 4.0
3.5 3.7

1961 1961
to to 31962 19702
2.8 40.3
2.6 47.2
3.5 48.1

1 Work levels used for computing 1969 to 1970 increases are:
Group A--A11 levels of accounting clerks, file clerks, keypunch operators, stenographers, switchboard operators, tabulating- 

machine operators, and typists: and office boys or girls, secretaries I, draftsmen-tracers, draftsmen I, and engineering technicians I and ft.
Group B—Accountants 1, II, and III; attorneys I; auditors I, II, and III; buyers I, II, and HI; chemists I, ft, and III: draftsmen 

II and III; engineers I, II, and 111; engineering technicians III, IV, and V; job analysts I, II, and III; and secretaries II, III, and IV.
Group C—Accountants IV and V; attorneys II, III, IV, V, and VI; auditors IV; buyers IV; chemists IV, V, VI, VII, and VIII; 

chief accountants I, II, III, and IV; directors of personnel I, II, III, and IV; engineers IV, V, VI, VII, and VIII; and job analysts IV.
2 Actual survey-to-survey increases have been prorated to a 12-month period because changes in timing had lengthened the 

period between the 1966 and 1967 surveys.
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A v e r a g e  s a la r ie s  in c r e a s e d  m o r e  fo r  the h igh er o ccu p a tio n a l le v e ls  (g rou p  C), than 
fo r  the oth er tw o g rou p in gs  fr o m  1961 through  1966, w ith  the e x ce p tio n  o f  the 1962 -63  p e r io d . 
D uring the p e r io d s  b etw een  1966 and 1969, h o w e v e r , w h ile  a ll  th ree  g rou p s  show ed s u c c e s 
s iv e ly  h igh er y e a r - t o -y e a r  in c r e a s e , g rou p  B (m id d le  o ccu p a tio n a l le v e ls )  r e p o r te d  la r g e r  
in c r e a s e s  than e ith er grou p  A o r  C. B etw een  1969 and 1970, the in c r e a s e s  fo r  a ll  th ree  
g rou p s  w e r e  n e a r ly  id e n tica l; the in c r e a s e  fo r  grou p  C w as s ligh tly  g re a te r  than the oth er tw o.

B eginning w ith  the 1965 -66  p e r io d , pay en try  and d ev e lop m en ta l le v e l  p r o fe s s io n a l and 
a d m in is tra tiv e  p o s it io n s  in c r e a s e d  ea ch  y e a r  at a fa s te r  p a ce  than fo r  c le r i c a l ,  te ch n ica l 
su p p ort, o r  e x p e r ie n ce d  p r o fe s s io n a l and a d m in is tra tiv e  p o s it io n s . In the 1 9 6 9 -70  p e r io d , 
h o w e v e r , although again  show ing the h igh est p e r ce n t  in c r e a s e , the en try  and d ev e lop m en ta l 
grou p  w as the on ly  one w h ich  in c r e a s e d  at a le s s e r  ra te  than the p re v io u s  y e a r . B y grou p in g  
su rv e y  occu p a tion a l le v e ls  in to the fou r  c a te g o r ie s  m en tion ed  a b ove , d i f fe r e n c e s  in  the ra te  
o f change in a v e ra g e  s a la r ie s  s in ce  1961 can  b e  illu s tra te d . 5 R e la tiv e  sa la ry  le v e ls  w e r e  
com p u ted  in  the sam e m an n er as the p e r ce n t  in c r e a s e s  in  the fo re g o in g  tab le  and w e r e  p lotted  
u sin g  a ra tio  s c a le . (See ch a rt 2 .)

A v e r a g e  s a la r ie s  o f c le r i c a l  and te ch n ica l su p p ort w o r k e r s  in c r e a s e d  o v e r  the 9 -y e a r  
p e r io d  by  p r a c t ic a lly  id e n tica l p e rce n ta g e  am ou n ts, but have not m a in ta in ed  p a ce  w ith  in 
c r e a s e s  fo r  the tw o p r o fe s s io n a l and a d m in is tra tiv e  occu p a tion a l g rou p s . F o r  the c le r i c a l  
and te ch n ica l su p p ort g rou p s , s a la r ie s  in c r e a s e d  at an a v e ra g e  annual ra te  o f 3. 9 p e r ce n t  
o v e r  the p e r io d . F o r  the tw o p r o fe s s io n a l and a d m in is tra tiv e  c a te g o r ie s , the a v e ra g e  ra te s  
o f in c r e a s e  w e r e  4. 4 p e r ce n t  fo r  the e x p e r ie n ce d  grou p  and 4. 8 p e r c e n t  fo r  the en try  and 
d ev e lop m en ta l em p lo y e e  g rou p .

C hanges in a v e ra g e  s a la r ie s  r e f le c t  not on ly  g e n e ra l sa la ry  in c r e a s e s  and m e r it  o r  
o th er in c r e a s e s  g iven  to  in d iv id u a ls  w h ile  in the sam e w o rk  le v e l  ca te g o ry , but they a ls o  
m ay  r e f l e c t  o th er fa c t o r s  such  as e m p lo y e e  tu rn o v e r , exp a n sion s  or  red u ction s  in  the w o rk  
f o r c e ,  and ch an ges in sta ffin g  p a ttern s  w ith in  e s ta b lish m en ts  w ith  d iffe re n t  sa la ry  le v e ls . 
F o r  exa m p le , an exp a n sion  in f o r c e  m ay  in c r e a s e  the p r o p o r t io n  o f e m p lo y e e s  at the m in i
m um  o f the sa la ry  ran ge  e s ta b lish e d  fo r  a w o rk  le v e l , w h ich  w ou ld  tend to low er  the a v e ra g e , 
w h e re a s , a re d u ctio n  or a low  tu rn ov er  in  the w o rk  fo r c e  m ay  have the op p os ite  e ffe c t . 
S im ila r ly , y e a r - t o -y e a r  p ro m o tio n s  o f e m p lo y e e s  to h igh er w o rk  le v e ls  o f  p r o fe s s io n a l and 
a d m in is tra tiv e  o ccu p a tion s  m ay a ffe c t  a v e ra g e  s a la r ie s , low er in g  o r  ra is in g  the a v e ra g e . 
F o r  exa m p le , the e s ta b lish e d  sa la ry  ra n g es  fo r  su ch  occu p a tion s  a re  r e la t iv e ly  w id e , and 
p ro m o te d  e m p lo y e e s , w ho m ay have b een  paid  the m axim u m  o f the sa la ry  s ca le  fo r  the 
lo w e r  le v e l , a re  lik e ly  to b e  r e p la c e d  by  le s s  e x p e r ie n ce d  e m p lo y e e s  w ho m ay b e  pa id  the 
m in im u m ; or  v a ca n c ie s  m ay e x is t  at the t im e  o f the r e s u r v e y . O ccu p ation s  m o s t  lik e ly  to 
r e f l e c t  such  ch an ges in the sa la ry  a v e ra g e s  a re  the h igh er le v e ls  o f p r o fe s s io n a l and a d m in 
is t ra t iv e  occu p a tion s  and s in g le -in cu m b e n t p o s it io n s  such  as c h ie f accou ntant and d ir e c t o r  
o f p e rs o n n e l. °

A v e r a g e  S a la r ie s , June 1970

A v e r a g e  m onth ly  s a la r ie s  fo r  the occu p a tion s  in clu d ed  in  th is r e p o r t  ran ged  fr o m  $343 
fo r  f i le  c le r k s  I to $2 , 753 fo r  the top le v e l  o f a tto rn ey  su rv ey ed  (tab le  l ) .  T h ese  e x tre m e s

The base year 1967=100 is used to conform with uniform Federal statistical practice.
Work levels used for computing 1969-70 increase were:
Clerical -  All clerical levels for which data are shown in table 1.
Technical support -  All level of draftsmen and engineering technicians for which data are shown in table 1.
Entry and developmental professional and administrative -  Accountants 1 and II; auditors I and II; attorneys I; job analysts I and II; 

chemists I and II; and engineers I and II.
Experienced professional and administrative - Accountants III, IV, and V; auditors III and IV; chief accountants I, II, III, and 

IV; attorneys II, III, IV, V, and VI; job analysts III and IV; directors of personnel I, II, III, and IV; chemists III, IV, V, VI, VII, 
and VIII; and engineers III, IV, V, VI, VII, and VIII.

A few survey levels, not readily identifiable with any of the four occupational categories, were not used.
The 1966-67 increases were prorated to a 12-month period. A change in survey timing in 1967 resulted in a longer period 

between surveys.
 ̂ These types of occupations also may be subject to greater sampling error, as explained in the last paragraph of appendix A.
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C h a r t  2 .  R a t e s  o f  S a l a r y  C h a n g e s  f o r  S e l e c t e d  

O c c u p a t i o n a l  G r o u p s ,  1 9 6 1  t o  1 9 7 0

OCCUPATIONAL INDEXES (1967  = 100)
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r e f le c t  the w ide  range o f  du ties and r e s p o n s ib i l it ie s  r e p re s e n te d  by  the occu p a tion a l w o rk  
le v e ls  su rv e y e d . A v e ra g e  s a la r ie s  fo r  the o ccu p a tion a l le v e ls ,  and a b r ie f  in d ica tion  o f  the 
du ties  and r e s p o n s ib i lit ie s  they re p re s e n t , a re  su m m a rize d  in the fo llow in g  p a ra g ra p h s . 7

A m on g the fiv e  le v e ls  o f  accountants su rv e y e d , a v e ra g e  m onth ly  s a la r ie s  ran ged  fr o m  
$709 fo r  a ccou n tan ts I  to $ 1 , 2 9 0  fo r  a ccou n tan ts V . Auditors in  the fou r  le v e ls  d e fin ed  fo r  
su rv ey  had a v e ra g e  s a la r ie s  ranging fr o m  $741 a m onth  fo r  a u d itors  I to $ 1 , 1 7 0  fo r  a u d i
t o r s  IV . L e v e l  I in  both  the accou n tin g  and auditing s e r ie s  in clu d ed  tra in e e s  who had 
b a c h e lo r 's  d e g re e s  in  accou n tin g  o r  the equ iva len t in  ed u ca tion  and e x p e r ie n ce  com b in ed . 
At ea ch  co r re s p o n d in g  le v e l ,  a v e ra g e  s a la r ie s  w e r e  h ig h er  fo r  a u d ito rs  than fo r  a ccou n ta n ts . 
F o r  le v e l  III, the m o s t  h ea v ily  popu lated  grou p  in  both  s e r ie s ,  m onth ly  s a la r ie s  a v e ra g e d  
$891 fo r  a ccou ntants and $956 fo r  a u d ito rs . W h ereas a lm o s t  70 p e rce n t  o f  the accou ntants 
w e r e  em p loy ed  in  m a n u fa ctu rin g , th is in d u stry  d iv is io n  e m p lo y e d  s ligh tly  le s s  than 40 p e r 
cen t o f  the a u d ito rs . 8 O ther in d u stry  d iv is io n s  w h ich  a cco u n te d  fo r  la r g e  n u m b ers  o f  
a u d ito rs  w e r e  fin a n ce , in su ra n ce , and rea l esta te  (29 p e r c e n t ) , and p u b lic  u t ilit ie s  (17 p e r 
cen t). The p ro p o r t io n  o f  e m p lo y e e s  in each  m a jo r  in d u stry  d iv is io n  w ith in  s co p e  o f  the 
su rv ey  is  shown by o ccu p a tion  in ta b le  7 and p re se n te d  g ra p h ica lly  in  ch a rt 5, page 14.

Chief accountants w e r e  su rv ey ed  se p a ra te ly  fr o m  accou n tan ts and in clu d ed  th ose  who 
d e v e lo p  o r  adapt and d ir e c t  the a ccou n tin g  p r o g r a m  fo r  a com p an y  o r  an esta b lish m en t 
(plant) o f  a com p a n y . L e v e l c la s s if ic a t io n  w as d e te rm in ed  b y  the extent o f  d e leg a ted  au 
th or ity  and re s p o n s ib ility ; the te ch n ica l co m p le x ity  o f  the sy s te m ; and, to a l e s s e r  d e g r e e , 
the s iz e  o f  the p r o fe s s io n a l sta ff d ir e c te d . C h ie f accou n tan ts at le v e l  I, w ho have au th ority  
to adapt the accou n tin g  sy s te m , e s ta b lish e d  at h ig h er  le v e ls ,  to  m eet the n eed s  o f  an e s 
ta b lish m en t o f  a com p a n y  w ith  re la t iv e ly  few  and stab le  fu n ction s  and w o rk  p r o c e s s e s  (d i r e c 
ting one o r  tw o a ccou n ta n ts ), a v e ra g e d  $ 1, 160 a m onth . C h ie f a ccou n tan ts IV , 9 who have 
a u th ority  to e s ta b lish  and m ainta in  the accou n tin g  p r o g r a m , su b je ct  to g en era l p o lic y  g u id e 
l in e s , fo r  a com p an y  w ith  n u m erou s and v a r ie d  fu n ction s  and w o rk  p r o c e s s  (d ire c t in g  as 
m any as 40 a ccou n ta n ts ), a v e ra g e d  $ 1 , 928 a m onth . A lm o s t  th r e e -f ifth s  o f  the c h ie f a c 
countants w ho m et the re q u ire m e n ts  o f  the d e fin ition s  fo r  th ese  fou r  le v e ls  w e r e  em p loyed  
in  m an u factu rin g  in d u s tr ie s , w h ile  a lm o s t  o n e -s ix th  w e re  in the fin a n ce , in su ra n ce , and 
re a l esta te  d iv is io n s .

Attorneys w e r e  c la s s i f ie d  into s ix  le v e ls  b a se d  upon the d ifficu lty  o f  th e ir  a ss ign m en ts  
and th e ir  r e s p o n s ib i l it ie s . 10 A tto rn ey s  I w h ich  in c lu d ed  new law  gradu ates w ith  b a r  m e m 
b e rs h ip  and th ose  p e r fo rm in g  w o rk  that w as re la t iv e ly  u n co m p lica te d  due to c le a r ly  a p p lica b le  
p re ce d e n ts  and w e ll e s ta b lish e d  fa c ts  a v e ra g e d  $988 a m onth . A tto rn ey s  in  the top le v e l 
su rv e y e d , le v e l  VI, ea rn ed  an a v e ra g e  o f  $ 2 , 753 a m onth . T h ese  a ttorn ey s  dea lt w ith  le g a l 
m a tte rs  o f  c r i t ic a l  im p o rta n ce  to th e ir  o rg a n iz a t io n s , and w e r e  u su a lly  su bord in ate  on ly  
to the g e n e ra l cou n se l o r  h is  im m ed ia te  deputy in  v e ry  la r g e  f i r m s . F in a n ce , in su ra n ce , 
and re a l esta te  in d u str ie s  em p loyed  o v e r  fo u r -te n th s  o f  the a tto rn e y s ; m an u factu rin g  in d u s
t r ie s  em p lo y e d  a lm o s t  th re e -te n th s ; and a h igh  p ro p o r t io n  o f  the rem a in d er  w e r e  em p loyed  
in  p u b lic  u tilit ie s  (a lm o s t  o n e -f i f th ) .

Buyers a v e ra g e d  $709 a m onth  at le v e l  I , w h ich  in c lu d ed  th ose  who p u rch a se d  " o f f - t h e -  
s h e lf"  and re a d ily  a v a ila b le  ite m s  and s e r v ic e s  fr o m  lo c a l  s o u r c e s . .  B u y ers  IV , w ho p u r 
ch a sed  la r g e  am ounts o f  h igh ly  c o m p le x  and te ch n ica l it e m s , m a te r ia ls , o r  s e r v ic e s  w e re  
pa id  m on th ly  s a la r ie s  a v era g in g  $ 1 ,1 5 8 .11 M an ufacturing  in d u s tr ie s  a ccou n ted  fo r  86 p e r 
cen t o f  the b u y e rs  in  the fou r  le v e ls .

In the p e rso n n e l m an agem en t f ie ld , fou r  w o rk  le v e ls  o f  job analyst and fiv e  le v e ls  o f 
directors of personnel w e re  stud ied . 12 Job  a n a ly sts  I , d e fin ed  to in clu d e  tra in e e s  under im m e 
diate  s u p e rv is io n , a v e ra g e d  $ 7 45 , co m p a re d  w ith  $ 1 ,0 8 6  fo r  jo b  an a lysts  IV , who an a lyze

 ̂ C lassification of employees in the occupations and work levels surveyed was based on factors detailed in the definitions in 
appendix C.

8 Establishments primarily engaged in providing accounting and auditing services were excluded from the survey.
9 Although level V was surveyed, as defined in appendix C , too few employees met requirements for this level to warrant 

presentation of salary figures.
1® Establishments primarily engaged in offering legal advice or legal services were excluded from the survey.
i f  Although buyers V were surveyed, as defined in appendix D, too few employees met requirements for this level to warrant

presen tation ^o^saiaiy^  g,rs ^  y  were surveyed, as defined in appendix D, too few employees met requirements for this

level to warrant presentation of salary figures.
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and evaluate a v a r ie ty  o f the m o r e  d ifficu lt  jo b s  under g e n e ra l su p e rv is io n  and who m ay 
p a rtic ip a te  in the d eve lop m en t and in sta lla tion  o f eva lu ation  o r  com p en sa tion  s y s te m s . D i
r e c t o r s  o f p e rso n n e l w e re  lim ite d  by  d e fin ition  to  th ose  who had p ro g ra m s  that in clu d ed , 
at a m in im u m , r e s p o n s ib i lit y  fo r  a d m in is te r in g  a jo b  eva lu ation  s y s te m , em p loym en t and 
p la cem en t fu n ction s , and em p lo y e e  re la t io n s  and s e r v ic e s  fu n ction s . T h ose  w ith s ign ifica n t 
r e s p o n s ib ility  fo r  a ctu a l co n tra ct  n eg otia tion  w ith la b o r  unions as the p r in c ip a l com pan y  
re s p re s e n ta t iv e  w e re  ex c lu d ed . P r o v is io n s  w e re  m ade in the d e fin ition  fo r  w eigh in g  v a r 
iou s  com b in a tion s  o f du ties  and r e s p o n s ib i l it ie s  to  d e te rm in e  the le v e l  c la s s i f ic a t io n . A m on g 
p e rso n n e l d ir e c t o r s  w ith jo b  fu n ction s  as s p e c if ie d  fo r  the fou r  le v e ls  o f r e s p o n s ib i lity , 
a v e ra g e  m on th ly  s a la r ie s  ran ged  fr o m  $ 1 ,0 4 9  fo r  le v e l  I to  $ 1 ,8 2 7  fo r  le v e l  IV . M anu
fa ctu rin g  in d u str ie s  a ccou n ted  fo r  65 p e rce n t o f the jo b  a n a ly sts  and 69 p e rce n t o f the 
d ir e c t o r s  o f p e rso n n e l in c lu d ed  in the study; the fin a n ce , in su ra n ce , and r e a l esta te  in 
d u s tr ie s  ranked  n ext, w ith 23 p ercen t o f the jo b  a n a ly sts  and 14 p e rce n t o f the d ir e c t o r s  
o f p e rso n n e l.

C h e m is t s  and e n g in e e r s  ea ch  w e re  su rv ey ed  in eight le v e ls . B oth s e r ie s  started  with
a p r o fe s s io n a l tra in e e  le v e l , ty p ic a lly  re q u ir in g  a B . S. d e g r e e . The h igh est le v e l  s u r 
v e y e d  in v o lv ed  e ith er  fu ll r e s p o n s ib i lit y  o v e r  a v e r y  b ro a d  and h igh ly  co m p le x  and d iv e r 
s if ie d  en g in eerin g  o r  ch e m ica l p ro g r a m , with s e v e r a l su b ord in a tes  ea ch  d ire c t in g  la rg e  
and im p orta n t seg m en ts  o f the p ro g ra m ; o r  in d iv id u a l r e s e a r c h  and con su lta tion  in  d ifficu lt  
p ro b le m  a r e a s  w h ere  the en g in eer o r  ch e m is t  w as a r e c o g n iz e d  au th ority  and w h ere  s o lu 
tion s  w ou ld  re p re s e n t  a m a jo r  s c ie n t i f ic  o r  te c h n o lo g ic a l a d van ce . 13 A v e r a g e  m on th ly  s a l
a r ie s  ra n ged  fr o m  $851 fo r  e n g in e e rs  I to  $ 2 ,1 1 6  fo r  e n g in e e rs  V III, and fr o m  $764  fo r  
ch e m is ts  I to  $ 2 ,3 1 1  fo r  c h e m is ts  VIII. A lth ou gh , at le v e l  I, the a v e ra g e  s a la r ie s  o f 
e n g in e e rs  e x ce e d e d  th ose  fo r  ch e m is ts  by 11 p e r ce n t , at le v e l  IV the d if fe r e n c e  n a rrow ed  
to 3 p e r ce n t , and at le v e l  VIII, the a v e ra g e  s a la r ie s  o f ch e m is ts  e x ce e d e d  th ose  fo r  e n g i
n e e r s  by  9 p e rce n t . L e v e l IV , the la rg e s t  g rou p  in each  s e r ie s ,  in c lu d ed  p r o fe s s io n a l 
e m p lo y e e s  who w e re  fu lly  com p eten t in a ll te ch n ica l a s p e c ts  o f th e ir  a s s ig n m e n ts , w ork ed  
w ith c o n s id e ra b le  in d ep en d en ce , and, in som e  c a s e s ,  su p e rv ise d  a few  p r o fe s s io n a l and 
te ch n ica l w o r k e r s . M an ufacturing  in d u str ie s  a ccou n ted  fo r  a lm o s t  80 p e rce n t o f  a ll  e n g i
n e e rs  and 91 p e rce n t o f  a ll ch e m is ts ; p u b lic  u t il it ie s , 10 and le s s  than 1 p e r ce n t , r e s p e c 
t iv e ly ; and the su rv ey ed  en g in eerin g  and s c ie n t i f ic  s e r v ic e s  em p lo y e d  v ir tu a lly  a l l  o f the 
o th e rs .

By d e fin ition , the f i v e - le v e l  s e r ie s  fo r  e n g in e e r in g  t e c h n ic ia n s  w as lim ite d  to  e m p lo y e e s  
p rov id in g  s e m ip r o fe s s io n a l te ch n ica l support to e n g in e e rs  en gaged  in such  a re a s  as  r e 
s e a r c h , d e s ig n , d ev e lop m en t, te s t in g , o r  m a n u factu rin g  p r o c e s s  im p ro v e m e n t , and w h ose  
w o rk  p erta in ed  to  e le c t r ic a l ,  e le c t r o n ic ,  o r  m e ch a n ica l com p on en ts  o r  equ ipm en t. T e c h 
n ic ia n s  en gaged  p r im a r ily  in p rod u ction  o r  m a in ten a n ce  w ork  w e re  e x c lu d ed . E n g in eerin g  
te ch n ic ia n s  I, who p e r fo r m e d  s im p le , rou tin e  ta sk s  under c lo s e  su p e rv is io n , o r  fr o m  d e 
ta ile d  p r o c e d u r e s , w e re  pa id  m on th ly  s a la r ie s  a v era g in g  $ 5 2 5 . E n g in eerin g  te ch n ic ia n s  V , 
the h igh est le v e l  su rv e y e d , a v e ra g e d  $ 9 2 0  a m onth . That le v e l  in c lu d ed  fu lly  e x p e r ie n ce d  
te ch n ic ia n s  p e r fo rm in g  m o r e  co m p le x  a ss ig n m e n ts  in vo lv in g  r e s p o n s ib i l it y  fo r  planning and 
con ductin g  a co m p le te  p r o je c t  o f r e la t iv e ly  lim ite d  s c o p e , o r  a p ortion  o f  a la r g e r  and 
m o r e  d iv e r s e  p r o je c t ,  in a c c o r d a n c e  w ith  o b je c t iv e s , r e q u ire m e n ts , and d es ig n  a p p ro a ch e s  
as  ou tlin ed  by the s u p e r v is o r  o r  a p r o fe s s io n a l e n g in e e r . A v e r a g e s  fo r  in te rm e d ia te  le v e ls  
III and IV , at w h ich  a m a jo r ity  o f the te ch n ic ia n s  su rv e y e d  w e re  c la s s i f ie d ,  w e re  $712  
and $ 8 2 0 , r e s p e c t iv e ly . A s  m ight be e x p e c te d , n e a r ly  a ll  o f  the te ch n ic ia n s  a s  d e fin ed  
w e re  e m p lo y e d  in m a n u factu rin g  (77 p ercen t) and in the s c ie n t i f ic  s e r v ic e s  in d u s tr ie s  studied  
(15 p e rce n t). A lthough  the ra tio  o f such  te ch n ic ia n s  to e n g in e e rs  stud ied  w as about 1 to 
4 in a ll  m a n u factu rin g  in d u s tr ie s , h igh er ra t io s  o f  a p p ro x im a te ly  1 to  3 w e re  found in  e s 
ta b lish m en ts  m a n u factu rin g  m e ch a n ica l and e le c t r ic a l  equ ipm ent and 1 to  2 in r e s e a r c h , 
d ev e lop m en t, and test in g  la b o r a to r ie s .

In the d r a f t in g  f i e l d ,  the d e fin ition s  u sed  in the su rv ey  c o v e r e d  fo u r  le v e ls  o f w ork —  
d r a ft s m e n - t r a c e r s , and d ra ftsm en  I, II, and III. M onthly s a la r ie s  averag 'ed  $473  fo r  
d r a ft s m e n -t r a c e r s  and ra n ged  fr o m  $567  to  $850  am on g the th ree  le v e ls  o f d ra ftsm en .

13 It was recognized in the definition that 
chemical programs were above that level.

top positions of some companies with unusally extensive and complex engineering or
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D r a fts m e n -t r a c e r s  cop y  p lans and draw in gs p re p a re d  b y  o th ers  or p re p a re  s im p le  or  r e 
p e tit iv e  d raw in gs o f e a s ily  v isu a liz e d  ite m s . The th ree  d ra ftsm en  le v e ls  as d e fin ed  ran ged  
f r o m  e m p lo y e e s  p rep a r in g  d eta il d ra w in gs  o f s in g le  units o r  p a rts  ( le v e l  I) to  th ose  w ho, 
w ork in g  in c lo s e  su pport w ith  the d e s ig n  o r ig in a to r , p lan  the g ra p h ic  p re se n ta tio n  o f c o m 
p le x  ite m s  having d is t in c tiv e  d e s ig n  fe a tu re s , and e ith er p re p a re  o r  d ir e c t  the p r e p a r a 
tion  o f  the draw in gs ( le v e l  III). The d ra ftin g  e m p lo y e e s  w e re  d is tr ib u ted  by  in d u stry  in 
about the sam e p ro p o r t io n  as e n g in e e rs , w ith  78 p e r c e n t  in  m an u factu rin g , 7 p e r ce n t  in 
p u b lic  u t il it ie s , and 13 p e r ce n t  in the s e le c te d  en g in eerin g  and s c ie n t i f ic  s e r v ic e s  in d u s 
t r ie s  studied .

Keypunch supervisors, studied  fo r  the f i r s t  tim e th is y e a r , w e re  c la s s i f ie d  on the b a s is  
o f com b in a tion s  o f th ree  e le m e n ts— le v e l o f s u p e r v is o r y  re s p o n s ib ility , d if ficu lty  o f keypunch  
w o rk  su p e rv ise d , and n um ber o f e m p lo y e e s  su p e rv ise d . K eypunch s u p e r v is o r s  I, w ho w e re  
r e s p o n s ib le  fo r  the d a y -to -d a y  s u p e rv is io n  o f fe w e r  than 20 o p e r a to r s  p e r fo rm in g  rou tin e  
keypunch ing op e ra tio n s , a v e ra g e d  $574  a m onth. A t le v e l  IV , the h igh est le v e l  r e p o r te d , 14 
keypunch  s u p e r v is o r s  a v e ra g e d  $824. In d iv idu a ls c la s s i f ie d  at th is le v e l  had g re a te r  r e 
sp o n s ib ilit ie s  b e ca u se  they su p e rv ise d  m o r e  co m p le x  keypunch ing op e ra tio n s , la r g e r  n u m 
b e r s  o f o p e r a to r s , a n d /o r  p e r fo r m e d  at a h igh er le v e l  o f s u p e r v is o r y  au th ority .

A m on g  the 21 clerical jobs in clu d ed  in th is study, a v e ra g e  m onth ly  s a la r ie s  fo r  s e c r e 
ta r ie s , the m o s t  h ea v ily  popu lated  c le r i c a l  o ccu p a tion  studied , ran ged  fr o m  $522  at le v e l  I 
to $679 at le v e l  IV . F o r  other la rg e  g rou p s , a v e ra g e  s a la r ie s  o f $456  and $521  w e re  
r e p o r te d  fo r  g e n e ra l and sen io r  s te n o g ra p h e rs ; $439 and $568 fo r  accou n tin g  c le r k s  I and 
II; and the tw o le v e ls  o f ty p is ts  a v e ra g e d  $393 and $456 . G en era lly , a v e ra g e  s a la r ie s  fo r  
c l e r i c a l  w o r k e r s  w e re  h igh est in  p u b lic  u tilit ie s  and m an u factu rin g  in d u str ie s  and lo w e s t  
in  the fin a n ce , in su ra n ce , and r e a l  esta te , and r e ta i l  tra d e  d iv is io n s . E m p loym en t in 
m an u factu rin g  e x ce e d e d  that in  any o f  the nonm anu facturin g  d iv is io n s  w ith in  s co p e  o f the 
su rv ey  in 14 o f the 21 c le r i c a l  w ork  le v e ls ; h igh est em p loym en t to ta ls  in the oth er seven  
le v e ls  w e r e  in the fin a n ce , in su ra n ce , and r e a l  esta te  d iv is io n . W om en  a ccou n ted  fo r  
95 p e r ce n t  or  m o re  o f the e m p lo y e e s  in  14 o f the c le r i c a l  w ork  le v e ls , and m en  accou n ted  
fo r  o n e -h a lf  o r  m o r e  in  fou r  (ta b u la tin g -m a ch in e  o p e ra to rs  I, II, and III, and o f f ic e  b oy s  
or  g ir ls ) .

M edian  m onth ly  s a la r ie s  (the am ount b e low  and a b ove  w h ich  50 p e r ce n t  o f the e m p lo y 
ees  w e r e  found) fo r  m o s t  o f  the w o rk  le v e ls  w e re  s ligh tly  lo w e r  than the w eigh ted  a v e ra g e s  
(m ea n s) c ite d  ab ove  (i- e. , the s a la r ie s  in the upper h a lves  o f the a r r a y s  had a g re a te r  
e f fe c t  on the a v e ra g e s  than did  the s a la r ie s  in the lo w e r  h a lv es ). The re la t iv e  d if fe r e n c e  
betw een  the m ed ian  and the m ean  w as le s s  than 3 p e r ce n t  fo r  67 o f the 81 w o rk  le v e ls  
and as m uch  as 3 but le s s  than 5 p e r c e n t  in the 14 oth er le v e ls .

S a la ry  L e v e ls  in M etrop o lita n  A r e a s

In m o s t  o f  the o ccu p a tio n a l w o rk  le v e ls , a v e ra g e  s a la r ie s  fo r  e m p lo y e e s  in  m e t r o 
p o lita n  a re a s  (tab le  2) w e re  e ith er  id e n tica l to o r  s lig h tly  h igh er than a v e ra g e  s a la r ie s  
fo r  e m p lo y e e s  in a ll  e s ta b lish m en ts  w ith in  fu ll s co p e  o f the su rv ey  (tab le  1). E m p lo y 
m en t in the su rv ey  o ccu p a tion s  in  m e tro p o lita n  a r e a s  a ccou n ted  fo r  a lm o s t  n in e -ten th s  o f 
the to ta l nationw ide em p loym en t r e p o r te d  in th ese  o ccu p a tio n s . The p ro p o r t io n s  v a r ie d , 
h o w e v e r , am ong o ccu p a tion s  and w o rk  le v e ls . N ea rly  a ll  o f  the a tto rn ey s  at each  le v e l , 
fo r  exa m p le , w e re  em p loyed  in m e tro p o lita n  a r e a s , w h e re a s  the p r o p o r t io n  o f  c h ie f  a c 
countants and d ir e c t o r s  o f p e rs o n n e l fo r  a ll le v e ls  com b in ed  w as a p p ro x im a te ly  fo u r -f i f t h s  
and sev en -ten th s , r e s p e c t iv e ly , w ith a s m a lle r  p ro p o r t io n  at the lo w e s t  le v e ls . In 64 o f 
the 81 w ork  le v e ls  stud ied , 85 p e r c e n t  or  m o r e  o f  the em p loym en t w as in m e tro p o lita n  
a r e a s . It is  apparent, th e r e fo r e , that although a v e ra g e  s a la r ie s  u su a lly  w e re  lo w e r  in 
n on m etrop o lita n  cou n tie s , in th ose  w ork  le v e ls  in w h ich  n e a r ly  a ll o f the em p loym en t w as

Although keypunch supervisors V were surveyed, as defined in appendix D, too few employees met requirements for this level; 
to warrant presentation of salary figures.
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in  m e tro p o lita n  a r e a s , n on m etrop o lita n  cou n ties  cou ld  have litt le  e ffe c t  upon the a v e ra g e s  
fo r  a ll  e s ta b lish m en ts  co m b in e d . O nly in  fiv e  o f  the 81 w o rk  le v e ls  studied  w e r e  a v e r 
age  s a la r ie s  m o r e  than 1 .5  (but not m o r e  than 2 .5 ) p e r ce n t  h igh er in  m e tro p o lita n  a re a s  
than in  a ll a re a s  com b in ed ; in  a ll o f  th ese  c a s e s  the p ro p o r t io n  o f  the to ta l em p loym en t 
w ith in  n on m etrop o lita n  cou n ties  ranged  a p p ro x im a te ly  b etw een  on e -ten th  and o n e -th ir d .

In c r e a s e s  in a v e ra g e  s a la r ie s  in m e tro p o lita n  a re a  e s ta b lish m en ts  fr o m  June 1969 
to June 1970 w e r e  w ith in  o n e -h a lf  p e rce n ta g e  point o f  in c r e a s e s  re p o r te d  fo r  a ll a re a s  
stud ied  in 67 o f  the 77 le v e ls  fo r  w h ich  y e a r - t o - y e a r  in c r e a s e s  w e r e  re p o r te d . T he y e a r -  
t o -y e a r  in c r e a s e s  in m e tro p o lita n  a r e a s  c o m p a re d  w ith  a ll a re a s  w e re  la r g e r  f o r  32, sm a lle r  
fo r  30 le v e ls ,  and the sam e fo r  15.

S a la ry  L e v e ls  in L a rg e  E sta b lish m en ts

It w as p o s s ib le  to p re se n t  sep a ra te  data fo r  75 o f  the 81 o ccu p a tio n  w o rk  le v e ls  fo r  
a ll e s ta b lish m en ts  w ith  2 ,5 0 0  e m p lo y e e s  o r  m o r e  (tab le  3). C o m p a r iso n s  betw een  e m 
p loy m en ts  and re la t iv e  sa la ry  le v e ls  in th ese  e s ta b lish m en ts  and a ll e s ta b lish m en ts  c o m 
b in ed  a ls o  a re  p re se n te d . E sta b lish m en ts  em p loy in g  2, 500 o r  m o r e  a ccou n ted  fo r  a lm o st  
th re e -e ig h th s  o f the em p loym en t in  p r o fe s s io n a l ,  a d m in is tra tiv e , s u p e r v is o r y , and c le r i c a l  
o ccu p a tio n s  w ith in  s co p e  o f  the su rv e y , and n e a r ly  tw o -fi fth s  o f  to ta l em p loym en t in  the 
s e le c te d  o ccu p a tio n s  stu d ied . L a rg e  e sta b lish m en ts  a ccou n ted  fo r  vary in g  p ro p o r t io n s  o f  
to ta l em p loym en t in the 75 o ccu p a tio n a l w o rk  le v e ls  shown in  tab le  3, ranging fr o m  16 to 
75 p e r ce n t  ( f i le  c le r k s  I and jo b  a n a ly sts  IV , r e s p e c t iv e ly ) .

The sa la ry  le v e ls  in  la r g e  e s ta b lish m e n ts , e x p r e s s e d  as a p e r ce n t  o f  le v e ls  in  a ll 
e s ta b lish m en ts  co m b in e d  ran ged  fr o m  99 fo r  b u y e rs  IV , and a tto rn e y s  VI to 116 fo r  d i r e c 
to r s  o f p e r s o n n e l III. A s  show n in  the fo llo w in g  tabu lation , sa la ry  a v e ra g e s  fo r  la rg e  e s 
ta b lish m en ts  e x ce e d e d  the a ll  e s ta b lish m en t a v e ra g e s  by  5 p e r ce n t  or  m o r e  in 19 21 c le r i c a l
jo b s ,  but in  on ly  22 o f  54 n o n c le r ic a l  jo b s .

Number of job categories
Pay levels in large 
establishments as Professional,

percent of all administrative,
establishment average and technical Clerical

Total — ................ ........... ...........— 54 21

95-100 ------------------------------------------- — 3
101-104--------------------- ------- —.............. 29 2
105-109 ---------- -------------- --------- ----------- 15 12
110 and over---------------------------------------- 7 T

The re la t iv e  sa la ry  le v e ls  in  la r g e  e sta b lish m en ts  tended  to be h igh est fo r  w o rk  le v e ls  
in  w h ich  such  esta b lish m en ts  a ccou n ted  fo r  the s m a lle s t  p ro p o r t io n  o f  the to ta l em p loym en t. 
T hu s, w h ile  the d e g re e  o f  em p loym en t co n ce n tra tio n  in  la r g e  e sta b lish m en ts  ranged  fr o m  
16 to 46 p e rce n t  fo r  c le r i c a l  jo b s ,  such  f ir m s  con tr ib u ted  40 p e r ce n t  o r  m o re  o f  the e m 
p loy m en t in  a lm o s t  th r e e -f i f th s  o f  the n o n c le r ic a l  jo b s .

Sa lary  D istr ib u tion

P e r c e n t  d is tr ib u tion s  o f  e m p lo y e e s  by m onth ly  s a la r ie s  a re  p re se n te d  fo r  the p r o f e s 
s ion a l and a d m in is tra tiv e  o ccu p a tio n s  in  tab le  4, and fo r  en g in eerin g  te ch n ic ia n s  and k e y 
punch s u p e r v is o r s  in  tab le  5; d is tr ib u tion s  by w eek ly  s a la r ie s  a re  show n fo r  e m p lo y e e s  in 
d ra ftin g  and c le r i c a l  o ccu p a tio n s  in  tab le  6. 15 W ithin a lm o s t  a ll o f  the 81 o ccu p a tio n  w ork  
le v e ls ,  sa la ry  ra tes  fo r  som e  o f  the h igh est pa id  e m p lo y e e s  w e re  tw ice  th ose  o f  the lo w e st

15 Technical considerations dictated the summarization of employee distributions by weekly salaries for drafting and clerical jobs.
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paid  e m p lo y e e s . The a b so lu te  sp rea d  betw een  h igh est and lo w e s t  paid  w o r k e r s  w ith in  g iven  
w o rk  le v e ls  tended  to w iden  w ith  ea ch  s u c c e s s iv e  w o rk  le v e l  fo r  m o s t  o ccu p a tio n s  in w h ich  
tw o le v e ls  o r  m o r e  w e r e  su rv e y e d . A ll o ccu p a tio n s  in  w h ich  two le v e ls  o r  m o r e  o f w o rk  
w e r e  su rv e y e d  show ed  a su bstan tia l d e g re e  o f ov e r la p p in g  o f in d iv idua l s a la r ie s  b etw een  w o rk  
le v e ls  in the sa m e o ccu p a tio n . R anges in sa la ry  ra te s  o f e m p lo y e e s  in e s ta b lish e d  pay 
g ra d es  o r  w o rk  le v e ls  w ith in  sa la ry  s tru c tu re s  o f in d iv idua l f i r m s  a ls o  o v e r la p p e d  substantia lly .

The m id d le  50 and 80 p e rce n t  o f the ran ge , and the m ed ian  sa la ry  f o r  e</:h o ccu p a tio n  
w o rk  le v e l  have been  ch a rted  (ch a rts  3 and 4) to point up o ccu p a tio n a l pay re la t io n sh ip s  as 
w e ll as the ty p ica lly  g re a te r  d e g re e  o f sa la ry  d is p e r s io n  a s s o c ia te d  w ith the h igh er w ork  
le v e ls  in  each  occu p a tion a l s e r ie s .

Distribution of work levels by degree of dispersion 
(salary range of middle 50 percent of employees 

____ expressed as a percent of median salary)____

15 20 25
and and and 30

Under under under under and
Occupational group Total 15 20 25 30 over

All levels--------------------- 81 4 23 38 15 i

Accountants---------------------------- 5 4 1
Auditors----- ---------- -—---- —— 2 2
Chief accounts------------------------ 4 1 2 1
Attorneys-------------------------------- 6 1 4 1
Buyers------------------------------------ 1 3
Job analysts ---------------- ----------- 4 2 2
Directors of personnel —-------— 4 3 1
Chemists-------------------------------- 8 1 2 5
Engineers -------- ---------------------- 8 3 4 1
Engineering technicians------------- 5 4 1
Drafting--------------- ----------------- 1 2 1
Keypunch supervisors----—---- — 4 1 3
Clerical ------------ ------------------- 21 1 11 8 i

E x p re ss in g  the sa la ry  range o f  the m id d le  50 p e rce n t  o f e m p lo y e e s  in each  w o rk  le v e l 
as a p e rce n t  o f the m ed ian  sa la ry  p erm itted  co m p a r is o n  o f  sa la ry  ran ges on the sam e b a s is  
and e lim in a ted  e x tre m e  low  and high s a la r ie s  fr o m  each  co m p a r is o n . A s shown in the ta b 
u la tion , the d e g re e  o f d is p e rs io n  w as betw een  15 and 30 p e rce n t  o f the m ed ian  sa la ry  in a ll 
but fiv e  w ork  le v e ls  (11. 1, 1 2 .0 , and 1 4 .6  fo r  en g in eers  I, II, and III, r e s p e c t iv e ly , 1 4 .9  fo r  
ch e m is ts  II, and 3 0 .4  fo r  sw itch b oa rd  o p e ra to r s  I). This re la t iv e  sp rea d  tended to be  s m a lle r  
fo r  the p r o fe s s io n a l , a d m in is tra tiv e , and en g in eerin g  tech n ic ia n  w ork  le v e ls  than fo r  the 
c le r i c a l  and dra ftin g  le v e ls  studied .

D iffe r e n c e s  in  the range o f  s a la r ie s  paid  in d iv idua ls w ithin w o rk  le v e ls  su rv ey ed  r e 
f le c t  a v a r ie ty  o f  fa c to r s  oth er  than d if fe r e n c e s  in the range o f duties and re s p o n s ib ilit ie s  
e n co m p a sse d  by the v a r iou s  w ork  le v e l d e fin it ion s . Tw o th ese  fa c t o r s  a re  sa la ry  s t r u c 
tu res  w ithin  e sta b lish m en ts  w h ich  p rov id e  fo r  a range o f ra tes  fo r  each  grade le v e l and 
re g io n a l v a r ia t io n s , p a r t icu la r ly  in  the c le r i c a l  le v e ls  ( c l e r ic a l  e m p lo y e e s  a re  u su a lly  r e 
cru ited  lo c a lly , w h ile  the jo b  f ie ld  tends to be b ro a d e r  r e g io n a lly , o ften  national in s co p e , 
fo r  the p r o fe s s io n a l and a d m in is tra tiv e  o c cu p a tio n s ). 16 A s poin ted  out e a r l ie r  (and in d ica ted  
in tab le  7 and ch a rt 5 ), em p loym en t in  the v a r iou s  in d u str ies  w ithin  the scop e  o f  the su rvey  
v a r ie s  co n s id e ra b ly  fr o m  o ccu p a tion  to o ccu p a tion . T h ese  va r ia t ion s  in em p loym en t a re  
r e f le c te d  a lso  in sa la ry  le v e ls  and d istr ib u tion s  to the extent that s a la r ie s  d if fe r  by in du stry , 
as exp la ined  in the fo llow in g  se ction .

P ay D iffe re n ce s  by Industry

The su rv ey  w as planned to p erm it p u b lica tion  o f  n ation a l sa la ry  estim a tes  by  le v e l  o f  
w ork . By com bin in g  the data fo r  a ll le v e ls  o f w ork  stud ied  in each  occu p a tion , it was 
p o ss ib le  to p resen t co m p a r iso n s  betw een  re la t iv e  sa la ry  le v e ls  in m a jo r  in du stry  d iv is io n s

^  For an analysis of interarea pay differentials in clerical salaries, see Area Wage Survey: Metropolitan Areas, United States 
and Regional Summaries. 1968—69 (BLS Bulletin 1625-91, 1970).

1 1

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



C h a r t  3 .  S a l a r i e s  i n  P r o f e s s i o n a l  a n d  T e c h n i c a l  

O c c u p a t i o n s ,  J u n e  1 9 7 0

Median Monthly Salaries and Ranges Within Which Fell 50 Percent and 80 Percent of Employees 
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C h a r t  4 .  S a l a r i e s  i n  A d m i n i s t r a t i v e  a n d  C l e r i c a l  
O c c u p a t i o n s ,  J u n e ,  1 9 7 0

Median Monthly Salaries and Ranges Within Which Fell 50 Percent and 80 Percent of Employees
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C h a r t  5 .  R e l a t i v e  E m p l o y m e n t  i n  S e l e c t e d  

O c c u p a t i o n a l  G r o u p s  b y  I n d u s t r y  D i v i s i o n ,  J u n e  1 9 7 0

OCCUPATIONAL
GROUPS

Accountants and 
chief accountants

Auditors

Attorneys

Buyers

Directors of personnel 
and job analysts

Chemists

Engineers

Engineering techni
cians and draftsmen

Keypunch supervisors 

Clerical employees

Manufacturing Public utilities Finance, insurance, Trade and
and real estate selected services

I
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and a ll in d u str ie s  com b in ed  (table 8). T o obta in  re la t iv e  sa la ry  le v e ls ,  the a ll - in d u s tr y  
em p loym en t in each  w ork  le v e l  w as u sed  as a con stan t em p loym en t w eight to com p u te  
a g g re g a te s  in ea ch  in d u stry  d iv is io n  to e lim in a te  the in flu en ce  o f d if fe r e n c e s  am ong in d u stry  
d iv is io n s  in  the p ro p o r t io n  o f  em p loym en t in  v a r io u s  w o rk  le v e ls .  The in d u stry  d iv is io n  
a g g re g a te s  fo r  w o rk  le v e ls  w ithin  an o ccu p a tion  w e re  com b in ed  and e x p r e s s e d  as p e rce n ta g e s  
o f the co r re s p o n d in g  a g g re g a te s  in a ll  in d u str ie s  com b in ed .

The re la t iv e  sa la ry  le v e ls  fo r  m o s t  o f the p r o fe s s io n a l ,  a d m in is tra tiv e , c le r i c a l  s u p e r 
v is o r y ,  and te ch n ica l su p p ort o ccu p a tion s  tended to be  n e a r e s t  100 p e r ce n t  o f the a ll - in d u s tr y  
le v e ls  in m a n u fa ctu rin g , w hich  had 57 to 91 p e r ce n t  o f the e m p lo y e e s  in  9 o f the 12 o c c u 
p a tio n s . R e la tive  sa la ry  le v e ls  in the p u b lic  u tilit ie s  and s e le c te d  s e r v ic e s  in d u str ie s  w e re  
g e n e ra lly  the h ig h est. F o r  e n g in e e rs , h o w e v e r , the f ig u re s  w e re  97 p e r c e n t  f o r  p u b lic  
u t i l it ie s , 98 p e r c e n t  f o r  s e le c te d  s e r v ic e s ,  and 101 p e r c e n t  fo r  m an u fa ctu rin g . C o n v e rs e ly , 
fo r  e n g in eerin g  te ch n ic ia n s , p u b lic  u tilit ie s  show ed  a re la t iv e  sa la ry  o f 107, w h ile  s e le c te d  
s e r v ic e s  re p o r te d  102, and m an u factu rin g  99. R e la tiv e  s a la ry  le v e ls  fo r  8 o f the 9 c le r i c a l  
o ccu p a tion s  w e re  h ig h est in the p u b lic  u tilit ie s  in d u s tr ie s .

F o r  a ll  o f  the c le r i c a l  o ccu p a tion s  stu d ied , and fo r  a m a jo r ity  o f  the p r o fe s s io n a l and 
a d m in is tra tiv e  o ccu p a tion s  in w h ich  c o m p a r is o n s  cou ld  be m a d e , re la t iv e  sa la ry  le v e ls  w e re  
lo w e r  in  r e ta il  trade  and in fin a n ce , in su ra n ce , and r e a l  e sta te  than in  o th er in d u stry  d iv i 
s io n s . It is  a p p aren t, th e r e fo r e , that in th ose  o ccu p a tion s  in w h ich  r e ta il  tra d e  and the 
fin a n ce  in d u str ie s  in clu d e  a su bstan tia l p ro p o r t io n  o f the to ta l em p loym en t, the a v e ra g e  
s a la r ie s  fo r  a ll in d u str ie s  com b in ed  a re  lo w e re d , and the re la t iv e  le v e ls  in in d u str ie s  such  
as m an u factu rin g  and p u b lic  u t ilit ie s  tend to be w e ll a b ov e  100 p e rce n t  o f the a ll - in d u s tr y  
le v e l . F o r  e x a m p le , re la t iv e  pay le v e ls  fo r  fi le  c le r k s  o f 108 p e r ce n t  in  m an u factu rin g  
and 121 p e rce n t  in  p u b lic  u t il it ie s  r e f le c t  the in flu en ce  o f lo w e r  s a la r ie s  fo r  the high p r o 
p ortion  (59 p ercen t) o f  a ll - in d u s tr y  em p loym en t in clu ded  in the fin an ce  in d u s tr ie s . The 
fin a n ce  in d u s tr ie s , h o w e v e r , a ls o  r e p o r te d  lo w e r  a v e ra g e  stan dard  w e e k l y  h ou rs  than in  
the oth er  in d u str ie s  su rv e y e d , as show n in table 9.

A v e r a g e  Standard W eek ly  H ou rs

The length o f the stan dard  w ork w eek , on w h ich  the reg u la r  s tra ig h t -t im e  sa la ry  w as 
b a se d , w as obta ined  fo r  in d iv idua l e m p lo y e e s  in  the o ccu p a tion s  stu d ied . W hen in d iv idu a l 
w eek ly  h ou rs  w e re  not a v a ila b le , p a r t ic u la r ly  fo r  som e  h igh er  le v e l  p r o fe s s io n a l and a d m in 
is t r a t iv e  p o s it io n s , the p red om in an t w ork w eek  o f  the o f f ic e  w o r k f o r c e  w as u sed  as the 
stan dard  w ork w eek . The d is tr ib u tion  o f  a v e ra g e  w eek ly  h ou rs  (rou n ded  to the n e a re s t  
h a lf h our) is  p re se n te d  in tab le  9 fo r  a ll  w ork  le v e ls  o f  ea ch  o ccu p a tion  com b in ed  in m a jo r  
in du stry  d iv is io n s  su rv e y e d . A v e r a g e  w e e k ly  h ou rs  w e re  lo w e r  in fin a n ce , in su ra n ce , and 
r e a l  esta te  than in the oth er in du stry  d iv is io n s . T hu s, in fin an ce  in d u s tr ie s , w ork w eek s  
a v e ra g e d  38 h ou rs  fo r  a m a jo r ity  o f  the o ccu p a tio n s , c o m p a re d  to 39 or  39. 5 h ou rs  in the 
rem a in in g  in d u str ie s  su rv e y e d . 17

17 For information on schedule weekly hours of office workers employed in metropolitan areas, see Area Wage Survey; Selected 
Metropolitan Areas, 1968—69 (BLS Bulletin 1625-90, 1970).
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Table 1. Average salaries: United States

(E m p loy m en t and a v e ra g e  sa la r ie s  fo r  s e le c te d  p r o fe s s io n a l, a d m in is tra tiv e , te ch n ica l, and c l e r i c a l  o ccu p a tio n s  
in  p r iv a te  in d u s t r y ,1 U nited States e x ce p t  A lask a  and H aw aii, June 1970, and p e rce n t in c r e a s e  in 
m ean s a la r ie s  du ring  the y e a r 2)

O ccu pa tion  and c la s s  
(See d e fin it io n s  in  appen dix  C)

N u m ber
o f

e m p lo y e e s  3

M onthly s a la r ie s  4 A nnual s a la r ie s  4 P e rce n t
in cre a se

in
m ean 

sa la r ie s  2
M ean M edian

M iddle range 5
M ean M edian

M idd le ran ge 5
F ir s t

qu artile
T h ird

q u artile
F ir s t

q u artile
T hird

q u artile

A ccou n ta n ts  and a u d itors

A ccou n ta n ts  I ----------------------------------------------------- 4, 795 $709 $710 $650 $765 $8, 503 $8, 520 $7, 800 $ 9, 180 6. 3
A ccou n can ts I I -----------------------*----------------------------- 10, 414 801 800 730 871 9, 609 9, 600 8, 760 10, 452 6. 6
A ccou n ta n ts I I I ---------------------------------------- ---------- 25, 777 891 875 800 973 10, 686 10, 500 9, 600 11, 676 6. 6
A ccou n ta n ts I V --------------------------------------------------- 17, 559 1, 063 1, 050 955 1, 166 12, 755 12, 600 11, 460 1 3 ,9 92 6. 6
A ccou n ta n ts V ----------------------------------------------------- 6, 331 1, 290 1, 260 1, 151 1, 400 15, 477 15, 120 13, 812 16, 800 7. 7

A u d ito rs  I ----------------------------------- ------------------------ 804 741 726 674 816 8, 894 8, 712 8, 083 9, 792 6. 3
A u d ito rs  I I ---------------------------------------------------------- 1, 842 830 800 735 917 9, 955 9, 600 8, 820 11, 004 7. 2
A u d ito rs  I I I --------------------------------------------------------- 4, 323 956 937 850 1, 041 11, 475 11, 244 10, 200 12, 492 7. 0
A u d ito rs  I V --------------------------------------------------------- 2, 243 1, 170 1, 166 1, 044 1, 274 14, 044 13, 992 12, 528 15, 288 7. 0

C h ief a ccou n ta n ts I ------------------------------------------- 599 1, 160 1, 166 1, 000 1, 295 13, 917 13, 992 12, 000 15, 540 5. 3
C h ief a ccou n ta n ts I I ------------------------------------------ 1, 260 1, 304 1, 308 1, 123 1, 426 15, 647 15, 696 13, 476 17, 112 6. 9
C h ief a ccou n ta n ts I I I ----------------------------------------- 703 1, 565 1, 540 1, 390 1, 667 18, 780 18, 480 16, 680 20, 004 6. 0
C h ief a ccou n ta n ts I V ---------------------------------------- 287 1, 928 1, 933 1, 666 2, 104 23, 133 23, 196 19, 992 25, 248 12. 4

A tto rn e y s

A tto rn e y s  I --------------------------------------------------------- 634 988 1, 000 856 1, 083 11, 859 12, 000 10, 272 12, 996 7. 6
A tto rn e y s  I I -------------------------------------------------------- 1, 249 1, 132 1, 110 978 1, 250 13, 585 13, 320 11, 736 15, 000 6. 3
A tto rn e y s  I I I ------------------------------------------------------ 1, 775 1, 407 1, 403 1, 250 1, 518 16, 884 16, 836 15, 000 18, 216 6. 3
A tto rn e y s  I V ------------------------------------------------------ 1, 659 1, 692 1, 666 1, 456 1, 875 20, 304 19. 992 17, 472 22, 500 6. 0
A tto rn e y s  V -------------------------------------------------------- 793 2, 116 2, 083 1, 845 2, 332 25, 391 24, 996 22, 140 27, 984 7. 2
A tto rn e y s  V I ------------------------------------------------------ 458 2, 753 2, 667 2, 414 3, 073 33, 032 32, 004 28, 968 36, 876 12. 3

B u yer s

B u y e rs  I ------------------------------------------------------------- 2, 490 709 696 639 775 8, 512 8, 352 7, 668 9, 300 8. 1
B u y ers  I I ------------------------------------------------------------ 10, 137 813 800 723 895 9, 759 9, 600 8 ,6 7 6 10, 740 5. 3
B u y e rs  I I I ---------------------------------------------------------- 13, 091 972 958 870 1, 069 11,665 11, 496 10, 440 12, 828 6. 6
B u y e rs  IV ---------------------------------------------------------- 4, 968 1, 158 1, 135 1, 025 1, 274 13, 895 13, 620 12, 300 15, 288 5. 7

P e rso n n e l m anagem ent

Job a n a ly sts  I ---------------------------------------------------- 123 745 736 666 835 8, 938 8, 832 7, 992 10, 020 9. 8
Job  a n a ly sts  I I -------------------------------------------------- 370 798 803 725 862 9, 571 9, 636 8, 700 10, 344 5. 4
Job a n a ly sts  I I I ------------------------------------------------- 609 932 924 839 1, 026 11, 183 11, 088 10, 068 12, 312 5. 5
Job a n a ly sts  I V ------------------------------------------------- 626 1, 086 1, 091 983 1, 191 13, 035 13, 092 11, 796 14, 2 9 2 1. 6

D ir e c t o r s  o f p e rso n n e l I -------------------------------- 1, 057 1, 049 1, 050 925 1, 150 12, 593 12, 600 11, 100 13, 800 6. 3
D ir e c to r s  o f p e rso n n e l I I ------------------------------- 1, 963 1, 236 1, 188 1, 096 1, 350 14, 832 14, 256 13, 152 16, 200 6. 5
D ir e c to r s  o f p e rso n n e l I I I ------------------------------ 1, 035 1, 535 1, 477 1, 356 1, 666 18, 419 17, 724 16, 272 19, 992 10. 0
D ir e c to r s  o f p e r so n n e l I V ------------------------------ 409 1, 827 1, 833 1, 550 2, 013 21, 920 21, 996 18, 600 24, 156 6. 5

C h em ists and e n g in e e rs

C h em ists  I --------------------------------------------------------- 1, 601 764 765 700 825 9, 164 9, 180 8, 400 9, 900 4. 9
C h em ists  I I -------------------------------------------------------- 5, 211 853 850 784 911 10, 233 10, 200 9, 408 10, 932 6. 3
C h em ists H I ------------------------------------------------------ 9, 158 978 965 880 1, 060 11, 737 11, 580 10, 560 12, 720 6. 1
C h em ists I V ------------------------------------------------------ 11 ,143 1, 185 1, 175 1, 055 1, 307 14, 218 14, 100 12, 660 15, 684 6. 4
C h em ists  V ------------------------------------------------------- 7, 407 1, 422 1, 408 1, 275 1, 558 17, 066 16, 896 15, 300 18, 696 6. 1
C h em ists  V I ------------------------------------------------------ 4, 249 1, 642 1, 625 1, 480 1, 813 19, 700 19, 500 17, 760 21, 756 6. 3
C h em ists V I I ----------------------------------------------------- 1, 700 1, 911 1, 843 1, 675 2, 081 22, 937 22, 116 20, 100 24, 972 2. 1
C h em ists  V I H --------------------------------------------------- 483 2, 311 2, 249 2, 037 2, 542 27, 731 26, 988 24, 444 30, 504 2 . 4

E n g in e e rs  I ------------------------------------------------------- 13, 028 851 850 806 900 10, 209 10, 200 9, 672 10, 800 5 . 7
E n g in eers  I I ------------------------------------------------------ 32, 117 923 917 865 975 11, 077 11, 004 10, 380 11, 700 5 . 9
E n g in eers  H I ----------------------------------------------------- 85, 759 1, 029 1, 025 950 1, 100 12, 350 12, 300 11, 400 13, 200 5 . 5
E n g in eers  I V ----------------------------------------------------- 114, 365 1, 225 1, 216 1, 117 1, 320 14, 695 14, 592 13, 404 15, 840 5. 8
E n g in e e rs  V ------------------------------------------------------ 78, 391 1, 417 1, 412 1, 275 1, 540 17, 004 16, 944 15, 300 18, 480 5. 6
E n g in eers  V I ----------------------------------------------------- 41, 259 1, 623 1, 621 1, 465 1, 760 19, 471 19, 452 17, 580 21, 120 4. 8
E n g in e e rs  V I I --------------------------------------------------- 15, 460 1, 861 1, 850 1, 674 2, 020 22, 328 22, 200 20, 088 24, 240 5. 3
E n g in e e rs  V H I -------------------------------------------------- 3, 884 2, 116 2, 068 1, 851 2, 300 25, 393 24, 816 22, 212 27, 600 5. 7

T e ch n ica l support

E n g in eerin g  tech n ic ia n s  I ----------------------------- 4, 685 525 525 469 576 6, 298 6, 300 5, 628 6, 912 6. 0
E n g in eerin g  tech n ic ia n s  I I ---------------------------- 14, 546 627 619 570 678 7, 520 7, 428 6, 840 8, 136 7. 3
E n g in eerin g  tech n ic ia n s  I I I --------------------------- 26, 998 712 706 650 769 8, 541 8, 472 7, 800 9, 228 6. 2
E n g in eerin g  tech n ic ia n s  I V --------------------------- 31, 478 820 815 747 883 9, 837 9, 780 8, 964 10, 596 5. 8
E n g in eerin g  tech n ic ia n s  V ---------------------------- 16, 621 920 915 846 991 11, 043 10, 980 10, 152 11, 892 7. 0

See foo tn o te s  at end o f table.
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Table 1. Average salaries: United States— Continued

(E m p loym en t and a vera g e  sa la r ie s  fo r  s e le c te d  p r o fe s s io n a l, a d m in is tra tiv e , te ch n ica l, and c l e r i c a l  occu p a tion s  
in  p r iv a te  in d u s tr y ,1 United States e x ce p t  A lask a  and H awaii, June 1970, and p e r ce n t  in c r e a s e  in 
m ean  s a la r ie s  du ring  the y e a r 2)

O ccupation  and c la s s  
(S ee de fin ition s  in appendix C)

T e ch n ica l su p port— Continued

D ra ftsm e n -tra c  e r  s ----------------------------------
D ra ftsm en  I ----------------------------------------------
D ra ftsm en  I I ----------------------------------------------
D ra ftsm en  I I I --------------------------------------------

C le r ic a l s u p e rv is o ry

K eypunch s u p e rv is o rs  I ------------------------------------
K eypunch s u p e rv is o rs  I I -----------------------------------
K eypunch s u p e rv is o rs  I I I ---------------------------------
K eypunch s u p e rv is o rs  IV ----------------------------------

C le r ica l

C le rk s , a ccou n tin g  I ------------------------------------------
C le rk s , a ccou n tin g  I I ----------------------------------------
C le rk s , f i le  I ------------------------------------------------------
C le rk s , f i le  I I ------------------------------------------------------
C le rk s , f i le  I-II-----------------------------------------------------
K eypunch o p e r a to r s  I ----------------------------------------
K eypunch o p e r a to r s  I I ----------------------------------------
O ffice  b o y s  o r  g ir ls  -------------------------------------------
S e cr e ta r ie s  I -------------------------------------------------------
S e cr e ta r ie s  II ------------------------------------------------------
S e cr e ta r ie s  I I I ------------------------------------------------------
S e c r e ta r ie s  I V ------------------------------------------------------
S ten og ra p h ers , g e n e r a l --------------------------------------
S ten og ra ph ers , s e n io r  ---------------------------------------
S w itchboard  o p e r a to r s  I ------------------------------------
S w itchboard  o p e r a to r s  I I -----------------------------------
T a b u la tin g -m ach in e  o p e r a to r s  I ---------------------
T ab u la tin g -m ach in e  o p e r a to r s  I I ---------------------
T ab u la tin g -m ach in e  o p e r a to r s  H I --------------------
T yp is ts  I ---------------------------------------------------------------
T yp is ts  II----------------------------------------------------------------

N um ber
o f

e m p lo y e e s  3

M onthly sa la r ie s  4 Annual sa la r ie s  4 P e rcen t 
in c re a s e  

in
m ean 

s a la r ie s  2
Mean M edian

M iddle range 5
M ean M edian

M iddle range 5
F ir s t

qu artile
T hird

qu artile
F ir s t

q u artile
T hird

q u artile

4, 992 $473 $458 $407 $525 $5, 675 $5, 501 $4, 883 $ 6, 299 7. 1
19, 932 567 560 491 626 6, 805 6, 719 5, 892 7, 510 5. 4
32, 752 697 688 624 765 8, 364 8, 254 7, 486 9, 177 4. 7
28, 343 850 833 756 916 10, 204 9, 990 9, 072 10, 993 4. 6

1, 190 574 570 500 650 6, 883 6 ,8 4 0 6, 000 7, 800 ( ‘ >
1, 444 647 625 563 735 7, 763 7, 500 6, 756 8, 820 (? )

889 691 666 595 769 8, 297 7, 992 7, 140 9, 228 (? )
281 824 815 726 917 9, 894 9, 780 8, 712 11, 004 ( 6)

87, 609 439 424 374 489 5, 268 5, 087 4, 484 5, 866 6. 6
60, 169 568 554 485 641 6, 815 6, 648 5, 826 7, 691 5. 7
31, 145 343 331 305 369 4, 119 3, 968 3, 659 4, 432 6. 1
29, 941 381 369 330 413 4, 571 4, 432 3, 963 4, 953 5. 6

8, 772 459 446 388 517 5, 508 5, 347 4, 659 6, 207 3. 5
64, 645 426 412 366 469 5, 114 4, 945 4, 391 5, 631 6. 6
49, 024 485 478 430 534 5, 820 5, 735 5, 159 6, 403 6. 2
28, 845 379 369 332 411 4, 548 4, 432 3, 983 4, 934 6. 3
90, 862 522 520 460 579 6, 259 6, 239 5, 524 6, 943 6. 6
90, 995 582 578 513 652 6, 979 6, 935 6, 153 7, 821 6. 0
51, 723 625 623 543 700 7, 506 7, 471 6, 518 8, 398 6. 7
15, 991 679 675 582 766 8, 147 8, 098 6, 987 9, 188 5 .8
68, 301 456 448 394 513 5, 478 5, 370 4, 727 6, 155 5. 5
58, 912 521 515 455 587 6, 247 6, 179 5, 459 7, 039 6. 2
14, 146 426 417 359 486 5, 109 5, 005 4, 311 5, 830 6. 0
11, 641 501 497 435 556 6, 010 5, 965 5, 219 6, 674 5. 6

3, 515 461 445 400 504 5, 531 5, 339 4, 799 6, 048 10. 2
7, 950 538 529 474 600 6, 462 6, 351 5, 683 7, 195 6. 6
4, 328 651 639 576 704 7, 813 7, 665 6, 911 8, 447 6. 0

83, 788 393 385 348 428 4, 717 4, 614 4, 171 5, 140 6. 0
45, 156 456 445 400 499 5, 471 5, 339 4, 799 5, 987 6. 1

1 F o r  sco p e  o f  study, se e  table in appen dix  A .
2 F o r  lim ita tion s  o f p e r ce n t in c re a s e  in a v e ra g e  sa la r ie s  as a m e a su re  o f  change in sa la ry  s c a le s ,  see  p. 5 o f text.
3 O ccu pa tion a l em ploym en t est im a te s  re la te  to  the to ta l in a ll esta b lish m en ts  w ithin  sco p e  o f  the su rv e y  and not to  the n u m ber a ctu a lly  s u r 

veyed . F o r  fu rth er explanation , se e  p. 35.
4 S a la r ie s  re p o rte d  re la te  to  the standard  s a la r ie s  that w ere  paid fo r  standard w o rk  s c h e d u le s ; i . e .  , the s tra ig h t -t im e  sa la ry  co r re sp o n d in g

to the e m p lo y e e 's  n o rm a l w o rk  sch edu le  excluding  o v e r t im e  h ou rs . N on prod u ction  b on u ses  a re  e x clu d ed , but c o s t -o f - l iv in g  paym ents and in cen tiv e
ea rn in gs  a re  in clu ded .

* The m id d le  range (in terq u a rtile) u sed  h ere  is  the c e n tra l p art of the a r r a y  excluding the upper and lo w er  fou rths o f the em p lo y e e  d istribu tion .
6 Not su rvey ed  in  1969.
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Table 2. Average salaries: Metropolitan areas

(E m p loym en t and a vera g e  sa la r ie s  fo r  s e le c te d  p r o fe s s io n a l, a d m in is tra tive , te ch n ica l, and c l e r i c a l  o ccu p a tio n s  in pr iv a te  in dustry , 
m e tro p o lita n  a re a s , 1 June 1970)

O ccu pa tion  and c la s s  
(See de fin ition s  in appendix  C)

M onthly s a la r ie s 3 Annual s a la r ie s 3

o f
e m p lo y e e s  2 M ean

M iddle ra n ge4
M ean

M idd le ra n ge4
F ir s t

qu artile
T h ird

qu artile
F ir s t

qu artile
T h ird

qu artile

A ccountants and au d itors

A ccountants I ----------------------------------------------------- 4, 189 $712 $715 $65 2 $769 $ 8 , 547 $ 8 , 580 $ 7 , 824 $ 9 , 228
A ccountants II -------------------------------------------------- 9, 232 805 805 7 35 880 9, 665 9, 660 8, 820 10,560
A ccountants I II -------------------------------------------------- 21, 446 893 877 800 977 10, 722 10, 524 9, 600 11, 724
A ccountants I V --------------------------- -------------------- 14,994 1, 064 1 ,051 956 1, 166 12, 763 12, 612 11, 472 13, 992
A ccountants V --------------------------------------------------- 5, 447 1, 291 1, 267 1, 166 1, 400 15,487 15 ,2 04 13, 992 16,800

A u d itors  I ______________________________________ 782 747 730 675 824 8, 962 8, 760 8, 100 9, 888
A u d itors  I I _____________________________________ 1 ,702 834 800 7 37 925 10, 002 9, 600 8, 844 11, 100
A u d itors  I I I _______ ___ ___ __ ___ ___ ___________ 4, 004 955 937 850 1, 041 11,463 11, 244 10, 200 12, 492
A u d itors  IV--------------------------------------------------------- 2, 067 1, 173 1, 166 1, 058 1, 274 1 4 ,0 74 13 ,9 92 12, 696 15,288

C h ie f a ccoun tants I ___________________________ 477 1, 181 1, 166 1, 000 1, 308 14, 167 13, 992 12, 000 15,696
C h ie f accoun tants I I __________________________ 968 1, 307 1, 312 1, 104 1, 425 15,681 15. 744 13, 248 17,100
C h ie f accoun tants I I I --------------------------------------- 626 1 ,5 6 9 1 ,5  37 1 ,4 1 2 1, 667 18, 829 18, 444 16, 944 2 0 ,0 0 4
C h ie f accoun tants IV - _______________________ 258 1, 925 1, 933 1, 658 2, 137 23, 106 23, 196 19, 896 25, 644

A ttorn eys

A ttorn eys  I ________ -____________  _____ — ------ 600 988 1, 004 850 1, 083 11, 859 12, 048 10,200 12, 996
A tto rney  s I I ____________________________________ 1, 189 1, 132 1, 110 978 1, 256 13, 582 13, 320 11, 736 15, 072
A tto rn ey  s III______—__ -___ ___ _____________ 1 ,665 1 ,4 1 3 1 ,4 1 2 1, 250 1 ,541 16,958 16, 944 15,000 18, 492
A ttorn eys  I V _________________________ _____ 1, 617 1, 692 1 ,666 1, 456 1, 875 20, 307 19, 992 17, 472 2 2,5 00
A ttorn eys  V ____ _________ ___ ___ ____  ______ 746 2, 119 2, 084 1, 845 2, 335 25, 433 25, 008 22, 140 28, 020
A ttorn eys  V I ------------------------------------------------------ 453 2, 754 2 ,6 9 9 2, 406 3, 082 33, 043 32, 388 2 8 ,8 7 2 3 6 ,9 8 4

B u y ers

B u y e rs  I — ------------ -  -----  ----- ------------ 2, 136 717 701 650 784 8, 599 8, 412 7, 800 9, 408
B u y ers  I I ----------------------------------------------------------- 7 ,9 2 4 827 816 740 902 9 ,9 2 0 9, 792 8, 880 10,824
B u y ers  I I I ---------------------------------------------------------- 10, 814 975 960 875 1, 072 11, 702 11,520 10, 500 12, 864
B u y ers  IV ______________________________________ 4, 491 1, 161 1, 139 1, 025 1, 276 13, 926 13, 668 12, 300 1 5,3 12

P e rs o n n e l m anagem ent

J ob  a n alysts I __________________________________ 123 745 736 666 835 8, 938 8, 832 7 ,9 9 2 10, 020
J ob  a n a lysts II _ ------------------- ---------  ---------- 358 799 804 731 862 9, 583 9, 648 8, 772 10, 344
J ob  a n a lysts I I I __________________ ___________ 5 25 939 935 839 1, 036 11, 269 11, 220 10,068 12, 432
J ob  a n a lysts I V ----------  _ —  --------------------- 574 1, 081 1, 083 983 1, 182 12, 966 12, 996 11, 796 14, 184

D ir e c t o r s  o f  p e rso n n e l I -------------------------------- 690 1, 075 1 ,0 8 3 948 1, 160 12, 899 12, 996 11, 376 13, 920
D ir e c t o r s  o f p e rso n n e l I I ------------------------------- 1, 517 1, 242 1, 200 1, 096 1, 360 14, 902 14,400 1 3,1 52 16, 320
D ir e c to r s  o f  p e rso n n e l I I I ----------------------------- 803 1, 545 1 ,499 1, 355 1, 673 1 8,5 34 17,988 16, 260 2 0 ,0 76
D ir e c to r s  o f p e rso n n e l I V ----------------------------- 313 1, 819 1 ,8 3 3 1, 550 2, 013 21, 833 21, 996 18,600 24, 156

C h em ists  and e n g in eers

C h em ists  I --------------------  ---------------------------------- 1, 374 763 766 688 825 9, 151 9, 192 8, 256 9, 900
C h em ists  I I ____ _________________ ____ ____ _ 4, 438 856 854 790 911 10, 273 10,248 9, 480 10,932
C h e m ists  I I I ----- -------- ------------ -----  — - 7 ,6 6 7 985 975 886 1 ,075 11, 822 11,700 10, 632 12, 900
C h em ists  I V ___________________________ —— , ----- 9, 299 1, 191 1, 183 1, 061 1, 315 14, 295 14, 196 12, 732 15,780
C h em ists  V ____ _______________ _____ ____ ______ 6, 277 1, 428 1 ,416 1, 280 1, 566 17,141 1 6,9 92 15, 360 18, 792
C h em ists  V I ____________ .___._________ ______ _ 3, 688 1, 648 1, 624 1, 480 1, 820 19, 771 19,488 17,760 21, 840
C h em ists  V I I ----------------------------------------------------- 1, 462 1, 927 1, 863 1 ,681 2, 083 23, 128 22, 356 20, 172 2 4,9 96
C h em ists  V I I I --------------  ----------  ----------------  _ 443 2, 325 2, 250 2, 041 2, 600 2 7 ,9 0 3 2 7 ,0 0 0 2 4 ,4 9 2 31, 200

E n g in e e rs  I _ _ -  _ _ 12, 122 851 850 808 900 10, 218 10, 200 9, 696 10,800
E n g in eers  II -  ------  ------------------------  -------- — 2 9 ,2 15 926 919 866 978 11, 110 11, 028 10, 392 1 1,7  36
E n g in e e rs  I I I _________________________________ 7 6 ,3 5 4 1, 035 1, 032 958 1, 105 12, 420 12, 384 11, 496 13, 260
E n g in e e rs  I V __  ______________________________ 100, 930 1, 233 1, 225 1, 128 1, 326 14, 795 14, 700 13,536 15 ,9 12
E n g in e e rs  V ----- -------- ----------------------------------- 7 0 ,2 97 1 ,426 1 ,417 1, 286 1, 549 1 7 ,111 1 7,0 04 15, 432 18,588
E n g in e e rs  V I ______________ __________________ 36,580 1, 628 1 ,625 1, 475 1 ,763 19, 534 19, 500 17,700 21, 156
E n g in eers V I I __________________________________ 14, 062 1, 863 1, 853 1 ,683 2, 020 22, 351 22, 236 2 0 ,196 24, 240
E n g in eers  VIII _ __ —  — _ ------  _ 3, 484 2, 128 2 ,0 8 3 1 ,868 2, 307 2 5 ,5 30 24, 996 22, 416 2 7 ,6 8 4

T e ch n ica l support

E n g in eerin g  tech n ician s  I . ----------------------------- 3, 889 531 530 476 580 6, 366 6, 360 5 ,7 1 2 6, 960
E n g in eerin g  tech n ic ia n s  I I ----------------------------- 11,635 631 621 575 682 7, 572 7, 452 6, 900 8, 184
E n g in eerin g  tech n ic ia n s  III__________________ 22, 524 714 710 652 772 8, 571 8, 520 7 ,8 2 4 9, 264
E n g in eerin g  tech n ician s  I V . .  _______________ 27, 620 825 819 750 890 9, 897 9, 828 9, 000 10,680
E n g in eerin g  tech n ic ia n s  V --------------- ------------- 14 ,687 921 915 845 992 11, 053 10,980 10, 140 11, 904

See foo tn o te s  at end o f ta b le .
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Table 2. Average salaries: Metropolitan areas------Continued

(E m p loy m en t and a vera g e  sa la r ie s  fo r  s e le c te d  p r o fe s s io n a l, a d m in is tra tiv e , te ch n ica l, and c l e r i c a l  o ccu p a tio n s  in pr iv a te  in du stry , 
m e tro p o lita n  a re a s , 1 June 1970)

M onthly s a la r ie s 3 Annual s a la r ie s 3
O ccu pa tion  and c la s s  

(See de fin ition s  in appendix  C) o f
e m p lo y e e s 2 M ean

M idd le ra n ge4
M ean M edian

M idd le ra n g e4
F ir s t

q u artile
T h ird

qu artile
F ir s t

q u artile
T h ird

qu artile

T e ch n ica l support— Continued

D r a fts m e n -t r a c e r s  ------------------------------------------ 4, 272 $472 $45 3 $401 $526 $ 5 , 659 $ 5 , 431 $ 4 , 818 $ 6 , 317
D ra ftsm e n  I ------------------------------------------------------ 16,696 570 563 498 630 6 ,8 3 8 6, 755 5 ,9 7 0 7 ,5 5 8
D ra ftsm e n  I I ------------------------------------------------------ 2 6 ,850 704 695 630 769 8, 449 8, 342 7, 560 9, 229
D ra ftsm en  III --------------------------------------------------- 24, 956 858 840 763 930 10,298 10, 078 9, 156 11,157

C le r ic a l  s u p e rv is o ry

K eypunch s u p e rv is o rs  I ______________________ 1, 024 582 576 500 652 6, 988 6, 912 6 ,0 0 0 7, 824
K eypunch s u p e rv is o rs  I I --------------------------------- 1, 318 650 626 574 729 7 ,7 9 5 7 ,5 1 2 6 ,8 8 8 8 ,7 4 8
K eypunch s u p e rv is o rs  I I I ------------------------------- 765 700 678 606 785 8, 402 8, 136 7, 272 9, 420
K eypunch s u p e rv is o rs  I V ------------------------------- 255 822 815 734 891 9, 863 9 ,7 8 0 8, 808 1 0 ,6 92

C le r ic a l

C le rk s , a ccou n tin g  I ------  — ------------------------ 74, 081 445 430 375 497 5, 335 5, 162 4, 503 5, 965
C le rk s , a ccou n tin g  I I ------------------------------------- 51, 318 572 559 493 645 6, 869 6 ,7 0 7 5, 920 7, 738
C le rk s , f i le  I ----------------------------------------------------- 2 6 ,1 21 346 335 309 373 4, 152 4 ,0 1 9 3 ,7 0 7 4, 472
C le rk s , f i le  I I --------------------------------------------------- 26, 285 384 369 335 415 4 ,6 0 6 4, 432 4 ,0 1 5 4 ,9 7 9
C le r k s , f i le  III -------------------------------------------------- 7, 925 461 449 388 521 5 ,5 3 7 5, 394 4 ,6 5 9 6, 257
K eypunch o p e r a to r s  I ---------  ------------------------- 55, 320 434 417 374 478 5, 212 5, 005 4, 484 5 ,7 3 5
K eypunch o p e r a to r s  I I ------------------------------------ 42, 523 491 483 435 541 5, 897 5 .7 9 5 5, 214 6, 486
O ffic e  b o y s  o r  g ir ls  ---------------------------------------- 2 6 ,6 0 5 380 369 335 412 4, 554 4, 432 4, 015 4, 943
S e cr e ta r ie s  I ----------------------------------------------------- 81, 083 527 521 469 584 6, 323 6, 257 5, 625 7, 008
S e c r e ta r ie s  I I --------------------------------------------------- 82, 097 586 583 520 653 7 ,0 3 5 6 ,9 9 4 6, 239 7, 842
S e c r e ta r ie s  I I I -------------------------------------------------- 46, 713 633 630 552 704 7, 601 7 ,5 5 8 6 ,6 2 2 8, 447
S e c r e ta r ie s  I V -------------------------------------------------- 14, 392 691 691 595 775 8, 294 8, 290 7, 138 9, 298
S ten og ra p h ers , g e n e ra l --------------------------------- 5 9 ,3 5 5 461 450 400 518 5, 526 5, 406 4 ,7 9 7 6, 219
S ten og ra p h ers , s e n io r ------------------------------------ 51, 359 526 521 461 590 6, 315 6, 257 5, 527 7, 079
S w itch boa rd  o p e r a to r s  I --------------------------------- 12, 715 430 424 369 491 5, 162 5, 084 4, 425 5 ,8 9 2
S w itch boa rd  o p e r a to r s  II ____________________ 10,597 505 500 443 558 6 ,0 5 6 5 ,9 9 6 5, 318 6 ,7 0 2
T ab u la tin g -m ach in e  o p e r a to r s  I ____________ 3, 137 463 445 402 505 5 ,5 6 3 5, 339 4 ,8 2 3 6, 063
T ab u la tin g -m ach in e  o p e r a to r s  I I ___________ 7, 363 540 530 474 600 6, 476 6, 358 5 ,6 8 4 7, 198
T ab u la tin g -m ach in e  o p e r a to r s  I I I ---------------- 3, 917 654 637 576 715 7, 848 7 ,6 4 9 6, 911 8, 578
T y p is ts  I — — _________________________________ 72, 917 396 388 350 433 4, 754 4 ,6 5 9 4, 199 5, 195
T y p is ts  I I ------------------------------------------------------------ 41, 490 457 446 402 500 5, 488 5, 351 4 ,8 2 3 5, 996

1 F o r  sco p e  o f  study, see  table in appendix A .
2 O ccu pa tion a l em p loy m en t e s t im a te s  re la te  to the tota l in a ll  e s ta b lish m en ts  w ithin  sco p e  o f the su rvey  and not to  the n u m ber actu a lly  s u r 

v e yed . F o r  fu rth er  explanation , see  p. 35.
3 S a la r ie s  re p o rte d  re la te  to the standard sa la r ie s  that w e re  paid  fo r  standard  w o rk  sch e d u le s ; i .  e . , the s tra ig h t -t im e  sa la ry  co r re sp o n d in g  

to the e m p lo y e e ’ s n o rm a l w o rk  sch edu le  exclu d in g  o v e r t im e  h o u rs . N on prod u ction  b on u ses  a re  e x clu d ed , but c o s t -o f - l iv in g  paym ents and in cen tiv e  
ea rn in gs  a re  in clu ded .

* T he m id d le  range (in terq u artile ) u sed  h e re  is  the ce n tra l pa rt o f  the a rra y  e x clu d in g  the up per and. lo w e r  fou rth s o f  the em p lo y e e  d istr ib u tion .
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Tabic 3. Average salaries: Establishments employing 2,500 or more

(E m p loym en t and a v e ra g e  m onthly sa la r ie s  fo r  se le c te d  p r o fe s s io n a l, a d m in is tra tiv e , te ch n ica l, and c l e r i c a l  o ccu p a tio n s  in  pr iv a te  in du stry  1 
in e s ta b lish m en ts  em ploy in g  2, 500 w o rk e r s  o r  m o r e ,  2 U nited States e x ce p t  A lask a  and H aw aii, June 1970, p e r ce n t  in c r e a s e  in  m ean  
sa la r ie s  during the y e a r , 3 and co m p a r is o n  w ith le v e ls  in a ll e s ta b lish m en ts  com b in ed )

O ccu pa tion  and c la s s  
(See d e fin ition s  in appen dix  C)

Num be r 
o f

e m p lo y e e s  4

M onthly sa la r ie s  5 P e rce n t
in cre a s e

in
m ean 

s a la r ie s  3

L e v e ls  in  la rg e  e s ta b lish m en ts  
e x p r e s s e d  a s  p e r ce n t  o f  those 
in a ll esta b lish m en ts  com b in ed

M ean M edian
M idd le range 6

F ir s t  
qua r tile

T h ird  
qua r tile E m p loym en t M ean

A ccou n ta n ts  and au d itors

A ccou n ta n ts I _ ----- — — — __ -------- ------ 1, 901 $ 751 $ 750 $ 700 $805 7. 5 40 106
A ccou n tan ts I I --------------------- ---------------------------------- 5 ,4 9 4 837 835 775 912 6 .9 53 104
A ccou n ta n ts  I I I ____________________  _____________ 7, 948 935 931 843 1, 027 6. 2 31 105
A ccou n ta n ts IV  - -------------------------------------------------- 5, 073 1, 099 1, 097 991 1, 198 6. 1 29 103
A ccou n ta n ts V ----------------  — - — ------ 2. 579 1, 307 1, 290 1, 183 1, 434 7 .4 41 101

A u d ito rs  I _ 388 786 775 700 880 2. 7 48 106
A u d ito rs  II ----- -----  ---------------- —  ------------ - 822 877 850 766 990 5. 6 45 106
A u d ito rs  III ________________________ -____________ _ 1 ,579 991 975 864 1, 100 7. 7 37 104
A u d ito rs  IV -------------------------------------------------------  - 1 ,014 1, 174 1, 175 1, 063 1, 275 6. 7 45 100

C h ie f accou n tan ts I I I _____________________________ 182 1, 717 1, 707 1, 526 1, 880 7. 1 26 110
C h ie f accou n tan ts IV  __ __________________________ 115 2, 004 1, 999 1, 673 2, 208 11. 7 40 104

A ttorn eys

A tto rn e y s  I 14 3 1, 132 1, 155 1, 000 1, 250 11. 9 23 115
A tto rn e y s  I I ______________________  ____________  - 356 1, 277 1, 258 1, 125 1 ,416 8. 1 29 113
A tto rn e y s  I I I ________________ _______ _________ 522 1, 553 1, 542 1, 333 1, 700 8. 7 29 110
A ttorn eys  IV  ---------------------------------------------------------- 517 1, 820 1, 780 1, 600 2, 000 9. 8 31 108
A tto rn e y s  V _______________________________________ 337 2, 165 2, 132 1, 846 2 ,4 5 7 5. 7 42 102
A tto rn e y s  V I ---------------------------------------------------------- 240 2, 726 2, 667 2, 395 2, 999 8. 0 52 99

B u y ers

B u y ers  I _ — —  —  _ — ----- _ -------------- 757 787 782 713 850 9. 0 30 111
B u y ers  II —  -------  ---------  --------------------  — 2, 673 867 853 769 941 6. 8 26 107
B u y ers  III --------------------------------------- ----------------------- 5, 149 1, 005 997 899 1, 116 7. 6 39 103
B u y ers  IV  _ ----------  ------------------------  ----------------- 2, 918 1, 151 1, 125 1, 017 1, 254 5. 8 59 99

P e rso n n e l m anagem ent

Job a n a ly sts  II _ -------  __ -------- 206 815 810 735 890 6. 0 56 102
J ob  a n a ly sts  III __ ----- ---------------------------- 361 946 935 850 1, 026 7. 4 59 102
Job  a n a ly sts  IV  ___________________________________ 470 1, 106 1, 112 1, 004 1, 200 2. 7 75 102

D ir e c t o r s  o f p e rso n n e l III ---------------------------- 210 1, 783 1, 740 1 ,486 2, 095 9. 8 20 116
D ir e c to r s  o f p e rso n n e l IV ______________________ 130 2, 014 1, 934 1, 792 2, 227 6. 9 32 110

C h em ists  and e n g in eers

C h em ists  I _____________________________ 364 827 826 773 875 6. 4 23 108
C h em ists  II ------------------------------------------------------------ 1, 829 894 890 824 995 5. 8 35 105
C h em ists  III ----- --------------------------------  -  -  ------ 3, 100 1, 043 1, 041 940 1, 134 6. 8 34 107
C h em ists IV  ---------------------------------------------------------- 3, 972 1, 243 1, 245 1, 111 1, 373 6. 4 36 105
C h em ists  V ------------------------------------------------------------ 2, 781 1, 480 1 ,474 1, 333 1, 625 6. 3 38 104
C h em ists  VI ---------------------  -------------  -------------  - 1, 733 1, 679 1, 650 1, 500 1, 830 6. 3 41 102
C h em ists VII _ __ ---------------- ------------------------  - 712 1, 984 1, 925 1, 741 2, 164 6. 9 42 104
C h em ists  VIII __ ----- ------------------- ----- — _ 251 2, 380 2, 313 2, 085 2, 616 5. 8 52 103

Enginee r s  I ------  - _ _ ----- ---------- 7, 320 859 865 816 905 5. 8 56 101
E n g in eers  I I _______________________________ _____ 19, 072 933 925 875 981 6. 5 59 101
E n g in eers  III -----------------  ------------------- -------------- 49, 869 1, 048 1, 043 975 1, 117 5. 6 58 102
E n g in eers  I V ---------------------------------------------------------- 69, 542 1, 255 1, 247 1, 158 1, 345 6. 0 61 102
E n g in e e rs  V ---------------------------------------------------------- 45, 553 1 ,456 1 ,450 1, 325 1, 575 6. 1 58 103
E nginee r s  VI —  ----- ------  _ -------- -------------  - 22, 969 1, 678 1, 670 1, 540 1, 800 5. 4 56 103
Enginee rs  VII ------------------------  — — ----------------- 8, 547 1, 934 1, 912 1, 766 2, 083 6. 1 55 104
Enginee r s  V I I I ------------------------------------------------------ 2, 097 2, 200 2, 137 1, 968 2, 360 6. 0 54 104

T e ch n ica l support

E n g in eerin g  tech n ic ia n s  I  ------------------------  - 2, 291 540 534 490 594 3. 7 49 103
E n g in eerin g  tech n ic ia n s  I I --------------------------------- 7, 275 643 633 584 695 7. 2 50 103
E nginee rin g  tech n ic ia n s  I I I _____________________ 13, 485 721 713 660 777 4. 8 50 101
E nginee ring tech n ician s  I V -------------------------------- 18, 186 833 826 756 895 5. 8 58 102
E nginee ring  tech n ic ia n s  V ---------------------------------- 10, 988 930 925 857 1, 002 6. 8 66 101

See foo tn o te s  at end o f  tab le .
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Table 3. Average salaries: Establishments employing 2,500 or more------Continued

(E m p loy m en t and a vera g e  m onthly  sa la r ie s  fo r  se le c te d  p r o fe s s io n a l, a d m in is tra tiv e , te ch n ica l, and c l e r i c a l  o ccu p a tio n s  in  pr iv a te  in du stry  1 
in esta b lish m e n ts  em ploy in g  2, 500 w o rk e rs  o r  m o r e ,  2 U nited States ex ce p t  A lask a  and H aw aii, June 1970, p e r ce n t in c r e a s e  in  m ean  
s a la r ie s  during the y e a r , 3 and co m p a r is o n  with le v e ls  in a ll esta b lish m en ts  com b in ed )

O ccupation  and c la s s  
(See d e fin ition s  in appendix C)

N u m ber
o f

e m p lo y e e s  4

M onthly sa la r ie s  5 P e rce n t
in cre a se

in
m ean  

sa la r ie s  3

L e v e ls  in  la rg e  e s ta b lish m en ts  
e x p r e s s e d  as p e rce n t o f  those  

in a ll esta b lish m e n ts  com b in ed
M ean M edian

M iddle ran ge 6
F ir s t  

qua r tile
T h ird  

qua r tile E m p loym en t M ean
sa la r ie s

T e ch n ica l support— Continued

D r a fts m e n -t r a c e r s  ---------------------------------------------- 2, 129 $496 $480 $41 9 $571 4. 5 43 105
D ra ftsm en  I __ _ ----- -------- --------------------------- 6, 264 606 600 539 665 6. 9 31 107
D ra ftsm en  I I ---------------------------------------------------------- 11, 198 727 714 650 795 5. 2 34 104
D ra ftsm en  I I I ____  — — — — -------- ------------ 12, 002 905 878 791 1, 003 7. 1 42 106

C le r ic a l  su p e rv is o ry

K eypunch  s u p e rv is o rs  I I .  __ __________________ 289 700 675 616 791 (I ) 20 108
K eypunch  s u p e rv is o rs  III _ — ~  -------- 232 742 739 652 838 0 26 107
K eypunch  s u p e r v is o r s  IV  ----- ------  ------ 127 850 855 726 948 (7) 45 103

C le r ic a l

C le rk s , accou n tin g  I ____________________________ 16, 698 480 470 400 546 4. 8 19 110
C le rk s , a ccou n tin g  I I .  --------------------------------------- 14, 128 617 610 526 699 5. 0 23 109
C le rk s , f i le  I _ . . . 5, 070 381 373 339 412 5. 7 16 111
C le rk s , fi le  I I ............................. 5, 051 427 413 371 478 6. 5 20 112
C le rk s , fi le  I I I ---  ----- .  ----- ----- 2, 606 505 500 430 575 2. 5 30 110
K eypunch  o p e r a to r s  I — 16, 527 470 455 395 542 6. 9 26 110
K eypunch  o p e r a to r s  II __________________________ 14 ,492 524 520 461 586 6. 7 30 108
O ffice  b oys  o r  g ir ls  _____________________________ 7, 252 404 384 354 439 6. 3 25 107
S e c r e ta r ie s  I _________ _______ ____________ ___ ___ 24, 849 550 544 495 603 6. 1 27 105
S e c r e ta r ie s  II ___  — ___  ________  - 34, 653 626 625 561 685 6. 5 38 108
S e c r e ta r ie s  III ----------------------- ---------------------------- 13, 663 702 691 625 773 6. 5 26 112
S e c r e ta r ie s  IV -----------------  -------------  — ------------ 3, 880 762 742 687 826 6. 7 24 112
S ten o g ra p h e rs , g e n e ra l --------------  -------------------- 21, 614 491 486 430 554 5. 8 32 108
S te n o g ra p h e rs , se n io r  ---------------------------------------- 21, 671 556 555 495 624 6. 5 37 107
S w itch boa rd  o p e r a to r s  I ------------------------------------- 3, 034 453 442 391 515 6. 2 21 106
S w itch boa rd  o p e r a to r s  I I ------------------------------------ 3, 54 1 536 539 470 602 6. 1 30 107
T ab u la tin g -m ach in e  o p e r a to r s  I ---------------------- 1, 612 487 474 417 556 5. 6 46 106
T ab u la tin g -m ach in e  o p e r a to r s  II ------  ------ 3, 532 553 546 482 617 6. 4 44 103
T ab u la tin g -m ach in e  o p e r a to r s  III -  — 1, 781 690 663 602 765 7. 4 41 106
T y p is ts  I ----- ---------------- ----------------- 18, 338 428 413 380 464 6. 0 22 109
T yp is ts  II _ -------  — — — — — — 16, 521 476 460 415 527 6. 0 37 104

1 F o r  sco p e  o f  study, se e  table in  appendix A.
2 Inclu des data fo r  a few  e sta b lish m en ts  w ith  le s s  than 2 ,5 0 0  e m p lo y e e s  o f  6 la rg e  co m p a n ie s  studied that p ro v id e d  com panyw ide  data uniden

tifie d  b y  s iz e  o f  e s ta b lish m en t. T his a pp lies on ly  to data fo r  o ccu p a tion s  oth er than drafting  and c le r i c a l .
3 F o r  lim ita tion s  o f  p e r ce n t in c re a s e  in a verag e  sa la r ie s  as a m e a su re  o f  change in sa la ry  s c a le s ,  see  p. 5.
4 O ccu p a tion a l em ploym en t e s t im a te s  re la te  to the tota l in a ll e sta b lish m en ts  w ith in  sco p e  o f  the su rv e y  and not to the num ber a ctu a lly  su rvey ed . 

F o r  fu rth e r  explanation , see  p . 35.
5 S a la rie s  r e p o rte d  re la te  to  the standard  s a la r ie s  that w e re  paid  fo r  standard w o rk  s c h e d u le s ; i .  e . , the s tra ig h t-t im e  sa la ry  co r re sp o n d in g  

to  the e m p lo y e e 's  n o rm a l w o rk  schedu le  e x clu d in g  o v e rtim e  h o u rs . N on prod u ction  bon u ses  a re  e x clu d e d , but c o s t -o f - l iv in g  paym ents and in cen tiv e  
ea rn in gs  are in clu ded .

6 The m id d le  range (in terq u a rtile ) u sed  h ere  is  the ce n tr a l pa rt o f the a r ra y  exclu d in g  the upper and lo w e r  fourths o f  the em p lo y e e  d istr ib u tion .7 N ot su rv e y e d  in  1969.
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Table 4. Employment distribution by salary: Professional and administrative occupations

(P e rc e n t  d istr ib u tion  o f  e m p lo y e e s  in se le c te d  p r o fe s s io n a l and a d m in istra tive  o ccu p a tio n s , by a vera g e  m onthly  s a la r ie s ,  
United S tates e x ce p t  A laska  and H aw aii, 1 June 1970)

A v e ra g e  m onth ly  sa la r ie s
A ccou n tan ts A u d itors C h ief a ccoun tants

i II III IV V i II III IV i II III IV

$425  and under $450  _________________ 1. 6
$450 and under $475  ________________ _ - - - _ _ _ _ _
$47 5  and under $500  ______ ________ - - - - - - - - - - - - -

$500  and under $52 5  _________________ (0 .9 ) _ _ _ _ . 1 .
$525  and under $550  _________________ 1. 6 - - _ - 4 . 6 _ _ _ _
$550  and under $57 5  ________________ 4. 8 - - - _ . 1 _ _ _ _
$575  and under $600  ______ __ _____ 2. 0 (1. 1) - - - 2 .4 (0 . 1) - - - - - -

$60 0  and under $625  _________________ 5. 5 1. 8 _ _ _ 2. 5 2. 3
$625  and under $650  ________________ 6. 7 2. 0 (0 . 9) - - 3. 7 3. 8 _ _ _
$650  and under $675  __  ____________ 12. 7 5. 9 1. 1 - _ 10. 1 2. 9 _ _
$675  and under $700  __  ________ 7. 6 4 . 5 1. 5 - - 8. 0 4. 5 (2 .5 ) - - - - -

$700  and under $725  ________________ 13. 6 7. 9 3. 2 _ _ 12. 4 8. 1 1. 3
$725  and under $750  ------------------------- 10. 7 6. 3 3. 8 - - 7. 0 7. 5 2. 0 _ _
$750  and under $775  ________________ 11. 3 10. 0 6. 3 - - 12. 7 8. 4 1 .5 _ _ _
$775  and under $800  -__  __  _______ 7. 7 9. 8 6. 5 (1 .8 ) - 6. 0 11. 2 3. 2 - - - - -

$80 0  and under $825  _________________ 6. 1 9. 2 9. 0 1. 5 _ 4. 5 6. 5 4 . 7 . 3. 0
$825  and under $850  _________________ 4. 0 9 .4 7. 7 2. 8 - 5. 5 7. 2 7. 7 (1 .3 ) _ _ _
$850  and under $875  ________________ 2. 3 7. 3 8. 5 3. 7 - 4 . 5 4 . 8 7. 8 1. 6 _ _ _
$875 and under $900  _________________ (2 .4 ) 5. 8 7. 5 2. 8 - 4 . 6 3. 1 6. 8 1. 1 - 0. 5 - -

$900  and under $925  _________________ _ 10. 9 7. 8 5 .4 _ 5. 7 5 .4 6. 9 3. 5 1. 7 3. 0
$925  and under $950  _________________ - 2. 4 5 .4 4. 6 (2. 1) 1. 0 2. 8 7. 7 1. 3 _ _ _ _
$950 and under $975  ________________ - 2. 3 6. 1 5. 9 1. 3 . 9 5. 8 6. 3 3. 3 12. 5 3. 0 _
$ 975 and under $ 1, 000 ______________ - 1. 0 4. 5 5. 8 1. 1 . 7 3 .4 6. 0 2. 5 1 .0 - - -

$ 1, 000 and under $ 1 ,0 5 0  ___________ _ 1. 2 9. 1 14. 6 4. 1 1. 1 3. 5 11. 9 10. 5 11. 7 5. 8
$ 1, 050 and under $ 1, 1 0 0 ___________ - (1 .0 ) 5. 9 11. 9 6. 4 (-4 ) 5. 7 7. 1 6. 0 2. 5 5. 9 _ _
$ 1, 100 and under $ 1, 1 5 0 ___________ - - 2. 7 11. 1 9. 1 2. 2 5. 7 11. 2 13. 5 8. 6 (1 . 3)
$ 1, 150 and under $ 1, 200 __  _______ - - 1. 2 9. 2 8. 5 _ (-9 ) 3. 7 14. 0 19. 5 3. 7 1. 8
$ 1, 200 and under $ 1 ,250  ___________ - - (1 .4 ) 7. 0 11. 6 ' 2. 5 12. 6 4 .5 4. 0 1. 1 -

$ 1, 250 and under $ 1, 300 ___________ _ _ _ 5. 2 10. 8 _ _ 2. 3 11. 0 8. 0 10. 2 3. 3
$ 1, 300 and under $ 1 ,350  ___________ - - - 3. 2 8. 6 - - . 9 7. 6 8. 3 18. 4 6. 8 _
$ 1, 350 and under $ 1 ,400  ___________ - - - 1. 5 10. 5 - - 1. 0 4 . 3 4. 5 9. 0 11. 1 (1 . 7)
$ 1 ,4 0 0  and under $ 1 ,4 5 0  ___  _____ - - - (2 .0 ) 6. 5 - - (•3) 2. 8 4. 5 7. 4 6. 4 2. 8
$ 1 ,4 5 0  and under $ 1, 500 ___________ - - - - 5. 3 - - 2. 5 . 8 1. 6 12. 8 . 4 . 2

$ 1 ,5 0 0  and under $ 1 ,5 5 0  _ ____  _ _ _ _ _ 4. 3 _ . 1 .4 2. 7 5. 3 6. 8 3. 8
$ 1, 550 and under $ 1, 600 —  ____  _ - - - - 3. 2 - _ - (1 .5 ) _ 2. 1 12. 5 4 . 5
$ 1, 600 and under $ 1 ,6 5 0  __  _____ - - - - 3 .4 - - _ _ 2. 7 8 .4 5. 2
$ 1, 650 and under $ 1 ,7 0 0  ___________ - - - - 1. 1 - _ _ _ _ 4. 9 6. 4 4. 9
$ 1 ,7 0 0  and under $ 1 ,7 5 0  ___________ - - - - (2. 3) - - - - - 1. 3 2. 3 4. 2

$ 1, 750 and under $ 1 ,8 0 0  _ ________ _ _ _ _ _ _ _ . . . 3 1. 3 4. 2
$ 1, 800 and under $ 1 ,850  ----------------- - - - - - - - _ _ _ 1 .4 4. 6 4. 9
$ 1, 850 and under $ 1, 900 __ - - - - - - - - _ _ (•7) 3. 6 3. 8
$ 1, 900 and under $ 1 ,9 5 0  ___________ - - - - - - - _ _ _ 1 .0 5. 9
$ 1, 950 and under $ 2 , 000 ___________ - - - * - - - - - - - 2. 7 19- 5

$ 2, 000 and under $ 2, 050 _ ------------- _ _ _ _ _ _ _ _ . . 3 2. 1
$ 2, 050 and under $ 2, 1 0 0 ___________ - - - - - - _ _ _ - _ 2. 1 2. 4
$ 2, 100 and under $ 2 , 1 5 0 ___________ - - - - - - _ _ _ _ . 6 4 . 5
$ 2, 150 and under $ 2 ,2 0 0  __ _ _____ - - - - - - _ _ _ _ _ 1. 8 5 . 2
$ 2, 200 and under $ 2, 250 ___________ - - - - - - - - - - (1 .0 ) 2 . 4

$ 2, 250 and under $ 2 ,3 0 0  ___________ _ _ _ _ _ _ _ . 3 . 5
$ 2 , 300 and under $ 2 , 350 _ _______ - - - - - - - _ _ _ _ 1 . 0
$ 2 , 350 and under $ 2 ,4 0 0  ___________ - - - - - _ _ _ _ _ . 3
$ 2 ,4 0 0  and under $ 2 ,4 5 0  ___________ - - - - - - - _ _ _ _ . 7
$ 2, 450  and under $ 2, 500 _ ___ - - - - - - - - - - - . 7

$ 2, 500 and under $ 2, 550 ___________ _ _ _ _ _ _ _ . 1 . 0
$ 2 , 550 and under $ 2 , 600 _ ___ - - - - - - _ _ _ _ _ 1 . 0
$ 2, 600 and under $ 2, 650 _____  __ - - - - - - - _ _ __ _ _ 2 . 1
$ 2 , 650 and under $ 2 , 700 ___________ - - - - - - _ _ _ _ _ _ 1 . 0
$ 2, 700 and under $ 2, 750 _ ____ - - - - - - - - - - - 1 . 0

$ 2 , 750 and o v e r -  — ----- -----  __ _ _ _ _ _ _ _ _ . 1 . 0

T o t a l ____________________________ 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 1 0 0 . 0

N u m ber o f  e m p l o y e e s ________________ 4, 795 10,414 25, 777 17, 559 6, 331 8, 004 1, 842 4, 323 2, 243 599 I, 260 703 287

A v e ra g e  m onthly  s a la r ie s  _ _____  — $709 $801 $891 $ 1 ,063 $ 1, 290 $741 $830 $956 $ 1, 170 $ 1, 160 $ 1, 304 $ 1, 565 $ 1, 928

See footnote  at end o f ta b le .
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Table 4. Employment distribution by salary: Professional and administrative occupations— Continued

(P e rc e n t  d is tr ib u tion  o f e m p lo y e e s  in s e le c te d  p r o fe s s io n a l and a d m in is tra tive  o ccu p a tio n s , by a v e ra g e  m onthly  s a la r ie s ,  
U nited S tates e x ce p t  A laska  and H aw aii, 1 June 1970)

A v e ra g e  m onthly  sa la r ie s
A ttorn eys B u yers

i II III IV V VI i II m IV

$47 5  and under $500  _________________ . - - - - . 1. 0 . _

$50 0  and under $525  __  — --------------- . _ _ _ _ _ 2. 0 _ _
$525  and under $550  __  __ __ __ - - - - - - 2. 9 . _ _
$550  and under $575  _________________ - - - - - - 1. 2 (1. 7) . _
$57 5  and under $600  --------------------------- - - - - - - 5. 2 1. 4 - -
$60 0  and under $625  --------------------------- _ _ _ _ _ _ 9. 7 2. 7 _ _
$62 5  and under $650  _________________ - - _ - - - 4 . 9 3. 1 _
$650  and under $675  —  -------  --------- - - - - - - 14. 5 4. 7 - _
$675  and under $700  .  — 5. 8 - - - - - 8. 7 4. 8 (1 -9 ) -
$ 700 and under $ 725 --------------------------- . 5 _ _ _ . . 10. 3 6. 6 2. 0 _
.$725 and under $750  __  __ __ __ __ 5. 7 - - - - . 6. 8 6. 1 1. 3 _
$750 and under $ 775 _________________ 7. 7 1. 0 - - _ _ 7. 4 9. 7 2. 3 _
$ 775 and under $80 0  _ __ , _________ - . 2 - - - 6. 8 7. 9 2. 0 -
$80 0  and under $825  ____ _________ 1. 1 1. 4 - _ _ _ 5. 0 6. 9 4. 4 (1. 8)
$82 5  and under $85 0  _________________ 1. 1 1. 0 - - _ . 3. 9 8. 9 4. 7 1. 0
$850  and under $87 5  _________________ 5. 8 1 .4 - _ . - 1. 7 7. 1 6. 7 . 9
$875  and under $900  _________________ 3. 0 2. 0 - - - - 1. 4 4. 5 6. 3 1. 2
$90 0  and under $925  _________________ 3. 2 8. 7 0. 1 _ _ _ 1. 9 6. 0 8. 4 2. 5
$925 and under $950  _________________ 2. 2 1. 6 1. 8 - _ - . 8 3. 7 7. 1 3. 0
$950 and under $975  __  _____________ 9. 0 4. 6 . 2 - _ - 1. 4 2. 6 0 .4 3. 9
$ 975 and under $ 1 , 000 _______________ 3. 3 6. 7 2. 5 - - - (2. 5) 2. 6 5. 9 4. 6
$ 1, 000 and under $ 1 ,050  ____  ______ 20. 3 13. 7 1. 7 _ _ . . 4. 0 11. 7 11. 2
$ 1, 050 and under $ 1, 1 0 0 ____________ 8 .4 6. 3 3. 0 _ _ . . 1. 9 9 .4 10. 7
$ 1, 100 and under $ 1, 150 _ __ ______ 6. 2 8. 2 2. 7 0. 6 _ - _ 1. 1 6. 8 11. 6
$ 1, 150 and under $ 1, 200 ____________ 4. 7 5. 2 7. 3 1. 4 - . _ (2. 0) 5. 5 9 .4
$ 1, 200 and under $ 1 ,250  ____________ 2. 1 9. 9 3. 3 . 2 - - - 3. 7 9. 5
$ 1, 250 and under $ 1 ,3 0 0  ____________ 5. 5 9. 1 11. 0 5. 6 . . _ .. 1. 4 8. 1
$ 1 ,3 0 0  and under $ 1 ,350  ____________ . 5 5. 9 6. 6 3. 5 . . _ . 1. 3 6. 3
$ 1, 350 and under $ 1 ,400  .  — __ _ . 8 3. 0 8. 1 3. 1 - - . . ( .8 ) 4. 1
$ 1 ,4 0 0  and under $ 1 ,4 5 0  ____________ 1. 3 3 .4 12. 1 10. 4 - _ - - 3. 9
$ 1, 450 and under $ 1 ,500  ____________ 1. 1 2. 2 10. 2 6. 4 (1 -4 ) - - - - 1. 9
$ 1, 500 and under $ 1, 550 ____________ ( .8 ) 1. 0 6. 9 8. 3 1. 6 . . _ 1. 5
$ 1, 550 and under $ 1 ,6 0 0  ------------------- 1. 0 3. 7 5. 9 2. 9 . - _ . 5
$ 1, 600 and under $ 1 ,6 5 0  ____________ _ (2. 3) 2. 8 3. 8 1. 3 1 - _ _ . 7
$ 1 ,6 5 0  and under $ 1 ,7 0 0  ____________ - _ 5. 0 8. 3 4. 8 . _ _ _ 1. 0
$ 1, 700 and under $ 1 ,750  ____________ - - 2. 3 4. 7 5. 5 _ - - - ( .8 )
$ 1, 750 and under $ 1, 800 ____________ . . 2. 3 4. 3 3. 4 (0 .7 ) _ _ _ _
$ 1, 800 and under $ 1, 850 _ - - 1. 9 5. 1 4. 7 1. 1 . - _ _
$ 1, 850 and under $ 1, 900 _ _ __ - _ . 6 4 .4 4. 2 . 7 - _ _ _
$ 1, 900 and under $ 1, 950 ____________ . _ 1. 0 2. 7 3. 5 2. 0 - - _ _
$ 1, 950 and under $ 2 ,0 0 0  ____________ - - (3 .0 ) 3. 3 6. 8 2. 6 - - - -
$ 2, 000 and under $ 2, 050 ____ __  __ _ . _ 3. 3 3 .4 .4 _ _ _ _
$ 2 , 050 and under $ 2 , 1 0 0 ____________ _ - _ 3. 7 8. 6 1. 5 _ . - _
$ 2 , 100 and under $ 2 , 1 5 0 ____________ _ - _ 1. 0 4. 9 1. 5 - _ _ _
$ 2, 150 and under $ 2, 200 ____  ______ - - _ 3. 0 4. 0 2. 6 - - _ _
$ 2 ,2 0 0  and under $ 2 , 250 ____________ - - - 1. 6 5. 4 6. 8 - - - -
$ 2, 250 and under $ 2 ,3 0 0  ____________ _ _ - . 5 7. 1 2 .4 _ _ _ _
$ 2, 300 and under $ 2, 350 ____________ - - 1. 3 3. 2 . 2 _ _ _ _
$ 2 , 350 and under $ 2 ,4 0 0  ____________ . - . 1. 0 2. 0 2. 2 . _ _ _
$ 2 ,4 0 0  and under $ 2 ,4 5 0  _ _____ - - _ (2. 6) 2. 6 1. 5 _ _ _ _
$ 2 ,4 5 0  and under $ 2, 500 _ — - - - 3. 0 5. 2 - - - -
$ 2 ,5 0 0  and under $ 2 ,5 5 0  ____________ _ _ _ _ 4. 5 5. 2 _ _ _ _
$ 2, 550 and under $ 2 ,6 0 0  ____________ - _ - _ 1. 5 5. 9 _ _ _ _
$ 2 , 600 and under $ 2 , 650 ____________ - _ - . 1. 9 2. 0 - _ _ _
$ 2 , 650 and under $ 2 , 700 _ _______ - - - _ 1. 1 6. 1 _ . _ -
$ 2 ,7 0 0  and under $ 2, 750 _ ___  ____ - - - 1. 3 3. 5 - - - -
$ 2, 750 and under $ 2, 800 ------------------- _ _ _ _ 1. 5 4. 1 _ _ _ .
$ 2 , 800 and under $ 2 , 850 ------------------ - - - _ (3 .8 ) 3. 9 - _ _ -
$ 2, 850 and under $ 2, 900 _ _ __ - - - - 1. 7 _ _ _ -
$ 2 , 900 and under $ 2 , 950 ____________ - - _ _ 5. 2 _ . _
$ 2, 950 and under $ 3, 000 ____________ - - - - - 3. 7 - - - -
$ 3 ,0 0 0  and under $ 3 ,0 5 0  ------------------ _ _ _ _ 1. 5 _ _ _ _
$ 3 , 050 and under $ 3 , 1 0 0 ------------------ - - - - 2. 0 - - - -
$ 3 , 100 and under $ 3 , 1 5 0 ____________ - - - - _ . 7 - - - -
$ 3 , 150 and under $ 3 , 200 _ _________ - - - - _ 1. 5 - - - -
$ 3 ,2 0 0  and under $ 3 ,2 5 0  ____________ - - - - - 1. 5 - - - -
$ 3 ,2 5 0  and under $ 3 ,3 0 0  . _ _ . _ - . 4 _ _ _ _
$ 3, 300 and under $ 3 ,3 5 0  . - _ - _ - 5. 2 _ _ _ _
$ 3 , 350 and under $ 3 ,4 0 0  ____________ - - - - - . 9 - - _ -
$ 3 ,4 0 0  and under $ 3 , 450 _ _ - _ _ . 7 _ _ - -
$ 3, 450 and under $ 3, 500 ____________ - - - - - 4. 8 - - -
$ 3, 500 and under $ 3, 550 ____ _ _ _ _ _ 3. 7 _ . . _
$ 3 , 550 and ov e r  _ __ ___  ____ - - - - - 4. 1 - - - -

T o ta l _____  __ 100. 0 100. 0 100. 0 100. 0 100. 0 100 .0 100. 0 100. 0 100. 0 100. 0

N u m ber o f e m p lo y e e s  — — __ ______ 634 1, 249 1, 775 1 ,659 793 458 2 ,4 9 0 10,137 13, 091 4 , 968
A v e ra g e  m onth ly  s a la r i e s _______  __ $98 8 $ 1. 132 $ 1 ,407 $ 1 ,692 $ 2 , 116 $ 2, 753 $709 $813 $972 $ 1, 158

See footn ote  at end o f table.
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Table 4. Employment distribution by salary: Professional and administrative occupations------ Continued

(P e r c e n t  d is tr ib u tio n  o f  e m p lo y e e s  in  se le c te d  p r o fe s s io n a l and a d m in istra tive  o ccu p a t io n s , by a v e r a g e  m onth ly  s a la r ie s , 
United States e x ce p t  A la sk a  and H aw aii, 1 June 1970)

A v e ra g e  m onthly sa la r ie s
Job a n a lysts D ir e c t o r s  o f  p e rso n n e l

I II III IV I II III IV

0. 8
1. 6 ( l . D - - - - - -
1. 6 3. 5 - - - - - -
6. 5 1. 1 - - - - -

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

8. 9 4. 1 2. 0 . 2 _ _ _ _
9 .8 7. 0 3. 4 - 3. 2 - - -
2. 4 7. 6 2. 0 1. 6 . 6 - - -
9. 8 8. 1 4. 1 1. 6 1. 0 - - -
9 .8 9. 5 5. 1 . 6 1. 7 _ _ _
8. 1 7. 0 9. 9 3. 7 2. 5 - _ _
4. 1 12. 7 6.'4 3. 0 8. 5 .* _ _
8. 1 7. 3 6. 1 2. 4 3. 0 (1 . 3) - -
2. 4 4. 6 7. 4 3. 7 3. 4 3. 2 - .

. 8 2. 4 6. 6 2. 2 8. 9 . 7 - -
1. 6 3. 8 3. 9 2. 6 5. 7 3. 8 - -
. 8 . 5 5 .9 5. 8 1. 7 3. 3 - -
. 3. 5 15. 9 10. 7 9. 4 5. 5 _ _
_ (1. *) 8. 2 12. 0 17. 3 8. 4 (0 .8 ) -
- - 2. 5 9. 4 5. 7 13. 3 3. 6
_ _ 3. 4 16. 8 7. 5 11. 2 1. 4 -
- ' 1. 3 8. 0 4. 3 10. 0 5. 8 (1 .7 )

1. 1 5. 6 5. 5 8. 5 6. 4 2. 2
_ - ( .8 ) 4. 6 5. 1 5. 6 5. 5 2. 4
_ - 2. 1 2. 3 5. 6 14. 4 3. 4
_ - - 1. 0 1. 4 4. 8 7. 3 3. 4
- - - 1 .1 (1 .4 ) 2. 2 7. 1 5. 1

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

_ _ _ _ _ . 3 1. 5 1. 0
_ - - - - 1. 9 3. 3 15. 9
- - - - - (1 .9 ) 1. 4 6. 8
- - - - - - 1. 4 5 .9
- - - - - - 1. 2 1. 7

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

_ _ _ _ _ _ 2. 9 2. 2
~ - - ( l . D 3. 4 

1. 7

- - - - - : :
. 5 
. 2

_ - - - _ _ _ 1. 0
- - - - - - - 3. 4

100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0

123 370 609 626 1, 057 1, 963 1, 035 409

$745 $798 $932 $ 1, 086 $1, 049 $1, 236 $1, 535 $1, 827

$500 and under $525 
$525  and under $550 
$55 0  and under $575  
$575  and under $600

$600 and under $625  — 
$625 and under $650  — 
$650  and under $675  — 
$675  and under $700  —

$700
$725
$750
$775
$800
$825
$850
$875

and under $725  
and under $7 50 
and under $775 
and under $800  
and under $825 
and under $850  
and under $875  
and under $900

$900  and under $925  -----
$925  and under $950  -----
$950  and under $97  5 -----
$975  and under $ 1 ,0 0 0  -

$1, 000 and under $ 1 , 050 
$ 1 ,0 5 0  and under $ 1 ,1 0 0  
$ 1 , 100 and under $ 1 , 150 
$1, 150 and under $1, 200 
$ 1 , 200 and under $1, 250

$ 1 ,2 5 0  and under $ 1, 300 
$ 1 , 300 and under $1, 350 
$ 1, 350 and under $ 1, 400 
$1, 400 and under $1, 450 
$ 1 , 450 and under $ 1 , 500

$ 1, 500 and under $1, 550 
$1, 550 and under $ 1 , 600 
$ 1, 600 and under $ 1, 650 
$ 1, 650 and under $ 1, 700 
$ l , 700 and under $ 1 ,7  50

$ 1, 750 and under $ 1 ,8 0 0  
$1, 800 and under $1, 850 
$ 1, 850 and under $ 1, 900 - 
$ 1, 900 and under $ 1 ,9 5 0  
$ 1, 950 and under $2, 000

$2, 000 and under $2, 050 
$2 , 050 and under $ 2 , 100 
$2, 100 and under $2, 150 
$2 , 150 and under $ 2 , 200 
$2, 200 and under $ 2 , 250

$2, 250 and under $2, 300 
$2, 300 and under $2, 350 
$2, 350 and under $2, 400 
$2, 400 and under $ 2 , 450 
$ 2 , 450 and under $ 2 , 500

$2, 500 and under 
$2, 550 and o v e r  —

52, 550 ----------------------------------

N um ber o f e m p lo y e e s  -------

A v e ra g e  m onthly  s a la r ie s  ■

See foo tn ote  at end o f  ta b le .
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Table 4. Employment distribution by salary: Professional and administrative occupations— Continued

(P e rc e n t  d istr ib u tion  o f e m p lo y e e s  in s e le c te d  p r o fe s s io n a l and a d m in istra tive  o ccu p a tio n s , by a v e ra g e  m onthly sa la r ie s , 
U n ited States e x ce p t  A lask a  and H aw aii, 1 June 1970)

A v e ra g e  m onthly s a la r ie s

Under $550  ----------------------------------------------------------
$550  and under $575  ------------------------------------------
$57  5 and under $600  ------------------------------------------
$600  and under $625  ------------------------------------------
$625  and under $650  ------------------------------------------
$65 0  and under $675  ------------------------------------------
$675  and under $700  ------------------------------------------
$700  and under $725  ------------------------------------------
$725  and under $750  ------------------------------------------
$750  and under $775  ------------------------------------------
$775  and under $800  ------------------------------------------
$800  and under $825  ------------------------------------------
$825  and under $850  ------------------------------------------
$850  and under $875  ------------------------------------------
$875  and under $900  ------------------------------------------
$900  and under $ 9 2 5 ------------------------------------------
$925  and under $950  ------------------------------------------
$950  and under $975  ------------------------------------------
$975  and under $ 1 , 000 --------------------------------------
$ 1 , 000 and under $ 1 , 050 ---------------------------------
$1, 050 and under $1, 1 0 0 ---------------------------------
$ 1 , 100 and under $1, 1 5 0 ----------------------------------
$1, 150 and under $1, 200 ---------------------------------
$1, 200 and under $1 , 250 ---------------------------------
$1, 250 and under $1, 300 ----------------------------------
$1, 300 and under $1, 350 ---------------------------------
$ 1 ,3 5 0  and under $ 1 ,4 0 0  ---------------------------------
$1, 400 and under $1, 450 ---------------------------------
$1, 450 and under $1, 500 ----------------------------------
$ 1 , 500 and under $1, 550 ---------------------------------
$ 1, 550 and under $ 1, 600 ---------------------------------
$ 1, 600 and under $ 1, 650 ---------------------------------
$ 1 , 650 and under $1, 700 ---------------------------------
$1, 700 and under $1, 750 ---------------------------------
$ 1 , 750 and under $1, 800 ---------------------------------
$1, 800 and under $1, 850 ---------------------------------
$ 1, 850  and under $ 1, 900 ---------------------------------
$1, 900 and under $1, 950 ---------------------------------
$1 , 950 and under $ 2 , 000 ---------------------------------
$2 , 000 and under $ 2 , 050 ---------------------------------
$2, 050 and under $2, 1 0 0 ---------------------------------
$2, 100 and under $2, 1 5 0 ---------------------------------
$2, 150 and under $2, 200 ---------------------------------
$2, 200 and under $2, 250 ---------------------------------
$ 2 , 250 and under $ 2 , 300 ---------------------------------
$ 2 , 300 and under $ 2 , 350 ---------------------------------
$ 2 ,3 5 0  and under $ 2 ,4 0 0  ---------------------------------
$ 2, 400 and under $ 2 ,4 5 0  ---------------------------------
$ 2 ,4 5 0  and under $ 2 ,5 0 0  ---------------------------------
$ 2 , 500 and under $2, 550 ----------------------------------
$ 2 , 550 and under $ 2 , 600 ---------------------------------
$ 2 , 600 and under $ 2 , 650 ---------------------------------
$ 2 , 650 and under $2, 700 ---------------------------------
$ 2 , 700 and under $2, 750 ----------------------------------
$ 2 , 750 and under $2, 800 ----------------------------------
$2, 800 and under $2, 8 50 ----------------------------------
$2, 850 and under $2 , 900 ----------------------------------
$ 2 , 900 and under $2 , 950 ---------------------------------
$2, 950 and under $ 3 ,0 0 0  ---------------------------------
$3, 000 and under $3, 050 ----------------------------------
$ 3 , 050 and under $3, 1 0 0 ---------------------------------
$ 3 , 100 and under $3, 1 5 0 ----------------------------------
$ 3 , 150 and under $ 3 , 200 ---------------------------------
$3, 200 and under $ 3, 250 ----------------------------------
$ 3 , 250 and under $ 3 , 300 ----------------------------------
$ 3 ,3 0 0  and under $ 3 ,3 5 0  ----------------------------------
$ 3 ,3 5 0  and under $ 3 ,4 0 0  ----------------------------------

N u m ber o f e m p lo y e e s  ----------------------------------------
A v e ra g e  m onthly  s a la r i e s ----------------------------------

C h em ists

I II III IV V VI VII VIII

2. 2 _ . . . _ _
1. 0 - - - - - - -

. 6 - - ' - - -

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

15. 0 10. 0 2. 7 - - - - -
10. 4 8. 0 2. 6 - - - -

9. 2 9. 7 2. 8 _ - - - -
7. 4 8. 9 5. 3 - - - - -
5. 9 10. 9 4. 9 (2 . 8) - - - "
4. 4 11. 0 7. 9 1. 0 - - -
4. 5 8. 5 7. 1 1. 4 - - - -
1. 7 6 .6 7. 0 2. 7 - - - -

(2 . 0) 4. 5 9. 0 3. 4 - - - -
- 3. 5 7. 6 2. 7 (0 .8 ) - -
_ 4. 1 12. 8 9. 5 1. 5 _ - -
- 1. 9 9. 4 10. 2 2. 6 - - -
- (1 .1 ) 6. 5 10. 5 3. 0 - - -
- 5. 1 10. 7 4. 4 (1 .8 ) - -
- - 3. 2 10. 8 6. 2 1. 8 - -
_ _ 1. 7 7. 9 10. 3 2. 5 - -
- - (1. 7) 7. 1 9. 9 4. 0 - -
- - - 6. 2 9. 7 4. 7 - -
- - - 5. 0 8. 4 5. 7 (1 .6 ) -
- - - 3. 3 9. 5 8. 8 4. 9 -
_ _ _ 2. 3 7. 7 7. 3 2 .9 -
- - - 1. 4 7. 0 9. 0 3. 3 1. 0
- - - (1 .3 ) 5. 0 8. 4 4. 9 -
_ _ - 3. 9 7. 8 10. 8 . 2
- - - - 3. 8 6. 2 8. 2 1. 9
_ _ _ _ 2. 2 5. 3 9. 1 5. 4
_ _ _ - 1. 5 8. 3 5. 4 3. 3
_ _ _ _ 1. 1 5. 0 7. 1 3. 5
_ - - - (1 .6 ) 3. 5 4. 4 3 .9
- - - - - 3. 1 6. 6 3. 7
_ _ _ _ _ 2. 0 3. 1 9. 9
_ - - - _ 1. 2 5. 2 4. 1
- - - - - (3 . 4) 1. 8 3. 5
- _ - - - - 2. 6 6. 2
- - - - - - 2. 2 3. 9
_ _ _ _ _ _ 2. 0 4. 8
_ _ _ _ - - 1 .8 7. 2
_ _ _ _ _ - 1 .2 2. 7
_ _ _ - _ _ 2. 0 3. 3
- - - - - - 1 .6 2. 9

_ _ _ _ . 8 3. 5
_ _ - - - - 1. 1 1 .9
_ _ _ - - - 1. 4 1. 4
_ _ _ _ - - 1. 4 2. 5
- - - - - - (2 . 5) 3. 5

_ . _ _ _ - 1. 9
- - - - - - - 1. 2

I . 6
- - - - - - - 2. 9

- - - - - - - 1. 7

: : - : : : - . 8 
. 2

_
-

_
-

_ - -

O 
00 

o
 ■'T

100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0

1, 601 5, 211 9, 158 11, 143 7, 407 4, 249 1, 700 483

$764 $853 $978 $ 1, 185 $ 1, 422 $1, 642 $ 1 ,9 1 1 $ 2, 311

See footn ote  at end o f ta b le .
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Table 4. Employment distribution by salary: Professional and administrative occupations-----Continued

(P e rc e n t  d is tr ib u tion  o f  e m p lo y e e s  in se le c te d  p r o fe s s io n a l and a d m in istra tive  o ccu p a tio n s , b y  a vera g e  m onthly  s a la r ie s ,  
U nited States e x ce p t  A laska  and H aw aii, 1 June 1970)

A v e ra g e  m onthly  sa la r ie s
E n g in eers

i II III IV V VI VII VIII

$650  and under $ 675 _ — - -------  — (1 .9 )
$675  and under $700  _ _ — -  — 1. 2 - - - - - - -

$ 700 and under $ 725 ________ _____  _______ 1. 8 _ _ _ _ _ _ _
$725  and under $75 0  ____  — _— 2. 3 (1. 8) - - - - - -
$ 750 and under $ 775 - __  _ ____ __  ___ 4. 5 1. 8 - - - - - -
$ 775 and under $ 800 ___________________________ 6. 9 2. 2 (1 .4 ) - - - - -

$800  and under $82 5  ___________________________ 12. 3 4. 9 1. 1 _ _ _ _
$825  and under $85 0  _ 14. 9 8. 0 1. 7 - - _ _ _
$850  and under $87 5  ____ _____  __________ 14. 6 10. 3 2. 9 - - - _ -
$875  and under $ 900 ________ _______ ___ 14. 4 10. 9 3. 7 * ' - - -

$ 900 and under $925  _ ___  _______ 11. 1 13. 2 6. 3 _ _ _ _ _
$ 925 and under $ 950 _ _ ----- 5. 7 10. 9 6. 4 (2 .4 ) - - - -
$950  and under $ 975 __  _ — ----- 3. 7 10. 7 8. 6 1. 5 - - - -
$ 975 and under $ 1, 000 2. 1 7. 5 8. 7 2. 0 - - ' -

$ 1 ,000  and under $ 1, 050 --------------------------------- 2. 0 9. 3 17. 0 6. 5 (1 -7 ) _ _ _
$ 1 ,050  and under $ 1, 1 0 0 --------------------  -------- ( .5 ) 4. 9 16. 1 8. 3 2. 3 - - -
$ 1, 100 and under $ 1, 1 5 0 ______________________ - 2. 2 11. 7 10. 9 3. 4 (0. 7) - -
$ 1, 150 and under $ 1, 200 --------------------------------- - (1 .5 ) 7. 2 13. 2 5. 0 1. 4 - -
$ 1, 200 and under $ 1, 250 ---------------------------------- - - 3 .4 14. 3 8. 0 2. 4 (0. 3) -

$ 1 ,2 5 0  and under $ 1 ,300  ______________________ _ _ 2 .4 10. 8 8. 2 2. 4 1. 6 _
$ 1 ,300  and unde r $ 1, 350 _ — _ — - - (1 .3 ) 9. 8 9. 2 4. 0 1 .4 -
$ 1, 350 and und er $ 1 ,400  _ _ — -------- - - - 7. 4 9. 5 5. 2 1. 3 -
$ 1 ,400  and under $ 1 ,450  --------------------------------- - - - 4. 9 10. 2 6. 4 2. 0 -
$ 1 ,450  and under $ 1, 500 --------------------------------- ' - - 3. 2 10.4 6. 9 3. 0 (0. 8)

$ 1 ,500  and under $ 1 ,550  --------------------------------- _ _ _ 2. 1 8. 5 7. 8 3. 2 1. 1
$ 1, 550 and under $ 1, 600 _ - - - 1. 1 6. 5 8. 8 3. 9 2. 5
$ 1, 600 and under $ 1, 650 _ — — - - - (1 .7 ) 5. 3 9. 0 4 . 8 2. 9
$ 1 ,6 5 0  and under $ 1 ,700  --------------------------------- - - - - 3. 8 9. 7 5. 6 3. 1
$ 1, 700 and und er $ 1, 750 --------------------------------- - - - - 2. 7 8. 4 6. 5 3. 3

$ 1, 750 and und er $ 1, 800 ____  — _ _ _ _ _ 1. 9 7. 3 7. 5 4. 2
$ 1, 800 and under $ 1, 850 --------------------------------- - - - - 1. 1 5. 3 8. 3 5. 7
$ 1, 850 and und er $ 1, 900 __  ____ ___ — - - - - (2 .2 ) 3. 9 7. 5 5. 8
$ 1, 900 and unde r $ 1, 950 --------------------------------- - - - - - 3. 0 7. 3 4. 6
$ 1, 950 and under $ 2, 000 - - - - - 2. 2 7. 8 -6 . 4

$ 2 ,0 0 0  and under $ 2 ,0 5 0  --------------------------------- _ _ _ _ _ 1. 5 6. 5 6. 1
$ 2, 050 and und er $ 2, 100 - - - - - 1. 2 4. 8 7. 7
$ 2, 100 and under $ 2 , 150 —  -------  ------------- - - - - - (2. 6) 2. 7 4. 6
$ 2, 150 and under $ 2, 200 __  _____ ________ - - - - - - 3. 0 5. 9
$ 2 ,2 0 0  and unde r $ 2 ,2 5 0  ---  ----- ----- - - - - - - 1. 9 5. 6

$ 2, 250 and under $ 2, 300 --------------------------------- _ _ _ _ _ _ 2. 3 3. 9
$ 2 ,3 0 0  and under $ 2 ,3 5 0  _ ____ - - - - - - 1. 6 4. 7
$ 2, 350 and under $ 2, 400 - - - - - - 1. 0 2. 6
$ 2 ,4 0 0  and under $ 2 ,4 5 0  --------------------------------- - - - - - - (4. 1) 2. 2
$ 2, 450 and under $ 2, 500 --------------------------------- - - - - - - - 2. 3

$ 2, 500 and under $ 2, 550 --------- -------- _ _ _ _ _ _ _ _ _ 2. 7
$ 2, 550 and under $ 2, 600 ______________________ - - - - - - - 1. 2
$ 2 ,6 0 0  and under $ 2 ,6 5 0  --------------------------------- - - - - - - - 1. 4
$ 2 ,6 5 0  and under $ 2 ,7 0 0  — ----- - - - - - - - 1. 6
$ 2, 700 and u nd er $ 2, 750 - - - - - - - 1. 1

$ 2 , 750 and o v e r  ___ . — __________________ ___ ___ _ _ _ _ _ _ _ 5. 6

T ota 1 _ __ — _ __  _ ----- 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0

N um be r o f  em p lo y e e  s _ _ — — _ 13, 028 32, 117 85, 759 114 ,365 78, 391 41, 259 15,460 3, 884

A v e ra g e  m onthly  s a la r i e s --------------------------------- $851 $923 $ 1, 029 $ 1, 225 $ 1 ,417 $ 1, 623 $ 1 ,861 $ 2 , 116

1 F o r  s c o p e  o f  study, se e  table in appendix  A . T o  avoid  show ing sm a ll p r o p o r t io n s  o f  e m p lo y e e s  sca tte re d  at o r  n ea r the e x tre m e s  o f  the d i s 
tribu tion  fo r  so m e  o ccu p a t io n s , the p e rce n ta g e s  o f  e m p lo y e e s  in  th ese  in te rv a ls  have been  a ccu m u la ted  and a re  show n in  the in te rv a l above  o r  b e lo w  the 
e x tre m e  in te rv a l con ta in ing  at le a s t  1 p e rce n t . The p e rce n ta g e s  re p resen tin g  th ese  e m p lo y e e s  a re  show n in  p a re n th e se s .

N O TE: B eca u se  o f  roun din g, sum s o f  in d iv idua l item s m ay not equal 100.
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Table 5. Employment distribution by salary: Engineering technicians and keypunch supervisors

(P e rc e n t  d istr ib u tion  o f  en g in eerin g  tech n ic ia n s  and keypunch  s u p e r v is o r s ,  by a verag e  m onth ly  s a la r ie s ,  
U n ited States e x ce p t  A lask a  and H aw aii, 1 June 1970)

A v e ra g e  m onthly  s a la r ie s
E n g in eerin g  tech n ician s K eypunch  s u p e rv is o rs

i II in IV V i n m IV

U nder $ 3 7 5 ____________________________ 0. 7
$ 375 and under $40 0  _________________ 1. 9 - - - - - - - -

$400  and under $425  _________________ 4. 1 _ _ _ 8. 2 (1 .0 ) 4 .'3 _
$425  and under $450  ------------------------- 8. 9 (1 .3 ) - - - 2. 1 1. 3 _
$450  and under $475  _________________ 11. 5 1. 8 - - - 3. 6 6. 1 . 1 -
$475  and under $50 0  _________________ 11. 1 2. 4 (0 .5 ) - - 7 .4 5. 9 - -

$ 500 and under $ 525 _________________ 11. 6 5. 4 1. 0 _ _ 16. 6 4. 1 1. 6 .

$ 525 and under $55 0  _________________ 14. 1 6. 2 1. 8 - - 3. 2 4. 7 3. 7 2. 8
$ 550 and under $57 5  ------------------------- 10. 6 9. 2 3. 7 - ' - 10. 3 4. 6 4. 7 . 4
$57 5  and under $60 0  _________________ 8. 2 11. 6 3. 9 (0 .9 ) - 9. 6 11. 7 10. 9 . 4

$ 600 and under $ 625 _________________ 7. 4 14. 3 5. 7 1. 5 _ 9 .4 7. 2 13. 3 1. 4
$ 625 and under $ 650 _________________ 4. 7 12. 6 7. 5 1. 8 _ 4. 0 12. 5 5. 7 1. 1
$ 650 and under $ 675 __ _____________ 2. 9 9 .4 10. 6 3. 2 - 8. 9 5. 7 8. 0 5. 7
$ 675 and u nd er $ 700 _________________ 1. 8 7. 1 12. 0 4 .4 (1 .4 ) 5. 0 2. 6 8. 1 5. 0

$ 700 and under $ 725 ______ ________ ( .4 ) 6. 0 11. 8 5. 7 1. 1 4. 2 5. 1 4 . 6 7. 8
$ 725 and under $ 750 _________________ - 3 .4 9. 8 8. 2 2. 1 3. 7 3. 3 7. 1 4. 6
$750  and under $77 5  _________________ - 3. 0 7. 9 8. 5 3. 4 1. 5 7. 3 ' 2. 9 5. 7
$ 775 and under $ 800 _________________ - 2. 0 6. 2 9. 8 4. 3 . 3 2. 2 2. 7 5. 0

$ 800 and under $ 825 _ ___  _____ _ 1. 2 5. 4 10. 1 5. 6 . 8 2. 1 2. 8 12. 5
$ 825 and under $ 850 ________________ - 1. 3 4. 0 9. 1 7. 9 1. 0 2. 0 2. 5 4. 6
$ 850 and under $ 875 ________________ - (1 .6 ) 3. 2 8. 3 9. 1 ( -4 ) 3. 4 4. 8 9. 6
$ 875 and under $ 900 _________________ - - 1. 5 7. 2 9. 3 * 1. 5 3. 3 6. 8

$ 900 and under $ 925 _ _ __________ _ _ 1. 4 6. 2 8. 8 _ 4. 0 .4 2. 5
$ 925 and under $ 950 _________________ - - 1. 0 4. 5 8. 4 - (1. 5) 3. 0 6. 8
$ 950 and under $ 975 ________________ - - (1. 2) 3. 0 7. 9 - - 2. 1 4. 6
$ 975 and under $ 1, 000_______________ - - - 1. 6 7. 5 - - . 2 5. 0

$ 1, 000 and under $ 1 ,050  ----------------- _ _ _ 3. 0 10. 7 _ _ 1. 5 3. 2
$ 1, 050 and under $ 1, 1 0 0 ___________ - - - 1 .0 7. 4 - - 1. 5 2. 1
$ 1, 100 and under $ 1, 1 5 0 ___________ - - - 1. 7 3. 2 - - (-1 ) 1. 1
$ 1, 150 and under $ 1, 200 ___________ - - - (• 1) 1. 2 - - 1. 1
$ 1, 200 and o v e r  _ ____ __  _____ - - - - . 6 - - - . 4

T o ta l __ __ __ ___ 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0

N um ber o f e m p lo y e e s ------------------------- 4 , 685 14, 546 26, 998 3 1 ,4 7 8 16, 621 1, 190 1,444 889 281

A v era g e  m onth ly  s a la r i e s ----------------- $525 $627 $712 $820 $ 920 $574 $64 7 $691 $82 4

1 F o r  sco p e  o f study, see  table in appendix  A . T o  a vo id  show ing sm a ll p ro p o r t io n s  o f  e m p lo y e e s  sca tte r e d  at o r  n ea r 
the e x tre m e s  o f the d is tr ib u tion  fo r  som e  occu p a tio n s , the p e rce n ta g e s  o f e m p lo y e e s  in these  in te rv a ls  have been  a ccu m u la ted  
and a re  show n in  the in te rv a l above  o r  b e low  the e x tre m e  in te r v a l conta in ing at le a s t  1 p e rce n t. The p e rce n ta g e s  rep re se n tin g  
these  e m p lo y e e s  a re  shown in p a ren th eses .

N O T E : B ecau se  o f  rounding, sum s o f  in d iv idual ite m s m ay not equal 100.
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Table 6. Employment distribution by salary: Drafting and clerical occupations

(P e rc e n t  d is tr ib u tion  o f  e m p lo y e e s  in s e le c te d  drafting  and c l e r i c a l  o ccu p a tio n s , by a vera g e  w eek ly  s a la r ie s ,  United States ex cep t 
A la sk a  and H aw aii, 1 June 1970)

A v e ra g e  w eek ly  
sa la r ie s

D ra ftsm e n -
t r a c e r s

D ra ftsm en C le rk s ,
accou n tin g

C le rk s ,
fi le

K eypunch
o p e r a to r s

O ffice
b oys

o r
g ir lsi II III i II i II in i n

U nder $60 0 .2 0. 1 0. 1
$60  and under $ 6 5 ________ _ _ - - 0 .4 - 4 . 4 1 .5 _ 0 . 1 _ 2. 7
$65 and under $ 70_________ - - - - 1 .9 - 1 4 .9 5 .5 (0 .4 ) 2. 1 _ 5. 7
$70  and under $75 ___ (1. 6) - - - 4. 1 - 22. 2 13. 9 1 .3 4. 5 (0 .5 ) 12. 3

$75  and under $80 1 .9 _ _ _ 6. 4 (0 .5 ) 19 .0 13. 5 5. 2 7. 7 1 .0 1 2 .0
$80  and under $85 5. 5 (0 .4 ) - - 9. 4 1. 1 13. 9 1 5 .4 7. 8 1 1 .2 3. 5 16. 7
$85  and under $90 7 .0 1 .0 - - 10 .6 1 .5 9 .6 12. 7 11 .3 12. 0 4. 5 15. 5
$90  and under $ 9 5 ________ 10. 3 1 .9 - - 11.5 3. 5 6. 8 12. 1 10. 1 12. 5 8. 1 1 0 .5
$95 and under $ 1 0 0 _______ 10. 2 3 .6 - - 9. 7 3 .9 3 .8 6. 8 8. 4 10 .6 8 .9 7. 3

$100 and under $105 1 1.8 5. 8 _ 9 .5 5. 4 2. 1 5. 1 10. 1 9. 6 1 1 .4 5. 2
$105 and under $110 7. 1 6. 4 - - 7 .3 6. 1 (3 .0 ) 3. 5 7 .8 6. 7 11 .5 2 .9
$ 110 and under $ 115 _ 9. 2 7. 4 (1 .7 ) - 6 . 1 6. 3 - 3. 3 6. 8 5. 3 1 0 .6 3. 1
$ 115 and unde r $ 12 0 ______ 6. 7 8 .3 1 .9 - 5. 4 7. 7 - 1 .8 6. 4 3. 5 10. 3 2. 2
$120 and under $125 6. 8 8. 6 2 .9 - 3 .8 8. 9 - 1 .6 6. 2 3. 4 7. 2 1 .5

$ 125 and under $ 1 3 0 ______ 4. 5 7. 7 3 .4 _ 3. 1 8. 2 _ 1 .0 3. 7 2. 4 5 .8 1. 0
$130 and under $135 6. 2 8. 8 4. 6 - 2 .6 7. 1 - 1 .0 4 .5 2. 5 4 .8 (1 .3 )
$135 and under $140 2. 7 8. 4 5. 7 (1 .5 ) 2. 6 5. 6 - (1 . 1) 3. 0 2. 6 4. 1
$140 and under $ 1 4 5 ______ 3. 2 7. 5 7 .4 1 .4 2 .0 5. 8 - 2. 4 1. 1 3 .6
$145 and under $ 1 5 0 ______ 1 .4 5. 6 7 .5 1 .5 1 .3 5. 8 “ - 2 .5 . 5 1 .7 -

$150  and under $160 2. 3 8. 0 17. 2 5. 1 1 .6 8. 2 _ . 1. 1 1 .2 1 .5
$160 and under $ 1 7 0 ______ 1 .0 4. 1 14. 4 9 .5 (• 9) 6 .4 - - ( .8 ) ( .3 ) ( -9 ) _
$170 and under $180 ( -4 ) 2. 9 12 .5 12. 7 3. 5 _ - ' _
$180  and under $ 1 9 0 ______ - 2. 2 8 .8 1 5 .4 _ 2. 7 _ _ _ _ _
$190 and under $200 - (1 .4 ) 4 . 3 14. 1 - (1 .9 ) - - - - - -

$200 and under $ 2 1 0 ___ _ _ 3. 7 12. 0 . . _ .
$210  and under $220 ______ - - 1 .8 8. 3 - - - _ _ _ _
$220 and under $230  ___ - - 1. 4 4. 8 - - - - _ _ _ _
$230 and under $240 - - ( .8 ) 3 .6 - - > - _ _ _ _

$240 and under $250 - - 2. 2 - - - - - - - -

$250  and under $260  ___ _ _ 2 .4 _ _ _ _ _ .

$260 and under $270 - - - 2. 0 - - _ _ _ _
$270 and under $280  ______ _ - _ 2. 5 - _ _ _ _

$280 and o v e r - - - 1 .0 - - - - - - - -

T ota l 100. 0 100. 0 100. 0 100 .0 100. 0 100. 0 100. 0 100. 0 100. 0 100. 0 100 .0 100. 0

N u m ber o f  e m p lo y e e s _____ 4 ,9 9 2 19 ,9 32 32, 752 28, 343 87, 609 6 0 ,1 6 9 31, 145 29,941 8, 772 64, 645 49, 024 28 ,8 45

A v e ra g e  w eek ly  s a la r ie s__ $109 $131 $160 $196 $101 $131 $79 $88 $106 $98 $112 $87

See footn ote  at end o f ta b le .
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Table 6. Employment distribution by salary: Drafting and clerical occupations----Continued

(P e r c e n t  d is tr ib u tio n  o f  e m p lo y e e s  in s e le c te d  drafting  and c le r i c a l  o ccu p a tio n s , by a v e ra g e  w eek ly  s a la r ie s ,  U nited States ex cep t 
A la sk a  and H aw aii, 1 June 1970)

A v e ra g e  w eek ly  sa la r ie s
S e cr e ta r ie s S teno

g ra p h e rs
g en era l

S teno
g ra p h e rs

se n io r

S w itchboard
o p e r a to r s

T abulating -m a ch in e  
o p e r a to r s T yp is ts

i II III IV i II i II III I II

U nder $60  __  _____  _______________ 0. 3 0. 2
$60  and under $ 6 5 _________________ _ - - - _ - 2. 5 - _ _ _ . 5 _
$65 and under $70 - - - - (0. 7) - 2. 7 - _ _ 2 .9 _
$70 and under $75 ________________ - - - - 2. 7 - 5. 5 (1 .1 ) ( i . D - - 8 . 5 (0. 9)

$75 and under $80 ( i . D _ _ _ 4. 2 (1 .4 ) 6 .8 1 .3 3. 4 (0 .6 ) . 10.8 2 .9
$80 and under $85 1 .6 (1 -3 ) (0 .7 ) - 6 .5 1 .6 9 .7 2. 3 7. 5 1 .7 _ 15. 2 5. 7
$85 and under $90  __ . ...... _ 2. 7 1 .0 1. 1 - 8 .5 3 .0 8 .0 3 .6 9 .6 2 .4 - 15 .5 9 .0
$90 and under $ 9 5 __________________ 4 .4 1 .8 1 .5 - 1 1 .2 5. 0 1 0 .3 6 .8 8 .4 3. 1 _ 13. 1 12. 0
$95 and under $ 1 0 0 _________________ 5 .5 2. 3 1 .7 (2 .8 ) 9. 7 5 .6 10. 4 7 .6 1 1 .6 4 .9 “ 10. 2 12 .8

$100  and under $105 ______________ 7 .5 4. 0 2 .9 1. 1 10. 4 8. 9 9 .8 9 .4 1 2 .5 6. 1 (2 .1 ) 7 .9 12 .6
$105 and under $110  ______________ 8. 7 4 .2 2 .9 2. 3 7 .9 8. 3 5 .3 9 .3 8. 3 7. 7 1 .8 5. 2 10 .8
$110 and under $115 ______________ 8 .4 5 .2 3 .0 1 .8 8 .4 8. 1 7. 1 9. 1 10. 2 8 .6 2. 2 3 .3 8 .3
$115 and und er $120  ______________ 10. 8 7. 2 4 . 7 3. 4 6 .6 10. 0 6 .0 9 .3 6 .4 10. 1 3. 2 2 .0 6. 4
$120 and under $125 9 .9 8. 1 5. 4 4. 7 5 .6 8. 0 5. 3 9. 1 3 .6 10 .6 6 .9 1 .8 5. 1

$125 and under $ 1 3 0 _______________ 8 .6 8 .8 6. 2 3 .8 5. 1 7. 8 4 .8 9. 1 4. 2 7 .9 4 .9 1. 1 3 .5
$ 130 and under $ 135 _______________ 7. 7 8 .8 7. 4 5. 7 4. 2 7. 2 1 .9 5 .9 2 .8 7 .0 8 .8 1 .0 3. 1
$135 and under $ 1 4 0 _______________ 6 .4 7 .9 7. 7 6. 4 4. 2 6. 7 1 .5 4. 2 2 .8 6. 5 8. 0 ( .8 ) 2. 3
$ 140 and under $ 1 4 5 _______________ 5 .4 7. 7 7. 3 5. 5 1 .7 7. 7 (1 .8 ) 3. 7 3 .6 7. 3 8. 0 1 .9
$145 and under $150 3. 7 6. 4 6. 9 5 .4 . 8 3. 5 2 .9 1 .5 3. 1 9 .8 - 1. 1

$150 and under $ 1 6 0 _______________ 4 .8 1 1 .7 1 3 .4 1 1 .2 1 .1 4. 2 * 3 .7 1 .5 5 .5 15. 3 . 1 .3
$ 160 and under $ 1 7 0 _______________ 1 .6 6 .9 10. 3 13 .6 ( .2 ) 2. 3 - 1 .2 (-9 ) 3 . 7 8 .8 _ (•4)
$170  and under $ 1 8 0 _______________ (1 .0 ) 3 .9 6 .9 10. 5 ( .7 ) - ( -4 ) 1 .8 7. 1 -
$180  and under $ 1 9 0 _______________ - 2 .0 4. 5 7. 5 - - - 1 .4 3 .5 _
$190 and under $200  _______________ - ( .6 ) 2. 3 5. 4 - - - - . 1 4. 4 - -

$200  and under $210 _ _ 1 .6 3 .5 _ _ _ _ . _ 2. 1
$210 and under $220  _______________ - - (1 .6 ) 2 .5 - - - a. - - 1 .4 _ _
$220 and under $230  _ _ - _ 1. 1 _ _ - - _ 1 .5 _ _
$ 230 and o v e r - - - 1 .7 - - - - - - . 2 - -

T o t a l__________ ___________ ____ 100 .0 100 .0 100 .0 100 .0 100 .0 1 0 0 .0 100. 0 100 .0 100 .0 100 .0 100 .0 100 .0 100 .0

N u m ber o f  e m p lo y e e s ______________ 90, 862 9 0 ,9 9 5 51, 723 15,991 68 ,3 01 5 8 ,9 1 2 14, 146 11, 641 3, 515 7, 950 4, 328 83, 788 45, 156

A v e ra g e  w eek ly  sa la r ie s $120 $134 $144 $156 $105 $120 $98 $115 $106 $124 $150 $90 $105

1 F o r  sco p e  o f  study, see  ta ble  in  appen dix  A . T o  a vo id  show ing sm a ll p r o p o r t io n s  o f e m p lo y e e s  s ca tte re d  at o r  n ea r the e x tre m e s  o f  the 
d is tr ib u tio n  fo r  som e  o ccu p a tio n s , the p e rce n ta g e s  o f  e m p lo y e e s  in th ese  in te rv a ls  have been  a ccu m u la ted  and a re  show n in  the in te rv a l a bove  o r  
b e low  the ex tre m e  in te rv a l con ta in ing  at le a s t  1 p e r ce n t . The p e rce n ta g e s  re p re se n tin g  th ese  e m p lo y e e s  a re  show n in  p a re n th e se s .

N O T E : B eca u se  o f  rounding, sum s o f  in d iv idua l ite m s  m ay not equal 100.
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Table 7. Occupational employment distribution: By industry division

(P e rc e n t  d is tr ib u tion  o f e m p lo y e e s  in s e le c te d  p r o fe s s io n a l, a d m in is tra tiv e , te ch n ica l, and c l e r i c a l  o ccu p a tio n s , 
by in du stry  d iv is io n , 2 United States e x ce p t  A la sk a  and H aw aii, June 1970)

O ccu pa tion M anu
factu rin g

P u b lic
u t i l it ie s 3

W h olesa le
trade

R  eta il 
trade

f in a n c e ,  
in s u ra n ce , 

and
re a l esta te

S e lected
s e r v ic e s 4

P r o fe s s io n a l and a d m in istra tive

A ccou n ta n ts  __ ____ __  __ __ ------  -------- — 68 12 7 (5) 8 ( 5)
A ud itors 38 17 8 7 29 (5)
C h ie f a ccou n tan ts ________  — -----  ------------- 57 8 10 7 15 ( 5)
A tto rn e ys  _ — __ ------------------- — -------------  — 28 18 5 (*) 44 ( 5)
B u y e r s ______________________________________________ 86 6 ( 5) ( 5) (5) (5)
Job  a n a ly s ts -  — _____  — ________________ 65 5 ( 5) (5) 23 4
D ir e c to r s  o f p e r s o n n e l___________________________ 69 (5) 7 6 14 (5)
C h e m is ts --------------  -------------------------------------- ------- 91 (5) (5) ( 5) (5) 8
E n g in e e r s ----- ----------- --— — --------------------------- 78 10 (5) (5) ( 5) 11

T e ch n ica l support

E n g in eerin g  te ch n ica n s___________________________ 77 8 (5) (5) ( 5) 15
D ra ftsm en  -  — _____  _____  _ ___ 78 7 (5) ( 5) ( 5) 13

C le r ic a l  su p e rv is o ry

K eypunch  s u p e r v is o r s ____________________________ 30 7 14 7 40 (5)

C le r ic a l

C le rk s , a c co u n tin g _____________________  ________ 39 14 13 12 21 (5)
C le rk s , f i l e __  __________________ ________________ 19 5 7 8 59 (5)
K eypunch  o p e r a t o r s __  ________ _________  ____ 41 10 12 9 27 ( 5)
O ffice  b oys o r  g ir ls  _ __________  ___________ 33 13 9 4 38 ( 5)
S e cr e ta r ie  s _________________________________________ 50 8 7 5 26 4
S ten og ra p h ers 49 14 8 (5) 25 ( 5)
S w itch boa rd  o p e r a to r s  __  — _ — 32 13 7 14 32 (5)
T ab u la tin g -m ach in e  o p e r a t o r s __________________ 41 16 10 4 28 ( 5)
T yp is ts 39 7 5 4 42 ( 5)

1 E ach  occu p a tion  in clu d es  the w ork  le v e ls ,  as defin ed  fo r  the su rv e y , fo r  w hich  em ploym en t e s t im a te s  in a ll in d u str ie s  w ithin  sco p e  o f the study 
a re  shown in table 1.

2 F o r  sco p e  o f study, see  table in appendix  A .
3 T ra n sp o rta tio n  ( lim ite d  to  ra ilr o a d , lo c a l  and suburban p a ss e n g e r , deep  sea  w a te r , and a ir  tra n sp o rta tio n  in d u s tr ie s ) , co m m u n ica tio n , e le c t r i c ,  

g a s , and san itary  s e r v ic e s .
4 E n g in eerin g  and a rch ite c tu r a l s e r v ic e s ;  and c o m m e r c ia l ly  o p era ted  r e s e a r c h , d ev e lop m en t, and testin g  la b o ra to r ie s  on ly.
5 L e s s  than 4 p e rce n t.
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Table 8. Relative salary levels: Occupation by industry division

(R e la tiv e  sa la ry  le v e ls  fo r  s e le c te d  p r o fe s s io n a l, a d m in is tra tiv e , te ch n ica l, and c l e r i c a l  o ccu p a tio n s , 
by in du stry  d iv is io n , 2 U nited States e x cep t A lask a  and H aw aii, June 1970)

O ccu pa tion M anu
fa ctu rin g

P u b lic  
u tilit ie s  3

W h olesa le
tra de

R eta il
tra de

F in a n ce , 
in s u ra n ce , 

and
re a l esta te

S e le cte d
s e r v i c e s 4

P r o fe s s io n a l and a d m in istra tive

A c c o u n t a n t s ______________________________ 100 103 98 98 97 99
A u d itor s __ ----------  ----- — — _ _ -------- 104 100 103 95 94 115
C h ie f accou n tan ts ----- — ________ 102 102 (5) (5) 99 (5)
A ttorn eys  ---------------- -------------  ------------------------  — 106 103 113 98 96 106
"Buyers 100 104 109 109 ( 5) 98
Job a n a ly s t s ___ _______________ ______ ___ _________ 103 108 (5) (5) 88 113
D ir e c to r s  o f p e r s o n n e l___________________________ 100 107 94 103 10 1 104
C h e m is ts ____________________________________________ 100 (5) ( 5) ( 5) l 5) 106

E n g in e e rs  ................*...................................................
101 97 ( 5) ( 5) (5) 98

T e ch n ica l support

E n g in eerin g  te ch n ic ia n s_____ _ ______________ 99 107 (5) ( 5) ( 5) 102
D r a ft s m e n _________  — ___  __ _____  __ ----- 100 100 101 99 101 99

C le r ic a l  su p e rv is o ry

K eypunch  su p er v is o r  s _______________  _____ __ 102 116 102 100 94 107

C le r ic a l

C le rk s , accou n tin g  __ ___________ __  ____  _ 104 107 104 92 91 104
C le rk s , f i le  ________________________________________ 108 121 102 97 95 '1 1 0
K eypunch  o p e r a to r s  -----------------  -------- ------ 102 110 101 97 94 104
O ffic e  b oys  or  g i r l s ----- _ -------- __ ____  — 104 109 99 97 94 104
S e c r e t a r ie s — — -------  ---------------------------------------- 102 109 103 91 93 104
S ten og ra p h ers 102 106 102 97 91 99
S w itch boa rd  o p e r a t o r s ------------------------------------------- 105 112 105 86 96 106
T ab u latin g-m ach in e  o p e ra to r  s ___________________ 105 101 100 93 93 98

104 106 102 98 95 101

1 E ach  occu p a tion  in clu d es  the w o rk  le v e ls , as defin ed  fo r  the su rve y , fo r  w h ich  data a re  p rese n te d  in table 1. In com puting  re la tiv e  sa la ry  le v e ls  
fo r  ea ch  o ccu p a tion  by in dustry  d iv is io n , the to ta l em ploym en t in each  w ork  le v e l in a ll in d u str ies  su rve y e d  w as u sed  as a constant em p loy m en t w eight 
to e lim in a te  the e ffe c t  o f d if fe re n ce s  in the p ro p o r tio n  o f em ploym en t in v a r io u s  w ork  le v e ls  w ithin each  occu pa tion .

2 F o r  sco p e  o f study, see  table in appen dix  A .
3 T ra n sp o rta tio n  (lim ite d  to r a ilr o a d , lo c a l  and suburban p a ss e n g e r , deep  sea  w a te r , and a ir  tra n sp orta tion  in d u str ie s ) , com m u n ica tion , e le c t r i c ,  

g a s , and san itary  s e r v ic e s .
4 E ng ineerin g  and a rch ite c tu ra l s e r v ic e s ;  and c o m m e r c ia l ly  o p era ted  r e s e a r c h , d ev e lop m en t, and testin g  la b o ra to r ie s  on ly .
5 In su ffic ien t em ploym en t in 1 w ork  le v e l o r  m o re  to  w arrant sep arate  presen ta tion  o f data.
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Table 9. Average standard weekly hours: Occupation by industry division

(A v e ra g e  w eek ly  h o u rs  1 fo r  e m p lo y e e s  in s e le c te d  p r o fe s s io n a l,  a d m in is tra t iv e , te ch n ica l, and c l e r i c a l  o c c u p a t io n s , 2 by in du stry  d iv is io n , 3 
U nited States e x cep t A la sk a  and H aw aii, June 1970)

O ccu pa tion M anu
fa ctu r in g

P u blic  
u t il it ie s  4

W h olesa le
tra d e

R eta il
tra d e

F in a n ce ,
in su ra n ce ,

and
re a l esta te

S e le c te d  
s e r v ic e s  5

P r o fe s s io n a l and a d m in istra tive

A ccou n ta n ts ________________________________________ 39. 5 39. 5 39. 5 39. 5 38. 0 39. 5
A u d ito rs  ____________________________________________ 39. 0 39. 5 39. 5 40. 0 38. 0 39. 5
C h ie f a ccou n ta n ts __________________________ _____ 39. 5 39. 5 ( ‘ > (6 ) 38. 0 (6 )
A tto rn e y s  __________________________________________ 38. 5 39. 5 37. 5 40. 0 37. 5 39. 0
B u y ers  ________________ _____ _____ ___ ____ __________ 40. 0 39. 5 39. 0 39. 5 (6 ) 39. 5
Job  a n a lysts ______________________________________ 39. 5 3 9 .5 (6 ) <6 ) 38. 0 40. 0
D ir e c to r s  o f p e rso n n e l ___________________________ 40. 0 39. 5 38. 5 40. 5 39. 0 40. 0
C h em ists  _ ______ 39. 5 (6 ) ( ‘ ) ( ‘ ) (6 ) 39. 5
E n g in e e rs  ---------------------------------------------------------------- 40. 0 3 9 .5 (6 ) ( ‘ ) (6 ) 39. 5

T e ch n ica l support

E n g in eerin g  te ch n ic ia n s  __________________________ 40. 0 39. 5 (6 ) (6 ) (6 ) 39. 5
D r a ft s m e n __________________________________________ 40. 0 3 9 .5 39. 5 38. 0 38. 5 39. 5

C le r i c a l  su p e rv is o ry

K eypunch s u p e r v is o r s 39. 5 39. 0 39. 5 39. 0 38. 5 39. 0

C le r i c a l

C le r k s , a ccou n tin g  _______________________________ 39. 5 39. 0 39. 5 39. 5 38. 5 39. 5
C le rk s , f i l e ________________________________________ 39. 0 38. 5 39. 0 39. 5 38. 0 39. 0
K eypunch  o p e r a t o r s ______________________________ 39. 5 39. 0 39. 5 3 9 .5 38. 0 39. 5
O ffice  b o y s  o r  g ir ls  _____________________________ 39. 0 38. 5 39. 0 39. 0 38. 0 39. 0
S e c r e ta r ie s  ________________________________________ 39. 0 38. 5 38. 5 39. 0 38. 0 39. 5
S ten og ra p h ers  _____________________________________ 39. 5 39. 5 39. 0 39. 0 38. 0 39. 5
S w itch boa rd  o p e r a t o r s _______  ____  ___________ 39. 5 39. 5 39. 0 39. 5 38. 0 39. 5
T ab u la tin g -m a ch in e  o p e r a t o r s __________________ 39. 5 39. 0 39. 5 39. 5 37. 5 39. 5
T y p is ts  ______________________________________________ 39. 5 39. 0 39. 0 39. 0 38. 0 39. 5

1 B a se d  on the standard  w o rk w eek  fo r  w hich  e m p lo y e e s  r e c e iv e  th e ir  re g u la r  s tra ig h t -t im e  s a la ry . If standard  h o u rs  w e re  not a v a ila b le , 
the standard  h o u rs  a p p lica b le  fo r  a m a jo r ity  o f  the o f f ic e  w ork  fo r c e  in the e sta b lish m en t w e re  u se d . The a v e ra g e  fo r  ea ch  jo b  ca ta g o ry  was 
rounded to  the n e a re s t  h a lf h ou r .

2 E ach  occu p a tio n  in clu d e s  the w ork  le v e ls ,  a s  de fin ed  fo r  the su rv e y , fo r  w hich  data a re  p re se n te d  in ta b le  1.
3 F o r  sco p e  o f  study, see  ta b le  in  a ppen dix  A .
4 T ra n sp o r ta tio n  (l im ite d  to  r a ilr o a d , lo c a l  and suburban p a ss e n g e r , d eep  sea  w a te r , and a ir  tra n sp o rta tio n  in d u s tr ie s ) ,  com m u n ica tion , 

e le c t r i c ,  g a s , and sa n ita ry  s e r v ic e s .
5 E n g in eerin g  and a rch ite c tu r a l s e r v ic e s ;  and c o m m e r c ia l ly  op e ra te d  r e s e a r c h , d e v e lop m en t, and testin g  la b o ra to r ie s  on ly .
6 In su ffic ien t em ploy m en t in  1 w o rk  le v e l o r  m o re  to  w arra n t sep a ra te  p resen ta tion  o f data.
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Appendix A. Scope and Method of Survey

S cop e  o f  S urvey

The s u r v e y  re la tes  to es tab l ish m en ts  in the United States ex cep t  A la sk a  and Hawaii 
in the fo l low in g  in d u s tr ie s :  M anufacturing ; tran sp orta t ion ,  c o m m u n ica t io n ,  e l e c t r i c ,  gas,
and sa n ita ry  s e r v i c e s ;  w h o le sa le  trade ;  r e ta i l  trade ;  f in a n ce ,  in su ra n ce ,  and re a l  estate ; 
en g in eer in g  and a r ch ite c tu ra l  s e r v i c e s ;  and c o m m e r c i a l l y  op era ted  r e s e a r c h ,  d ev e lop m en t ,  
and test ing  la b o r a t o r ie s .  E xc luded  a re  es tab l ish m en ts  em p loy in g  fe w e r  than the m in im u m  
n um ber  o f  w o r k e r s ,  as ind icated  in the a ccom p a n y in g  table f o r  each  industry  d iv is io n ,  at 
the t im e  o f  r e f e r e n c e  o f  the u n iv e rs e  data (g e n e ra l ly ,  f i r s t  qu arter  o f  1969). The v a r ia b le  
m in im u m  em p loym en t  s iz e ,  w hich  was adopted in the 1966 s u rv e y ,  m o r e  n e a r ly  equ a lizes  
the m in im u m  w h i t e - c o l la r  em p loym en t  o f  es tab l ish m en ts  am ong  the va r iou s  industry  d iv is io n s .

The est im ated  n um ber  o f  es tab l ish m en ts  and the total em p loym en t  within s c o p e  o f  this 
s u rv e y ,  and within the sa m p le s  actu a lly  studied, a re  shown fo r  each  m a jo r  in d u stry  d iv is io n  
in the a cco m p a n y in g  table . T h e s e  e s t im a tes  a lso  a re  shown s e p a ra te ly  fo r  esta b l ish m en ts  
em p loy in g  2, 500 w o r k e r s  o r  m o r e  and those  lo ca ted  in Standard M etrop o l ita n  S tatis t ica l  
A r e a s . 1

A s  ind icated  in the tab le ,  the s c o p e  o f  the study was the sa m e  f o r  a ll  o c cu p a t io n s ;  
h o w e v e r ,  the c l e r i c a l  and drafting  o ccu p a t ion s  w e r e  studied in a la r g e r  n um ber  o f  e s ta b l is h 
m ents  than w e r e  the p r o fe s s i o n a l ,  a d m in is tra t iv e ,  en g in eer in g  te ch n ic ia n ,  and keypunch  s u p e r 
v i s o r  o ccu p a t io n s .  The sam plin g  m ethods  used  fo r  studying each  o f  these  o ccu p a t io n a l  groups  
a r e  d e s c r ib e d  in deta il  under Sam pling and E stim ating  P r o c e d u r e s .

T im in g  o f  S urvey

S u rvey  data c o l l e c t io n  was planned so  that the data w ould  r e f l e c t  an a v era g e  r e fe r e n c e  
p e r io d  o f  June 1970. 2 The data fo r  the p r o fe s s i o n a l ,  a d m in is tra t iv e ,  en g in eer in g  t e ch n i 
c ian , and keypunch  s u p e r v is o r  occu p a tion s  w e r e  obtained f r o m  a nationwide sa m p le  o f  e s ta b 
l ish m en ts  con tacted  la r g e ly  be tw een  M a r c h  and S ep tem b er .

The a v e ra g e  r e f e r e n c e  m onth  fo r  c l e r i c a l  and drafting  o ccu p a tion s  was a lso  June 1970. 
Data fo r  th ese  occu p ation s  w e r e  obtained  f r o m  two s o u r c e s :  The B u re a u 's  o ccu p a tion a l
wage studies  in 44 m e t r o p o l i t a n  a re a s  which  had r e f e r e n c e  dates o f  M a r c h  through 
S ep tem b er  1970; and in a l l  o ther a r e a s ,  f r o m  the sam e  sam ple  o f  e s ta b l ish m en ts  that w e re  
v is i te d  f o r  the p r o fe s s i o n a l  and ad m in is tra t iv e  o ccu p a t io n s .

M e t h o d  o f  C o l l e c t i o n

Data w e r e  obtained by  B ureau  f ie ld  e c o n o m is t s ,  la r g e ly  by p e r s o n a l  v i s i t s ,  f r o m  r e p 
resen ta t ive  e s ta b l ish m en ts  within the s co p e  o f  the su rv e y .  3 E m p lo y e e s  w e r e  c la s s i f i e d  
a c c o r d in g  to o ccu p ation  and le v e l ,  with the a s s i s ta n c e  o f  com p a n y  o f f i c ia l s ,  on the b a s is  o f  
the BLS jo b  de fin it ions  which  appear  in appendix  C. In co m p a r in g  actual duties and r e s p o n 
s ib i l i t ie s  o f  e m p lo y e e s  with those  in the s u rv e y  de f in it ion s ,  ex ten s iv e  u se  was m ade  o f  c o m 
pany o ccu p a tion a l  d e s c r ip t io n s ,  o rg a n iza t ion  ch a r ts ,  and oth er  p e r s o n n e l  r e c o r d s .

T he m etropolitan area data in the 1970! survey relate to a ll 229 SMSA's (within the 48 States surveyed) as revised through 
January 1968 by the Bureau o f the Budget. Earlier surveys represented SMSA's ranging in numbers from  188 in 1962 and earlier surveys 
to 2271 in the 1969j survey.

2 Prior to the 1967 study, the average reference period for c le r ica l and drafting jobs was February, and it was March for a ll 
other occupations. Until 1963, reports listed "W inter" as the reference period. From 1963 through 1966, the m ore sp ec ific  desig 
nation, "February-M arch, "  was used. Beginning with 1967, the reference period was changed to June.

3 The surveys in m etropolitan areas, used to deve lop  the nationwide estimates for the drafting and c le r ica l occupations, pro
vide for co lle ct io n  by a com bination  o f  m ail and personal visits in alternate years.
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Number o f  establishments and workers within scope o f  survey1 and number studied by industry division, June 1970

M inim um  
em ploym en t 

in e s ta b 
lish m en ts  
in sco p e  o f 

su rvey

W ithin sco p e  o f su rv e y  1 Studied fo r  p r o fe s s io n a l 
and a d m in is tra tive  

occu p a tio n s

Studied fo r  drafting  
and c l e r i c a l
occu p a tio n s  2W o rk e rs  in  e sta b lish m en ts

Industry  d iv is io n N um ber 
o f  e s ta b 
lish m en ts T ota l

P r o fe s s io n a l ,
a d m in istra tive

su p e rv is o ry , 
and c le r i c a l  3

N u m ber 
o f  e s ta b 
lish m en ts

T ota l 
w o rk e rs  
in e s ta b 
lish m en ts

N um ber 
o f  e s ta b 
lish m en ts

T ota l 
w o rk e rs  
in e s ta b 
lish m en ts

33, 003 1 9 ,8 3 7 ,2 0 9 7, 396, 199 

3 ,4 5 4 ,0 5 8

3, 042 6 ,8 0 6 ,3 8 4  

4 , 542, 042

5, 690 

2 ,8 2 2

8 ,5 1 6 ,5 9 8  

5, 340 ,89 5M anufacturing  __________________________ 250 14,266 1 2 ,3 1 0 ,7 9 3 1 ,831
N onm anuf a ctu r in g :

T ra n sp o r ta tio n , 4 co m m u n ica tio n , 
e le c t r i c ,  g a s , and san itary  
s e r v ic e s 100 2, 781 2 ,1 6 0 ,1 2 2 1 ,0 1 1 ,0 7 8 305 1 ,0 2 3 , 144 661 1 ,2 5 8 ,5 4 0

W h olesa le  tra d e 100 4, 264 9 6 3 ,5 6 4 4 6 9 ,8 6 2 186 7 9 ,4 4 3 519 183 ,737
R e ta il t r a d e __________________________ 250 2, 495 2 ,2 3 7 ,2 8 2 4 6 4 ,6 3 6 223 5 46 ,01 3 660 972 ,68 8
F in a n ce , in su ra n ce , and 

re a l esta te 50 8, 680 1 ,9 2 4 ,7 9 1 1 ,8 3 1 ,0 7 2 400 4 78 ,11 0 875 6 05 ,93 0
S e r v ic e s :

E n g in eerin g  and a rch ite c tu r a l 
s e r v ic e s ;  and c o m m e r c ia l ly  
op e ra te d  r e s e a r c h , 
d ev e lo p m e n t, and testin g  
la b o ra to r ie s  on ly  _ _ _ ___ 100 517 2 40 ,65 7 165 ,49 3 97 137,632 153 154,808

2 5 ,1 5 4 1 5 ,8 4 0 ,7 0 5 6 ,4 9 0 ,3 2 7 2, 447 6, 100 ,687 5, 095 7 ,8 1 0 , 901 

4 ,6 8 8 ,3 2 6M anufacturing  __________________________ 250 9, 246 8 ,9 1 8 , 595 2 ,8 3 9 ,4 5 9 1 ,3 4 3 3 ,8 8 9 ,4 7 3 2, 334
N on m anufactu rin g:

T ra n sp o r ta tio n , 4 com m u n ica tio n , 
e le c t r i c ,  g a s , and san itary  
s e r v ic e s  ___________________________ 100 2, 010 1 ,9 5 3 , 385 9 37 ,50 2 271 1 ,0 0 7 , 038 627 1, 242 ,43 4

W h olesa le  tra d e  ____________________ 100 3 ,8 0 7 8 74 ,81 4 4 3 5 ,8 2 9 170 75, 173 503 179,467
R eta il tra d e  _ . . ____________________ 250 2, 229 2, 104,501 4 4 2 ,0 9 4 212 538 ,271 649 9 64 ,94 6
F in a n ce , in su ra n ce , and 

r e a l esta te  _________________________ 50 7, 360 1, 770, 700 1 ,6 8 1 ,9 9 3 364 4 7 1 ,2 4 3 839 5 99 ,06 3
S e r v ic e s :

E n g in eerin g  and a rch ite c tu r a l 
s e r v ic e s ;  and co m m e r c ia l ly  
op e ra te d  r e s e a r c h , d e v e lo p 
m en t, and testin g  
la b o ra to r ie s  on ly  ___________ 100 502 2 18 ,71 0 153 ,450 87 119 ,489 143 136 ,665

E sta b lish m en ts  em p loy in g  2, 500
1, 153 

764

6 ,7 2 7 ,8 6 8 2, 621 , 306 709 5 ,1 3 8 ,3 1 3 782 5, 2 6 9 ,4 5 9

M anufacturing  _________________________ - 4 ,5 1 3 ,0 3 5 1 ,5 2 4 ,9 2 0 461 3, 510 ,001 478 3, 565 ,81 9

1 T he study re la te s  to  e sta b lish m en ts  in in d u str ie s  lis te d , w ith to ta l em ploym en t at o r  a b ov e  the m in im u m  lim ita tio n  in d ica ted  in the f ir s t  
co lu m n , in the U nited States e x cep t A la sk a  and H aw aii.

2 T he drafting  and c l e r i c a l  o ccu p a tio n s  w e re  stud ied  in  the sam e sa m p le  o f e sta b lish m en ts  as w e re  the p r o fe s s io n a l and a d m in is tra tiv e  o c c u p a 
t io n s , e x cep t in  S M S A 's . F o r  th e se  a r e a s ,  the drafting  and c l e r i c a l  data w e re  obtained  fr o m  the B u r e a u 's  m o r e  in te n s iv e ly  sa m p led  su rv e y s  o f 
sep arate  m etro p o lita n  a r e a s . (F o r  a m o re  d eta iled  exp lan a tion , see  Sam pling and E stim atin g  P r o c e d u r e s ,  p . 3 6 .)

3 Inclu des e x e cu t iv e , a d m in is tra tiv e , p r o fe s s io n a l, s u p e r v is o r y , and c l e r i c a l  e m p lo y e e s , but e x c lu d e s  te ch n ic ia n s  and dra ftsm e n , and sa le s  
p erso n n e l.

4 L im ite d  to  r a ilr o a d , lo c a l  and suburban p a ss e n g e r , deep  sea  w ater (fo re ig n  and d o m e s t ic ) ,  and a ir  tra n sp o rta tio n  in d u str ie s  as de fin ed  in 
the 1967 ed ition  o f  the Standard Indu stria l C la s s if ic a t io n  M anual.

5 Standard M etrop o lita n  S ta tis t ica l A r e a s  in  the U nited S ta tes , ex cep t A lask a  and H aw aii, as r e v is e d  through  January 1968 by the B ureau  o f 
the B udget.
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N ature o f  Data C o l le c te d  and P r e s e n te d

T he r e p o r te d  s a la r ie s  re la te  to standard s a la r ie s  paid f o r  standard  w o r k  s ch e d u le s ,  
i. e. , to the s t ra ig h t -t im e  sa la ry  c o r r e s p o n d in g  to the e m p lo y e e 's  n o r m a l  w ork  sch edu le  
exc lud ing  o v e r t im e  h o u rs .  N onproduction  bon uses  a re  ex c lu d ed , but c o s t - o f - l i v i n g  paym ents  
and in centive  earn ings  a r e  included . The a v e ra g e  s a la r ie s  p re se n te d  re la te  to fu l l - t im e  
e m p lo y e e s  f o r  w h om  sa la ry  data w e r e  a va ilab le .

A bout 5 p e r c e n t  o f  the es tab l ish m en ts  asked  to supply  data on p r o fe s s i o n a l ,  a d m in 
is t r a t iv e ,  en g in eer in g  tech n ic ian ,  and keypunch s u p e r v is o r  occu p a tion s  would not do so .  
T h ese  c o r r e s p o n d e d  to an e s t im a ted  total in the u n iv e r s e  studied o f  a p p ro x im a te ly  1 ,0 0 4 ,0 0 0  
w o r k e r s ,  about 5 p e r c e n t  o f  1 9 ,8 3 7 ,0 0 0 .  A  lo w e r  r e fu sa l  rate  was found in the su rv e y s  o f  
c l e r i c a l  and drafting  o c cu p a t io n s .  The n o n co o p e ra t in g  units w e re  r e p la ce d  by  o th ers  in the 
sa m e  in d u s t r y - s i z e - l o c a t i o n  c l a s s e s .  W h ere  no such  substitutes w e r e  a v a ila b le ,  s in ce  a ll 
s im i la r  units w e r e  a lre a d y  in the s a m p le ,  the w eights o f  the included  esta b l ish m en ts  w e re  
in c r e a s e d  to a ccou n t  fo r  the m is s in g  units.

Under e s ta b l ish ed  p o l i c ie s  o f  s o m e  c o m p a n ie s ,  o f f i c ia l s  w e r e  not a u th or ized  to p r o 
v ide  in fo rm a t ion  re lating  to s a la r ie s  f o r  a ll  o ccu p a tion s  studied. In n e a r ly  a l l  in s ta n ce s ,  
h o w e v e r ,  in fo rm a tion  was p rov id ed  on the n um ber  o f  such  e m p lo y e e s  and the a p p rop r ia te  
o ccu p a tion a l  c la s s i f i c a t io n .  It was thus p o s s ib le  to e s t im a te  the p ro p o r t io n  o f  e m p lo y e e s  
f o r  w hom  s a la ry  data w e r e  not a va ilab le .  T h ese  p o l i c ie s  m o r e  often re la ted  to the h igh er  
le v e l  p o s it io n s ,  m ain ly  b e c a u s e  o f  p o l i c ie s  not to d i s c l o s e  pay data f o r  e m p lo y e e s  c o n s id e r e d  
a part  of the m an agem en t  group  o r  c la s s i f i e d  in o ccu p a tion a l  le v e ls  involv ing  a s ing le  
em p lo y e e .

Percent o f  em ployees classified  in professional, 
administrative, and engineering techn ician  

occupations surveyed for whom salary 
Number o f jo b  categories data were not available

1 ------------------------------------------------- 10 percent or m ore
Directors o f  personnel IV (19  percent)

4 ------------------------------------------------- 5 to  9. 9 percent
C h ief accountants IE 
Directors o f  personnel III 
Chemists VIII 
Engineers VIII

18 ----------------------------------------------- 1 to 4. 9 percent

33 --------------------------------- -------------  Less than 1 percent

C o m p a r is o n s  betw een  es ta b l ish m en ts  that p r o v id e d  s a la r y  data fo r  each  s p e c i f i c  o c 
cupation  l e v e l  and those  not doing so  ind icated  that the two c la s s e s  o f  es tab l ish m en ts  did 
not d i f fe r  m a t e r ia l ly  in in d u str ie s  r e p r e s e n te d ,  em p loym en t ,  o r  s a la r y  le v e ls  fo r  other jo b s  
in this s e r ie s  f o r  which  data w e r e  a va ilab le .

O ccu pation a l em p loym en t  e s t im a te s  re la te  to the total in a l l  e s ta b l ish m en ts  within the 
s c o p e  o f  the s u rv e y  and not the n um ber  actu a lly  su rv ey ed .  E m p lo y e e s  fo r  w hom  s a la r y  data 
w e r e  not a va ilab le  w e r e  not taken into a ccou n t  in the e s t im a te s .  4 T h ese  e s t im a tes  w e r e  
d e r iv e d  by weighting fu l l - t im e  e m p lo y e e s  in  the o ccu p ation s  studied in each  sam ple  e s ta b l is h 
m ent in p r o p o r t io n  to the num ber  o f  es ta b l ish m en ts  it r e p r e s e n te d  within the Lcope o f  the 
su rvey .  F o r  ex a m p le ,  i f  the sa m p le  es ta b l ish m en t  was s e le c t e d  f r o m  a g ro u p  o f  four  e s t a b 
l ish m en ts  with s im i la r  em p loym en t  in the sam e  industry  and re g io n ,  each  fu l l - t im e  e m p lo y e e  
found in an occu p a tion  studied was counted  as four  e m p lo y e e s  in c o m p il in g  the e m p lo ym e n t

Also not taken into account were a few instances in  which salary data were available for em ployees in an occupation , but 
where there was no satisfactory basis for classifying the em ployees by the appropriate work levels.
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es t im a tes  fo r  the o ccu p a t io n s .  In addition , the p r o fe s s i o n a l  and a d m in is tra t iv e  occu p ation s  
w e r e  l im ite d  to e m p lo y e e s  m eet in g  the s p e c i f i c  c r i t e r ia  in each  su r v e y  d e fin it ion  and w e r e  
not intended to include a ll  e m p lo y e e s  in each  f ie ld  o f  w ork .  5 F o r  these  r e a s o n s ,  and 
b e ca u s e  o f  d i f f e r e n c e s  in o ccu p a tion a l  s tru c tu re  am ong  e s ta b l ish m e n ts ,  the e s t im a te s  o f  
o c cu p a t ion a l  e m p loym en t  obtained  f r o m  the sa m p le  o f  e s ta b l ish m en ts  studied s e r v e  on ly  to 
ind icate  the re la t iv e  im p o r ta n ce  o f  the occu p ation s  and le v e ls  as de fined  fo r  the su rvey .  
T h ese  q u a li f ica t ion s  o f  the e m p loym en t  e s t im a tes  do not m a t e r ia l ly  a f fe c t  the a c c u r a c y  o f  
the earn in gs  data.

W h e re v e r  p o s s ib l e ,  data w e r e  c o l l e c te d  fo r  m en  and w om en  identif ied  by  sex .  I f  s e p a 
rate  id en t i f ica t ion  o f  ind iv idua ls  w as not p o s s ib l e ,  all w o r k e r s  w e re  re p o r te d  as the p r e d o m 
inant sex .  In the p r o fe s s i o n a l ,  a d m in is tra t iv e ,  and te ch n ica l  support  o c c u p a t io n s , m e n  w e re  
su f f i c ie n t ly  p red om in a n t  to p r e c lu d e  p resen ta t ion  o f  s ep a ra te  data b y  se x .  F o r  those  c l e r i c a l  
o c cu p a t ion s  in which  both  m en  and w om en  a re  c o m m o n ly  e m p lo y e d ,  sep a ra te  data b y  sex  
a re  ava ilab le  f r o m  the a re a  wage su rv e y  re p o r ts  c o m p i le d  b y  m e tro p o l i ta n  a rea .  The o c c u 
pations  and w o rk  le v e ls  included  in this study, and in which  w om en  accou nted  fo r  5 p e r c e n t  
o r  m o r e  o f  the e m p loym en t ,  w e re  d is tr ibu ted  a c c o r d in g  to the p ro p o r t io n  o f  w om en  e m p lo y 
e e s ,  as fo l lo w s :

W om en (percent) - O ccupation  and le v e l

95 or m ore_________________  File clerks I and II, all levels o f  keypunch operators,
secretaries, stenographers, switchboard operators, 
and typists

9 0 -9 4 _______________________ A ccounting clerks I, f ile  clerks III and keypunch
supervisors I

8 5 -8 9 -----------------------------------  Keypunch supervisors II
7 5 - 7 9 -----------------------------------  Keypunch supervisors III
7 0 -7 4 -----------------------------------  A ccounting clerks II
5 0 -5 4 -----------------------------------  Keypunch supervisors IV
4 5 - 4 9 -----------------------------------  O ffice  boys or girls
4 0 -4 4 ------- ------------------- — —  T abulating-m ach ine operators I
3 5 - 3 9 _______________________ T abulating-m ach ine operators II
3 0 -3 4 -----------------------------------  Job analysts I
2 5 -2 9 _______________________ Draftsm en-tracers, engineering technicians I, and

tabulating-m achine operators III
2 0 -2 4 -----------------------------------  Job analysts II
1 5 - 1 9 -----------------------------------  Chemists I and II
1 0 -1 4 _______________________ Accountants I, buyers I, job  analysts III, and

engineering technicians II
5 _ 9 _______________________ Accountants II, auditors I, attorneys II, job

analysts IV, directors o f  personnel I and II, 
chemists III, and draftsmen I

Sam pling and E stim ating  P r o c e d u r e s

A s  ind icated  e a r l i e r ,  this su rv e y  re la te s  to a l l  e s ta b l ish m en ts  in the United States, 
ex cep t  A la sk a  and H awaii, within the industry  and m in im u m  s iz e  s c o p e .  A lthough one sam ple  
o f  es ta b l ish m en ts  was s e le c te d  fo r  studying the p r o fe s s i o n a l ,  a d m in is tra t iv e ,  en g in eer in g  
tech n ic ian ,  and keypunch  s u p e r v is o r  o c cu p a t io n s ,  and another fo r  the dra ft ing  and c l e r i c a l  
o c cu p a t io n s ,  both re la te  to the sa m e  population  o f  g e o g r a p h ic ,  in du stry , and s i z e - o f - e s t a b -  
l ish m en t  c h a r a c t e r i s t i c s .  The p r o c e d u r e s  used  fo r  se le c t in g  sa m p le s  f o r  these  two groups  
o f  o ccu p ation s  a re  exp la ined  in the fo l low in g  p a ra g ra p h s .

P r o fe s s i o n a l ,  A d m in is t r a t iv e ,  E ng ineer ing  T ech n ic ia n ,  and Keypunch S u p e r v is o r  O c c u p a 
t io n s . The sam p lin g  p r o c e d u r e s  ca l le d  f o r  the deta i led  s t ra t i f i ca t io n  o f  a ll  es tab l ish m en ts  
within s c o p e  o f  the su r v e y  b y  lo ca t io n ,  in du stry , and s iz e  o f  em p loym en t .  F r o m  this u n i
v e r s e ,  a nationw ide sa m p le  o f  about 3 ,0 0 0  es tab l ish m en ts  (not co m p a n ie s )  was s e le c t e d  
s y s te m a t ic a l ly .  6 E ach  industry  was sa m p led  s e p a ra te ly ,  the sam p lin g  rates  dependent on 
the im p o r ta n ce  o f  the industry  as an e m p lo y e r  having the su r v e y  j o b s .  Within each  in d u stry ,  a

5 Engineers, for exam ple, are defined to perm it classification  o f em ployees engaged in engineering work within a band o f 
eight levels, starting with inexperienced engineering graduates and excluding on ly those within certain fields o f  specialization  or in 
positions above those covered  by le ve l VIII. By way o f  contrast, such occupations as ch ie f accountants and directors o f  personnel 
are defined to include on ly those with responsibility for a specified  program and with duties and responsibilities as indicated for each 
o f  the more lim ited  number o f work levels se lected  for study.

6 A  few o f  the largest em ployers, together em ploying approxim ately one and a quarter m illion  workers, gave data on  a com pany
w ide basis. These com panies were elim inated from  the universe to which the preceding procedure applies. The sam ple count includes 
the establishments o f  these com panies within the scope o f  the survey.
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g r e a t e r  p r o p o r t io n  o f  la rg e  than o f  s m a l l  e s ta b l ish m en ts  was inc luded . In com bin in g  the 
data, each  es ta b l ish m en t  was w eighted  a c c o r d in g  to its  p ro b a b il i ty  o f  s e le c t io n ,  s o  that un 
b ia s e d  e s t im a tes  w e r e  g en era ted .  T o  i l lu s tra te  the p r o c e s s ,  w h ere  one es ta b l ish m en t  out 
o f  fou r  w as s e le c t e d ,  it was g iven  a w eight o f  4, thus rep re se n t in g  i t s e l f  plus three  o th ers .  
In in s ta n ces  w h ere  data w e r e  not ava ila b le  f o r  the o r ig in a l  sa m p le  m e m b e r ,  an a lternate  
o f  the sa m e  o r ig in a l  p ro b a b i l i ty  o f  s e le c t io n  was ch o se n  in the sa m e  in d u s t r y -s i z e  c l a s s i f i 
ca tion . W h ere  there  was no su itab le  substitution  fo r  the o r ig in a l  sam p le  m e m b e r ,  the 
m is s in g  unit was accou n ted  fo r  by  ass ign ing  additional weight to an ex ist ing  sa m p le  m e m b e r  
that w as as  n e a r ly  s im i la r  as p o s s ib le  to the m is s in g  unit.

C le r i c a l  and D rafting  O ccu p a t io n s . The nationw ide e s t im a tes  f o r  the c l e r i c a l  and d r a f t 
ing o ccu p a tion s  a r e ,  in la rg e  p a r t ,  a b y p rod u ct  o f  the B u re a u 's  su rv e y s  o f  th ese  occu p a tion s  
in 89 m e tro p o l i ta n  a r e a s .  Data f r o m  44 o f  th ese  a re a  wage su rv e y s  w e r e  ad justed  to the 
s c o p e  o f  the national su r v e y  and w e r e  included  to r e p re s e n t  t h e m s e lv e s .  7 The sam plin g  
o f  es tab l ish m en ts  within each  o f  these  a re a s  was d es ig n ed  to y ie ld  e s t im a tes  o f  the a re a  
as a w h o le ,  and fo r  m a jo r  in du stry  d iv is io n s  within the a re a .  A s  d e s c r ib e d  in the p r e 
ced ing  se c t io n ,  the esta b l ish m en ts  w e r e  s tra t i f ied  by  industry  and e m p lo y m e n t  s i z e ,  and 
sa m p le  m e m b e r s  s e le c t e d  at ran dom  fo r  each  stratum .

F o r  a ll  rem ain in g  a r e a s ,  c l e r i c a l  and drafting  data w e re  obta ined  f r o m  the sam e  n a t ion 
wide  sa m p le  o f  e s ta b l ish m en ts  used  fo r  the p r o fe s s i o n a l ,  a d m in is tra t iv e ,  en g in eer in g  t e c h 
n ic ia n ,  and keypunch s u p e r v is o r  o ccu p a t io n s .  Within this sa m p le  th ere  w e r e  a p p ro x im a te ly  
750 esta b l ish m en ts  in a re a s  w h ere  l o c a l i ty  studies  had b een  done betw een  O c to b e r  1969 and 
F e b r u a r y  1970. W h ere  p o s s ib l e ,  c l e r i c a l  and drafting  data re p o r te d  in these  studies  w e re  
updated to r e f l e c t  g en era l  in c r e a s e s  o c c u r r in g  to the t im e p r o fe s s i o n a l  and a d m in is tra t iv e  
data w e r e  c o l l e c te d .  In a ll  o th er  e s ta b l ish m e n ts ,  c l e r i c a l  and dra ft ing  data w e re  c o l l e c te d  in 
con ju n ct ion  with p r o fe s s i o n a l  and a d m in is tra t iv e  data.

C o n v e r s io n  o f  S a lary  Rates

S a la ry  data f o r  the s e le c t e d  o ccu p a tion s  w e r e  c o l l e c t e d  in the f o r m  in which  it was 
m o s t  r e a d i ly  ava ilab le  f r o m  com p a n y  r e c o r d s ,  i. e. , on a w eek ly ,  b iw eek ly ,  s em im on th ly ,  
m onth ly , o r  annual b a s is .  F o r  the in itia l tabu lations , the s a la r y  data w e r e  f i r s t  c o n v e r te d  
to a w e ek ly  b a s is  fo r  the c l e r i c a l  and drafting  o ccu p a t ion s  and to a m onth ly  b a s is  fo r  the 
p r o fe s s i o n a l ,  a d m in is tra t iv e ,  and en g in eer in g  te ch n ic ian  o ccu p a t io n s .  The fa c t o r s  u sed  to 
c o n v e r t  these  data fo r  the two grou p s  o f  o ccu p a tion s  w e r e  as fo l lo w s :

Salaries for professional 
and administrative occu p a 

tions and for engineering
T im e interval Salaries for c le r ica l and technicians and keypunch
represented by drafting occupations to  supervisors to

salary w eekly basis m onthly basis

W eekly.......... ........................................ 1 .0000  4 .3 4 50
B iw eek ly---------------------------------------  . 5000 2. 1725
S e m im on th ly -------------------------------  . 4602 2 .0000
M o n th ly -------------------------------------------------- .2301 1 .0000
Annual ---------------------------------------------------- .0192  .0833

A v e r a g e  m on th ly  s a la r ie s  p re se n te d  in tab les  1, 2, and 3 and annual s a la r ie s  p re s e n te d  in
tab les  1 and 2 fo r  the c l e r i c a l  and drafting  o ccu p a tion s  a re  d e r iv e d  f r o m  the a v e ra g e  w eek ly  
s a la r ie s  (to the n e a r e s t  penny) by  u se  o f  fa c t o r s  4. 345 and 52. 14, r e s p e c t iv e ly ,  and rou n d 
ing resu lts  to the n e a r e s t  d o l la r .  A v e r a g e  w eek ly  s a la r ie s  f o r  th ese  o c cu p a t io n s ,  p re se n te d  
in table 6, a re  rounded  to the n e a re s t  h a lf  d o l la r .  A v e r a g e  m onth ly  s a la r ie s  p re s e n te d  in 
tab les  1, 2, and 3 f o r  the p r o fe s s i o n a l  and a d m in is tra t iv e  o ccu p a t ion s  and fo r  en g ineer ing
tech n ic ians  a re  rounded  to the n e a r e s t  d o l la r .  T o  obtain  the annual s a la r i e s ,  a v e ra g e  
m onth ly  s a la r ie s  (to the n e a r e s t  penny) a r e  m u lt ip l ied  by 12 and rounded  to the n e a r e s t  d o l la r .

7
These were the 44 area wage surveys (excluding C leveland, Kansas City ( M o .), Omaha, San Jose, Sioux Falls, and Trenton) 

w hich had payroll reference dates o f  March through Septem ber 1970, and w ere, therefore, representative o f  the same co lle c t io n  tim e 
period that applied for the national survey.
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M ethod  o f  D eterm in ing  M edian  and Q u art i le  V alues

M edian  and q u art ile  va lues  p re se n te d  in this r e p o r t  w e r e  d e r iv e d  f r o m  d istr ibutions  
of e m p lo y e e s  by s a la ry  using $1  c la s s  in te rv a ls .  W eek ly  sa la ry  c la s s  in te rv a ls  w e re  used  
fo r  d ra ftsm e n  and c l e r i c a l  o ccu p a t ion s  and m on th ly  s a la ry  c la s s  in te rv a ls  w e r e  u sed  fo r  a ll  
o ther o ccu p a t io n s .  The w eek ly  va lues w e r e  m u lt ip l ied  by 4. 345 to obtain  m onthly  values 
and by 52. 14 to obtain  annual va lu es .  The annual va lues  fo r  other  than d ra ftsm en  and 
c l e r i c a l  o ccu p a tion s  w e r e  obta ined  by m ultip ly ing m onthly  values by 12.

E s t im a te s  o f  Sam pling E r r o r

The s u r v e y  p r o c e d u r e  y ie ld s  e s t im a tes  with w id e ly  va ry in g  sam plin g  e r r o r s ,  depending 
on the fr e q u e n c y  with w hich  the jo b  o c c u r s ,  and the d is p e r s i o n  o f  s a la r i e s .  Thus, f o r  the 
p r o fe s s i o n a l ,  a d m in is tra t iv e ,  en g in eer in g  te ch n ic ia n ,  and keypunch  s u p e r v is o r  o ccu p a t io n  w ork  
l e v e l s ,  the r e la t iv e  sam pling  e r r o r s  o f  the a v e ra g e  s a la r ie s  w e r e  d is tr ibu ted  as fo l lo w s :  32
w e r e  under 2 p e r c e n t ;  14 w e r e  2 and under 4 p e r c e n t ;  5 w e r e  4 and under 6 p e r c e n t ;  and 5 
w e r e  6 p e r c e n t  and o v e r .  8 The nationw ide e s t im a tes  fo r  the c l e r i c a l  and drafting  r o o m  o c 
cu p a t io n s , b a se d  on the m u ch  la r g e r  s a m p le ,  a re  su b je c t  to s m a l le r  sam p lin g  e r r o r — 2 p e r c e n t  
o r  le s s  in a ll c a s e s  e x cep t  fo r  a ccou ntin g  c le r k s  I ( 2 . 7  p e r c e n t ) ,  f i le  c le r k s  I, II, and III 
( 2 . 4 ,  4 . 3 ,  3 . 8  p e r c e n t ,  r e s p e c t iv e ly ) ,  and sw itch b oa rd  o p e r a to r s  I ( 2 . 5  p e r ce n t ) .  T h ese
sam plin g  e r r o r s  m e a s u r e  the va l id ity  o f  the band within which  the true a v e ra g e  is l ik e ly  to 
fa l l .  T hus, f o r  an o ccu p a t io n  with a sa m p le  a v e ra g e  m onth ly  s a la r y  o f  $ 1 , 000  and a s a m 
p ling  e r r o r  o f  4 p e r c e n t ,  the ch ances  a re  19 out o f  20 that the true a v e ra g e  l ies  within the 
band f r o m  $960  and $ 1 , 040 .

8 The 6 percent and over group included: Keypunch supervisor II—9 percent; ch ie f accountant 1—8 percent; attorney 1—7 .9
percent; keypunch supervisor I—7. 2 percent; and attorney V I—6. 1 percent.
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A p p e n d ix  B . S u r v e y  C h a n g e s  in  1970

C h a n g e  i n  O c c u p a t i o n a l  C o v e r a g e

A  f i v e - l e v e l  k e y p u n c h  s u p e r v i s o r  o c c u p a t i o n  w a s  a d d e d  t o  t h e  s u r v e y .  S e e  a p p e n d i x  C  
f o r  t h e  d e f i n i t i o n  u s e d  t o  c l a s s i f y  t h e  o c c u p a t i o n .
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A ppendix C. O ccupational D efinitions

T h e  p r i m a r y  p u r p o s e  o f  p r e p a r i n g  j o b  d e f i n i t i o n s  f o r  t h e  
B u r e a u ' s  w a g e  s u r v e y s  i s  to  a s s i s t  i t s  f i e l d  s t a f f  i n  c l a s s i f y i n g  i n t o  
a p p r o p r i a t e  o c c u p a t i o n s ,  o r  l e v e l s  w i t h i n  o c c u p a t i o n s ,  w o r k e r s  w h o  
a r e  e m p l o y e d  u n d e r  a  v a r i e t y  o f  p a y r o l l  t i t l e s  a n d  d i f f e r e n t  w o r k  
a r r a n g e m e n t s  f r o m  e s t a b l i s h m e n t  t o  e s t a b l i s h m e n t  a n d  f r o m  a r e a  t o  
a r e a .  T h i s  p e r m i t s  t h e  g r o u p i n g  o f  o c c u p a t i o n a l  w a g e  r a t e s  r e p r e 
s e n t i n g  c o m p a r a b l e  j o b  c o n t e n t .  T o  s e c u r e  c o m p a r a b i l i t y  o f  j o b  
c o n t e n t ,  s o m e  o c c u p a t i o n s  a n d  w o r k  l e v e l s  a r e  d e f i n e d  t o  i n c l u d e  
o n l y  t h o s e  w o r k e r s  m e e t i n g  s p e c i f i c  c r i t e r i a  a s  t o  t r a i n i n g ,  j o b  
f u n c t i o n s ,  a n d  r e s p o n s i b i l i t i e s .  B e c a u s e  o f  t h i s  e m p h a s i s  o n  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 i o n a l  c o n t e n t ,  
t h e  B u r e a u ' s  o c c u p a t i o n a l  d e f i n i t i o n s  m a y  d i f f e r  s i g n i f i c a n t l y  f r o m  
t h o s e  i n  u s e  i n  i n d i v i d u a l  e s t a b l i s h m e n t s  o r  t h o s e  p r e p a r e d  f o r  o t h e r  
p u r p o s e s .  A l s o  s e e  n o t e  r e f e r r i n g  t o  t h e  d e f i n i t i o n s  f o r  t h e  d r a f t i n g  
a n d  c l e r i c a l  o c c u p a t i o n s  o n  p a g e  7 8 .

A C C O U N T A N T S  A N D  A U D I T O R S

A C C O U N T A N T

P e r f o r m s  p r o f e s s i o n a l  a c c o u n t i n g  w o r k  r e q u i r i n g  k n o w l e d g e  o f  t h e  t h e o r y  a n d  p r a c 
t i c e  o f  r e c o r d i n g ,  c l a s s i f y i n g ,  e x a m i n i n g ,  a n d  a n a l y z i n g  t h e  d a t a  a n d  r e c o r d s  o f  f i n a n c i a l  
t r a n s a c t i o n s .  T h e  w o r k  g e n e r a l l y  r e q u i r e s  a  b a c h e l o r ' s  d e g r e e  i n  a c c o u n t i n g  o r ,  i n  r a r e  
i n s t a n c e s ,  e q u i v a l e n t  e x p e r i e n c e  a n d  e d u c a t i o n  c o m b i n e d .  P o s i t i o n s  c o v e r e d  b y  t h i s  d e f i n i t i o n  
a r e  c h a r a c t e r i z e d  b y  t h e  i n c l u s i o n  o f  w o r k  t h a t  i s  a n a l y t i c a l ,  c r e a t i v e ,  e v a l u a t i v e ,  a n d  a d 
v i s o r y  i n  n a t u r e .  T h e  w o r k  d r a w s  u p o n  a n d  r e q u i r e s  a  t h o r o u g h  k n o w l e d g e  o f  t h e  f u n d a 
m e n t a l  d o c t r i n e s ,  t h e o r i e s ,  p r i n c i p l e s ,  a n d  t e r m i n o l o g y  o f  a c c o u n t a n c y ,  a n d  o f t e n  e n t a i l s  
s o m e  u n d e r s t a n d i n g  o f  s u c h  r e l a t e d  f i e l d s  a s  b u s i n e s s  l a w ,  s t a t i s t i c s ,  a n d  g e n e r a l  m a n a g e 
m e n t .  ( S e e  a l s o  c h i e f  a c c o u n t a n t . )

P r o f e s s i o n a l  r e s p o n s i b i l i t i e s  i n  a c c o u n t a n t  p o s i t i o n s  a b o v e  t h e  e n t r y  a n d  d e v e l o p 
m e n t a l  l e v e l s  i n c l u d e  s e v e r a l  s u c h  d u t i e s  a s :

A n a l y z i n g  t h e  e f f e c t s  o f  t r a n s a c t i o n s  u p o n  a c c o u n t  r e l a t i o n s h i p s ;

E v a l u a t i n g  a l t e r n a t i v e  m e a n s  o f  t r e a t i n g  t r a n s a c t i o n s ;

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

A s s u r i n g  t h e  a d e q u a c y  o f  t h e  a c c o u n t i n g  s y s t e m  a s  t h e  b a s i s  f o r  r e p o r t i n g  t o  
m a n a g e m e n t ;

C o n s i d e r i n g  t h e  n e e d  f o r  n e w  o r  c h a n g e d  c o n t r o l s ;

P r o j e c t i n g  a c c o u n t i n g  d a t a  t o  s h o w  t h e  e f f e c t s  o f  p r o p o s e d  p l a n s  o n  c a p i t a l  i n v e s t 
m e n t s ,  i n c o m e ,  c a s h  p o s i t i o n ,  a n d  o v e r a l l  f i n a n c i a l  c o n d i t i o n ;

I n t e r p r e t i n g  t h e  m e a n i n g  o f  a c c o u n t i n g  r e c o r d s ,  r e p o r t s ,  a n d  s t a t e m e n t s ;

A d v i s i n g  o p e r a t i n g  o f f i c i a l s  o n  a c c o u n t i n g  m a t t e r s ;  a n d

R e c o m m e n d i n g  i m p r o v e m e n t s ,  a d a p t a t i o n s ,  o r  r e v i s i o n s  i n  t h e  a c c o u n t i n g  s y s t e m  
a n d  p r o c e d u r e s .

( E n t r y  a n d  d e v e l o p m e n t a l  l e v e l  p o s i t i o n s  p r o v i d e  o p p o r t u n i t y  t o  d e v e l o p  a b i l i t y  t o  p e r f o r m  p r o 
f e s s i o n a l  d u t i e s  s u c h  a s  t h o s e  e n u m e r a t e d  a b o v e . )
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A C C O U N T A N T — C o n t i n u e d

I n  a d d i t i o n  t o  s u c h  p r o f e s s i o n a l  w o r k ,  m o s t  a c c o u n t a n t s  a r e  a l s o  r e s p o n s i b l e  f o r  
a s s u r i n g  t h e  p r o p e r  r e c o r d i n g  a n d  d o c u m e n t a t i o n  o f  t r a n s a c t i o n s  i n  t h e  a c c o u n t s .  T h e y ,  
t h e r e f o r e ,  f r e q u e n t l y  d i r e c t  n o n p r o f e s s i o n a l  p e r s o n n e l  i n  t h e  a c t u a l  d a y - t o - d a y  m a i n t e n a n c e  
o f  b o o k s  o f  a c c o u n t s ,  t h e  a c c u m u l a t i o n  o f  c o s t  o r  o t h e r  c o m p a r a b l e  d a t a ,  t h e  p r e p a r a t i o n  
o f  s t a n d a r d  r e p o r t s  a n d  s t a t e m e n t s ,  a n d  s i m i l a r  w o r k .  ( P o s i t i o n s  i n v o l v i n g  s u c h  s u p e r v i s o r y  
w o r k  b u t  n o t  i n c l u d i n g  p r o f e s s i o n a l  d u t i e s  a s  d e s c r i b e d  a b o v e ,  a r e  n o t  i n c l u d e d  i n  t h i s  
d e s c r i p t i o n . )

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

S o m e  a c c o u n t a n t s  u s e  e l e c t r o n i c  d a t a  p r o c e s s i n g  e q u i p m e n t  t o  p r o c e s s ,  r e c o r d ,  a n d  
r e p o r t  a c c o u n t i n g  d a t a .  I n  s o m e  s u c h  c a s e s  t h e  m a c h i n e  u n i t  i s  a  s u b o r d i n a t e  s e g m e n t  o f  
t h e  a c c o u n t i n g  s y s t e m ;  i n  o t h e r s  i t  i s  a  s e p a r a t e  e n t i t y  o r  i s  a t t a c h e d  t o  s o m e  o t h e r  o r g a n i 
z a t i o n .  I n  e i t h e r  i n s t a n c e ,  p r o v i d i n g  t h e  p r i m a r y  r e s p o n s i b i l i t y  o f  t h e  p o s i t i o n  i s  p r o f e s 
s i o n a l  a c c o u n t i n g  w o r k  o f  t h e  t y p e  o t h e r w i s e  i n c l u d e d ,  t h e  u s e  o f  d a t a  p r o c e s s i n g  e q u i p m e n t  
o f  a n y  t y p e  d o e s  n o t  o f  i t s e l f  e x c l u d e  a  p o s i t i o n  f r o m  t h e  a c c o u n t a n t  d e s c r i p t i o n  n o r  d o e s  i t  
c h a n g e  i t s  l e v e l .

A c c o u n t a n t  I

G e n e r a l  c h a r a c t e r i s t i c s . A t  t h i s  b e g i n n i n g  p r o f e s s i o n a l  l e v e l ,  t h e  a c c o u n t a n t  l e a r n s  
t o  a p p l y  t h e  p r i n c i p l e s ,  t h e o r i e s ,  a n d  c o n c e p t s  o f  a c c o u n t i n g  t o  a  s p e c i f i c  s y s t e m .  T h e  
p o s i t i o n  i s  d i s t i n g u i s h a b l e  f r o m  n o n p r o f e s s i o n a l  p o s i t i o n s  b y  t h e  v a r i e t y  o f  a s s i g n m e n t s ;  r a t e  
a n d  s c o p e  o f  d e v e l o p m e n t  e x p e c t e d  o f  t h e  i n c u m b e n t ;  a n d  t h e  e x i s t e n c e ,  i m p l i c i t  o r  e x p l i c i t ,  
o f  a  p l a n n e d  t r a i n i n g  p r o g r a m  d e s i g n e d  t o  g i v e  t h e  e n t e r i n g  a c c o u n t a n t  p r a c t i c a l  e x p e r i e n c e .  
( T e r m i n a l  p o s i t i o n s  a r e  e x c l u d e d . )

D i r e c t i o n  r e c e i v e d . W o r k s  u n d e r  c l o s e  s u p e r v i s i o n  o f  a n  e x p e r i e n c e d  a c c o u n t a n t  
w h o s e  g u i d a n c e  i s  d i r e c t e d  p r i m a r i l y  t o  t h e  d e v e l o p m e n t  o f  t h e  t r a i n e e ' s  p r o f e s s i o n a l  a b i l i t y  
a n d  t o  t h e  e v a l u a t i o n  o f  h i s  p o t e n t i a l  f o r  a d v a n c e m e n t .  L i m i t s  o f  a s s i g n m e n t s  a r e  c l e a r l y  
d e f i n e d ,  m e t h o d s  o f  p r o c e d u r e  a r e  s p e c i f i e d ,  a n d  k i n d s  o f  i t e m s  t o  b e  n o t e d  a n d  r e f e r r e d  
t o  s u p e r v i s o r  a r e  i d e n t i f i e d .

T y p i c a l  d u t i e s  a n d  r e s p o n s i b i l i t i e s . P e r f o r m s  a  v a r i e t y  o f  a c c o u n t i n g  t a s k s  s u c h  
a s :  E x a m i n i n g  a  v a r i e t y  o f  f i n a n c i a l  s t a t e m e n t s  f o r  c o m p l e t e n e s s ,  i n t e r n a l  a c c u r a c y ,  a n d
c o n f o r m a n c e  w i t h  u n i f o r m  a c c o u n t i n g  c l a s s i f i c a t i o n s  o r  o t h e r  s p e c i f i c  a c c o u n t i n g  r e q u i r e 
m e n t s ;  r e c o n c i l i n g  r e p o r t s  a n d  f i n a n c i a l  d a t a  w i t h  f i n a n c i a l  s t a t e m e n t s  a l r e a d y  o n  f i l e ,  a n d  
p o i n t i n g  o u t  a p p a r e n t  i n c o n s i s t e n c i e s  o r  e r r o r s ;  c a r r y i n g  o u t  a s s i g n e d  s t e p s  i n  a n  a c c o u n t i n g  
a n a l y s i s ,  s u c h  a s  c o m p u t i n g  s t a n d a r d  r a t i o s ;  a s s e m b l i n g  a n d  s u m m a r i z i n g  a c c o u n t i n g  l i t e r a 
t u r e  o n  a  g i v e n  s u b j e c t ;  p r e p a r i n g  r e l a t i v e l y  s i m p l e  f i n a n c i a l  s t a t e m e n t s ,  n o t  i n v o l v i n g  p r o b 
l e m s  o f  a n a l y s i s  o r  p r e s e n t a t i o n ;  a n d  p r e p a r i n g  c h a r t s ,  t a b l e s ,  a n d  o t h e r  e x h i b i t s  t o  b e  u s e d  
i n  r e p o r t s .  I n  a d d i t i o n  t o  s u c h  w o r k ,  m a y  a l s o  p e r f o r m  s o m e  n o n p r o f e s s i o n a l  t a s k s  f o r  
t r a i n i n g  p u r p o s e s .

R e s p o n s i b i l i t y  f o r  d i r e c t i o n  o f  o t h e r s . U s u a l l y  n o n e .

A c c o u n t a n t  I I

G e n e r a l  c h a r a c t e r i s t i c s . A t  t h i s  c o n t i n u i n g  d e v e l o p m e n t a l  l e v e l  t h e  p r o f e s s i o n a l  
a c c o u n t a n t  m a k e s  p r a c t i c a l  a p p l i c a t i o n s  o f  t e c h n i c a l  a c c o u n t i n g  p r a c t i c e s  a n d  c o n c e p t s  b e y o n d  
t h e  m e r e  a p p l i c a t i o n  o f  d e t a i l e d  r u l e s  a n d  i n s t r u c t i o n s .  A s s i g n m e n t s  a r e  d e s i g n e d  t o  e x p a n d  
h i s  p r a c t i c a l  e x p e r i e n c e  a n d  t o  d e v e l o p  h i s  p r o f e s s i o n a l  j u d g m e n t  i n  t h e  a p p l i c a t i o n  o f  b a s i c
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a c c o u n t i n g  t e c h n i q u e s  t o  s i m p l e  p r o f e s s i o n a l  p r o b l e m s .  H e  i s  e x p e c t e d  t o  b e  c o m p e t e n t  i n  
t h e  a p p l i c a t i o n  o f  s t a n d a r d  p r o c e d u r e s  a n d  r e q u i r e m e n t s  t o  r o u t i n e  t r a n s a c t i o n s ,  t o  r a i s e  
q u e s t i o n s  a b o u t  u n u s u a l  o r  q u e s t i o n a b l e  i t e m s ,  a n d  t o  s u g g e s t  s o l u t i o n s .  ( T e r m i n a l  p o s i t i o n s  
a r e  e x c l u d e d . )

D i r e c t i o n  r e c e i v e d . W o r k  i s  r e v i e w e d  c l o s e l y  t o  v e r i f y  i t s  g e n e r a l  a c c u r a c y  a n d  
c o v e r a g e  o f  u n u s u a l  p r o b l e m s ,  t o  i n s u r e  c o n f o r m a n c e  w i t h  r e q u i r e d  p r o c e d u r e s  a n d  s p e c i a l  
i n s t r u c t i o n s ,  a n d  t o  a s s u r e  h i s  p r o f e s s i o n a l  g r o w t h .  H i s  p r o g r e s s  i s  e v a l u a t e d  i n  t e r m s  o f  
h i s  a b i l i t y  t o  a p p l y  h i s  p r o f e s s i o n a l  k n o w l e d g e  t o  b a s i c  a c c o u n t i n g  p r o b l e m s  i n  t h e  d a y - t o - d a y  
o p e r a t i o n s  o f  a n  e s t a b l i s h e d  a c c o u n t i n g  s y s t e m .

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

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

A c c o u n t a n t  I I I

G e n e r a l  c h a r a c t e r i s t i c s . P e r f o r m s  p r o f e s s i o n a l  o p e r a t i n g  o r  c o s t  a c c o u n t i n g  w o r k  
r e q u i r i n g  t h e  s t a n d a r d i z e d  a p p l i c a t i o n  o f  w e l l  e s t a b l i s h e d  a c c o u n t i n g  p r i n c i p l e s ,  t h e o r i e s ,  
c o n c e p t s ,  a n d  p r a c t i c e s .  R e c e i v e s  d e t a i l e d  i n s t r u c t i o n s  c o n c e r n i n g  t h e  o v e r a l l  a c c o u n t i n g  
s y s t e m  a n d  i t s  o b j e c t i v e s ,  t h e  p o l i c i e s  a n d  p r o c e d u r e s  u n d e r  w h i c h  i t  i s  o p e r a t e d ,  a n d  t h e  
n a t u r e  o f  c h a n g e s  i n  t h e  s y s t e m  o r  i t s  o p e r a t i o n .  C h a r a c t e r i s t i c a l l y ,  t h e  a c c o u n t i n g  s y s t e m  
o r  a s s i g n e d  s e g m e n t  i s  s t a b l e  a n d  w e l l  e s t a b l i s h e d  ( i .  e . ,  t h e  b a s i c  c h a r t  o f  a c c o u n t s ,  c l a s 
s i f i c a t i o n s ,  t h e  n a t u r e  o f  t h e  c o s t  a c c o u n t i n g  s y s t e m ,  t h e  r e p o r t  r e q u i r e m e n t s ,  a n d  t h e  p r o 
c e d u r e s  a r e  c h a n g e d  i n f r e q u e n t l y ) .

D e p e n d i n g  u p o n  t h e  w o r k l o a d  i n v o l v e d ,  t h e  a c c o u n t a n t  m a y  h a v e  s u c h  a s s i g n m e n t s  
a s  s u p e r v i s i o n  o f  t h e  d a y - t o - d a y  o p e r a t i o n  o f :  ( a )  T h e  e n t i r e  s y s t e m  o f  a  s u b o r d i n a t e  e s 
t a b l i s h m e n t ,  o r  ( b )  a  m a j o r  s e g m e n t  ( e .  g .  , g e n e r a l  a c c o u n t i n g ;  c o s t  a c c o u n t i n g ;  o r  f i n a n c i a l  
s t a t e m e n t s  a n d  r e p o r t s )  o f  a  s o m e w h a t  l a r g e r  s y s t e m ,  o r  ( c )  i n  a  v e r y  l a r g e  a n d  c o m p l e x  
s y s t e m ,  m a y  b e  a s s i g n e d  t o  a  r e l a t i v e l y  n a r r o w  a n d  s p e c i a l i z e d  s e g m e n t  d e a l i n g  w i t h  s o m e  
p r o b l e m ,  f u n c t i o n ,  o r  p o r t i o n  o f  w o r k  w h i c h  i s  i t s e l f  o f  t h e  l e v e l  o f  d i f f i c u l t y  c h a r a c t e r i s t i c  
o f  t h i s  l e v e l .

D i r e c t i o n  r e c e i v e d . A  h i g h e r  l e v e l  p r o f e s s i o n a l  a c c o u n t a n t  n o r m a l l y  i s  a v a i l a b l e  
t o  f u r n i s h  a d v i c e  a n d  a s s i s t a n c e  a s  n e e d e d .  W o r k  i s  r e v i e w e d  f o r  t e c h n i c a l  a c c u r a c y ,  a d e 
q u a c y  o f  p r o f e s s i o n a l  j u d g m e n t ,  a n d  c o m p l i a n c e  w i t h  i n s t r u c t i o n s  t h r o u g h  s p o t  c h e c k s ,  a p 
p r a i s a l  o f  r e s u l t s ,  s u b s e q u e n t  p r o c e s s i n g ,  a n a l y s i s  o f  r e p o r t s  a n d  s t a t e m e n t s ,  a n d  o t h e r  
a p p r o p r i a t e  m e a n s .

T y p i c a l  d u t i e s  a n d  r e s p o n s i b i l i t i e s . T h e  p r i m a r y  r e s p o n s i b i l i t y  o f  m o s t  p o s i t i o n s  
a t  t h i s  l e v e l  i s  t o  a s s u r e  t h a t  t h e  a s s i g n e d  d a y - t o - d a y  o p e r a t i o n s  a r e  c a r r i e d  o u t  i n  a c c o r d 
a n c e  w i t h  e s t a b l i s h e d  a c c o u n t i n g  p r i n c i p l e s ,  p o l i c i e s ,  a n d  o b j e c t i v e s .  T h e  a c c o u n t a n t  p e r f o r m s  
s u c h  p r o f e s s i o n a l  w o r k  a s :  D e v e l o p i n g  n o n s t a n d a r d  r e p o r t s  a n d  s t a t e m e n t s  ( e .  g .  , t h o s e  c o n 
t a i n i n g  c a s h  f o r e c a s t s  r e f l e c t i n g  t h e  i n t e r r e l a t i o n s  o f  a c c o u n t i n g ,  c o s t  b u d g e t i n g ,  o r  c o m p a 
r a b l e  i n f o r m a t i o n ) ;  i n t e r p r e t i n g  a n d  p o i n t i n g  o u t  t r e n d s  o r  d e v i a t i o n s  f r o m  s t a n d a r d s ;  p r o -  
j e c t x n g  d a t a  i n t o  t h e  f u t u r e ;  p r e d i c t i n g  t h e  e f f e c t s  o f  c h a n g e s  i n  o p e r a t i n g  p r o g r a m s ;  o r  
i d e n t i f y i n g  m a n a g e m e n t  i n f o r m a t i o n a l  n e e d s ,  a n d  r e f i n i n g  a c c o u n t  s t r u c t u r e s  o r  r e p o r t s  
a c c o r d i n g l y .
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W i t h i n  t h e  l i m i t s  o f  h i s  d e l e g a t e d  r e s p o n s i b i l i t y ,  m a k e s  d a y - t o - d a y  d e c i s i o n s  c o n 
c e r n i n g  t h e  a c c o u n t i n g  t r e a t m e n t  o f  f i n a n c i a l  t r a n s a c t i o n s .  I s  e x p e c t e d  t o  r e c o m m e n d  s o l u 
t i o n s  t o  c o m p l e x  p r o b l e m s  a n d  p r o p o s e  c h a n g e s  i n  t h e  a c c o u n t i n g  s y s t e m  f o r  a p p r o v a l  a t  
h i g h e r  l e v e l s .  S u c h  r e c o m m e n d a t i o n s  a r e  d e r i v e d  f r o m  h i s  o w n  k n o w l e d g e  o f  t h e  a p p l i c a t i o n  
o f  w e l l - e s t a b l i s h e d  p r i n c i p l e s  a n d  p r a c t i c e s .

R e s p o n s i b i l i t y  f o r  t h e  d i r e c t i o n  o f  o t h e r s . I n  m o s t  i n s t a n c e s  h e  d i r e c t s  t h e  w o r k  
o f  a  s u b o r d i n a t e  n o n p r o f e s s i o n a l  s t a f f .

A c c o u n t a n t  I V

G e n e r a l  c h a r a c t e r i s t i c s . P e r f o r m s  p r o f e s s i o n a l  o p e r a t i n g  o r  c o s t  a c c o u n t i n g  w o r k  
w h i c h  r e q u i r e s  t h e  a p p l i c a t i o n  o f  w e l l - e s t a b l i s h e d  a c c o u n t i n g  p r i n c i p l e s ,  t h e o r i e s ,  c o n c e p t s ,  
a n d  p r a c t i c e s  t o  a  w i d e  v a r i e t y  o f  d i f f i c u l t  p r o b l e m s .  R e c e i v e s  i n s t r u c t i o n s  c o n c e r n i n g  t h e  
o b j e c t i v e s  a n d  o p e r a t i o n s  o f  t h e  o v e r a l l  a c c o u n t i n g  s y s t e m .  A t  t h i s  l e v e l ,  c o m p a r e d  w i t h  
l e v e l  I I I ,  t h e  a c c o u n t i n g  s y s t e m  o r  a s s i g n e d  s e g m e n t  i s  m o r e  c o m p l e x ,  i .  e .  , ( a )  i s  r e l a t i v e l y  
u n s t a b l e ,  ( b )  m u s t  a d j u s t  t o  n e w  o r  c h a n g i n g  c o m p a n y  o p e r a t i o n s ,  ( c )  s e r v e s  o r g a n i z a t i o n s  
o f  u n u s u a l l y  l a r g e  s i z e ,  £ r  ( d )  i s  c o m p l i c a t e d  b y  t h e  n e e d  t o  p r o v i d e  a n d  c o o r d i n a t e  s e p a r a t e  
o r  s p e c i a l i z e d  a c c o u n t i n g  t r e a t m e n t  a n d  r e p o r t i n g  ( e .  g .  , c o s t  a c c o u n t i n g  u s i n g  s t a n d a r d  c o s t ,  
p r o c e s s  c o s t ,  a n d  j o b  o r d e r  t e c h n i q u e s )  f o r  d i f f e r e n t  o p e r a t i o n s  o r  d i v i s i o n s  o f  c o m p a n y .

D e p e n d i n g  u p o n  t h e  w o r k l o a d  a n d  d e g r e e  o f  c o o r d i n a t i o n  i n v o l v e d ,  t h e  a c c o u n t a n t  I V  
m a y  h a v e  s u c h  a s s i g n m e n t s  a s  t h e  s u p e r v i s i o n  o f  t h e  d a y - t o - d a y  o p e r a t i o n  o f :  ( a )  T h e  e n t i r e
a c c o u n t i n g  s y s t e m  o f  a  s u b o r d i n a t e  e s t a b l i s h m e n t ,  o r  ( b )  a  m a j o r  s e g m e n t  ( e .  g .  , g e n e r a l  
a c c o u n t i n g ;  c o s t  a c c o u n t i n g ;  o r  f i n a n c i a l  s t a t e m e n t s  a n d  r e p o r t s )  o f  a n  a c c o u n t i n g  s y s t e m  
s e r v i n g  a  l a r g e r  a n d  m o r e  c o m p l e x  e s t a b l i s h m e n t ,  o r  ( c )  t h e  e n t i r e  a c c o u n t i n g  s y s t e m  o f  
a  l a r g e  ( e . g . ,  e m p l o y i n g  s e v e r a l  t h o u s a n d  p e r s o n s )  s u b o r d i n a t e  e s t a b l i s h m e n t  w h i c h  i n  o t h e r  
r e s p e c t s  h a s  a n  a c c o u n t i n g  s y s t e m  o f  t h e  c o m p l e x i t y  t h a t  c h a r a c t e r i z e s  l e v e l  I I I .

D i r e c t i o n  r e c e i v e d . A  h i g h e r  l e v e l  a c c o u n t a n t  n o r m a l l y  i s  a v a i l a b l e  t o  f u r n i s h  a d v i c e  
a n d  a s s i s t a n c e  a s  n e e d e d .  W o r k  i s  r e v i e w e d  b y  s p o t  c h e c k s  a n d  a p p r a i s a l  o f  r e s u l t s  f o r  
a d e q u a c y  o f  p r o f e s s i o n a l  j u d g m e n t ,  c o m p l i a n c e  w i t h  i n s t r u c t i o n s ,  a n d  o v e r a l l  a c c u r a c y  a n d  
q u a l i t y .

T y p i c a l  d u t i e s  a n d  r e s p o n s i b i l i t i e s . A s  a t  l e v e l  I I I ,  a  p r i m a r y  c h a r a c t e r i s t i c  o f  
m o s t  p o s i t i o n s  a t  t h i s  l e v e l  i s  t h e  r e s p o n s i b i l i t y  o f  o p e r a t i n g  a n  a c c o u n t i n g  s y s t e m  o r  m a j o r  
s e g m e n t  o f  a  s y s t e m  i n  t h e  i n t e n d e d  m a n n e r .

T h e  a c c o u n t a n t  I V  e x e r c i s e s  p r o f e s s i o n a l  j u d g m e n t  i n  m a k i n g  f r e q u e n t  a p p r o p r i a t e  
r e c o m m e n d a t i o n s  f o r :  N e w  a c c o u n t s ;  r e v i s i o n s  i n  t h e  a c c o u n t  s t r u c t u r e ;  n e w  t y p e s  o f  l e d g e r s ;  
r e v i s i o n s  i n  r e p o r t i n g  s y s t e m  o r  s u b s i d i a r y  r e c o r d s ;  c h a n g e s  i n  i n s t r u c t i o n s  r e g a r d i n g  t h e  
u s e  o f  a c c o u n t s ;  n e w  o r  r e f i n e d  a c c o u n t  c l a s s i f i c a t i o n s  o r  d e f i n i t i o n s ;  e t c .  H e  a l s o  m a k e s  
d a y - t o - d a y  d e c i s i o n s  c o n c e r n i n g  t h e  a c c o u n t i n g  t r e a t m e n t  o f  f i n a n c i a l  t r a n s a c t i o n s  a n d  i s  
e x p e c t e d  t o  r e c o m m e n d  s o l u t i o n s  t o  c o m p l e x  p r o b l e m s  b e y o n d  t h e  s c o p e  o f  h i s  r e s p o n s i b i l i t y .

R e s p o n s i b i l i t y  f o r ' d i r e c t i o n  o f  o t h e r s . A c c o u n t i n g  s t a f f  h e  s u p e r v i s e s ,  i f  a n y ,  m a y  
i n c l u d e  p r o f e s s i o n a l  a c c o u n t a n t s .

A c c o u n t a n t  V

G e n e r a l  c h a r a c t e r i s t i c s . P e r f o r m s  p r o f e s s i o n a l  o p e r a t i n g  o r  c o s t  a c c o u n t i n g  w o r k  
w h i c h  i s  o f  g r e a t e r  t h a n  a v e r a g e  p r o f e s s i o n a l  d i f f i c u l t y  a n d  r e s p o n s i b i l i t y  b e c a u s e  o f  t h e  
p r e s e n c e  o f  u n u s u a l  a n d  n o v e l  p r o b l e m s  o r  t h e  u n u s u a l  m a g n i t u d e  o r  i m p a c t  o f  t h e  a c c o u n t i n g  
p r o g r a m .  T y p i c a l l y  t h i s  l e v e l  o f  d i f f i c u l t y  a r i s e s  f r o m  ( a )  t h e  l a r g e  s i z e  o f  t h e  a c c o u n t i n g  
a n d  o p e r a t i n g  o r g a n i z a t i o n ,  ( b )  t h e  a t y p i c a l  n a t u r e  o f  t h e  a c c o u n t i n g  p r o b l e m s  e n c o u n t e r e d ,  
o r  ( c )  t h e  u n u s u a l l y  g r e a t  i n v o l v e m e n t  i n  a c c o u n t i n g  s y s t e m s  d e s i g n  a n d  d e v e l o p m e n t .

E x a m p l e s  o f  a s s i g n m e n t s  c h a r a c t e r i s t i c  o f  t h i s  l e v e l  a r e  t h e  s u p e r v i s i o n  o f  t h e  
d a y - t o - d a y  o p e r a t i o n  o f :  ( a )  T h e  e n t i r e  a c c o u n t i n g  s y s t e m  o f  a  s u b o r d i n a t e  e s t a b l i s h m e n t
h a v i n g  a n  u n u s u a l l y  n o v e l  a n d  c o m p l e x  a c c o u n t i n g  s y s t e m ,  o r  ( b )  t h e  e n t i r e  a c c o u n t i n g  s y s t e m  
o f  a  l a r g e  ( e . g . ,  e m p l o y i n g  s e v e r a l  t h o u s a n d  p e r s o n s )  s u b o r d i n a t e  e s t a b l i s h m e n t  w h i c h  i n
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o t h e r  r e s p e c t s  h a s  a n  a c c o u n t i n g  s y s t e m  o f  t h e  c o m p l e x i t y  t h a t  c h a r a c t e r i z e s  l e v e l  I V ,  o r
( c )  t h e  e n t i r e  a c c o u n t i n g  s y s t e m  o f  a  c o m p a n y  o r  c o r p o r a t i o n  t h a t  h a s  a  r e l a t i v e l y  s t a b l e  
a n d  c o n v e n t i o n a l  a c c o u n t i n g  s y s t e m  a n d  e m p l o y s  s e v e r a l  t h o u s a n d  p e r s o n s  a n d  h a s  a  f e w  
s u b o r d i n a t e  e s t a b l i s h m e n t s  w h i c h  i n c l u d e  a c c o u n t i n g  u n i t s ,  o r  ( d )  a  m a j o r  s e g m e n t  o f  a n  
a c c o u n t i n g  s y s t e m  t h a t  s u b s t a n t i a l l y  e x c e e d s  t h e  c h a r a c t e r i s t i c s  d e s c r i b e d  i n  a n y  o n e  o f  t h e  
p r e c e d i n g  e x a m p l e s .

D i r e c t i o n  r e c e i v e d . A n  a c c o u n t a n t  o f  h i g h e r  l e v e l  n o r m a l l y  i s  a v a i l a b l e  t o  f u r n i s h  
a d v i c e  a n d  a s s i s t a n c e  a s  n e e d e d .  W o r k  i s  r e v i e w e d  f o r  a d e q u a c y  o f  p r o f e s s i o n a l  j u d g m e n t ,  
c o m p l i a n c e  w i t h  i n s t r u c t i o n s ,  a n d  o v e r a l l  q u a l i t y .

T y p i c a l  d u t i e s  a n d  r e s p o n s i b i l i t y . T h e  w o r k  i s  c h a r a c t e r i z e d  b y  i t s  u n u s u a l  d i f f i c u l t y  
o r  r e s p o n s i b i l i t y .  A c c o u n t a n t s  V  t y p i c a l l y  a r e  d i r e c t l y  c o n c e r n e d  o n  a  r e l a t i v e l y  c o n t i n u o u s  
b a s i s  w i t h  w h a t  t h e  n a t u r e  o f  t h e  a c c o u n t i n g  s y s t e m  s h o u l d  b e ,  w i t h  t h e  d e v i s i n g  o r  r e v i s i n g  
o f  t h e  o p e r a t i n g  a c c o u n t i n g  p o l i c i e s  a n d  p r o c e d u r e s  t h a t  a r e  n e c e s s a r y ,  a n d  w i t h  t h e  m a n a 
g e r i a l  a s  w e l l  a s  t h e  a c c o u n t i n g  m e a n i n g  o f  t h e  r e p o r t s  a n d  s t a t e m e n t s  f o r  w h i c h  h e  i s  r e 
s p o n s i b l e .  A c c o u n t a n t s  V  a r e  n e c e s s a r i l y  d e e p l y  i n v o l v e d  i n  f u n d a m e n t a l  a n d  c o m p l e x  a c 
c o u n t i n g  m a t t e r s  a n d  i n  t h e  m a n a g e r i a l  p r o b l e m s  t h a t  a r e  a f f e c t e d .

R e s p o n s i b i l i t y  f o r  d i r e c t i o n  o f  o t h e r s . A c c o u n t i n g  s t a f f  h e  s u p e r v i s e s  g e n e r a l l y  i n 
c l u d e s  p r o f e s s i o n a l  a c c o u n t a n t s .

A U D I T O R

P e r f o r m s  p r o f e s s i o n a l  a u d i t i n g  w o r k  r e q u i r i n g  a  b a c h e l o r ' s  d e g r e e  i n  a c c o u n t i n g  o r ,  
i n  r a r e  i n s t a n c e s ,  e q u i v a l e n t  e x p e r i e n c e  a n d  e d u c a t i o n  c o m b i n e d .  A u d i t s  t h e  f i n a n c i a l  r e c o r d s  
a n d  p r a c t i c e s  o f  a  c o m p a n y ,  o r  o f  d i v i s i o n s  o r  c o m p o n e n t s  o f  t h e  c o m p a n y ,  t o  a p p r a i s e  
s y s t e m a t i c a l l y  a n d  v e r i f y  t h e  a c c o u n t i n g  a c c u r a c y  o f  r e c o r d s  a n d  r e p o r t s  a n d  t o  a s s u r e  t h e  
c o n s i s t e n t  a p p l i c a t i o n  o f  a c c e p t e d  a c c o u n t i n g  p r i n c i p l e s .  E v a l u a t e s  t h e  a d e q u a c y  o f  t h e  a c 
c o u n t i n g  s y s t e m  a n d  i n t e r n a l  f i n a n c i a l  c o n t r o l .  M a k e s  a p p r o p r i a t e  r e c o m m e n d a t i o n s  f o r  
i m p r o v e m e n t  a s  n e c e s s a r y .  T o  t h e  e x t e n t  d e t e r m i n e d  n e c e s s a r y ,  e x a m i n e s  t h e  t r a n s a c t i o n s  
e n t e r i n g  i n t o  t h e  b a l a n c e  s h e e t  a n d  t h e  t r a n s a c t i o n s  e n t e r i n g  i n t o  i n c o m e ,  e x p e n s e ,  a n d  c o s t  
a c c o u n t s .  D e t e r m i n e s :

( 1 )  T h e  e x i s t e n c e  o f  r e c o r d e d  a s s e t s  ( i n c l u d i n g  t h e  o b s e r v a t i o n  o f  t h e  t a k i n g  o f  
p h y s i c a l  i n v e n t o r i e s )  a n d  t h e  a l l - i n c l u s i v e n e s s  o f  r e c o r d e d  l i a b i l i t i e s .

( 2 )  T h e  a c c u r a c y  o f  f i n a n c i a l  s t a t e m e n t s  o r  r e p o r t s  a n d  t h e  f a i r n e s s  o f  p r e s e n t a t i o n  
o f  f a c t s  t h e r e i n .

( 3 )  T h e  p r o p r i e t y  o r  l e g a l i t y  o f  t r a n s a c t i o n s .

( 4 )  T h e  d e g r e e  o f  c o m p l i a n c e  w i t h  e s t a b l i s h e d  p o l i c i e s  a n d  p r o c e d u r e s  c o n c e r n i n g  
f i n a n c i a l  t r a n s a c t i o n s .

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

G e n e r a l  c h a r a c t e r i s t i c s . A s  a  t r a i n e e  a u d i t o r  a t  t h e  e n t e r i n g  p r o f e s s i o n a l  l e v e l ,  
p e r f o r m s  a  v a r i e t y  o f  r o u t i n e  a s s i g n m e n t s .  T y p i c a l l y ,  h e  i s  r o t a t e d  t h r o u g h  a  v a r i e t y  o f  
t a s k s  u n d e r  a  p l a n n e d  t r a i n i n g  p r o g r a m  d e s i g n e d  t o  p r o v i d e  p r a c t i c a l  e x p e r i e n c e  i n  a p p l y i n g  
t h e  p r i n c i p l e s ,  t h e o r i e s ,  a n d  c o n c e p t s  o f  a c c o u n t i n g  a n d  a u d i t i n g  t o  s p e c i f i c  s i t u a t i o n s .  
( T e r m i n a l  p o s i t i o n s  a r e  e x c l u d e d . )

D i r e c t i o n  r e c e i v e d . W o r k s  u n d e r  c l o s e  s u p e r v i s i o n  o f  a n  e x p e r i e n c e d  a u d i t o r  w h o s e  
g u i d a n c e  i s  d i r e c t e d  p r i m a r i l y  t o  t h e  d e v e l o p m e n t  o f  t h e  t r a i n e e ' s  p r o f e s s i o n a l  a b i l i t y  a n d  t o  
t h e  e v a l u a t i o n  o f  h i s  p o t e n t i a l  f o r  a d v a n c e m e n t .  L i m i t s  o f  a s s i g n m e n t s  a r e  c l e a r l y  d e f i n e d ,  
m e t h o d s  o f  p r o c e d u r e  a r e  s p e c i f i e d ,  a n d  k i n d s  o f  i t e m s  t o  b e  n o t e d  a n d  r e f e r r e d  t o  s u p e r 
v i s o r  a r e  i d e n t i f i e d .

T y p i c a l  d u t i e s  a n d  r e s p o n s i b i l i t i e s . A s s i s t s  i n  m a k i n g  a u d i t s  b y  p e r f o r m i n g  s u c h  
t a s k s  a s :  V e r i f i c a t i o n  o f  t h e  a c c u r a c y  o f  t h e  b a l a n c e s  i n  v a r i o u s  r e c o r d s ;  e x a m i n a t i o n  o f
a  v a r i e t y  o f  t y p e s  o f  d o c u m e n t s  a n d  v o u c h e r s  f o r  a c c u r a c y  o f  c o m p u t a t i o n s ;  c h e c k i n g  t r a n s 
a c t i o n s  t o  a s s u r e  t h e y  a r e  p r o p e r l y  d o c u m e n t e d  a n d  h a v e  b e e n  r e c o r d e d  i n  a c c o r d a n c e  w i t h  
c o r r e c t  a c c o u n t i n g  c l a s s i f i c a t i o n s ;  v e r i f y i n g  t h e  c o u n t  o f  i n v e n t o r i e s ;  p r e p a r i n g  d e t a i l e d  
s t a t e m e n t s ,  s c h e d u l e s ,  a n d  s t a n d a r d  a u d i t  w o r k i n g  p a p e r s ;  c o u n t i n g  c a s h  a n d  o t h e r  a s s e t s ;  
p r e p a r i n g  s i m p l e  r e c o n c i l i a t i o n s ;  a n d  s i m i l a r  f u n c t i o n s .

A u d i t o r  I I

G e n e r a l  c h a r a c t e r i s t i c s . A t  t h i s  c o n t i n u i n g  d e v e l o p m e n t a l  l e v e l  t h e  p r o f e s s i o n a l  
a u d i t o r  s e r v e s  a s  a  j u n i o r  m e m b e r  o f  . a n  a u d i t  t e a m ,  i n d e p e n d e n t l y  p e r f o r m i n g  s e l e c t e d  p o r 
t i o n s  o f  t h e  a u d i t  w h i c h  a r e  l i m i t e d  i n  s c o p e  a n d  c o m p l e x i t y .  A u d i t o r s  a t  t h i s  l e v e l  t y p i c a l l y  
h a v e  a c q u i r e d  k n o w l e d g e  o f  c o m p a n y  o p e r a t i o n s ,  p o l i c i e s ,  a n d  p r o c e d u r e s .  ( T e r m i n a l  p o s i 
t i o n s  a r e  e x c l u d e d . )

D i r e c t i o n  r e c e i v e d . D e t a i l e d  i n s t r u c t i o n s  a r e  f u r n i s h e d  a n d  t h e  w o r k  i s  r e v i e w e d  
t o  t h e  e x t e n t  n e c e s s a r y  t o  v e r i f y  i t s  g e n e r a l  a c c u r a c y  a n d  c o v e r a g e  o f  u n u s u a l  p r o b l e m s ,  t o  
i n s u r e  c o n f o r m a n c e  w i t h  r e q u i r e d  p r o c e d u r e s  a n d  s p e c i a l  i n s t r u c t i o n s ,  a n d  t o  a s s u r e  t h e  
a u d i t o r ' s  p r o f e s s i o n a l  g r o w t h .  A n y  t e c h n i c a l  p r o b l e m s  n o t  c o v e r e d  b y  i n s t r u c t i o n s  a r e  
b r o u g h t  t o  t h e  a t t e n t i o n  o f  a  s u p e r i o r .  H i s  p r o g r e s s  i s  e v a l u a t e d  i n  t e r m s  o f  h i s  a b i l i t y  t o  
a p p l y  h i s  p r o f e s s i o n a l  k n o w l e d g e  t o  b a s i c  a u d i t i n g  s i t u a t i o n s .

T y p i c a l  d u t i e s  a n d  r e s p o n s i b i l i t i e s . A p p l i e s  k n o w l e d g e  o f  a c c o u n t i n g  t h e o r y  a n d  
a u d i t  p r a c t i c e s  t o  a  v a r i e t y  o f  r e l a t i v e l y  s i m p l e  p r o f e s s i o n a l  p r o b l e m s  i n  h i s  a u d i t  a s s i g n 
m e n t s ,  i n c l u d i n g  s u c h  t a s k s  a s :  T h e  v e r i f i c a t i o n  o f  r e p o r t s  a g a i n s t  s o u r c e  a c c o u n t s  a n d
r e c o r d s  t o  d e t e r m i n e  t h e i r  r e l i a b i l i t y ;  r e c o n c i l i a t i o n  o f  b a n k  a n d  o t h e r  a c c o u n t s  a n d  v e r i 
f y i n g  t h e  d e t a i l  o f  r e c o r d e d  t r a n s a c t i o n s ;  d e t a i l e d  e x a m i n a t i o n s  o f  c a s h  r e c e i p t s  a n d  d i s b u r s e 
m e n t  v o u c h e r s ,  p a y r o l l  r e c o r d s ,  r e q u i s i t i o n s ,  w o r k  o r d e r s ,  r e c e i v i n g  r e p o r t s ,  a n d  o t h e r  
a c c o u n t i n g  d o c u m e n t s  t o  a s c e r t a i n  t h a t  t r a n s a c t i o n s  a r e  p r o p e r l y  s u p p o r t e d  a n d  a r e  r e c o r d e d  
c o r r e c t l y  f r o m  a n  a c c o u n t i n g  o r  r e g u l a t o r y  s t a n d p o i n t ;  o r  p r e p a r i n g  w o r k i n g  p a p e r s ,  s c h e d 
u l e s ,  a n d  s u m m a r i e s .

A u d i t o r  I I I

G e n e r a l  c h a r a c t e r i s t i c s . W o r k  a t  t h i s  l e v e l  c o n s i s t s  o f  t h e  a u d i t  o f  o p e r a t i o n s  a n d  
a c c o u n t i n g  p r o c e s s e s  t h a t  a r e  r e l a t i v e l y  s t a b l e ,  w e l l - e s t a b l i s h e d ,  a n d  t y p i c a l  o f  t h e  i n d u s t r y .  
T h e  a u d i t s  p r i m a r i l y  i n v o l v e  t h e  c o l l e c t i o n  a n d  a n a l y s i s  o f  r e a d i l y  a v a i l a b l e  f i n d i n g s ;  t h e r e  i s  
p r e v i o u s  a u d i t  e x p e r i e n c e  t h a t  i s  d i r e c t l y  a p p l i c a b l e ;  t h e  a u d i t  r e p o r t s  a r e  n o r m a l l y  p r e p a r e d  
i n  a  p r e s c r i b e d  f o r m a t  u s i n g  a  s t a n d a r d  m e t h o d  o f  p r e s e n t a t i o n ;  a n d  f e w  i f  a n y  m a j o r  p r o b 
l e m s  a r e  a n t i c i p a t e d .  T h e  w o r k  p e r f o r m e d  r e q u i r e s  t h e  a p p l i c a t i o n  o f  s u b s t a n t i a l  k n o w l e d g e s  
o f  a c c o u n t i n g  p r i n c i p l e s  a n d  p r a c t i c e s ,  e . g . ,  b a s e s  f o r  d i s t i n g u i s h i n g  a m o n g  c a p i t a l  m a i n 
t e n a n c e  a n d  o p e r a t i n g  e x p e n s e s ;  a c c r u i n g  r e s e r v e s  f o r  t a x e s ;  a n d  o t h e r  a c c o u n t i n g  c o n s i d e r a 
t i o n s  o f  a n  e q u i v a l e n t  n a t u r e .
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D i r e c t i o n  r e c e i v e d . W o r k  i s  n o r m a l l y  w i t h i n  a n  e s t a b l i s h e d  a u d i t  p r o g r a m  a n d  
s u p e r v i s i o n  i s  p r o v i d e d  b y  a  h i g h e r  l e v e l  a u d i t o r  w h o  o u t l i n e s  a n d  d i s c u s s e s  a s s i g n m e n t s .  
W o r k  i s  s p o t - c h e c k e d  i n  p r o g r e s s .  C o m p l e t e d  a s s i g n m e n t s  a r e  r e v i e w e d  f o r  a d e q u a c y  o f  
c o v e r a g e ,  s o u n d n e s s  o f  j u d g m e n t ,  c o m p l i a n c e  w i t h  p r o f e s s i o n a l  s t a n d a r d s ,  a n d  a d h e r e n c e  
t o  p o l i c i e s .

T y p i c a l  d u t i e s  a n d  r e s p o n s i b i l i t i e s . T h e  a u d i t o r  e x a m i n e s  t r a n s a c t i o n s  a n d  v e r i f i e s  
a c c o u n t s ;  o b s e r v e s  a n d  e v a l u a t e s  a c c o u n t i n g  p r o c e d u r e s  a n d  i n t e r n a l  c o n t r o l s ;  p r e p a r e s  a u d i t  
w o r k i n g  p a p e r s  a n d  s u b m i t s  a n  a u d i t  r e p o r t  i n  t h e  r e q u i r e d  p a t t e r n  c o n t a i n i n g  r e c o m m e n d a 
t i o n s  f o r  n e e d e d  c h a n g e s  o r  i m p r o v e m e n t s .  H e  i s  u s u a l l y  r e s p o n s i b l e  f o r  s e l e c t i n g  t h e  d e 
t a i l e d  a u d i t  m e t h o d s  t o  f o l l o w ,  c h o o s i n g  t h e  a u d i t  s a m p l e  a n d  i t s  s i z e ,  d e t e r m i n i n g  t h e  e x t e n t  
t o  w h i c h  d i s c r e p a n c i e s  n e e d  t o  b e  i n v e s t i g a t e d ,  a n d  d e c i d i n g  t h e  d e p t h  o f  t h e  a n a l y s e s  r e q u i r e d  
t o  s u p p o r t  r e p o r t e d  f i n d i n g s  a n d  c o n c l u s i o n s .

E x a m p l e s  o f  a s s i g n m e n t s  i n v o l v i n g  w o r k  o f  t h i s  l e v e l ;

( 1 )  A s  a  t e a m  l e a d e r  o r  w o r k i n g  a l o n e ,  i n d e p e n d e n t l y  c o n d u c t s  a u d i t s  o f  t h e  c o m 
p l e t e  a c c o u n t s  a n d  r e l a t e d  o p e r a t i o n s  o f  s m a l l e r  o r  l e s s  c o m p l e x  c o m p a n i e s  ( e . g . ,  i n 
v o l v i n g  a  c e n t r a l i z e d  a c c o u n t i n g  s y s t e m  w i t h  f e w  o r  n o  s u b o r d i n a t e ,  s u b s i d i a r y ,  o r  b r a n c h  
a c c o u n t i n g  r e c o r d s )  o r  o f  c o m p a r a b l e  s e g m e n t s  o f  l a r g e r  c o m p a n i e s .

( 2 )  A s  a  m e m b e r  o f  a n  a u d i t  t e a m  i n d e p e n d e n t l y  a c c o m p l i s h e s  v a r i e d  a u d i t  a s s i g n 
m e n t s  o f  t h e  a b o v e  d e s c r i b e d  c h a r a c t e r i s t i c s ,  t y p i c a l l y  m a j o r  s e g m e n t s  o f  c o m p l e t e  
a u d i t s ,  o r  a s s i g n m e n t s  o t h e r w i s e  l i m i t e d  i n  s c o p e  o f  l a r g e r  a n d  m o r e  c o m p l e x  c o m p a n i e s  
( e . g . ,  c o m p l e x  i n  t h a t  t h e  a c c o u n t i n g  s y s t e m  e n t a i l s  c o s t ,  i n v e n t o r y ,  a n d  c o m p a r a b l e  
s p e c i a l i z e d  s y s t e m s  i n t e g r a t e d  w i t h  t h e  g e n e r a l  a c c o u n t i n g  s y s t e m ) .

I l l u s t r a t i v e  o f  s u c h  a s s i g n m e n t s  a r e  t h e  a u d i t  a n d  i n i t i a l  r e v i e w  o f  a c c o u n t i n g  t r e a t m e n t  a n d  
v a l i d i t y  o f  r e p o r t i n g  o f  o v e r h e a d  e x p e n s e s  i n  a  l a r g e  m a n u f a c t u r i n g  o r  m a i n t e n a n c e  o r g a n i 
z a t i o n  ( e .  g .  , m a j o r  r e p a i r  y a r d  o f  a  r a i l r o a d ) ;  o r ,  t h e  c h e c k i n g ,  v e r i f i c a t i o n ,  a n d  b a l a n c i n g  
o f  a l l  a c c o u n t s  r e c e i v a b l e  a n d  a c c o u n t s  p a y a b l e ;  o r ,  t h e  a n a l y s i s  a n d  v e r i f i c a t i o n  o f  a s s e t s  
a n d  r e s e r v e s ;  o r ,  t h e  i n s p e c t i o n  a n d  e v a l u a t i o n  o f  a c c o u n t i n g  c o n t r o l s  a n d  p r o c e d u r e s .

A u d i t o r  I V

G e n e r a l  c h a r a c t e r i s t i c s . A u d i t o r s  a t  t h i s  l e v e l  a r e  e x p e r i e n c e d  p r o f e s s i o n a l s  w h o  
a p p l y  t h o r o u g h  k n o w l e d g e  o f  a c c o u n t i n g  p r i n c i p l e s  a n d  t h e o r y  i n  c o n n e c t i o n  w i t h  a  v a r i e t y  o f  
a u d i t s .  W o r k  a t  t h i s  l e v e l  i s  c h a r a c t e r i z e d  b y  t h e  a u d i t  o f  o r g a n i z a t i o n s  a n d  a c c o u n t i n g  
p r o c e s s e s  w h i c h  a r e  c o m p l e x  a n d  d i f f i c u l t  b e c a u s e  o f  s u c h  f a c t o r s  a s :  P r e s e n c e  o f  n e w  o r
c h a n g e d  p r o g r a m s  a n d  a c c o u n t i n g  s y s t e m s ;  e x i s t e n c e  o f  m a j o r  s p e c i a l i z e d  a c c o u n t i n g  f u n c t i o n s  
( e .  g .  , c o s t  a c c o u n t i n g ,  i n v e n t o r y  a c c o u n t i n g ,  s a l e s  a c c o u n t i n g ) ,  i n  a d d i t i o n  t o  g e n e r a l  a c 
c o u n t i n g ;  n e e d  t o  c o n s i d e r  e x t e n s i v e  a n d  c o m p l i c a t e d  r e g u l a t o r y  r e q u i r e m e n t s ;  l a c k  o f  o r  
d i f f i c u l t y  i n  o b t a i n i n g  i n f o r m a t i o n ;  a n d  o t h e r  s i m i l a r  f a c t o r s .  T y p i c a l l y ,  a  v a r i e t y  o f  d i f f e r e n t  
a s s i g n m e n t s  a r e  e n c o u n t e r e d  o v e r  a  p e r i o d  o f  t i m e ,  e . g . ,  1 y e a r .  T h e  a u d i t  r e p o r t s  p r e p a r e d  
a r e  c o m p r e h e n s i v e ,  e x p l a i n  i r r e g u l a r i t i e s ,  c i t e  r u l e s  o r  r e g u l a t i o n s  v i o l a t e d ,  r e c o m m e n d  
r e m e d i a l  a c t i o n s ,  a n d  c o n t a i n  a n a l y s e s  o f  i t e m s  o f  s p e c i a l  i m p o r t a n c e  o r  i n t e r e s t  t o  c o m p a n y  
m a n a g e m e n t .

D i r e c t i o n  r e c e i v e d . W i t h i n  a n  e s t a b l i s h e d  a u d i t  p r o g r a m ,  h a v e  r e s p o n s i b i l i t y  f o r  
i n d e p e n d e n t l y  p l a n n i n g  a n d  e x e c u t i n g  a u d i t s .  U n u s u a l l y  d i f f i c u l t  p r o b l e m s  a r e  d i s c u s s e d  w i t h  
t h e  s u p e r v i s o r  w h o  a l s o  r e v i e w s  c o m p l e t e d  a s s i g n m e n t s  f o r  a d h e r e n c e  t o  p r i n c i p l e s  a n d  
s t a n d a r d s  a n d  t h e  s o u n d n e s s  o f  c o n c l u s i o n s .

T y p i c a l  d u t i e s  a n d  r e s p o n s i b i l i t i e s . A u d i t o r s  a t  t h i s  l e v e l  h a v e  f u l l  r e s p o n s i b i l i t y  
f o r  p l a n n i n g  t h e  a u d i t ,  i n c l u d i n g  d e t e r m i n a t i o n  o f  t h e  a s p e c t s  t o  e m p h a s i z e ,  m e t h o d s  t o  b e  
u s e d ,  d e v e l o p m e n t  o f  n o n s t a n d a r d  o r  s p e c i a l i z e d  a u d i t  a i d s  s u c h  a s  q u e s t i o n n a i r e s ,  e t c .  , 
w h e r e  p r e v i o u s  a u d i t  e x p e r i e n c e  a n d  p l a n s  a r e  o f  l i m i t e d  a p p l i c a b i l i t y .
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I n c l u d e d  i n  t h e  s c o p e  o f  w o r k  t h a t  c h a r a c t e r i z e s  t h i s  l e v e l  a r e  s u c h  f u n c t i o n s  a s :  
E v a l u a t i o n  o f  m e t h o d s  u s e d  f o r  d e t e r m i n i n g  d e p r e c i a t i o n  r a t e s  o f  e q u i p m e n t ;  e v a l u a t i o n  o f  
a s s e t s  w h e r e  o r i g i n a l  c o s t s  a r e  u n k n o w n ;  e v a l u a t i o n  o f  t h e  r e l i a b i l i t y  o f  a c c o u n t i n g  a n d  r e 
p o r t i n g  s y s t e m s ;  a n a l y s i s  o f  c o s t  a c c o u n t i n g  s y s t e m s  a n d  c o s t  r e p o r t s  t o  e v a l u a t e  t h e  b a s i s  
f o r  c o s t  a n d  p r i c e  s e t t i n g ;  e v a l u a t i o n  o f  a c c o u n t i n g  p r o c u r e m e n t  a n d  s u p p l y  m a n a g e m e n t  
r e c o r d s ,  c o n t r o l s ,  a n d  p r o c e d u r e s ;  a n d  m a n y  o t h e r s .

E x a m p l e s  o f  a s s i g n m e n t s  i n v o l v i n g  w o r k  a t  t h i s  l e v e l :

( 1 )  A s  a  t e a m  l e a d e r  o r  w o r k i n g  a l o n e ,  i n d e p e n d e n t l y  p l a n s  a n d  c o n d u c t s  a u d i t s  o f  
t h e  c o m p l e t e  a c c o u n t s  a n d  r e l a t e d  o p e r a t i o n s  o f  r e l a t i v e l y  l a r g e  a n d  c o m p l e x  c o m p a n i e s  
( e . g . ,  c o m p l e x  i n  t h a t  t h e  a c c o u n t i n g  s y s t e m  e n t a i l s  c o s t ,  i n v e n t o r y ,  a n d  c o m p a r a b l e  
s p e c i a l i z e d  a c c o u n t i n g  s y s t e m s  i n t e g r a t e d  w i t h  t h e  g e n e r a l  a c c o u n t i n g  s y s t e m )  o r  o f  c o m 
p a n y  b r a n c h ,  s u b s i d i a r y ,  o r  a f f i l i a t e d  o r g a n i z a t i o n s  w h i c h  a r e  i n d i v i d u a l l y  o f  c o m p a r a b l e  
s i z e  a n d  c o m p l e x i t y ,  o r

( 2 )  A s  a  m e m b e r  o f  a n  a u d i t  t e a m  i n d e p e n d e n t l y  p l a n s  a n d  a c c o m p l i s h e s  a u d i t  a s 
s i g n m e n t s  t h a t  c o n s t i t u t e  m a j o r  s e g m e n t s  o f  a u d i t s  o f  v e r y  l a r g e  a n d  c o m p l e x  o r g a n i z a 
t i o n s ,  f o r  e x a m p l e ,  t h o s e  w i t h  f i n a n c i a l  r e s p o n s i b i l i t i e s  s o  g r e a t  a s  t o  i n v o l v e  s p e c i a l i z e d  
s u b o r d i n a t e ,  s u b s i d i a r y ,  o r  a f f i l i a t e  a c c o u n t i n g  s y s t e m s  t h a t  a r e  c o m p l e t e  i n  t h e m s e l v e s .

N O T E : E x c l u d e d  f r o m  l e v e l  I V  a r e  a u d i t o r s  w h o ,  a s  t e a m  l e a d e r  o r  w o r k i n g  a l o n e ,
c o n d u c t  c o m p l e t e  a u d i t s  o f  v e r y  l a r g e  a n d  c o m p l e x -  o r g a n i z a t i o n s ,  f o r  e x a m p l e ,  t h o s e  w i t h  
f i n a n c i a l  r e s p o n s i b i l i t i e s  s o  g r e a t  a s  t o  i n v o l v e  s p e c i a l i z e d  s u b o r d i n a t e ,  s u b s i d i a r y ,  o r  a f 
f i l i a t e  a c c o u n t i n g  s y s t e m s  t h a t  a r e  c o m p l e t e  i n  t h e m s e l v e s ;  o r  a r e  t e a m  m e m b e r s  a s s i g n e d  
t o  m a j o r  s e g m e n t s  o f  a u d i t s  o f  e v e n  l a r g e r  o r  m o r e  c o m p l e x  o r g a n i z a t i o n s .

C H I E F  A C C O U N T A N T

A s  t h e  t o p  t e c h n i c a l  e x p e r t  i n  a c c o u n t i n g ,  i s  r e s p o n s i b l e  f o r  d i r e c t i n g  t h e  a c c o u n t i n g  
p r o g r a m  f o r  a  c o m p a n y  o r  f o r  a n  e s t a b l i s h m e n t  o f  a  c o m p a n y .  T h e  m i n i m u m  a c c o u n t i n g  
p r o g r a m  i n c l u d e s :  ( 1 )  G e n e r a l  a c c o u n t i n g  ( a s s e t s ,  l i a b i l i t i e s ,  i n c o m e ,  e x p e n s e ,  a n d  c a p i t a l
a c c o u n t s ,  i n c l u d i n g  r e s p o n s i b i l i t y  f o r  p r o f i t  a n d  l o s s  a n d  b a l a n c e  s h e e t  s t a t e m e n t s ) ;  a n d
( 2 )  a t  l e a s t  o n e  o t h e r  m a j o r  a c c o u n t i n g  a c t i v i t y ,  t y p i c a l l y  t a x  a c c o u n t i n g ,  c o s t  a c c o u n t i n g ,  
p r o p e r t y  a c c o u n t i n g ,  o r  s a l e s  a c c o u n t i n g .  I t  m a y  a l s o  i n c l u d e  s u c h  o t h e r  a c t i v i t i e s  a s  p a y r o l l  
a n d  t i m e k e e p i n g ,  a n d  m e c h a n i c a l  o r  e l e c t r o n i c  d a t a  p r o c e s s i n g  o p e r a t i o n s  w h i c h  a r e  a n  a d j u n c t  
o f  t h e  a c c o u n t i n g  s y s t e m .  ( R e s p o n s i b i l i t y  f o r  a n  i n t e r n a l  a u d i t  p r o g r a m  i s  t y p i c a l l y  n o t  
i n c l u d e d .  )

T h e  r e s p o n s i b i l i t i e s  o f  t h e  c h i e f  a c c o u n t a n t  i n c l u d e  a l l  o f  t h e  f o l l o w i n g :

( 1 )  O n  o w n  r e s p o n s i b i l i t y ,  d e v e l o p i n g  o r  a d a p t i n g  o r  r e v i s i n g  a n  a c c o u n t i n g  s y s t e m  
t o  m e e t  t h e  n e e d s  o f  t h e  o r g a n i z a t i o n .

( 2 )  S u p e r v i s i n g ,  e i t h e r  d i r e c t l y  o r  t h r o u g h  s u b o r d i n a t e  s u p e r v i s o r s ,  t h e  o p e r a t i o n  
o f  t h e  s y s t e m  w i t h  f u l l  m a n a g e m e n t  r e s p o n s i b i l i t y  f o r  t h e  q u a l i t y  a n d  q u a n t i t y  o f  w o r k  
p e r f o r m e d ,  t r a i n i n g  a n d  d e v e l o p m e n t  o f  s u b o r d i n a t e s ,  w o r k  s c h e d u l i n g  a n d  r e v i e w ,  c o 
o r d i n a t i o n  w i t h  o t h e r  p a r t s  o f  t h e  o r g a n i z a t i o n  s e r v e d ,  e t c .

( 3 )  P r o v i d i n g  d i r e c t l y  o r  t h r o u g h  a n  o f f i c i a l  s u c h  a s  a  c o m p t r o l l e r ,  a d v i s o r y  s e r v 
i c e s  t o  t h e  t o p  m a n a g e m e n t  o f f i c i a l s  o f  t h e  o r g a n i z a t i o n  s e r v e d  a s  t o :

( a )  T h e  s t a t u s  o f  f i n a n c i a l  r e s o u r c e s  a n d  t h e  f i n a n c i a l  t r e n d s  o r  r e s u l t s  o f  
o p e r a t i o n s  a s  r e v e a l e d  b y  a c c o u n t i n g  d a t a ,  a n d  s e l e c t i n g  a  m a n n e r  o f  p r e s e n t a t i o n  
t h a t  i s  m e a n i n g f u l  t o  m a n a g e m e n t .

( b )  M e t h o d s  f o r  i m p r o v i n g  o p e r a t i o n s  a s  s u g g e s t e d  b y  h i s  e x p e r t  k n o w l e d g e  
o f  a c c o u n t i n g ,  e .  g .  , p r o p o s a l s  f o r  i m p r o v i n g  c o s t  c o n t r o l ,  p r o p e r t y  m a n a g e m e n t ,  
c r e d i t  a n d  c o l l e c t i o n ,  t a x  r e d u c t i o n ,  o r  s i m i l i a r  p r o g r a m s .
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E x c l u d e d  a r e  p o s i t i o n s  w i t h  r e s p o n s i b i l i t y  f o r  t h e  a c c o u n t i n g  p r o g r a m  i f  t h e y  a l s o  
i n c l u d e  ( a s  a  m a j o r  p a r t  o f  t h e  j o b )  r e s p o n s i b i l i t y  f o r  b u d g e t i n g ;  w o r k  m e a s u r e m e n t ;  o r g a n i 
z a t i o n ,  m e t h o d s  a n d  p r o c e d u r e s  s t u d i e s ;  o r  s i m i l a r  n o n a c c o u n t i n g  f u n c t i o n s .  ( P o s i t i o n s  o f  
s u c h  b r e a d t h  a r e  s o m e t i m e s  t i t l e d  c o m p t r o l l e r ,  b u d g e t  a n d  a c c o u n t i n g  m a n a g e r ,  f i n a n c i a l  
m a n a g e r ,  e t c . )

S o m e  p o s i t i o n s  r e s p o n s i b l e  f o r  s u p e r v i s i n g  g e n e r a l  a c c o u n t i n g  a n d  o n e  o r  m o r e  o t h e r  
m a j o r  a c c o u n t i n g  a c t i v i t i e s  b u t  w h i c h  d o  n o t  f u l l y  m e e t  a l l  o f  t h e  r e s p o n s i b i l i t i e s  o f  a  c h i e f  
a c c o u n t a n t  s p e c i f i e d  a b o v e  m a y  b e  c o v e r e d  b y  t h e  d e s c r i p t i o n s  f o r  a c c o u n t a n t .

C h i e f  a c c o u n t a n t  j o b s  w h i c h  m e e t  t h e  a b o v e  c h a r a c t e r i s t i c s  a r e  c l a s s i f i e d  b y  l e v e l 1 
o f  w o r k  a c c o r d i n g  t o  ( a )  a u t h o r i t y  a n d  r e s p o n s i b i l i t y  a n d  ( b )  t e c h n i c a l  c o m p l e x i t y ,  u s i n g  t h e  
c h a r t  w h i c h  f o l l o w s  t h e  d e f i n i t i o n s  b e l o w .

A u t h o r i t y  a n d  R e s p o n s i b i l i t y

A R  - 1 . T h e  a c c o u n t i n g  s y s t e m  ( i .  e .  , a c c o u n t s ,  p r o c e d u r e s ,  a n d  r e p o r t s  t o  b e  u s e d )  
h a s  b e e n  p r e s c r i b e d  i n  c o n s i d e r a b l e  d e t a i l  b y  h i g h e r  l e v e l s  i n  t h e  c o m p a n y  o r  o r g a n i z a t i o n .  
T h e  c h i e f  a c c o u n t a n t  h a s  f i n a l ,  u n r e v i e w e d  a u t h o r i t y  w i t h i n  t h e  p r e s c r i b e d  s y s t e m ,  t o  e x p a n d  
i t  t o  f i t  t h e  p a r t i c u l a r  n e e d s  o f  t h e  o r g a n i z a t i o n  s e r v e d ,  e .  g . , i n  t h e  f o l l o w i n g  o r  c o m p a 
r a b l e  w a y s :

P r o v i d e s  g r e a t e r  d e t a i l  i n  a c c o u n t s  a n d  r e p o r t s  o r  f i n a n c i a l  s t a t e m e n t s ;

E s t a b l i s h e s  a d d i t i o n a l  a c c o u n t i n g  c o n t r o l s ,  a c c o u n t s ,  s u b a c c o u n t s ,  a n d  s u b s i d i a r y  
r e c o r d s ;  a n d

P r o v i d e s  s p e c i a l  o r  i n t e r i m  r e p o r t s  a n d  s t a t e m e n t s  n e e d e d  b y  t h e  m a n a g e r  r e s p o n 
s i b l e  f o r  t h e  d a y - t o - d a y  o p e r a t i o n s  o f  t h e  o r g a n i z a t i o n  s e r v e d .

A R - 2 . T h e  b a s i c  a c c o u n t i n g  s y s t e m  i s  p r e s c r i b e d  i n  b r o a d  o u t l i n e s  r a t h e r  t h a n  i n  
s p e c i f i c  d e t a i l .  W h i l e  c e r t a i n  m a j o r  f i n a n c i a l  r e p o r t s ,  o v e r a l l  a c c o u n t s ,  a n d  g e n e r a l  p o l i c i e s  
a r e  r e q u i r e d  b y  t h e  b a s i c  s y s t e m ,  t h e  c h i e f  a c c o u n t a n t  h a s  b r o a d  l a t i t u d e  a n d  a u t h o r i t y  t o  
d e c i d e  t h e  s p e c i f i c  m e t h o d s ,  p r o c e d u r e s ,  a c c o u n t s ,  r e p o r t s ,  e t c . — t o  b e  u s e d  w i t h i n  t h e  
o r g a n i z a t i o n a l  s e g m e n t  s e r v e d .  H e  m u s t  s e c u r e  p r i o r  a p p r o v a l  f r o m  h i g h e r  l e v e l s  f o r  o n l y  
t h o s e  c h a n g e s  w h i c h  w o u l d  b a s i c a l l y  a f f e c t  t h e  b r o a d  r e q u i r e m e n t s  p r e s c r i b e d  b y  s u c h  h i g h e r  
l e v e l s .  T y p i c a l  r e s p o n s i b i l i t i e s  i n c l u d e :

Evaluating and taking final action on recommendations proposed by subordinate es
tablishments for changes in aspects of the accounting system or activities not prescribed 
by higher authority;

Extending cost accounting operations to areas not previously covered;

C h a n g i n g  f r o m  o n e  c o s t  a c c o u n t i n g  m e t h o d  t o  a n o t h e r ;

Expanding the utilization of computers within the accounting process; and

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

T h i s  d e g r e e  o f  a u t h o r i t y  i s  m o s t  t y p i c a l l y  f o u n d  a t  i n t e r m e d i a t e  o r g a n i z a t i o n a l  l e v e l s  s u c h  a s  
r e g i o n a l  o f f i c e s ,  o r  d i v i s i o n  o r  s u b s i d i a r y  h e a d q u a r t e r s .  I t  i s  a l s o  f o u n d  i n  s o m e  c o m p a n y  
l e v e l  s i t u a t i o n s  w h e r e  t h e  a u t h o r i t y  o f  t h e  c h i e f  a c c o u n t a n t  i s  l e s s  e x t e n s i v e  t h a n  i s  d e s c r i b e d  
i n  A R - 3 .  M o r e  r a r e l y  i t  i s  f o u n d  i n  p l a n t  l e v e l  c h i e f  a c c o u n t a n t s  w h o  h a v e  b e e n  d e l e g a t e d  
m o r e  a u t h o r i t y  t h a n  u s u a l  f o r  s u c h  p o s i t i o n s  a s  d e s c r i b e d  i n  A R - 1 .

1 Insufficient data were obtained for level V to warrant presentation of average salaries.
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A R - 3 . H a s  c o m p l e t e  r e s p o n s i b i l i t y  f o r  e s t a b l i s h i n g  a n d  m a i n t a i n i n g  t h e  f r a m e w o r k  
f o r  t h e  b a s i c  a c c o u n t i n g  s y s t e m  u s e d  i n  t h e  c o m p a n y ,  s u b j e c t  o n l y  t o  g e n e r a l  p o l i c y  g u i d a n c e  
a n d  c o n t r o l  f r o m  a  h i g h e r  l e v e l  c o m p a n y  o f f i c i a l  r e s p o n s i b l e  f o r  g e n e r a l  f i n a n c i a l  m a n a g e 
m e n t .  T y p i c a l  r e s p o n s i b i l i t i e s  i n c l u d e :

D e t e r m i n i n g  t h e  b a s i c  c h a r a c t e r i s t i c s  o f  t h e  c o m p a n y ' s  a c c o u n t i n g  s y s t e m  a n d  t h e  
s p e c i f i c  a c c o u n t s  t o  b e  u s e d ;

D e v i s i n g  a n d  p r e p a r i n g  a c c o u n t i n g  r e p o r t s  a n d  s t a t e m e n t s  r e q u i r e d  t o  m e e t  m a n a g e 
m e n t ' s  n e e d s  f o r  d a t a ;

E s t a b l i s h i n g  b a s i c  a c c o u n t i n g  p o l i c i e s ,  i n t e r p r e t a t i o n s ,  a n d  p r o c e d u r e s ;

R e v i e w i n g  a n d  t a k i n g  a c t i o n  o n  p r o p o s e d  r e v i s i o n s  t o  t h e  c o m p a n y ' s  a c c o u n t i n g  s y s 
t e m  s u g g e s t e d  b y  s u b o r d i n a t e  u n i t s ;  a n d

T a k i n g  f i n a l  a c t i o n  o n  a l l  t e c h n i c a l  a c c o u n t i n g  m a t t e r s .

C h a r a c t e r i s t i c a l l y ,  p a r t i c i p a t e s  e x t e n s i v e l y  i n  b r o a d  c o m p a n y  m a n a g e m e n t  p r o c e s s e s  
b y  p r o v i d i n g  a c c o u n t i n g  a d v i c e ,  i n t e r p r e t a t i o n s ,  o r  r e c o m m e n d a t i o n s  b a s e d  o n  d a t a  a c c u m u 
l a t e d  i n  t h e  a c c o u n t i n g  s y s t e m  a n d  o n  h i s  p r o f e s s i o n a l  j u d g m e n t  a n d  e x p e r i e n c e .

T e c h n i c a l  C o m p l e x i t y

T C - 1 . T h e  o r g a n i z a t i o n  w h i c h  t h e  a c c o u n t i n g  p r o g r a m  s e r v e s  h a s  r e l a t i v e l y  f e w  
f u n c t i o n s ,  p r o d u c t s ,  w o r k  p r o c e s s e s ,  e t c . ,  a n d  t h e s e  t e n d  t o  b e  s t a b l e  a n d  u n c h a n g i n g .  T h e  
a c c o u n t i n g  s y s t e m  o p e r a t e s  i n  a c c o r d a n c e  w i t h  w e l l - e s t a b l i s h e d  p r i n c i p l e s  a n d  p r a c t i c e s  o r  
t h o s e  o f  e q u i v a l e n t  d i f f i c u l t y  w h i c h  a r e  t y p i c a l  o f  t h a t  i n d u s t r y .

T C - Z . T h e  o r g a n i z a t i o n  w h i c h  t h e  a c c o u n t i n g  p r o g r a m  s e r v e s  h a s  a  r e l a t i v e l y  l a r g e  
n u m b e r  o f  f u n c t i o n s ,  p r o d u c t s ,  w o r k  p r o c e s s e s ,  e t c . ,  w h i c h  r e q u i r e  s u b s t a n t i a l  a n d  f r e q u e n t  
a d a p t a t i o n s  o f  t h e  b a s i c  s y s t e m  t o  m e e t  m a n a g e m e n t  n e e d s  ( e . g . ,  a d o p t i o n  o f  n e w  a c c o u n t s ,  
s u b a c c o u n t s ,  a n d  s u b s i d i a r y  r e c o r d s ;  r e v i s i o n  o f  i n s t r u c t i o n s  f o r  t h e  u s e  o f  a c c o u n t s ;  i m 
p r o v e m e n t  o r  e x p a n s i o n  o f  m e t h o d s  f o r  a c c u m u l a t i n g  a n d  r e p o r t i n g  c o s t  d a t a  i n .  c o n n e c t i o n  
w i t h  n e w  o r  c h a n g e d  w o r k  p r o c e s s e s ) .

T C - 3 . T h e  o r g a n i z a t i o n  w h i c h  t h e  a c c o u n t i n g  p r o g r a m  s e r v e s  p u t s  a  h e a v y  d e m a n d  
o n  t h e  a c c o u n t i n g  o r g a n i z a t i o n  f o r  s p e c i a l i z e d  a n d  e x t e n s i v e  a d a p t a t i o n s  o f  t h e  b a s i c  s y s t e m  
t o  m e e t  m a n a g e m e n t  n e e d s .  S u c h  d e m a n d s  a r i s e  b e c a u s e  t h e  f u n c t i o n s ,  p r o d u c t s ,  w o r k  
p r o c e s s e s ,  e t c . ,  o f  t h e  o r g a n i z a t i o n  a r e  v e r y  n u m e r o u s ,  d i v e r s e ,  u n i q u e ,  o r  s p e c i a l i z e d ,  o r  
t h e r e  a r e  o t h e r  c o m p a r a b l e  c o m p l e x i t i e s .  C o n s e q u e n t l y ,  t h e  a c c o u n t i n g  s y s t e m ,  t o  a  c o n s i d 
e r a b l e  d e g r e e ,  i s  d e v e l o p e d  w e l l  b e y o n d  e s t a b l i s h e d  p r i n c i p l e s  a n d  a c c o u n t i n g  p r a c t i c e s  i n  
o r d e r  t o :

P r o v i d e  f o r  t h e  s o l u t i o n  o f  p r o b l e m s  f o r  w h i c h  n o  c l e a r  p r e c e d e n t s  e x i s t ;  o r

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

S u b o r d i n a t e  S t a f f

I n  t h e  c h a r t  t h a t  f o l l o w s ,  t h e  n u m b e r  o f  p r o f e s s i o n a l  a c c o u n t a n t s  s u p e r v i s e d  i s  r e c 
o g n i z e d  t o  b e  a  r e l a t i v e l y  c r u d e  c r i t e r i o n  f o r  d i s t i n g u i s h i n g  b e t w e e n  v a r i o u s  c l a s s e s .  I t  i s  
t o  b e  c o n s i d e r e d  l e s s  i m p o r t a n t  i n  t h e  m a t c h i n g  p r o c e s s  t h a n  t h e  o t h e r  c r i t e r i a .  I n  a d d i t i o n  
t o  t h e  s t a f f  o f  p r o f e s s i o n a l  a c c o u n t a n t s  i n  t h e  s y s t e m  f o r  w h i c h  t h e  c h i e f  a c c o u n t a n t  i s  r e 
s p o n s i b l e ,  t h e r e  a r e  c l e r i c a l ,  m a c h i n e  o p e r a t i o n ,  b o o k k e e p i n g ,  a n d  r e l a t e d  p e r s o n n e l .
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C l a s s
A u t h o r i t y

a n d
r e s p o n s i b i l i t y  *

T  e c h n i c a l  
c o m p l e x i t y  1

S u b o r d i n a t e  s t a f f  o f  p r o f e s s i o n a l  a c c o u n t a n t s  i n  
t h e  s y s t e m  f o r  w h i c h  h e  i s  r e s p o n s i b l e .

I A R - l T C - 1 O n l y  o n e  o r  t w o  p r o f e s s i o n a l  a c c o u n t a n t s ,  w h o  
d o  n o t  e x c e e d  t h e  a c c o u n t a n t  I I I  j o b  d e f i n i t i o n .

I I A R - l T C - 2 A b o u t  5 t o  10 p r o f e s s i o n a l  a c c o u n t a n t s ,  w i t h  a t  
l e a s t  o n e  o r  t w o  m a t c h i n g  t h e  a c c o u n t a n t  I V  
j o b  d e f i n i t i o n .

A R - 2 T C - 1 A b o u t  5 t o  10 p r o f e s s i o n a l  a c c o u n t a n t s .  M o s t  
o f  t h e s e  m a t c h  t h e  a c c o u n t a n t  I I I  j o b  d e f i n i t i o n ,  
b u t  o n e  o r  t w o  m a y  m a t c h  t h e  a c c o u n t a n t  I V  
j o b  d e f i n i t i o n .

A R - 3 T C - 1 O n l y  o n e  o r  t w o  p r o f e s s i o n a l  a c c o u n t a n t s ,  w h o  
d o  n o t  e x c e e d  t h e  a c c o u n t a n t  I V  j o b  d e f i n i t i o n .

I I I A R - l

o r

T C - 3 A b o u t  15 t o  2 0  p r o f e s s i o n a l  a c c o u n t a n t s .  A t  
l e a s t  o n e  o r  t w o  m a t c h  t h e  a c c o u n t a n t  V  j o b  
d e f i n i t i o n .

A R - 2

o r

T C - 2 A b o u t  15 t o  2 0  p r o f e s s i o n a l  a c c o u n t a n t s .  M a n y  
o f  t h e s e  m a t c h  t h e  a c c o u n t a n t  I V  j o b  d e f i n i t i o n ,  
b u t  s o m e  m a y  m a t c h  t h e  a c c o u n t a n t  V  j o b  d e f i n i t i o n .

A - R - 3 T C - 1 A b o u t  5 t o  10 p r o f e s s i o n a l  a c c o u n t a n t s .  M o s t  o f  
t h e s e  m a t c h  t h e  a c c o u n t a n t  I I I  j o b  d e f i n i t i o n ,  b u t  
o n e  o r  t w o  m a y  m a t c h  a s  h i g h  a s  a c c o u n t a n t  V .

I V A R - 2 T C - 3 A b o u t  25  t o  4 0  p r o f e s s i o n a l  a c c o u n t a n t s .  M a n y  
o f  t h e s e  m a t c h  t h e  a c c o u n t a n t  V  j o b  d e f i n i t i o n ,  
b u t  s e v e r a l  m a y  e x c e e d  t h a t  l e v e l .

o r

A R - 3 T C - 2 A b o u t  15 t o  2 0  p r o f e s s i o n a l  a c c o u n t a n t s .  M o s t  o f  
t h e s e  m a t c h  t h e  a c c o u n t a n t  I V  j o b  d e f i n i t i o n ,  b u t  
s e v e r a l  m a y  m a t c h  t h e  a c c o u n t a n t  V  a n d  o n e  o r  
t w o  m a y  e x c e e d  t h a t  l e v e l .

V A R - 3 T C - 3 A b o u t  25  t o  4 0  p r o f e s s i o n a l  a c c o u n t a n t s .  M a n y  
o f  t h e s e  m a t c h  t h e  a c c o u n t a n t  V  j o b  d e f i n i t i o n ,  
b u t  s e v e r a l  m a y  e x c e e d  t h a t  l e v e l .

A R - l ,  - 2 ,  a n d  - 3 ;  a n d  T C - 1 ,  - 2 ,  a n d  - 3  a re  e x p l a i n e d  o n  th e  p r e c e d in g  p a g e s .
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P e r f o r m s  c o n s u l t a t i o n  a n d  a d v i s o r y  w o r k  a n d  c a r r i e s  o u t  t h e  l e g a l  p r o c e s s e s  n e c 
e s s a r y  t o  e f f e c t  t h e  r i g h t s ,  p r i v i l e g e s ,  a n d  o b l i g a t i o n s  o f  t h e  c o m p a n y .  T h e  w o r k  p e r f o r m e d  
r e q u i r e s  c o m p l e t i o n  o f  l a w  s c h o o l  w i t h  a n  L L .  B .  d e g r e e  ( o r  t h e  e q u i v a l e n t )  a n d  a d m i s s i o n  
t o  t h e  b a r .  R e s p o n s i b i l i t i e s  o r  f u n c t i o n s  i n c l u d e  o n e  o r  m o r e  o f  t h e  f o l l o w i n g  o r  c o m p a r a 
b l e  d u t i e s :

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

A c t i n g  a s  a g e n t  o f  t h e  c o m p a n y  i n  i t s  t r a n s a c t i o n s ;

E x a m i n i n g  m a t e r i a l  ( e . g . ,  a d v e r t i s e m e n t s ,  p u b l i c a t i o n s ,  e t c . )  f o r  l e g a l  i m p l i c a 
t i o n s ;  a d v i s i n g  o f f i c i a l s  o f  p r o p o s e d  l e g i s l a t i o n  w h i c h  m i g h t  a f f e c t  t h e  c o m p a n y ;

A p p l y i n g  f o r  p a t e n t s ,  c o p y r i g h t s ,  o r  r e g i s t r a t i o n  o f  c o m p a n y ' s  p r o d u c t s ,  p r o c e s s e s ,  
d e v i c e s  a n d  t r a d e m a r k s ;  a d v i s i n g  w h e t h e r  t o  i n s t i g a t e  o r  d e f e n d  l a w s u i t s ;

C o n d u c t i n g  p r e - t r i a l  p r e p a r a t i o n s ;  d e f e n d i n g  t h e  c o m p a n y  i n  l a w s u i t s ;  a n d

A d v i s i n g  o f f i c i a l s  o n  t a x  m a t t e r s ,  G o v e r n m e n t  r e g u l a t i o n s , a n d / o r  c o r p o r a t e  r i g h t s .

E x c l u d e d  f r o m  t h i s  d e f i n i t i o n  a r e :

P a t e n t  w o r k  w h i c h  r e q u i r e s  p r o f e s s i o n a l  t r a i n i n g  i n  a d d i t i o n  t o  l e g a l  t r a i n i n g  ( t y p 
i c a l l y ,  a  d e g r e e  i n  e n g i n e e r i n g  o r  i n  a s c i e n c e ) ;

C l a i m s  e x a m i n i n g ,  c l a i m s  i n v e s t i g a t i n g  o r  s i m i l a r  w o r k  f o r  w h i c h  p r o f e s s i o n a l  l e g a l  
t r a i n i n g  a n d  b a r  m e m b e r s h i p  i s  n o t  e s s e n t i a l ;

A t t o r n e y s ,  f r e q u e n t l y  t i t l e d  " g e n e r a l  c o u n s e l "  ( a n d  t h e i r  i m m e d i a t e  f u l l  a s s o c i a t e s  
o r  d e p u t i e s ) ,  w h o  s e r v e  a s  c o m p a n y  o f f i c e r s  o r  t h e  e q u i v a l e n t  a n d  a r e  r e s p o n s i b l e  f o r  
p a r t i c i p a t i n g  i n  t h e  o v e r a l l  m a n a g e m e n t  a n d  f o r m u l a t i o n  o f  p o l i c y  f o r  t h e  c o m p a n y  i n  
a d d i t i o n  t o  d i r e c t i n g  i t s  l e g a l  w o r k .  ( T h e  d u t i e s  a n d  r e s p o n s i b i l i t i e s  o f  s u c h  p o s i t i o n s  
e x c e e d  l e v e l  Y I  a s  d e s c r i b e d  b e l o w .  )

A t t o r n e y  j o b s  w h i c h  m e e t  t h e  a b o v e  d e f i n i t i o n s  a r e  t o  b e  c l a s s i f i e d  a n d  c o d e d  i n  
a c c o r d a n c e  w i t h  t h e  c h a r t  b e l o w .

D i f f i c u l t y  l e v e l  
o f  l e g a l  w o r k *

R e s p o n s i b i l i t y  
l e v e l  o f  j o b *

E x p e r i e n c e  r e q u i r e d

I T h i s  i s  t h e  e n t r y  l e v e l .  T h e  d u t i e s  
a n d  r e s p o n s i b i l i t i e s  a f t e r  i n i t i a l  o r i 
e n t a t i o n  a n d  t r a i n i n g  a r e  t h o s e  d e 
s c r i b e d  i n  D - l  a n d  R - l .

C o m p l e t i o n  o f  l a w  s c h o o l  w i t h  a n  L L .  B .  
o r  J . D .  d e g r e e  p l u s  a d m i s s i o n  t o  t h e  
b a r .

I I

o r

D -  1 R - 2 S u f f i c i e n t  p r o f e s s i o n a l  e x p e r i e n c e  ( a t  
l e a s t  1 y e a r ,  u s u a l l y  m o r e )  a t  t h e  " D - l "  
l e v e l  t o  a s s u r e  c o m p e t e n c e  a s  a n  a t -

D - 2 R -  1 t o r n e y

in
o r

D - 2
D - 3

R - 2  
R -  1

A t  l e a s t  1 y e a r ,  u s u a l l y  m o r e ,  o f  p r o 
f e s s i o n a l  e x p e r i e n c e  a t  t h e  " D - 2 "  l e v e l .
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A T T O R N E Y — Continued

C la ss D if f icu lty  le v e l  
o f  le g a l  w o r k *

R e s p o n s ib i l i ty  
le v e l  o f  j o b  * E x p e r ie n c e  r e q u ire d

IV D -2  
—  D -3

R -3
R -2

E xten s iv e  p r o fe s s i o n a l  e x p e r ie n c e  at the 
" D - 2 "  o r  a h igh er  lev e l .

V D -3 R -3 E xtens ive  p r o fe s s i o n a l  e x p e r ie n c e  at the 
" D - 3 "  le v e l .

VI D -3 R -4 E xten s ive  p r o fe s s i o n a l  e x p e r ie n c e  at the 
" D - 3 "  and " R - 3 "  le v e ls .

*  D - l , D-2, D-3j and R - l ,  R -2 , R -3, and R -4 are explained below.

D - 1. L e g a l  q u est ion s  a re  c h a r a c t e r iz e d  by: F a c ts  that a re  w e l l - e s t a b l i s h e d ;  c l e a r l y
app lica b le  leg a l  p r e c e d e n ts ;  and m a t te rs  not o f  substantia l im p o r ta n ce  to  the orga n iza t ion .  
(U sually  r e la t iv e ly  l im ited  sum s o f  m o n e y ,  e . g . ,  a few thousand d o l la r s ,  a re  in v o lv e d . )

E xa m p le s  o f  D - 1 w o r k :

(a) L e g a l  in vest iga t ion ,  n egotia t ion , and r e s e a r c h  p r e p a r a to r y  to defending the o r 
gan ization  in potentia l o r  a ctu a l law su its  invo lv ing  a l le g e d  n e g l ig e n ce  w h ere  the fa cts  
can be f i r m ly  e s ta b l ish ed  and there  a r e  p re ce d e n t  c a s e s  d ir e c t ly  a p p lica b le  to the 
situation.

(b) Search in g  c a s e  r e p o r t s ,  leg a l  d ocu m en ts ,  p e r i o d i c a l s ,  tex tb ook s ,  and oth er  leg a l  
r e f e r e n c e s ,  and p re p a r in g  d ra ft  op in ions on e m p lo y e e  c o m p e n s a t io n  o r  ben e fit  qu est ion s  
when there  is  a substantia l am ount o f  c l e a r l y  a p p lica b le  sta tutory , r e g u la to ry ,  and c a s e  
m a te r ia l .

(c )  D raw ing  up co n tra c ts  and other  le g a l  docu m en ts  in con n ec t ion  with r e a l  p r o p e r ty  
tra n sa c t ion s  req u ir in g  the d ev e lop m en t  o f  de ta i led  in fo rm a t io n  but not invo lv ing  s e r io u s  
questions  reg a rd in g  t it les  to p ro p e r ty  or  o th er  m a jo r  factua l o r  le g a l  i s s u e s .

D - 2 . L e g a l  w o rk  is r e g u la r ly  d i f f icu lt  by r e a s o n  o f  one o r  m o r e  o f  the fo l low in g : 
The a b se n ce  o f  c l e a r  and d i r e c t ly  app lica b le  leg a l  p r e c e d e n ts ;  the d if fe ren t  p o s s ib le  in t e r 
p retation s  that can  be p la ce d  on e ither  the fa c t s ,  the la w s ,  o r  the p re ce d e n ts  in vo lved ; the 
substantia l im p o r ta n ce  o f  the le g a l  m a tte rs  to the o rg a n iz a t io n  (e .g . ,  sum s as la r g e  as $100,000 
a re  g e n e ra l ly  d i r e c t ly  o r  in d ire c t ly  in vo lved ) ;  the m a tte r  is  be ing  s tro n g ly  p r e s s e d  o r  c o n 
tested  in f o r m a l  p r o c e e d in g s  o r  in negot ia t ion s  by the in d iv idua ls ,  c o r p o r a t i o n s ,  o r  G o v e r n 
m ent a g e n c ie s  in vo lved .

E xa m p les  o f  D - 2  w o r k :

(a) A d v is in g  on the le g a l  im p l ica t io n s  o f  a d v er t is in g  r e p re se n ta t io n s  when the fa c ts  
supporting  the re p re s e n ta t io n s  and the a p p lica b le  p re ce d e n t  c a s e s  a re  su b je c t  to d i f 
fe ren t  in te rp re ta t ion s .

(b) R eview ing  and advis ing  on the im p l ica t io n s  o f  new o r  r e v is e d  laws a ffect ing  the 
organ iza t ion .

(c) P re se n t in g  the o rg a n iz a t io n 's  d e fen se  in c o u rt  in a n eg l ig e n ce  law su it  w hich  is 
s tron g ly  p r e s s e d  by co u n s e l  fo r  an o rg a n iz e d  grou p .

(d) P ro v id in g  le g a l  c o u n s e l  on tax quest ion s  c o m p l ic a te d  by  the a b se n ce  of p r e c e 
dent d e c is io n s  that a re  d i r e c t ly  a p p lica b le  to the o rg a n iz a t io n 's  situation.
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A T T O R N E Y — Continued

D - 3. L e g a l  w o rk  is  ty p ica l ly  c o m p le x  and d if f icu lt  b e c a u s e  o f  one or  m o r e  of the 
fo l low in g :  The q u est ion s  a re  unique and r e q u ire  a high o r d e r  o f  o r ig in a l  and c r e a t iv e  le g a l
en d ea v or  f o r  the ir  solution ; the qu est ion s  r e q u ire  ex ten s ive  r e s e a r c h  and a n a ly s is  and the 
obtaining and evaluating  o f  e x p e r t  te s t im o n y  reg a rd in g  c o n t r o v e r s ia l  i s s u e s  in a s c ie n t i f i c ,  
f inan c ia l ,  c o r p o r a t e  o rg a n iza t ion ,  e n g in eer in g ,  o r  other  h igh ly  te ch n ica l  a rea ;  the le g a l  m a tte r  
is o f  c r i t i c a l  im p o r ta n ce  to the org a n iza t ion  and is  being v ig o r o u s ly  p r e s s e d  or  co n te s te d  
( e . g . ,  sum s such as $1  m i l l i o n  o r  m o r e  are  g e n e r a l ly  d ir e c t ly  o r  in d ir e c t ly  in v o lv ed ) .

E xa m p les  o f  D -3  w o r k :

(a) A dv is in g  on the leg a l  a s p e c ts  and im p l ica t io n s  o f  F e d e r a l  antitrust  law s to p r o 
je c t e d  g re a t ly  expanded m arketin g  op era t ion s  invo lv ing  jo in t  ventures  with s e v e r a l  o th er  
o r g a n iz a t io n s .

(b) Planning leg a l  s tra teg y  and rep re se n t in g  a utility  com p a n y  in rate o r  G o v e r n 
m ent f ra n ch ise  c a s e s  invo lv ing  a g e o g ra p h ic  a re a  including parts  o r  a l l  ox s e v e r a l  States.

(c) P r e p a r in g  and presen tin g  a c a s e  b e fo r e  an appella te  co u r t  w here  the c a s e  is  
h ighly  im portan t  to the future op era t ion  o f  the org a n iza t ion  and is v ig o r o u s ly  c o n te s te d  
by v e r y  d is t in gu ish ed  ( e . g .  , having a b roa d  re g io n a l  o r  national reputation) leg a l  talent.

(d) S erv in g  as  the p r in c ip a l  c o u n s e l  to the o f f i c e r s  and staff  o f  an in su ra n ce  c o m 
pany on the leg a l  p r o b le m s  in the sa le ,  u nderw rit in g ,  and a d m in is tra t ion  o f  g rou p  c o n 
tra c t s  invo lv ing  nationw ide o r  m ult ista te  c o v e r a g e s  and law s .

(e) P e r fo r m in g  the p r in c ip a l  le g a l  w o rk  in a nonroutine  m a jo r  r e v is io n  o f  the c o m 
p an y 's  ch a r te r  o r  in e ffectuating  new  m a jo r  financing s teps .

R -  1. R e s p o n s ib i l i ty  f o r  fina l act ion  is  u su a lly  l im ited  to  m a t te r s  c o v e r e d  by  le g a l  
p re ce d e n ts  and in which  little dev ia tion  f r o m  standard  p r a c t i c e  is  in vo lved . A ny  d e c is io n s  
or  a c t ion s  having a s ign i f ican t  bear in g  on the o rg a n iz a t io n 's  b u s in e s s  a re  re v ie w e d .  (is 
g iven  gu idance  in the in itia l s tages  o f  h is a ss ign m en t  ( e . g . ,  in planning and orga n iz in g  le g a l  
r e s e a r c h  and stud ies) .  A s s ig n m e n ts  are  then c a r r i e d  out with m o d e ra te  in dependence  although 
gu idance  is  g e n e r a l ly  ava ilab le  and is sought f r o m  t i m e - t o - t i m e  on p r o b le m  p o in ts . )

R - 2 . U sually  w o rk s  independently  in investigating  the fa c t s ,  search in g  le g a l  p r e c 
eden ts , defining the leg a l  and fa ctua l i s s u e s ,  drafting  the n e c e s s a r y  leg a l  d ocu m en ts  and 
d eve lop in g  c o n c lu s io n s  and re c o m m e n d a t io n s .  D e c is io n s  having an im p orta n t  bear in g  on the 
o rg a n iz a t io n 's  b u s in e ss  a re  re v ie w e d .  (R e c e iv e s  in fo rm a t ion  f r o m  s u p e r v is o r  reg a rd in g  
unusual c i r c u m s t a n c e s  or  im p orta n t  p o l i c y  c o n s id e ra t io n s  perta in ing  to a leg a l  p r o b le m .  
If t r ia ls  a r e  in vo lved ,  m a y  r e c e iv e  guidance f r o m  a s u p e r v is o r  r e g a rd in g  presen ta t ion ,  
line o f  a p p ro a ch ,  p o s s ib le  line o f  op p os it ion  to be en cou n tered ,  e tc .  In the c a s e  o f  n o n 
routine w r itten  presen ta t ion s  the final p rod u ct  is  r e v ie w e d  c a r e fu l ly ,  but p r im a r i ly  fo r  o v e r 
a ll  soundness  o f  le g a l  rea son in g  and co n s is t e n c y  with o rgan iza t ion  p o l i c y .  S om e , but not 
a l l  a t t o rn e y s ,  m ake  a ss ign m en ts  to one or  m o r e  lo w e r  l e v e l  a t to rn ey s ,  a id s ,  o r  c l e r k s . )

R - 3. C a r r ie s  out a ss ig n m e n ts  independently  and m ak es  final le g a l  de te rm in a tion s  
in m a t te r s  o f  substantia l im p o r ta n ce  to his o rgan iza t ion .  Such d e te rm in a t ion s  a re  su b 
j e c t  to r e v ie w  only f o r  c o n s is t e n c y  with co m p a n y  p o l i c y ,  p o s s ib le  p re ce d e n t  e f f e c t ,  and 
o v e r a l l  e f f e c t iv e n e s s .  T o  c a r r y  out his a ss ign m en ts  he deals  r e g u la r ly  with co m p a n y  o f f i 
c e r s  and top le v e l  m a n a gem en t  o f f i c ia l s  and c o n fe r s  o r  n egot ia tes  r e g u la r ly  with se n io r  
a ttorn eys  and o f f i c ia l s  in o ther  co m p a n ie s  or  in G overn m en t  a g e n c ie s  on v a r io u s  a sp e c ts  
o f  h is a ss ig n e d  w ork .  (R e c e iv e s  little  o r  no p r e l im in a r y  in s tru c t ion  on le g a l  p r o b le m s  and 
a m in im u m  o f  te ch n ica l  le g a l  su p e rv is io n .  M ay  a ss ig n  and re v ie w  w o r k  o f  a few  a tto rn ey s ,  
but this is not a p r im a r y  r e s p o n s ib i l i t y .  )

R - 4 . C a r r ie s  out a ss ign m e n ts  which  enta il  independently  planning in vest iga t ion s  
and negot ia t ion s  on leg a l  p r o b le m s  o f  the h ighest  im p o r ta n ce  to his o rg a n iza t ion  and d e v e l 
oping co m p le te d  b r i e f s ,  op in ion s ,  c o n t r a c t s ,  o r  other le g a l  p ro d u c ts .  To  c a r r y  out his 
a ss ign m en ts  he r e p r e s e n ts  his o rg a n iza t ion  at c o n fe r e n c e s ,  h e a r in g s ,  o r  t r ia ls ,  and p e r s o n 
a lly  c o n fe r s  and n egot ia tes  with top  a ttorneys  and top -ra n k in g  o f f i c ia l s  in p r iva te  c o m p a n ie s  
or  in G o v e rn m e n t  a g e n c ie s .  On v a r iou s  a sp e c ts  o f  h is a s s ig n e d  w ork  m ay  g ive  ad v ice
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A T T  ORN E Y----C ontinue d

d ir e c t ly  and p e r s o n a l ly  to c o r p o r a t i o n  o f f i c e r s  and top le v e l  m a n a g e r s ,  or  m a y  w o rk  through 
the g e n e r a l  c o u n s e l  o f  the com p a n y  in advis ing  o f f i c e r s .  (G en era l ly  r e c e iv e s  no p r e l im in a r y  
in s tru ct ion  on le g a l  p r o b le m s .  On m a t te rs  r eq u ir in g  the co n ce n tra te d  e f f o r t s  of s e v e r a l  
a ttorneys  or  o ther s p e c ia l i s t s ,  is r e s p o n s ib le  fo r  d ire c t in g ,  coo rd in a t in g  and rev iew in g  the 
w o rk  o f  the a ttorneys  in vo lved .  )

OR

A s  a p r im a r y  re s p o n s ib i l i t y ,  d ir e c t s  the w o r k  o f  a sta ff  o f  a t to rn ey s ,  one , but usua lly  
m o r e ,  o f  w hom  re g u la r ly  p e r f o r m  D -3  leg a l  w ork .  With r e s p e c t  to the w o rk  d ir e c te d ,  
g iv es  ad v ice  d i r e c t ly  to c o r p o r a t io n  o f f i c e r s  and top m a n a g e r ia l  o f f i c e r s ,  o r  m a y  g ive 
such ad v ice  through the g e n e ra l  c o u n s e l .  (R e c e iv e s  guidance as to o rg a n iza t ion  p o l i c y  
but no te ch n ica l  s u p e rv is io n  or  a s s i s ta n c e  ex cep t  when he m ight req u es t  adv ice  f r o m ,  
or  be b r ie f e d  on, the o v e r a l l  a p p ro a ch  to the m o s t  d if f icu lt ,  n o v e l  o r  im portan t  le g a l  
q u est ion s ,  by  the g e n e ra l  cou n s e l .  U sua lly  r e p o r ts  to the g e n e ra l  co u n s e l  or  his d eputy .)

B U YER S

B U Y E R

P u r c h a s e s  m a t e r ia ls ,  su p p lie s ,  equ ipm ent, and s e r v i c e s  ( e . g .  , u t i l i t ie s ,  m aintenance , 
and r e p a ir ) .  In so m e  in stan ces  item s a r e  o f  types  that m ust be  s p e c ia l ly  d es ig n ed , p ro d u ce d ,  
o r  m o d i f ie d  by the ven d or  in a c c o r d a n c e  with draw ings  o r  en g in eer in g  s p e c i f i c a t io n s .

S o l ic its  b id s ,  an a lyzes  quotations r e c e iv e d ,  and s e le c t s  o r  r e c o m m e n d s  su p p lie r .  
M ay in te rv iew  p r o s p e c t iv e  v e n d o r s .  P u r c h a s e s  item s and s e r v i c e s  at the m o s t  fa v o ra b le  
p r i c e  con s is ten t  with quality , quantity, s p e c i f ic a t io n  r e q u ir e m e n ts ,  and other  fa c t o r s .  P r e 
p a res  o r  su p e r v is e s  p re p a ra t io n  o f  p u rch a se  o r d e r s  f r o m  re q u is i t io n s .  M ay expedite  d e l iv e r y  
and v is i t  v e n d o r s '  o f f i c e s  and plants.

N orm a lly ,  p u rch a se s  a re  u n rev iew ed  when they a re  c on s is ten t  with past e x p e r ie n c e ,  
and a re  in c o n fo r m a n c e  with e s ta b l ish ed  ru les  and p o l i c i e s .  P r o p o s e d  p u rch a se  t ra n sa c t ion s  
that deviate  f r o m  the usual o r  f r o m  past e x p e r ie n c e  in te r m s  o f  p r i c e s ,  quality  o f  i t e m s ,  
quantities , e tc .  , o r  that m a y  set p re ce d e n ts  f o r  future p u r c h a s e s ,  a re  r e v ie w e d  by  h igher 
authority  p r io r  to fina l act ion .

In addition  to the w o rk  d e s c r ib e d  a b ov e ,  s o m e  (but not all) b u y ers  d i r e c t  the w o r k  
o f  one o r  a few  c le r k s  who p e r f o r m  routine a sp e c ts  o f  the w o rk .  A s  a s e c o n d a r y  and s u b 
s id ia r y  duty, s o m e  b u y ers  m a y  a ls o  s e l l  o r  d is p o s e  o f  su rp lu s ,  sa lv a g e ,  o r  u sed  m a t e r ia ls ,  
equ ipm ent, o r  su p p lies .

N O T E : Som e b u y ers  a r e  r e s p o n s ib le  fo r  the pu rch as in g  o f  a v a r ie ty  o f  it em s  and
m a t e r ia ls .  When the v a r ie ty  in c ludes  item s and w o rk  d e s c r ib e d  at m o r e ,  than one o f  the 
fo l low ing  le v e ls ,  the p os it ion  should  be c o n s id e r e d  to equal the h ighest le v e l  that c h a r a c t e r iz e s  
at least  a substantia l p o r t io n  o f  the b u y e r 's  t im e .

E xc lu ded  are :

(a) B u y e rs  o f  item s fo r  d ir e c t  sa le ,  e ither  w h o le sa le  o r  reta i l ;
(b) B r o k e r s  and d e a le r s  buying fo r  c l ien ts  o r  fo r  investm ent p u r p o s e s ;
(c)  P o s it io n s  that s p e c i f i c a l l y  r e q u ire  p r o fe s s i o n a l  education  and q u a lif ica t ion s  in 

a p h y s ica l  s c ie n c e  o r  in en g in eer in g  ( e . g . ,  c h e m is t ,  m e c h a n ic a l  en g in eer ) ;
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B U Y E R — Continued

(d) B u y ers  who s p e c ia l i z e  in pu rch as in g  a s ing le  o r  a few re la ted  item s  o f  h igh ly  
v a r ia b le  quality  such  as raw  cotton  o r  w o o l ,  t o b a c c o ,  ca tt le ,  o r  lea ther  f o r  shoe u p p e r s ,  
e tc .  E xpert  p e r s o n a l  k now ledge  o f  the item  is r e q u ire d  to judge the re la t iv e  va lue  o f  
the goods  o f f e r e d ,  and to d e c id e  the quantity, quality , and p r i c e  o f  each  p u rch a s e  in 
t e r m s  o f  its p ro b a b le  e f f e c t  on the o rg a n iz a t io n 's  p ro f i t  and co m p e t i t iv e  status;

(e) B u y e rs  w h ose  p r in c ip a l  r e s p o n s ib i l i t y  is the s u p e rv is io n  o f  other  b u y e rs  o r  the 
m an agem en t ,  d ir e c t io n ,  o r  su p e r v is io n  o f  a pu rchas in g  p r o g r a m ;

( f )  P e r s o n s  p red om in a n t ly  c o n c e r n e d  with co n tra c t  o r  su b con tra ct  a d m in is tra t ion ;
(g) P e r s o n s  w h ose  m a jo r  duties c o n s is t  o f  o rd e r in g ,  r e o r d e r in g ,  o r  req u is i t ion in g  

item s  under ex is t in g  c o n t r a c t s ;  and
(h) P o s it io n s  r e s t r i c t e d  to the c l e r i c a l  functions o r  to p u rch a se  exped it ing  w o rk .

B u yer  I

P u r c h a s e s  " o f f - t h e - s h e l f "  types o f  r e a d i ly  a v a i la b le ,  c o m m o n ly  used  m a t e r i a l s , s u p 
p l ie s ,  t o o l s ,  fu rn itu re ,  s e r v i c e s ,  e tc .

T ra n s a c t io n s  usu a lly  in vo lve  l o c a l  r e t a i le r s ,  w h o le s a le r s ,  j o b b e r s ,  and m a n u fa c 
t u r e r s 1 sa le s  r e p r e s e n ta t iv e s .

Quantities p u rch a sed  a re  g e n e ra l ly  s m a l l  am ounts , e . g . ,  th ose  ava ila b le  f r o m  lo c a l
s o u r c e s .

E xa m p les  o f  item s  p u rch a se d  include: C o m m o n  s ta t ion ery  and o f f i c e  su p p lie s ;  s tand 
ard  types  o f  o f f i c e  fu rn iture  and f ix tu re s ;  standard  nuts, b o lt s ,  s c r e w s ;  ja n i t o r ia l  and 
c o m m o n  building m aintenance  su pp lies ;  and c o m m o n  build ing m aintenance  o r  c o m m o n  
util ity  s e r v i c e s .

B u y er  II

P u r c h a s e s  " o f f - t h e - s h e l f "  types  o f  standard , g e n e ra l ly  ava i la b le  te ch n ica l  i t e m s ,  
m a t e r ia ls ,  and s e r v i c e s .

T ra n s a c t io n s  usu a lly  in vo lve  dealing  d i r e c t ly  with m a n u fa c tu re rs ,  d is t r ib u to r s ,  
j o b b e r s ,  e tc .

Quantities o f  item s and m a te r ia ls  p u rch a se d  m a y  be r e la t iv e ly  la r g e ,  p a r t i c u la r ly  
in the c a s e  o f  c o n tra c ts  fo r  continuing supply  o v e r  a p e r io d  o f  t im e .

M ay be r e s p o n s ib le  fo r  locat ing  o r  p rom ot in g  p o s s ib le  new s o u r c e s  o f  supply. U su 
a l ly  is e x p e c te d  to k eep  a b re a s t  o f  m a rk e t  t r e n d s ,  changes  in b u s in ess  p r a c t i c e s  in the 
a ss ign e d  m a rk e ts ,  new or  a lte re d  types o f  m a te r ia ls  en ter ing  the m a rk e t ,  e tc .

E xa m p les  o f  i t em s  p u rch a se d  include: Industria l types  o f  handtools ;  e le c t r o n ic  tube
and com pon en t  test  in stru m en ts ; standard  e le c t r o n ic  parts  and co m p on en ts ;  e le c t r i c  
m o t o r s ;  ga so l in e  s e r v i c e  station  equ ipm ent; P B X  o r  o ther  s p e c ia l iz e d  te lephone  s e r v i c e s ;  
and routine p u rch a s e s  o f  c o m m o n  raw  m a te r ia ls  such  as standard  g ra d es  and s iz e s  o f  
s t e e l  b a r s ,  r o d s ,  and an g les .

A ls o  in c luded  at this le v e l  a re  b u y ers  o f  m a te r ia ls  o f  the types d e s c r ib e d  fo r  bu y er  I when 
the quantities p u rch a se d  a re  la rg e  so  that l o c a l  s o u r c e s  o f  supply  a re  g e n e ra l ly  inadequate 
and the b u y er  m ust dea l d i r e c t ly  with m a n u fa c tu rers  on a b r o a d e r  than lo c a l  s c a le .

B u y er  III

P u r c h a s e s  i t e m s ,  m a t e r ia ls ,  o r  s e r v i c e s  o f  a te ch n ica l  and s p e c ia l iz e d  nature . The 
i t e m s ,  w hile  o f  a c o m m o n  g e n e ra l  type , a re  u su a lly  m a d e ,  a l te re d ,  o r  c u s to m iz e d  to m eet  
the u s e r 's  s p e c i f i c  needs  and s p e c i f i c a t io n s .
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B U Y E R — Continued

T ra n s a c t io n s  u su a lly  r e q u ir e  dea ling  with m a n u fa c tu re rs .  The n um ber  o f  potentia l 
v en d ors  is  l ik e ly  to be  s m a l l  and p r i c e  d i f fe ren t ia ls  o ften r e f l e c t  im portan t  fa c t o r s  (quality , 
d e l i v e r y  dates , and p la c e s ,  e t c . )  that a re  d if f icu lt  to eva luate .

The quantities p u rch a se d  o f  any item  or  s e r v i c e  m a y  be la r g e .

M any o f  the p u rch a s e s  in vo lve  one o r  m o r e  o f  such  c o m p l ic a t io n s  as: S p ec i f ica t ion s
that deta i l ,  in te ch n ica l  t e r m s ,  the r e q u ire d  p h y s ica l ,  c h e m ic a l ,  e l e c t r i c a l ,  o r  o th er  c o m p a 
rab le  p r o p e r t ie s ;  s p e c ia l  test ing  p r i o r  to a c ce p ta n ce ;  grouping o f  item s fo r  lot b idding and 
aw ards ; s p e c ia l iz e d  p r o c e s s in g ,  pack ing , o r  packaging re q u ir e m e n ts ;  exp ort  p a ck s ;  o v e r s e a s  
p ort  d i f fe re n t ia ls ;  e tc .

Is ex p ec ted  to k eep  a b re a s t  o f  m a rk e t  and p rod u ct  d ev e lo p m e n ts .  M ay be  r e q u ire d  
to lo cate  new s o u r c e s  o f  supply.

Som e p os it ion s  m a y  in vo lve  a ss is t in g  in the tra in ing  o r  s u p e rv is in g  o f  lo w e r  le v e l  
b u yers  o r  c l e r k s .

E xam p les  o f  i t em s  p u rch a se d  include: C ast in gs ;  s p e c ia l  extruded  shapes o f  n o r m a l
s iz e  and m a te r ia l ;  s p e c ia l  fo rm u la  pa ints ; e le c t r i c  m o t o r s  o f  s p e c ia l  shape o r  speed ; 
s p e c ia l  packaging  o f  i t e m s ;  and raw m a te r ia ls  in substantia l quantities .

B u yer  IV

P u r c h a s e s  h ighly  c o m p le x  and te ch n ica l  i t e m s , m a t e r ia ls ,  o r  s e r v i c e s ,  u su a lly  th ose  
s p e c ia l ly  des ign ed  and m an u factu red  e x c lu s iv e ly  f o r  the p u r c h a s e r .

T ra n s a c t io n s  r e q u ir e  dea ling  with m a n u fa c tu rers  and o ften  in vo lve  p ersu ad in g  p o te n 
tia l  v en d ors  to undertake the m anufacturing  o f  c u s to m  d es ig n ed  item s a c c o r d in g  to c o m p le x  
and r ig id  s p e c i f i c a t io n s .

Quantities o f  item s and m a te r ia ls  p u rch a se d  a re  o ften  la rg e  in o r d e r  to sa t is fy  the 
req u irem en ts  fo r  an en t ire  la rg e  o rg a n iza t ion  fo r  an extended  p e r io d  o f  t im e .  C o m p le x  
sch edu les  o f  d e l i v e r y  a re  o ften  in vo lved .  B u yer  d e te rm in e s  ap p rop r ia te  quantities to be  c o n 
tra c te d  fo r  at any g iven  p e r io d  o f  t im e .

T ra n s a c t io n s  a re  o ften co m p l ic a te d  by  the p r e s e n c e  o f  one o r  m o r e  such  m a tte rs  as 
in c lu s ion  of: R eq u irem en ts  fo r  sp a re  p a r ts ,  p re p ro d u c t io n  sa m p le s  and test in g , o r  te ch n ica l
l i te ra tu re ;  o r  patent and roy a lty  p r o v is i o n s .

K eeps  a b re a s t  o f  m a rk e t  and p rod u ct  d e v e lo p m e n ts .  D e v e lop s  new s o u r c e s  o f  supply.

In addition  to the w o rk  d e s c r ib e d  a b ov e ,  a few  p os it ion s  m a y  a ls o  r e q u ire  s u p e r v is io n  
o v e r  a few  low er  le v e l  b u y e rs  o r  c l e r k s .  (No p o s it io n  is in c luded  in this l e v e l  s o le ly  b e c a u s e  
s u p e r v is o r y  duties a re  p e r f o r m e d . )

E xa m p les  o f  item s p u rch a se d  include: S p e c ia l  p u rp o se  high c o s t  m ach in e  to o ls  and 
p rod u ct ion  fa c i l i t ie s ;  raw  m a te r ia ls  o f  c r i t i c a l l y  im portant c h a r a c t e r i s t i c s  o r  quality; 
p a r ts ,  s u b a s s e m b l ie s ,  co m p o n e n ts ,  e t c . ,  s p e c ia l ly  d es ig n ed  and m ade  to  o r d e r  (e .  g. , 
c o m m u n ica t io n s  equipm ent fo r  in sta l la t ion  in a i r c r a f t  be ing  m anufactured ; com p on en t  
a s s e m b l ie s  f o r  m i s s i l e s  and ro c k e ts ;  and m o t o r  v e h ic le  f r a m e s ) .

B uyer  V 2

P u r c h a s e s  item s o r  m a t e r ia ls ,  e ither  te ch n ica l  o r  n ontechn ica l ,  in such  unusually  
la rg e  quantities that ind iv idual p u rch a se s  can  a ffe c t  the o v e r a l l  m a rk e t  p r i c e  o f  the c o m 
m od ity .  (N O T E : Only the v e r y  la r g e s t  o rg a n iz a t io n s ,  e . g. , th ose  em p loy in g  m o r e  than
10 ,000  p e r s o n s ,  a re  ab le  to buy in the quantities con tem p la ted  in this pa ra g ra p h . E ven  in 
the v e r y  la rg e  orga n iza t ion s  this l e v e l  o f  buying is o ften  absent and even  when p r e s e n t ,  is 
r e s t r i c t e d  to a v e r y  few  b u y ers  o r  is a ss ig n e d ,  not to a bu yer  but to so m e  h igh er  ranking 
o f f i c i a l . )

2
Insufficient data were obtained for level V to warrant presentation of average salaries.
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B U Y E R — Continued

A lte rn a t iv e ly ,  m a y  p u rch a se  item s o f  e x tr a o r d in a r y  te ch n ica l  c o m p le x i ty  (e . g. , m i s 
s i le  gu idance  s y s te m s ;  item s that in vo lve  the o u te rm o s t  l im its  o f  the p h y s ic a l  s c ie n c e s  o r  
engineer ing) o r  o f  unusually  high indiv idual value (e .  g. , m ult iengine  jet  a i r c r a f t ;  la rg e  c a 
p a c ity  c o m p u te r s ;  and high ca p a c ity  t u r b in e -g e n e r a t o r s ) .

U sua lly  is r e q u ire d  to identi fy  and c o n s id e r  a ll  p o s s ib le  s o u r c e s  o f  supply.

The t ra n sa c t io n s  a re  so  la rg e  that they  o ften  a ffe c t  a c o n s id e r a b le  p or t ion  o f  the 
industry  o r  trade  c o n c e r n e d ,  resu lt in g  in c o m p le x  scheduling  and d if f icu lty  in negotiating  
m utually  a c ce p ta b le  a r ra n g e m e n ts .

F req u en t ly  is r e q u ir e d  to d ev e lo p  new s o u r c e s  o f  supply through p e r s u a s io n  o f  m a n u 
fa c t u r e r s  o r  o th er  c o n c e r n s  to expand o r  c o n v e r t  plants and fa c i l i t ie s .

In addition  to the w o rk  d e s c r ib e d  ab ov e ,  a few  p os it ion s  m a y  a lso  r e q u ire  s u p e r 
v is io n  o v e r  a few  lo w e r  g rad e  b u y e rs  o r  c l e r k s .  (No p o s it io n  is included  in this l e v e l  s o le ly  
b e ca u s e  s u p e r v is o r y  duties a re  p e r f o r m e d . )

P E R S O N N E L  M A N A G E M E N T

JOB A N A L Y S T

P e r f o r m s  w o rk  in vo lved  in c o l l e c t in g ,  ana lyzing , and d eve lop in g  o ccu p a t io n a l  data 
re la t iv e  to j o b s ,  jo b  q u a li f ica t ion s ,  and w o r k e r  c h a r a c t e r i s t i c s  as a b a s is  fo r  c om p en sa t in g  
e m p lo y e e s  in a fa i r ,  equ itab le , and u n i fo rm  m an n er . P e r f o r m s  such  duties as studying and 
analyzing jo b s  and p re p a r in g  d e s c r ip t io n s  o f  duties and re s p o n s ib i l i t ie s  and o f  the p h y s ic a l  
and m en ta l  r e q u ire m e n ts  needed  by  w o r k e r s ;  evaluating jo b s  and determ in in g  a p p rop r ia te  
w age  o r  s a la r y  lev e ls  in a c c o r d a n c e  with th e ir  d i f f icu lty  and re s p o n s ib i l i t y ;  independently  
conduct ing  o r  p art ic ip a t in g  with re p r e s e n ta t iv e s  o f  o ther  c o m p a n ie s  in conduct ing  c o m p e n 
sation  su rv e y s  w ith in  a lo c a l i ty  o r  labor  m a rk et  a rea ;  a ss is t in g  in a d m in is te r in g  m e r i t  rating 
p r o g r a m ;  rev iew in g  changes  in w ages  and s a la r ie s  ind icated  by  su rv e y s  and re c o m m e n d in g  
changes  in pay s c a le s ;  and auditing indiv idual jo b s  to c h e ck  the p r o p r ie t y  o f  eva luations  and 
to apply  cu rre n t  jo b  c la s s i f i c a t io n s .

Job  A na lyst  I

A s  a tra in e e ,  p e r f o r m s  w o rk  in des ign ated  a rea s  and o f  l im ited  o ccu p a t ion a l  s c o p e .  
R e c e iv e s  im m e d ia te  su p e r v is io n  in a ss ign m en ts  des ign ed  to p ro v id e  tra in ing  in the ap p lica t ion  
o f  e s ta b l ish ed  m ethods  and techn iques  o f  job  a n a ly s is .  Studies the least  d if f icu lt  jo b s  and 
p r e p a r e s  r e p o r ts  fo r  r e v ie w  by  a jo b  analyst o f  h igher  lev e l .

Job  A na lyst  II

Studies , d e s c r i b e s ,  and evaluates  jo b s  in a c c o r d a n c e  with es ta b l ish ed  p r o c e d u r e s .  
Is u su a lly  a s s ig n e d  to the s im p le r  kinds o f  both  w age and s a la r ie d  jo b s  in the e s ta b l ish m en t .  
W ork s  independently  on such a ss ign m en ts  but is l im ited  by  in stru ct ion s  o f  his s u p e r io r  and 
by  defined  a re a  o f  a ss ign m en t .

Job  A nalyst  III

A n a ly ze s  and evaluates a v a r ie ty  o f  w age and sa la r ie d  jo b s  in a c c o r d a n c e  with 
e s ta b l ish ed  evaluation  sy s te m s  and p r o c e d u r e s .  M ay conduct w age su rv ey s  within the lo c a l i ty  
o r  p a r t ic ip a te  in conducting  su rv e y s  o f  b ro a d  co m p e n sa t io n  a r e a s .  M ay a s s i s t  in d eve lop in g  
s u r v e y  m ethods  and p lans . R e c e iv e s  g e n e ra l  s u p e rv is io n  but r e s p o n s ib i l i t y  fo r  fina l a ct ion  
is l im ited .
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JOB A N A L Y S T ----Continued

Job A na lyst  IV

A n a ly z e s  and eva luates  a v a r ie ty  o f  jo b s  in a c c o r d a n c e  with e s ta b l ish ed  evaluation  
sy s te m s  and p r o c e d u r e s ,  and is  g iven  a ss ign m en t  w hich  re g u la r ly  in c lu d es  r e s p o n s ib i l i t y  fo r  
the m o r e  d if f icu lt  k inds o f  j o b s .  ( " M o r e  d i f f i cu lt "  m eans  jo b s  w hich  c o n s is t  o f  h a r d - t o -  
understand w ork  p r o c e s s e s ;  e. g. , p r o fe s s i o n a l ,  s c ie n t i f i c ,  a d m in is tra t iv e ,  o r  te ch n ica l ;  o r  
jo b s  in new o r  e m e rg in g  o ccu p a tion a l  f ie ld s ;  or_ jo b s  w hich  a re  being e s ta b l ish ed  as part  o f  
the c r e a t io n  o f  new org a n iza t ion s ;  o r  w h ere  other s p e c ia l  c o n s id e ra t io n s  o f  these  types apply. ) 
R e c e iv e s  g e n e ra l  su p e r v is io n ,  but r e s p o n s ib i l i t y  f o r  fina l a c t ion  is l im ited . M ay  p a rt ic ip a te  
in the d ev e lop m en t  and insta l la t ion  o f  eva luation  o r  c om p en sa t ion  s y s t e m s ,  w hich  m a y  include 
those  fo r  m e r i t  rating p r o g r a m s .  M ay  plan su rv ey  m eth od s  and con duct  o r  d ir e c t  w age 
su rveys  within a b ro a d  c o m p e n s a t io n  a re a .

D IR E C T O R  OF P E R SO N N E L

D ir e c t s  a p e r s o n n e l  m a n agem en t  p r o g r a m  fo r  a com p a n y  or  a segm en t  o f  a com p an y . 
S e rv e s  top m an agem en t  o f f i c ia l s  o f  the org a n iza t ion  as the s o u r c e  o f  adv ice  and a s s i s ta n c e  
on p e rs o n n e l  m an agem en t  m a t te rs  and p r o b le m s  g e n e ra l ly ;  is ty p ica l ly  con su lted  on the 
p e rso n n e l  im p lica t ion s  o f  planned changes  in m an agem en t  p o l i c y  or  p r o g r a m ,  the e f f e c ts  on 
the org a n iza t ion  o f  e c o n o m ic  o r  m a rk e t  t re n d s ,  p rod u ct  or  p rod u ct ion  m ethod  c h a n g e s , e t c . ;  
r e p r e s e n ts  m an agem en t  in con ta cts  with other c o m p a n ie s ,  trade  a s s o c ia t io n s ,  g o v e rn m e n t  
a g e n c ie s ,  e tc .  , dealing p r im a r i ly  with p e rs o n n e l  m an agem ent m a t te r s .

T y p ic a l ly  the d i r e c t o r  o f  p e rs o n n e l  fo r  a com pan y  re p o r t s  to a com pan y  o f f i c e r  in 
ch a rg e  o f  in du str ia l  r e la t ion s  and p e rs o n n e l  m a n a gem en t  a c t iv i t ie s  o r  an o f f i c e r  of s im i la r  
le v e l .  B e low  the com p a n y  le v e l  the d i r e c t o r  of p e r s o n n e l  t y p ica l ly  r e p o r ts  to a com p a n y  
o f f i c e r  o r  a high m an agem en t  o f f i c ia l  who has r e s p o n s ib i l i t y  f o r  the op era t ion  o f  a plant, 
e s ta b l ish m en t ,  o r  other segm en t  o f  the com p a n y .

F o r  a jo b  to be c o v e r e d  by  this defin it ion , the p e rs o n n e l  m a n agem en t  p r o g r a m  m u st 
include r e s p o n s ib i l i t y  fo r  a l l  th ree  o f  the fo l low in g  functions:

(1) A d m in is te r in g  a jo b  evaluation  s y s te m ; i. e. , a s y s te m  in w h ich  th ere  a re  e s 
tab lished  p r o c e d u r e s  by  w h ich  jo b s  are  an a lyzed  and evaluated  on the b a s is  o f  their  
duties , r e s p o n s ib i l i t i e s ,  and q u a lif ica t ion  r e q u ire m e n ts  in o r d e r  to p rov id e  a foundation 
fo r  equitable  com p en sa t ion .  T y p ica l ly ,  such  a s y s te m  in c ludes  the u se  o f  one o r  m o r e  
sets  o f  jo b  evaluation  fa c t o r s  and the p re p a ra t io n  o f  f o r m a l  jo b  d e s c r ip t io n s .  It m ay  
a lso  include such re la ted  functions  as w age and s a la r y  su rv ey s  or  m e r i t  rating sy s te m  
a dm in istra t ion .  The jo b  evaluation  s y s te m (s )  d o e s  not n e c e s s a r i l y  c o v e r  a l l  jo b s  in the 
orga n iza t ion ,  but does  c o v e r  a substantia l p ort ion  o f  the organ iza t ion .

(2) E m p loy m en t  and p la cem en t  functions ; i .  e. , r e c ru it in g  a c t iv e ly  f o r  at le a s t  s o m e  
kinds o f  w o r k e r s  through a v a r ie ty  o f  s o u r c e s  ( e . g . ,  s c h o o ls  o r  c o l l e g e s ,  em p lo y m e n t  
a g e n c ie s ,  p r o fe s s i o n a l  s o c i e t i e s ,  e t c . ) ;  evaluating app licants  aga inst  dem ands o f  p a r t i c 
u lar  jo b s  by u se  o f  such  tech n iqu es  as jo b  a n a ly s is  to d e te rm in e  r e q u ir e m e n ts ,  in t e r 
v iew s ,  w ritten  tests  o f  aptitude, k n ow ledge , sk i l l ,  r e f e r e n c e  c h e c k s ,  e x p e r ie n c e  e v a lu 
a t ions ,  e t c . ;  r e c o m m e n d in g  s e le c t io n s  and jo b  p la ce m e n ts  to  m an agem en t ,  e tc .

(3) E m p lo y e e  re la t io n s  and s e r v i c e s  functions ; i . e . ,  functions d es ign ed  to m aintain  
e m p lo y e e s '  m o r a le  and p rod u ct iv i ty  at a high le v e l  ( fo r  exam p le  a d m in is te r in g  a f o r m a l  
or  in fo rm a l  g r ie v a n c e  p r o c e d u r e ;  identify ing  and re co m m e n d in g  so lu tions  f o r  p e rs o n n e l  
p ro b le m s  such  as a b s e n te e is m ,  high tu rn ov er ,  low  p rod u ct iv i ty ,  e tc .  ; a d m in is tra t ion  o f  
b e n e f i c ia l  su ggest ion s  s y s te m , r e t i r e m e n t ,  pen s ion ,  o r  in su ran ce  p lans , m e r i t  rating 
s y s te m , e t c . ;  o v e r s e e in g  ca fe t e r ia  o p e ra t io n s ,  r e c r e a t i o n a l  p r o g r a m s ,  in d u str ia l  health  
and sa fety  p r o g r a m s ,  e t c . ) .
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D IR E C T O R  OF P E R S O N N E L — Continued

In addition , p os it ion s  c o v e r e d  by this defin ition  m ay , but do not n e c e s s a r i l y ,  include 
r e s p o n s ib i l i t ie s  in the fo l low in g  a re a s :

a. E m p lo y e e  training and deve lop m en t

b. L a b o r  re la t ion s  a c t iv i t ie s  which  a r e  con fin ed  m ain ly  to the a d m in is tra t ion ,  in t e r 
pre ta tion , and app lica t ion  o f  those a s p e c ts  of la b or  union c o n tr a c ts  that a re  e s s e n t ia l ly  
o f  the type d e s c r ib e d  under (3) ab ov e .  M ay  a ls o  p a rt ic ip a te  in barga in ing  o f  a su b 
ord inate  nature , e . g . ,  to negotia te  deta i led  se tt lem en t  o f  such  m a t te rs  as s p e c i f i c  ra te s ,  
job  c la s s i f i c a t io n s ,  w o r k  r u le s ,  h ir ing  o r  la y o f f  p r o c e d u r e s ,  e t c . ,  within the b ro a d  
te r m s  o f  a g e n e ra l  a g r e e m e n t  r e a c h e d  at h igh er  le v e l s ,  o r  to supply a d v ice  and i n f o r 
m at ion  on te ch n ica l  points to the c o m p a n y 's  p r in c ip a l  re p re s e n ta t iv e .

E xc lu d ed  a re  p os it ion s  in which  r e s p o n s ib i l i t y  ■ fo r  actua l co n tra c t  negot ia t ion  with 
la b or  unions as the p r in c ip a l  com p a n y  re p re se n ta t iv e  is a s ign i f ica n t  a s p e c t  of the jo b ,  i . e. , 
a r e s p o n s ib i l i t y  which s e r v e s  as a p r im a r y  b a s is  f o r  qu a li f ica t ion  re q u ire m e n ts  and c o m 
pensation .

D i r e c t o r s  o f  p e r s o n n e l  job s  which  m e e t  the above  de fin it ion  a re  c la s s i f i e d  b y  le v e l  3 
o f  w ork  in a c c o r d a n c e  with the fo l low in g  tabulation:

"Operations le v e l"  
personnel program

"D evelopm ent le v e l"  
personnel program

"T ype A " "T ype B" "T ype A " "T yp e  B
Number o f em ployees in organization organization organization organizati

work force  serviced serviced3 serviced4 serviced 3 serviced

2 5 0 -7 5 0 ----------------------------------------------------------- I II II III
1 ,0 0 0 -5 ,0 0 0 -------------------------------------------------- II III III IV
6 ,0 0 0 -1 2 ,0 0 0 ------------------------------------------------ III IV IV V
15, 0 0 0 -2 5 ,0 0 0 ---------------------------------------------- IV V V

1 " Operations le v e l"  personnel program — director o f personnel servicing an organizational segment (e . g. , a plant) o f  a c o m 
pany, where the basic personnel program p olic ies, plans, ob jectives, e t c . ,  are established at com pany headquarters or at some other 
higher leve l betw een the plant and the com pany headquarters leve l. The personnel d irector's  responsibility is to put these into oper
ation at the lo ca l lev e l, in such a manner as to most e ffe ct ive ly  serve the lo ca l m anagem ent needs.

2 "D evelopm ent le v e l"  personnel program— either:

(a) D irector o f  personnel servicing an entire com pany (with or without subordinate establishments) where the personnel 
d irector plays an important role in establishment o f  basic personnel polic ies, plans, ob jectives , e tc . , for the com pany, sub
je c t  to p o licy  direction  and control from  com pany officers , or

(b) D irector o f  personnel servicing an interm ediate organization below  the com pany le v e l, e. g. , a d ivision or a sub
sidiary, to which a relatively  com p lete  delegation  o f personnel program planning and developm ent responsibility is m ade. In 
this situation only basic p o licy  direction  is given by the parent com pany and lo ca l o fficers . The director o f  personnel has 
essentially the same degree o f latitude and responsibility for establishment o f  basic personnel p o lic ie s , plans, ob jectives , e tc . , 
as described above in paragraph (a).

3 " Type A " -  organization serviced— most jobs serviced do not present particularly d ifficu lt or unusual recruitm ent, job  eva lu 
ation, or training problems because the jobs consist o f relatively  easy-to-understand work processes, and an adequate labor supply 
is available. These conditions are most lik e ly  to be found in organizations in which the work force  and organizational structure are 
relatively  stable.

4 " Type B" -  organization serviced— a substantial number o f jobs present d ifficu lt recruitm ent, job  evaluation, or training prob
lem s because the jobs: Consist o f hard-to-understand work processes (e . g . , professional, scien tific , administrative, or techn ical);
have hard -to-m atch  skill requirements; are in new or em erging occupations; or are extrem ely hard to f i l l .  These conditions are most 
lik e ly  to be found in organizations in which the work fo rce , organizational structure, work processes or functions, e t c . , are co m p 
lica ted  or unstable.

NOTE: There are gaps betw een different degrees o f  all three elem ents used to determ ine jo b  le ve l m atches. These gaps have 
been provided purposely to allow  room  for judgm ent in getting the best overall job  leve l m atch for each job . Thus, a jo b  which 
services a work force o f 850 em ployees should be m atched with leve l II if  it is a personnel program operations leve l job  where the 
nature o f the organization serviced seems to fa ll slightly below  the defin ition  for the type B degree. However, the same jo b  should 
be m atched with le ve l I if the nature o f the organization serviced clearly  falls w ell within the defin ition  for the type A  degree.

3
Insufficient data were obtained for le ve l V to warrant presentation o f average salaries.
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CHEMISTS AN D ENGINEERS

CHEMIST

P e r f o r m s  p r o fe s s io n a l  w o rk  in r e s e a r c h ,  d ev e lop m en t ,  in terp reta t ion ,  and an a lys is  
to d e term in e  the co m p o s i t io n ,  m o le c u la r  s tru c tu re ,  and p r o p e r t ie s  o f  su b sta n ces ;  to d ev e lop  
o r  investigate  new m a t e r ia ls  and p r o c e s s e s ;  and to investigate  the t ra n s fo rm a t io n  which  
substances  u ndergo .  W ork  ty p ica l ly  r e q u ir e s  a B. S. d e g r e e  in c h e m is t r y  o r  equivalent in 
ap p rop r ia te  and substantia l c o l l e g e  lev e l  study o f  c h e m is t r y  plus e x p e r ie n c e .

C hem ist  I

G en era l  c h a r a c t e r i s t i c s .  T his  is  the entry  le v e l  o f  p r o fe s s io n a l  w o rk  req u ir in g  a 
b a c h e lo r ’ s d e g re e  in c h e m is t r y  and no e x p e r ie n c e ,  o r  the equivalent (to a d e g r e e )  in a p p r o 
priate  education  and e x p e r ie n c e .  P e r f o r m s  a ss ign m en ts  des ign ed  to d ev e lo p  p r o fe s s io n a l  
ca p a b il it ie s  and to p rov id e  e x p e r ie n c e  in the app lica tion  o f  tra in ing  in c h e m is t r y  as  it r e la te s  
to the c o m p a n y ’ s p r o g r a m s .  M ay a ls o  r e c e iv e  f o r m a l  c la s s r o o m  or  sem in a r  type tra in ing. 
(T e r m in a l  p os it ion s  a re  exc lu ded . )

D ire c t io n  r e c e iv e d .  W ork s  under c l o s e  su p e rv is io n .  R e c e iv e s  s p e c i f i c  and deta i led  
in stru ct ion s  as  to r e q u ir e d  tasks  and re s u lts  ex p ec ted .  W ork  is  ch e ck e d  during p r o g r e s s ,  
and is  rev ie w e d  fo r  a c c u r a c y  upon co m p le t io n .

T y p ica l  duties and r e s p o n s ib i l i t i e s . P e r f o r m s  a v a r ie ty  o f  routine task s  that are  
planned to p rov id e  e x p e r ie n c e  and fa m il ia r iz a t io n  with the c h e m is t r y  staff, m e th o d s ,  p r a c 
t i c e s  and p r o g r a m s  o f  the com p an y . The w o rk  in c lu d es  a v a r ie ty  o f  routine qualitative  and 
quantitative a n a ly se s ;  p h y s ica l  te s t s  to d e te rm in e  p r o p e r t ie s  such as  v i s c o s i t y ,  ten s i le  strength , 
and m elt in g  point; and a s s is t in g  m o r e  e x p e r ie n c e d  ch e m is t s  to gain additional know ledge  through 
p e rs o n a l  o b se rv a t io n  and d is c u s s io n .

R e sp o n s ib i l i ty  fo r  the d ir e c t io n  o f  o th e rs .  U sually  none.

C hem ist  II
G en era l  c h a r a c t e r i s t i c s .  At this continuing d ev e lop m en ta l  le v e l ,  p e r f o r m s  routine 

c h e m ic a l  w o rk  req u ir in g  se le c t io n  and a p p lica t ion  o f  g en era l  and s p e c ia l iz e d  m e th o d s ,  t e c h 
n iqu es ,  and in stru m en ts  c o m m o n ly  u sed  in the la b o ra to ry  and the ab il ity  to c a r r y  out in 
s tru ct ion s  when le s s  c o m m o n  o r  p ro p o s e d  m eth od s  o r  p r o c e d u r e s  a re  n e c e s s a r y .  R e q u ire s  
w ork  e x p e r ie n c e  a cq u ire d  in an entry  le v e l  pos it ion ,  o r  ap p rop r ia te  graduate le v e l  study. 
F o r  training and deve lop m en ta l  p u r p o s e s ,  a s s ign m e n ts  m a y  include som e  w ork  that is  ty p ica l  
o f  a h igher le v e l .  (T e r m in a l  p os it ion s  a re  exc lu ded . )

D ire c t io n  r e c e iv e d .  S u p e rv is o r  e s ta b l ish e s  the nature and extent o f  a n a ly s is  r e 
q u ired ,  s p e c i f ie s  m eth od s  and c r i t e r ia  on new types  o f  a s s ig n m e n ts ,  and re v ie w s  w o rk  fo r  
th orou ghn ess  o f  a pp lica t ion  o f  m eth od s  and a c c u r a c y  of r e s u lts .

T y p ica l  duties and r e s p o n s ib i l i t i e s . C a r r ie s  out a w ide  v a r ie ty  o f  s tan dard ized  
m eth od s ,  t e s t s ,  and p r o c e d u r e s .  In a c c o r d a n c e  with s p e c i f i c  in s tru c t ion s  m a y  c a r r y  out 
p r o p o s e d  and le s s  c o m m o n  on es .  Is e x p e c te d  to detect  p ro b le m s  in using s tandard ized  p r o 
c e d u r e s  b e ca u se  o f  the cond it ion  o f  the s a m p le ,  d i f f icu lt ie s  with the equ ipm ent, e tc .  R e c 
om m en d s  m o d i f ica t io n s  o f  p r o c e d u r e s ,  e . g. , extending o r  cu rta il in g  the a n a ly s is  o r  using 
a lternate  p r o c e d u r e s ,  b a sed  on his know ledge  o f  the p r o b le m  and pertinent a va ilab le  l i t e r a 
tu re .  Conducts sp e c i f ie d  ph ases  o f  r es e a r ch  p r o je c t s  as an a ss is tan t  to an ex p e r ie n ce d  ch em ist .

R esp o n s ib i l i ty  fo r  the d ir e c t io n  o f  o t h e r s . M ay be a s s i s t e d  by a few  a ids  or  
te ch n ic ia n s .

C hem ist  III

G en era l  c h a r a c t e r i s t i c s .  P e r f o r m s  a b ro a d  range of c h e m ic a l  te s ts  and p r o c e 
d u res  u t il ized  in the la b o r a t o r y ,  using judgm ent in the independent eva luation , s e le c t io n ,  
and adaptation of standard m eth od s  and tech n iqu es .  M ay c a r r y  through a c o m p le te  s e r i e s  
o f  te s ts  on a p rodu ct  in its d if fe ren t  p r o c e s s  s tages . Som e a ss ign m e n ts  r e q u ire  a s p e 
c ia l iz e d  know ledge o f  one or  two c o m m o n  c a t e g o r i e s  o f  re la ted  su b sta n ces .  P e r f o r m a n c e  
at this lev e l  r e q u ir e s  deve lop m en ta l  e x p e r ie n c e  in a p r o fe s s io n a l  p os it ion ,  o r  equivalent 
graduate le v e l  education .
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CH EM IST— Continued

D ire c t io n  r e c e iv e d .  On routine w o rk ,  su p e rv is io n  is  v e r y  g en era l .  A s s is t a n c e  is 
fu rn ish ed  on unusual p r o b le m s  and w o rk  is  r e v ie w e d  fo r  ap p lica t ion  o f  sound p r o fe s s i o n a l  
judgm ent.

T y p ica l  duties and r e s p o n s ib i l i t i e s . In a c c o r d a n c e  with in s tru c t ion s  as to the nature 
o f  the p r o b le m ,  s e le c t s  standard m e th o d s ,  te s t s  o r  p r o c e d u r e s ;  when n e c e s s a r y ,  d e v e lo p s  
or  w o rk s  out a lternate  o r  m o d i f ie d  m eth od s  with s u p e r v i s o r ^  c o n c u r r e n c e .  A s s i s t s  in r e 
s e a r c h  by analyzing  sa m p le s  o r  test ing  new p r o c e d u r e s  that r e q u ire  s p e c ia l iz e d  tra in ing  
b e ca u s e  (a) standard m eth od s  a re  in a p p lica b le ,  (b) an a ly t ica l  f ind ings m ust be in te rp re te d  
in t e r m s  o f  c o m p l ia n c e  o r  n o n co m p lia n ce  with s tandards , o r  (c )  s p e c ia l iz e d  and advan ced  
equ ipm ent and tech n iqu es  m u st  be adapted.

R e s p o n s ib i l i ty  f o r  the d ir e c t io n  o f  o th e rs .  M ay s u p e rv is e  o r  co o rd in a te  the w o rk  
o f  a few  te ch n ic ia n s  o r  a id s ,  and be a s s i s t e d  by lo w e r  le v e l  c h e m is t s .

C h em ist  IV
G en era l  c h a r a c t e r i s t i c s .  A s  a fu lly  com peten t  ch e m is t  in a ll  con vent ion a l a s p e c ts  

o f  the s u b je c t -m a t te r  o r  the functiona l a re a  o f  the a s s ig n m e n ts ,  plans and con ducts  w o rk  
req u ir in g  (a) m a s t e r y  o f  s p e c ia l iz e d  tech n iqu es  o r  ingenuity in se le c t in g  and evaluating a p 
p r o a c h e s  to u n fo re s e e n  o r  nove l  p r o b le m s ,  and (b) ab il ity  to apply  a r e s e a r c h  a p p ro a ch  to 
the so lution  o f  a w ide  v a r ie ty  o f  p r o b le m s  and to a s s im i la te  the d eta i ls  and s ig n i f ica n ce  of 
c h e m ic a l  and p h y s ica l  a n a ly s e s ,  p r o c e d u r e s ,  and t e s t s .  R e q u ir e s  su ff ic ien t  p r o fe s s i o n a l  
e x p e r ie n c e  to a s s u r e  c o m p e te n c e  as a fu lly  tra ined  w o r k e r ;  o r ,  f o r  pos it ion s  p r im a r i ly  o f  
a r e s e a r c h  nature , c o m p le t io n  o f  a ll  r e q u ire m e n ts  fo r  a d o c to r a l  d e g r e e  m a y  be substituted 
fo r  e x p e r ie n c e .

D ir e c t io n  r e c e iv e d .  Independently  p e r f o r m s  m o s t  a ss ig n m e n ts  with in s tru c t ion s  as 
to the g e n e ra l  re s u lts  e x p e c te d .  R e c e iv e s  te ch n ica l  gu idance on unusual o r  c o m p le x  p r o b 
le m s  and s u p e r v is o r y  a p p rov a l  on p r o p o s e d  plans f o r  p r o je c t s .

T y p ic a l  duties and r e s p o n s ib i l i t i e s .  C onducts  la b o r a t o r y  a ss ig n m e n ts  r e q u ir in g  the 
d e te rm in a t ion  and evaluation  o f  a lternat ive  p r o c e d u r e s  and the sequence  o f  p e r fo r m in g  them . 
P e r f o r m s  c o m p le x ,  exact ing ,  o r  unusual an a ly t ica l  a ss ig n m e n ts  req u ir in g  s p e c ia l iz e d  k n o w l 
edge o f  te ch n iqu es  o r  p ro d u cts .  In te rp re ts  r e s u l ts ,  p r e p a r e s  r e p o r t s ,  and m a y  p ro v id e  
te ch n ica l  a d v ice  in his s p e c ia l iz e d  a re a .

R e s p o n s ib i l i ty  fo r  the d ir e c t io n  o f  o t h e r s . M ay su p e rv ise  a sm a l l  staff  o f  c h e m is t s  
and te ch n ic ia n s .

C h em ist  V
G en era l  c h a r a c t e r i s t i c s .  P a r t ic ip a te s  in planning la b o r a t o r y  p r o g r a m s  on the b a s is  

o f  s p e c ia l iz e d  know ledge o f  p r o b le m s  and m eth od s  and prob a b le  value o f  r e s u l t s .  M ay s e r v e  
as an e x p e r t  in a n a r r o w  sp ec ia lty  (e . g. , c la s s  o f  c h e m ic a l  co m p o u n d s ,  o r  a c la s s  o f  p r o d 
u c ts ) ,  m aking  r e co m m e n d a t io n s  and c o n c lu s io n s  which  s e r v e  as  the b a s is  fo r  undertaking 
o r  r e je c t in g  im portant p r o je c t s .  D eve lop m en t  o f  the know ledge and e x p e r t is e  r e q u ire d  fo r  
this le v e l  o f  w o rk  u su a lly  r e f l e c t s  p r o g r e s s iv e  e x p e r ie n c e  through c h e m is t  IV.

D ir e c t io n  r e c e i v e d . S u p erv is ion  and guidance r e la te s  la r g e ly  to  o v e r a l l  o b je c t iv e s ,  
c r i t i c a l  i s s u e s ,  new c o n c e p ts ,  and p o l i c y  m a t te r s .  C onsu lts  with s u p e r v is o r  c o n ce rn in g  
unusual p r o b le m s  and d e v e lo p m e n ts .

T y p ic a l  duties and r e s p o n s ib i l i t i e s . (One o r  both o f  the fo l low in g .  )

(1) In a s u p e r v is o r y  ca p a c ity  p lans , o r g a n iz e s ,  and d i r e c t s  a s s ig n e d  la b o r a t o r y  
p r o g r a m s .  Independently  d e f in es  s cop e  and c r i t i c a l  e le m e n ts  o f  the p r o je c t s  and s e le c t s  
a p p r o a c h e s  to be taken. A  substantia l p ort ion  o f  the w o rk  s u p e rv is e d  is  c o m p a r a b le  to 
that d e s c r ib e d  fo r  ch e m is t  IV.

(2) A s  individual r e s e a r c h e r  o r  w o r k e r ,  c a r r i e s  out p r o je c t s  r e q u ir in g  d e v e lo p 
m ent o f  new  or  h ighly  m o d i f ie d  s c ie n t i f i c  te ch n iqu es  and p r o c e d u r e s ,  ex ten s ive  k n o w l
edge o f  h is  s p e c ia l ty ,  and know ledge  o f  re la ted  s c ie n t i f i c  f ie ld s .
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CHEM IST— Continued

R e s p o n s ib i l i ty  f o r  the d ir e c t io n  o f  o th e rs .  S u p e r v is e s ,  c o o r d in a te s ,  and r e v ie w s  
the w ork  o f  a sm a l l  staff o f  ch e m is t s  and te ch n ic ia n s  engaged  in v a r ie d  r e s e a r c h  and d e 
v e lop m en t  p r o je c t s ,  o r  a la r g e r  g rou p  p e r fo r m in g  routine a n a ly t ica l  w o rk .  E s t im a te s  m a n 
p ow er  needs  and sch ed u les  and a s s ig n s  w o rk  to m e e t  c o m p le t io n  date. O r ,  as indiv idual 
r e s e a r c h e r  o r  w o r k e r ,  m a y  be a s s i s t e d  on p r o je c t s  by  o ther c h e m is t s  o r  te ch n ic ia n s .

C hem ist  VI

G en era l  c h a r a c t e r i s t i c s .  P e r f o r m s  w o rk  req u ir in g  le a d e rs h ip  and ex p er t  k n o w l
edge in a s p e c ia l iz e d  f ie ld ,  p rod u ct ,  o r  p r o c e s s .  F o r m u la te s  and conducts  a sy s te m a t ic
attack on a p r o b le m  a r e a  o f  c o n s id e r a b le  s cop e  and c o m p le x i ty  which  m u st be a p p roa ch ed
through a s e r i e s  o f  co m p le te  and con cep tu a lly  re la ted  s tu d ies ,  o r  a num ber  o f  p r o je c t s  of 
l e s s e r  s co p e .  The p r o b le m s  a re  c o m p le x  b e ca u se  they a re  d if f icu lt  to define and re q u ire  
unconventional o r  n ov e l  a p p ro a ch e s  o r  have other d if f icu lt  f e a tu r e s .  M aintains l ia iso n  with 
indiv iduals  and units within and outs ide  h is  o rg a n iza t ion  with r e s p o n s ib i l i t y  fo r  acting  in 
dependently  on te ch n ica l  m a t te r s  perta in ing  to h is  f ie ld .  W ork  at this le v e l  usua lly  r e q u ir e s  
ex ten s iv e  p r o g r e s s iv e  e x p e r ie n c e  including w ork  c o m p a r a b le  to ch e m is t  V.

D ire c t io n  r e c e i v e d . S u p erv is ion  r e c e iv e d  is  e s s e n t ia l ly  a d m in is tra t iv e ,  with a s s i g n 
m en ts  g iven  in t e r m s  o f  b ro a d  g e n e ra l  o b je c t iv e s  and l im its .

T y p ic a l  duties and r e s p o n s ib i l i t i e s . (One o r  both o f  the fo l low in g .  )

(1) In a s u p e r v is o r y  ca p a c ity  (a) p lan s , d e v e lo p s ,  c o o r d in a te s ,  and d ir e c t s  a n u m 
b e r  o f  la rg e  and im portant p r o je c t s  o r  a p r o je c t  o f  m a jo r  s co p e  and im p o r ta n c e ,  or
(b) is  r e s p o n s ib le  f o r  the en tire  c h e m ic a l  p r o g r a m  o f  a com p a n y , when the p r o g r a m  is 
o f  l im ited  co m p le x i ty  and s c o p e .  A c t iv i t ie s  under h is  le a d e rs h ip  a re  o f  a s cop e  that 
they  re q u ire  a few  (3 to 5) subord inate  s u p e r v is o r s  o r  team  le a d e r s  with at least  one 
in a p os it ion  co m p a ra b le  to le v e l  V.

(2) A s  individual r e s e a r c h e r  o r  w o r k e r  d e te r m in e s ,  c o n c e iv e s ,  p lans, and conducts  
p r o je c t s  o f  m a jo r  im p o r ta n ce  to the com p a n y . A p p l ie s  a high d e g r e e  o f  o r ig in a l ity  and 
ingenuity in adapting, extending, and synthesiz ing  ex is t in g  th e o ry ,  p r in c ip le s ,  and t e c h 
n iqu es  into o r ig in a l  c om b in a t ion s  and co n f ig u ra t ion s .  M ay se rv e  as  a consu ltant to other 
ch e m is t s  in h is  sp ec ia lty .

R e s p o n s ib i l i ty  f o r  the d ir e c t io n  o f  o th e r s .  P la n s ,  o r g a n iz e s ,  and s u p e r v is e s  the w ork  
o f  a staff o f  c h e m is t s  and te ch n ic ia n s .  E valuates  p r o g r e s s  o f  the staff and r e s u lts  obta ined , 
and r e c o m m e n d s  m a jo r  changes  to a ch iev e  o v e r a l l  o b je c t iv e s .  O r , as  individual w o r k e r  or  
r e s e a r c h e r  m a y  be a s s i s t e d  on indiv idual p r o je c t s  by  o ther ch e m is t s  o r  te ch n ic ia n s .

C hem ist  VII

G en era l  c h a r a c t e r i s t i c s .  M akes  d e c is io n s  and re c o m m e n d a t io n s  that a re  r e c o g n iz e d  
as authoritative  and have an im portant im p act  on ex ten s ive  c h e m ic a l  a c t iv i t i e s .  In itiates and 
m ainta ins  ex ten s ive  con ta c ts  with key  c h e m is t s  and o f f i c ia l s  o f  o ther o rg a n iza t ion s  and c o m 
pa n ies ,  req u ir in g  sk il l  in p e rs u a s io n  and negotia t ion  o f  c r i t i c a l  i s s u e s .  At this le v e l  in d i 
v idua ls  w ill  have d em on stra ted  c re a t iv i ty ,  f o r e s ig h t ,  and m a t u r e  judgm ent in antic ipating  
and so lv ing  u n p reced en ted  c h e m ic a l  p r o b le m s ,  d e te rm in in g  p r o g r a m  o b je c t iv e s  and r e q u i r e 
m e n ts ,  o rg a n iz in g  p r o g r a m s  and p r o j e c t s ,  and d eve lop in g  standards and gu ides f o r  d iv e r s e  
c h e m ic a l  a c t iv i t ie s .

D ire c t io n  r e c e i v e d . R e c e iv e s  g e n e ra l  a d m in is tra t iv e  d ire c t io n .

T y p ica l  duties and r e s p o n s ib i l i t i e s . (One o r  both  o f  the fo l low in g .  )

(1) In a s u p e r v is o r y  ca p a c ity  is  r e s p o n s ib le  f o r  (a) an im portant segm ent o f  a 
c h e m ic a l  p r o g r a m  o f  a com p a n y  with ex ten s ive  and d iv e r s i f i e d  s c ie n t i f i c  r e q u ir e m e n ts ,  
o r  (b) the en tire  c h e m ic a l  p r o g r a m  o f  a com p a n y  w h ere  the p r o g r a m  is  m o r e  l im ite d  
in s co p e .  The o v e r a l l  c h e m ic a l  p r o g r a m  conta ins  c r i t i c a l  p r o b le m s  the so lution  o f  
which  r e q u ir e s  m a jo r  t e c h n o lo g ic a l  a d va n ces  and opens  the way fo r  ex ten s iv e  re la ted  
deve lop m en t .  M akes  authoritative  te ch n ica l  r e co m m e n d a t io n s  c o n ce rn in g  the s c ie n t i f i c
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CHEMIST— Continued

o b je c t iv e s  and le v e ls  o f  w o r k  which  w i l l  be  m o s t  p ro f i ta b le  in the light o f  com p a n y  r e 
qu irem en ts  and s c ie n t i f i c  and in du str ia l  trends  and d e v e lo p m e n ts .  R e c o m m e n d s  f a c i l 
i t ie s ,  p e r s o n n e l ,  and funds req u ire d .

(2) A s  indiv idual r e s e a r c h e r  and consultant s e le c t s  p r o b le m s  fo r  r e s e a r c h  to 
fu rth er  the c o m p a n y 's  o b je c t iv e s .  C o n c e iv e s  and plans in vest iga t ion s  in w h ich  the 
phenom ena and p r in c ip le s  a re  not adequately  u n d ers tood ,  and w h e re  few  o r  c o n t r a 
d ic t o r y  s c ie n t i f i c  p re ce d e n ts  o r  re su lts  a r e  ava ilab le  f o r  r e f e r e n c e .  Outstanding c r e a 
tiv ity  and m ature  judgm ent are  r e q u ire d  to d e v ise  h yp oth eses  and techn iques  o f  e x p e r i 
m entat ion  and to in te rp re t  r e su lts .  A s a le a d e r  and authority  in h is  com p a n y , in a 
b ro a d  a re a  o f  sp e c ia l iz a t io n ,  o r  in a n a rro w  but in ten se ly  s p e c ia l iz e d  one, a d v is e s  the 
head o f  a la r g e  la b o ra to ry  o r  com pan y  o f f i c ia l s  on c o m p le x  a s p e c ts  o f  e x t r e m e ly  b ro a d  
and im p ortan t  p r o g r a m s .  Has re sp o n s ib i l i t y  fo r  e x p lo r in g ,  evaluating, and ju st i fy in g  
p r o p o s e d  and cu rren t  p r o g r a m s  and p r o je c t s  and furn ish ing  a d v ice  on unusually  c o m p le x  
and n ove l p r o b le m s  in the sp ec ia lty  f ie ld .  T y p ic a l ly  w i l l  have contr ibuted  innovations 
( e . g . ,  te ch n iqu es ,  p ro d u c ts ,  p r o c e d u r e s )  which  a r e  r e g a r d e d  as s ign if icant a d van ces  
in the f ie ld .

R e sp o n s ib i l i ty  fo r  the d ir e c t io n  o f  o th e r s .  D ire c ts  s e v e r a l  subord inate  s u p e r v is o r s  
o r  tea m  le a d e r s ,  s o m e  o f  w h om  a r e  in p o s it io n s  c o m p a r a b le  to ch e m is t  VI; o r ,  as in d i 
vidual r e s e a r c h e r  and consultant, m a y  be a s s i s t e d  on indiv idual p r o je c t s  by o th er  c h e m is t s  
and te ch n ic ia n s .

C h em ist  VIII

G e n e ra l  c h a r a c t e r i s t i c s .  M akes  d e c is io n s  and r e co m m e n d a t io n s  that a re  authoritative  
and have a f a r - r e a c h i n g  im p a ct  on exten s ive  ch e m ic a l  and re la ted  a c t iv i t ie s  o f  the com p a n y . 
N egot ia tes  c r i t i c a l  and c o n t r o v e r s ia l  i s s u e s  with top le v e l  c h e m is t s  and o f f i c e r s  o f  other 
o rg a n iza t io n s  and c o m p a n ie s .  Indiv iduals  at this l e v e l  have d e m o n stra te d  a high d e g r e e  of 
c r e a t iv i ty ,  fo r e s ig h t ,  and m ature  judgm ent in p lanning, o rg a n iz in g ,  and guiding ex ten s ive  
ch e m ic a l  p r o g r a m s  and a c t iv i t ie s  o f  outstanding n ove lty  and im p o r ta n c e .

D ire c t io n  r e c e iv e d .  R e c e iv e s  gen era l  a d m in is tra t iv e  d ir e c t io n .

T y p ica l  duties and r e s p o n s ib i l i t i e s . (One o r  both o f  the fo l lo w in g . )

(1) In a s u p e r v is o r y  cap a c ity  is  r e s p o n s ib le  f o r  (a) the en tire  ch e m ic a l  p r o g r a m  o f  
a com pan y  w h ich  is  o f  m o d e r a te  s c o p e ,  o r  (b) an im portan t  segm en t  o f  a c h e m ic a l  p r o 
g ra m  o f  a com pan y  with v e r y  exten s ive  and highly d iv e r s i f i e d  s c ie n t i f i c  r e q u ir e m e n ts ,  
w h e re  p r o g r a m s  a re  o f  such co m p le x i ty  and sco p e  that they a re  o f  c r i t i c a l  im p o r ta n ce  
to o v e r a l l  o p era t ion s  and inc lude  p r o b le m s  o f  e x tra o rd in a ry  d if f icu lty  that have r e s i s t e d  
so lu tion . D e c id e s  the kind and extent o f  c h e m ic a l  p r o g r a m s  n eed ed  to a c c o m p l i s h  the 
o b je c t iv e s  o f  the com pany , f o r  ch oos in g  the s c ie n t i f i c  a p p r o a c h e s ,  f o r  planning and 
org a n iz in g  fa c i l i t ie s  and p r o g r a m s ,  and f o r  in terpret in g  re su lts .

(2) A s  individual r e s e a r c h e r  and consultant fo rm u la te s  and gu ides the attack on 
p r o b le m s  o f  ex cep t ion a l  d if f icu lty  and m a rk e d  im p o r ta n ce  to the com pan y  a n d /o r  in 
d u stry .  P r o b le m s  a r e  c h a r a c t e r iz e d  by the la c k  o f  s c ie n t i f i c  p re ce d e n ts  and s o u r c e  
m a t e r ia ls ,  o r  the la ck  o f  s u c c e s s  o f  p r i o r  r e s e a r c h  and an a lys is  so that the ir  solution  
w ould  re p re s e n t  an advance  o f  g rea t  s ig n i f ica n ce  and im p o r ta n c e .  P e r f o r m s  a d v is o r y  
and consu lting  w o r k  f o r  the com pan y  as a r e c o g n iz e d  authority  fo r  b r o a d  p r o g r a m  a re a s  
o f  c o n s id e r a b le  nove lty  and im p o r ta n ce .  Has m ade  con tr ibu t ion s  such as new p rod u cts  
o r  te ch n iq u es ,  d eve lop m en t  o f  p r o c e s s e s ,  e t c . ,  w h ich  a re  r e g a rd e d  as m a jd r  a d van ces  
in the f ie ld .

R esp o n s ib i l i ty  f o r  the d ir e c t io n  o f  o t h e r s . S u perv ises  s e v e r a l  subord inate  s u p e r 
v i s o r s  o r  tea m  le a d e r s  som e  o f  w h ose  p o s it io n s  a re  c o m p a r a b le  to ch e m is t  VII o r  indiv idual 
r e s e a r c h e r s  som e  o f  w h ose  p os it ion s  a re  c o m p a r a b le  to c h e m is t  VII and s o m e t im e s  c h e m is t  
VIII. A s  an indiv idual r e s e a r c h e r  and consultant m a y  be a s s i s t e d  on indiv idual p r o je c t s  by 
o ther  ch e m is t s  o r  te ch n ic ia n s .
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CHEMIST—“ Continued

N O T E : Individuals  in ch a rg e  o f  a c o m p a n y 's  c h e m ic a l  p r o g r a m  m a y  m a tch  any o f
s e v e r a l  o f  the su rvey  jo b  le v e l s ,  depending on the s ize  and c o m p le x i ty  o f  ch e m ic a l  p r o 
g r a m s .  E xc luded  f r o m  le v e l  VIH a re  ch e m is t s  in ch a rge  o f  p r o g r a m s  so ex ten s ive  and 
co m p le x  ( e . g . ,  c on s is t in g  o f  h ighly d iv e r s i f ie d  o r  unusually  nove l  p rod u cts  and p ro c e d u r e s )  
that one o r  m o r e  subord inate  s u p e r v is o r y  c h e m is t s  a re  p e r fo r m in g  at le v e l  VIII. A ls o  
exc lu ded  f r o m  le v e l  VIII a re  indiv idual r e s e a r c h e r s  and consu ltants  who a r e  r e c o g n iz e d  as 
national a n d /o r  in ternationa l au th orit ies  and s c ie n t i f i c  le a d e r s  in v e ry  b r o a d  a r e a s  o f  s c ie n t i f i c  
in te re s t  and in vest iga t ion .

ENGINEER

P e r f o r m s  p r o fe s s i o n a l  w o rk  in r e s e a r c h ,  d ev e lop m en t ,  des ign ,  test in g , a n a ly s is ,  
p rod u ct ion ,  co n s tru ct io n ,  m a in tenan ce ,  o p era t ion ,  p lanning, su rv e y ,  est im ating ,  ap p lica tion , 
o r  standard ization  o f  en g ineer ing  fa c i l i t i e s ,  s y s te m s ,  s t ru c tu re s ,  p r o c e s s e s ,  equipm ent 
d e v ic e s ,  o r  m a t e r ia ls  req u ir in g  know ledge  o f  the s c ie n c e  and art by  w h ich  m a t e r ia ls ,  natural 
r e s o u r c e s ,  and p o w e r  a re  m ade  u se fu l.  W ork ty p ica l ly  r e q u ir e s  a B . S. d e g r e e  in e n g i 
n eer ing  o r  the equivalent in co m b in e d  education  and e x p e r ie n c e .  (E x c lu d ed  a r e :  Safety e n g i 
n e e r s ,  in du str ia l  e n g in e e rs ,  quality c o n tro l  e n g in e e rs ,  sa le s  e n g in e e rs ,  and e n g in e e rs  w h ose  
p r im a r y  re s p o n s ib i l i t y  is  to be in ch a rge  o f  n o n p ro fe s s io n a l  m ain tenan ce  w o r k . )

E ng ineer  I

G e n e ra l  c h a r a c t e r i s t i c s . T h is  is  the en try  le v e l  o f  p r o fe s s i o n a l  w o r k  req u ir in g  a 
b a c h e lo r 's  d e g r e e  in  en g in eer in g  and no e x p e r ie n c e ,  o r  the equ iva lent (to a d e g re e )  in  a p 
p ro p r ia te  education  and e x p e r ie n c e .  P e r f o r m s  a ss ig n m e n ts  d es ig n ed  to d eve lop  p r o fe s s i o n a l  
w o rk  kn ow ledges  and a b i l i t i e s .  M ay a lso  r e c e iv e  f o r m a l  c l a s s r o o m  o r  se m in a r  type tra in ing. 
(T e r m in a l  p os it ion s  a re  e x c lu d e d . )

D ire c t io n  r e c e i v e d . W ork s  under c l o s e  s u p e rv is io n .  R e c e iv e s  s p e c i f i c  and deta iled  
in s tru c t ion s  as to r e q u ir e d  tasks  and re su lts  e x p e c te d .  W ork  is  ch eck ed  during p r o g r e s s ,  
and is  r e v ie w e d  fo r  a c c u r a c y  upon co m p le t io n .

T y p ica l  duties and r e s p o n s ib i l i t i e s . P e r f o r m s  a v a r ie ty  o f  routine tasks  that a re  
planned to p ro v id e  e x p e r ie n c e  and fa m il ia r iz a t io n  with the en g ineer ing  staff ,  m eth od s ,  p r a c 
t i c e s ,  and p r o g r a m s  o f  the com p an y .

R esp o n s ib i l i ty  fo r  the d ir e c t io n  o f  o th e r s .  U sua lly  none.

E ngineer  II

G e n e r al c h a r a c t e r i s t i c s .  At this continuing d ev e lop m en ta l  le v e l ,  p e r f o r m s  routine 
en g ineer ing  w o rk  requ ir ing  app lica tion  o f  standard  te ch n iq u es ,  p r o c e d u r e s ,  and c r i t e r ia  in 
ca r ry in g  out a sequ en ce  o f  r e la ted  en g ineer ing  ta s k s .  L im ite d  e x e r c i s e  o f  judgm ent is 
re q u ire d  on deta i ls  o f  w o r k  and in m aking p r e l im in a r y  s e le c t io n s  and adaptations o f  e n g i 
neer in g  a lte rn a t iv es .  R eq u ires  w o r k  e x p e r ie n c e  a c q u ir e d  in an entry  le v e l  p o s it io n ,  o r  
ap p rop r ia te  graduate le v e l  study. F o r  training and deve lop m en ta l  p u r p o s e s ,  a s s ign m en ts  
m ay  include so m e  w o r k  that is  ty p ica l  o f  a h igher  l e v e l .  (T e r m in a l  p o s it io n s  a re  e x c lu d e d .)

D ire c t io n  r e c e iv e d .  S u p e rv iso r  s c r e e n s  a ss ig n m e n ts  f o r  unusual o r  d if f icu lt  p r o b 
le m s  and s e le c t s  techn iques  and p r o c e d u r e s  to be app lied  on nonroutine w o r k .  R e c e iv e s  
c lo s e  su p e rv is io n  on new a s p e c ts  o f  a s s ig n m e n ts .

T y p ica l  duties and r e s p o n s ib i l i t i e s . Using p r e s c r i b e d  m e th o d s ,  p e r f o r m s  s p e c i f i c  
and l im ite d  p or t ion s  o f  a b r o a d e r  a ss ign m en t  o f  an e x p e r ie n c e d  e n g in e e r .  A p p l ie s  standard 
p r a c t i c e s  and techn iques  in s p e c i f i c  s ituat ions , ad justs  and c o r r e la t e s  data, r e c o g n iz e s  d i s 
c r e p a n c ie s  in  r e s u lts ,  and fo l lo w s  op era t ion s  through a s e r i e s  o f  re la ted  d eta i led  steps or  
p r o c e s s e s .

R e sp o n s ib i l i ty  fo r  the d ir e c t io n  o f  o th e r s .  May be a s s i s t e d  by a few  aids o r  
t e c h n ic ia n s .
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ENGINEER— Continued

E n g in eer  III

G e n e ra l  c h a r a c t e r i s t i c s . Independently  eva lu ates ,  s e le c t s ,  and ap p lies  standard  
en g in eer in g  tech n iqu es ,  p r o c e d u r e s ,  and c r i t e r ia ,  us ing  judgm ent in m aking m in o r  adapta
tions and m o d i f i c a t io n s .  A ss ig n m e n ts  have c le a r  and s p e c i f ie d  o b je c t iv e s  and r e q u ire  the 
in vest iga t ion  o f  a l im ite d  num ber  o f  v a r ia b le s .  P e r f o r m a n c e  at th is  l e v e l  r e q u ir e s  d e v e lo p 
m enta l e x p e r ie n c e  in a p r o fe s s i o n a l  p os it ion ,  o r  equivalent graduate  l e v e l  education .

D ire c t io n  r e c e i v e d . R e c e iv e s  in s tru c t io n s  on s p e c i f i c  a ss ign m en t  o b je c t iv e s ,  c o m 
p lex  fe a tu re s ,  and p o s s ib l e  so lu t ion s .  A s s is ta n c e  is  fu rn ish ed  on unusual p r o b le m s  and 
w o r k  is  r e v ie w e d  fo r  a p p lica t ion  o f  sound p r o fe s s i o n a l  judgm ent.

T y p ic a l  duties and r e s p o n s ib i l i t i e s . P e r f o r m s  w o r k  w hich  in v o lv e s  con ventiona l 
types  o f  p lans , in v es t ig a t ion s ,  s u r v e y s ,  s t r u c tu r e s ,  o r  equipm ent with re la t iv e ly  few  c o m 
p le x  fe a tu re s  fo r  w hich  th ere  a re  p r e c e d e n ts .  A s s ig n m e n ts  usua lly  inc lude one o r  m o r e  o f  
the fo l low in g :  E quipm ent des ign  and d ev e lop m en t ,  test  o f  m a t e r ia ls ,  p re p a ra t io n  o f  s p e c i 
f i ca t io n s ,  p r o c e s s  study, r e s e a r c h  in v e s t ig a t io n s ,  r e p o r t  p re p a ra t io n ,  and oth er  a c t iv i t ie s  
o f  l im ite d  s c o p e  requ ir ing  know ledge  o f  p r in c ip le s  and tech n iqu es  c o m m o n ly  e m p lo y e d  in the 
s p e c i f i c  n a rro w  a re a  o f  a ss ig n m e n ts .

R e s p o n s ib i l i ty  fo r  the d ir e c t io n  o f  o th e r s .  M ay su p e r v is e  o r  c oord in a te  the w ork
o f  d ra fts m e n ,  te ch n ic ia n s ,  and o th e rs  who a s s i s t  in s p e c i f i c  a s s ig n m e n ts .

E n g in eer  IV

G e n e ra l  c h a r a c t e r i s t i c s .  A s  a fu lly  com p eten t  e n g in eer  in a ll  con ventiona l a s p e c ts  
o f  the s u b je c t -m a t te r  o r  the functional a re a  o f  the a s s ig n m e n ts ,  plans and con ducts  w o rk  
requ ir ing  judgm ent in the independent evaluation , s e le c t io n ,  and substantia l adaptation and 
m o d i f ica t io n  o f  standard  te ch n iq u es ,  p r o c e d u r e s ,  and c r i t e r i a .  D e v ise s  new a p p ro a ch e s  
to p r o b le m s  en cou n tered .  R eq u ires  su ff ic ien t  p r o fe s s i o n a l  e x p e r ie n c e  to a s s u r e  c o m p e te n c e  
as a fu lly  tra ined  w o r k e r ;  o r ,  fo r  p o s it io n s  p r im a r i ly  o f  a r e s e a r c h  nature , c o m p le t io n  o f  all 
r e q u ir e m e n ts  fo r  a d o c to r a l  d e g r e e  m ay  be substituted fo r  e x p e r ie n c e .

D ire c t io n  r e c e iv e d .  Independently  p e r f o r m s  m o s t  a ss ig n m e n ts  with in s tru c t io n s  as
to the g en era l  re su lts  ex p e c te d .  R e c e iv e s  te ch n ica l  gu idance  on unusual o r  c o m p le x  p r o b 
le m s  and s u p e r v is o r y  ap p rov a l  on p r o p o s e d  plans f o r  p r o j e c t s .

T y p ica l  duties and r e s p o n s ib i l i t i e s . P la n s ,  s ch e d u le s ,  con d u cts ,  o r  c o o rd in a te s  
de ta i led  p h ases  o f  the eng ineer ing  w o r k  in a part  o f  a m a j o r  p r o je c t  o r  in a tota l p r o je c t  
o f  m o d e r a te  s c o p e .  P e r f o r m s  w o rk  w h ich  in v o lv e s  con vent ion a l en g in eer in g  p r a c t i c e  but 
m ay  inc lude  a v a r ie ty  o f  c o m p le x  fe a tu re s  such as con fl ic t in g  d e s ig n  re q u ir e m e n ts ,  unsu ita 
b i l i ty  o f  s tandard  m a t e r i a l s , and d if f icu lt  c oord in a t ion  re q u ir e m e n ts .  W ork  r e q u ir e s  a b ro a d  
know ledge  o f  p r e c e d e n ts  in the sp ec ia lty  a re a  and a good  know ledge  o f  p r in c ip le s  and p r a c 
t i c e s  o f  re la te d  s p e c ia l t ie s .

R e sp o n s ib i l i ty  f o r  the d ir e c t io n  o f  o th e r s .  M ay s u p e rv is e  a few  e n g in eers  o r  t e c h 
n ic ia n s  on a s s ig n e d  w o rk .

E ng ineer  V

G e n e ra l  c h a r a c t e r i s t i c s . A p p l ie s  in ten s ive  and d iv e r s i f i e d  know ledge  o f  en g in eer in g  
p r in c ip le s  and p r a c t i c e s  in b r o a d  a r e a s  o f  a ss ig n m e n ts  and re la ted  f i e ld s .  M akes  d e c is io n s  
independently  on en g in eer in g  p r o b le m s  and m e th o d s ,  and re p r e s e n ts  the o rg a n iza t ion  in c o n 
f e r e n c e s  to r e s o lv e  im p ortan t  quest ion s  and to plan and co o rd in a te  w o r k .  R e q u ire s  the use  
o f  advan ced  techn iques  and the m o d i f ica t io n  and ex ten s ion  o f  t h e o r ie s ,  p r e c e p ts  and p r a c 
t i c e s  o f  his f ie ld  and re la ted  s c ie n c e s  and d is c ip l in e s .  The know ledge  and e x p e r t is e  r e q u ire d  
fo r  th is  le v e l  o f  w o r k  usua lly  re su lts  f r o m  p r o g r e s s iv e  e x p e r ie n c e ,  including w o rk  co m p a r a b le  
to en g in eer  IV .

D ire c t io n  r e c e iv e d .  S u perv is ion  and gu idance  re la te s  la r g e ly  to o v e r a l l  o b je c t iv e s ,  
c r i t i c a l  i s s u e s ,  new c o n c e p ts ,  and p o l i c y  m a t te r s .  C onsu lts  with s u p e r v is o r  con cern in g  
unusual p r o b le m s  and d ev e lo p m e n ts .
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ENGINEER— Continued

T y p ica l  duties and r e s p o n s ib i l i t i e s . (One o r  m o r e  o f  the f o l lo w in g . )

(1) In a s u p e r v is o r y  cap a c ity  p lans , d e v e lo p s ,  c o o r d in a te s ,  and d ir e c t s  a la rg e  
and im portant en g in eer in g  p r o je c t  o r  a n um ber  o f  sm a l l  p r o je c t s  with m any co m p le x  
fe a t u r e s .  A  substantial p o r t io n  o f  the w o r k  su p e r v is e d  is  c o m p a ra b le  to that d e s c r ib e d  
fo r  en g in eer  IV .

(2) A s  indiv idual r e s e a r c h e r  o r  w o r k e r  c a r r i e s  out c o m p le x  o r  n ove l  a ss ign m en ts  
requ ir ing  the d ev e lop m en t  o f  new o r  im p r o v e d  tech n iqu es  and p r o c e d u r e s .  W ork  is  e x 
p e c te d  to resu lt  in the deve lop m en t  o f  new o r  re f in ed  equ ipm ent, m a t e r ia ls ,  p r o c e s s e s ,  
p ro d u c ts ,  a n d /o r  s c ie n t i f i c  m eth od s .

(3) A s  sta ff  s p e c ia l is t  d e v e lop s  and eva luates  p lans and c r i t e r ia  f o r  a v a r ie ty  o f  
p r o je c t s  and a c t iv i t ie s  to be  c a r r i e d  out by  o th e r s .  A s s e s s e s  the fe a s ib i l i ty  and sound
n e ss  o f  p r o p o s e d  en g in eer in g  evaluation  t e s t s ,  p ro d u c ts ,  o r  equ ipm ent when n e c e s s a r y  
data a re  in su ff ic ien t  o r  c o n f irm a t io n  by test ing  is  a d v isa b le .  U sually  p e r f o r m s  as  a 
staff a d v is o r  and consultant as to a te ch n ica l  sp e c ia l ty ,  a type o f  fa c i l i t y  o r  equipm ent, 
o r  a p r o g r a m  function .

R e sp o n s ib i l i ty  f o r  the d ir e c t io n  o f  o t h e r s . S u p e rv is e s ,  c o o r d in a te s ,  and rev iew s  
the w o r k  o f  a sm a l l  s ta ff  o f  en g in e e rs  and te ch n ic ia n s ;  e s t im a te s  m a n p ow er  needs  and s c h e d 
u les  and a s s ig n s  w o r k  to m e e t  c o m p le t io n  date. O r ,  as indiv idual r e s e a r c h e r  o r  sta ff  s p e 
c ia l is t  m ay  be a s s i s te d  on p r o je c t s  by o th er  e n g in eers  o r  te ch n ic ia n s .

E ng ineer  VI

G e n e ra l  c h a r a c t e r i s t i c s . Has full te ch n ica l  r e s p o n s ib i l i t y  f o r  in te rp re t in g ,  o r g a n iz 
ing, execu ting , and coord in at ing  a ss ig n m e n ts .  P lans  and d e v e lo p s  eng ineer ing  p r o je c t s  c o n 
ce rn e d  with unique o r  c o n t r o v e r s ia l  p r o b le m s  which  have an im portan t  e f f e c t  on m a jo r  c o m 
pany p r o g r a m s .  T h is  in v o lv e s  e x p lo ra t ion  o f  su b ject  a r e a ,  de fin it ion  o f  s co p e  and s e le c t io n  
o f  p r o b le m s  f o r  in vestiga tion , and deve lop m en t  o f  n ove l  c on cep ts  and a p p r o a c h e s .  M aintains 
l ia is o n  with indiv iduals  and units within o r  ou ts ide  h is  o rg a n iza t ion  with r e s p o n s ib i l i t y  fo r  
acting  independently  on te ch n ica l  m a t te rs  perta in ing  to h is f i e ld .  W ork  at this le v e l  usually  
r e q u ir e s  ex ten s ive  p r o g r e s s iv e  e x p e r ie n c e  including w o r k  co m p a r a b le  to en g in eer  V .

D ire c t io n  r e c e i v e d . S u perv is ion  r e c e iv e d  is  e s s e n t ia l ly  a d m in is tra t iv e ,  with a s s ig n 
m en ts  g iven  in t e r m s  o f  b r o a d  g en era l  o b je c t iv e s  and l im it s .

T y p ica l  duties and r e s p o n s ib i l i t i e s . (One o r  m o r e  o f  the fo l lo w in g . )

(1) In a s u p e r v is o r y  cap a c ity  (a) p lans , d e v e lo p s ,  c o o r d in a te s ,  and d ir e c t s  a n u m 
b e r  o f  la rg e  and im portan t  p r o je c t s  o r  a p r o je c t  o f  m a jo r  s c o p e  and im p o r ta n c e ,  o r  
(b) is  r e s p o n s ib le  f o r  the en t ire  en g in eer in g  p r o g r a m  o f  a com pan y  when the p r o g r a m  
is  o f  l im ite d  co m p le x i ty  and s c o p e .  The extent o f  h is  r e s p o n s ib i l i t ie s  g en e ra l ly  req u ire  
a few (3 to 5) subord inate  s u p e r v is o r s  o r  tea m  le a d e r s  w ith  at lea s t  one in a pos it ion  
co m p a r a b le  to le v e l  V.

(2) A s  indiv idual r e s e a r c h e r  o r  w o r k e r  c o n c e iv e s ,  p lans , and conducts  r e s e a r c h  in 
p r o b le m  a r e a s  o f  c o n s id e r a b le  s co p e  and c o m p le x i ty .  The p r o b le m s  m ust be a p p roa ch ed  
through a s e r i e s  o f  c o m p le te  and con cep tu a lly  r e la ted  s tu d ies ,  a re  d if f icu lt  to de fine , r e 
qu ire  unconventiona l o r  n ove l  a p p ro a ch e s ;  and r e q u ir e  sop h is t ica ted  r e s e a r c h  tech n iqu es .  
A va i la b le  guides and p re ce d e n ts  contain  c r i t i c a l  ga p s ,  a re  on ly  p a r t ia l ly  re la ted  to the 
p r o b le m ,  o r  m ay  be la r g e ly  lack ing  due to the nove l c h a r a c te r  o f  the p r o je c t .  At this 
le v e l ,  the indiv idual r e s e a r c h e r  g e n e ra l ly  w i l l  have con tr ibu ted  inventions , new d e s ig n s ,  
o r  techn iques  w h ich  a re  o f  m a te r ia l  s ig n i f ica n ce  in the so lu tion  o f  im portan t  p r o b le m s .

(3) A s  a sta ff  s p e c ia l is t  s e r v e s  as the te ch n ica l  s p e c ia l is t  fo r  the org a n iza t ion  
(d iv is io n  o r  com pany) in the a p p lica t ion  o f  a d van ced  t h e o r ie s ,  c o n ce p ts ,  p r in c ip l e s ,  and 
p r o c e s s e s  f o r  an a s s ig n e d  a re a  o f  r e s p o n s ib i l i t y  ( i . e . ,  su b ject  m a tte r ,  function , type 
o f  fa c i l i t y  o r  equipm ent, o r  p ro d u c t ) .  K eeps  a b re a s t  o f  new s c ie n t i f i c  m ethods  and d e 
v e lop m en ts  a ffec t in g  h is  o rg a n iza t ion  fo r  the p u rp ose  o f  r e co m m e n d in g  changes  in e m 
ph as is  o f  p r o g r a m s  o r  new p r o g r a m s  w a rra n ted  by such d ev e lo p m e n ts .
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ENGINEER— Continued

R e sp o n s ib i l i ty  fo r  the d ir e c t io n  o f  o t h e r s . P la n s ,  o r g a n iz e s ,  and s u p e r v is e s  the 
w o r k  o f  a staff  o f  e n g in eers  and te ch n ic ia n s .  E valuates p r o g r e s s  o f  the staff and re su lts  
obta ined , and r e c o m m e n d s  m a jo r  changes  to a ch ie v e  o v e r a l l  o b je c t iv e s .  O r ,  as  indiv idual 
r e s e a r c h e r  o r  staff s p e c ia l is t  m ay  be a s s i s te d  on indiv idual p r o je c t s  by o th er  e n g in eers  o r  
te c h n ic ia n s .

E ng ineer  VII
G e n e r a l  c h a r a c t e r i s t i c s . M akes  d e c is io n s  and re co m m e n d a t io n s  that a re  r e c o g n iz e d  

as authoritative  and have an im p orta n t  im p a c t  on ex ten s iv e  en g in eer in g  a c t iv i t i e s .  In it iates  
and m ainta ins  ex ten s ive  con ta cts  with key  e n g in eers  and o f f i c ia l s  o f  o th er  o rg a n iza t io n s  and 
c o m p a n ie s ,  requ ir ing  sk il l  in p e r s u a s io n  and negotiat ion  o f  c r i t i c a l  i s s u e s .  At this le v e l  
ind iv iduals  w ill  have d em on stra ted  c re a t iv i ty ,  f o re s ig h t ,  and m a tu re  en g in eer in g  judgm ent 
in anticipating  and so lv ing u n p reced en ted  en g in eer in g  p r o b le m s ,  de term in in g  p r o g r a m  o b 
je c t i v e s  and r e q u ir e m e n ts ,  o rg a n iz in g  p r o g r a m s  and p r o j e c t s ,  and d eve lop ing  standards and 
gu ides f o r  d iv e r s e  en g ineer ing  a c t iv i t i e s .

D ire c t io n  r e c e iv e d .  R e c e iv e s  g e n e ra l  a d m in is tra t iv e  d ir e c t io n .

T y p ica l  duties and r e s p o n s ib i l i t ie s .  (One o r  both  o f  the f o l lo w in g . )

(1) In a s u p e r v is o r y  cap ac ity  is  r e s p o n s ib le  fo r  (a) an im portan t  segm en t  o f  the 
en g in eer in g  p r o g r a m  o f  a com pan y  with ex ten s ive  and d iv e r s i f i e d  en g in eer in g  r e q u i r e 
m en ts ,  o r  (b) the en tire  en g in eer in g  p r o g r a m  o f  a com p a n y  when it is  m o r e  l im ite d  in 
s c o p e .  The o v e r a l l  en g in eer in g  p r o g r a m  conta ins  c r i t i c a l  p r o b le m s  the so lution  o f  which  
r e q u ir e s  m a jo r  t e c h n o lo g ic a l  a d van ces  and opens  the w ay  f o r  ex ten s iv e  re la ted  d e v e lo p 
m ent. The extent o f  h is  r e s p o n s ib i l i t ie s  g e n e ra l ly  r e q u ire  s e v e r a l  subord inate  o r g a n i 
zationa l s eg m en ts  o r  te a m s .  R e c o m m e n d s  fa c i l i t i e s ,  p e r s o n n e l ,  and funds re q u ir e d  to 
c a r r y  out p r o g r a m s  w h ich  a re  d ir e c t ly  r e la ted  with and d ir e c t e d  tow a rd  fu l f i l lm en t  of 
o v e r a l l  com p an y  o b je c t iv e s .

(2) A s  ind iv idual r e s e a r c h e r  and consultant is  a r e c o g n iz e d  le a d e r  and authority  
in his com pan y  in a b r o a d  area  o f  sp e c ia l iz a t io n  o r  in a n a rro w  but in ten se ly  s p e c ia l iz e d  
f i e ld .  S e lects  r e s e a r c h  p r o b le m s  to fu rth er  the c o m p a n y 's  o b je c t iv e s .  C o n c e iv e s  and 
p lans in vest iga t ion s  o f  b ro a d  a re a s  o f  c o n s id e r a b le  n ove lty  and im p o r ta n ce  f o r  w hich  
en g in eer in g  p re ce d e n ts  a re  lack ing  in a r e a s  c r i t i c a l  to the o v e r a l l  en g in eer in g  p r o g r a m .  
Is con su lted  ex ten s iv e ly  by a s s o c ia t e s  and o th e rs  with a high d e g r e e  o f  r e l ia n c e  p la ce d  
on his s c ie n t i f i c  in te rp re ta t ion s  and a d v ic e .  T y p ic a l ly ,  w i l l  have con tr ibu ted  inventions , 
new d e s ig n s ,  o r  techn iques  which  a re  r e g a rd e d  as m a jo r  advan ces  in the f ie ld .

R e s p o n s ib i l i ty  fo r  the d ir e c t io n  o f  o th e r s .  D ir e c ts  s e v e r a l  subord inate  s u p e r v is o r s  
o r  tea m  le a d e r s ,  s o m e  o f  w hom  a r e  in p o s it io n s  c o m p a r a b le  to en g in eer  VI; o r ,  as in d i
vidual r e s e a r c h e r  and consultant, m a y  be a s s i s te d  on  indiv idual p r o je c t s  by  o th er  e n g in eers  
and te ch n ic ia n s .

E ng ineer  VIII
G e n e ra l  c h a r a c t e r i s t i c s . M akes d e c is io n s  and r e co m m e n d a t io n s  that a re  r e c o g n iz e d  

as authoritative  and have a fa r - r e a c h in g  im p a ct  on exten s ive  en g in eer in g  and re la ted  a c t iv i t ie s  
o f  the com p a n y . N egot ia tes  c r i t i c a l  and c o n t r o v e r s ia l  i s s u e s  with top le v e l  e n g in eers  and 
o f f i c e r s  o f  o th er  o rg a n iza t ion s  and c o m p a n ie s .  Indiv iduals  at this l e v e l  d e m o n stra te  a high 
d e g r e e  o f  c r e a t iv i ty ,  fo r e s ig h t ,  and m ature  judgm ent in planning, o rg a n iz in g ,  and guiding 
ex ten s ive  en g in eer in g  p r o g r a m s  and a c t iv i t ie s  o f  outstanding n ove lty  and im p o r ta n ce .

D ire c t io n  r e c e iv e d .  R e c e iv e s  g en era l  a d m in is tra t iv e  d ir e c t io n .

T y p ica l  duties and r e s p o n s ib i l i t ie s .  (One o r  both o f  the fo l lo w in g . )

(1) In a s u p e r v is o r y  ca p a c ity  is  r e s p o n s ib le  f o r  (a) an im p orta n t  segm en t  o f  a v e r y  
ex ten s iv e  and h ighly d iv e r s i f ie d  en g ineer ing  p r o g r a m  o f  a com p a n y , o r  (b) the entire  
en g in eer in g  p r o g r a m  o f  a com pan y  when the p r o g r a m  is  o f  m o d e r a te  s c o p e .  The p r o 
g ra m s  a re  o f  such c o m p le x i ty  and s co p e  that they a re  o f  c r i t i c a l  im p o r ta n ce  to o v e r a l l  
o b je c t iv e s ,  in c lude  p r o b le m s  o f  e x tra o rd in a ry  d if f icu lty  that often have r e s i s t e d  so lution , 
and co n s is t  o f  s e v e r a l  segm en ts  requ ir in g  subord inate  s u p e r v is o r s .  Is r e s p o n s ib le  f o r
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ENGINEER— Continued

dec id ing  the kind and extent o f  en g in eer in g  and re la ted  p r o g r a m s  n eeded  to a c c o m p l is h  
the o b je c t iv e s  o f  the com p a n y , f o r  ch oos in g  the s c ie n t i f i c  a p p r o a c h e s ,  f o r  planning and 
orga n iz in g  fa c i l i t ie s  and p r o g r a m s ,  and fo r  in terp ret in g  re su lts .

(2) A s  ind iv idual r e s e a r c h e r  and consultant f o r m u la te s  and gu ides  the attack  on p r o b 
le m s  o f  ex cep t ion a l  d i f f icu lty  and m a rk e d  im p o r ta n ce  to the com p an y  o r  in du stry . P r o b 
le m s  a re  c h a r a c t e r iz e d  by the ir  la c k  o f  s c ie n t i f i c  p r e c e d e n ts  and s o u r c e  m a t e r ia l ,  o r  
la c k  o f  s u c c e s s  o f  p r i o r  r e s e a r c h  and an a lys is  so  that th e ir  so lu tion  w ou ld  re p r e s e n t  an 
advance  o f  g rea t  s ig n i f ica n ce  and im p o r ta n c e .  P e r f o r m s  a d v is o r y  and consu lting  w ork  
fo r  the com pan y  as a r e c o g n iz e d  authority  f o r  b r o a d  p r o g r a m  a r e a s  o r  in an in ten se ly  
s p e c ia l iz e d  a rea  o f  c o n s id e r a b le  n ove lty  and im p o r ta n c e .

R e sp o n s ib i l i ty  fo r  the d ir e c t io n  o f  o th e rs .  S u p e rv ise s  s e v e r a l  subordinate  s u p e r 
v i s o r s  o r  team  le a d e r s  s o m e  o f  w h o se  p o s it io n s  a re  c o m p a r a b le  to en g ineer  VII, o r  in d i 
vidual r e s e a r c h e r s  so m e  o f  w h ose  p o s it io n s  a r e  c o m p a ra b le  to en g in eer  VII and s o m e t im e s  
eng ineer  VIII. A s  an indiv idual r e s e a r c h e r  and consu ltant m a y  be a s s i s t e d  on indiv idual 
p r o je c t s  by  o ther  e n g in eers  o r  te ch n ic ia n s .

N O T E : Individuals  in ch a rg e  o f  a c o m p a n y ’ s en g in eer in g  p r o g r a m  m a y  m a tch  any
o f  s e v e r a l  o f  the su rvey  job  le v e ls  depending on the s ize  and c o m p le x i ty  o f  en g in eer in g  p r o 
g r a m s .  E xc luded  f r o m  le v e l  VIII a r e  e n g in eers  in ch a rg e  o f  p r o g r a m s  so e x ten s iv e  and 
c o m p le x  (e .  g. , c on s is t in g  o f  r e s e a r c h  and deve lop m en t  on a v a r ie ty  o f  c o m p le x  p rod u cts  o r  
s y s te m s  with n u m erou s  n ove l  com pon en ts )  that one o r  m o r e  subord inate  s u p e r v is o r y  e n g i 
n e e r s  a re  p e r fo r m in g  at l e v e l  VIII. A ls o  exc lu d ed  f r o m  le v e l  VIII a re  indiv idual r e s e a r c h e r s  
and consultants who a re  r e c o g n iz e d  as national a n d /o r  in ternationa l au th orit ies  and s c ie n t i f i c  
l e a d e r s  in v e ry  b r o a d  a r e a s  o f  s c ie n t i f i c  in te re s t  and in vest iga t ion .

T E C H N IC A L  S U P P O R T

ENGINEERING TECHNICIAN

To be c o v e r e d  by these  d e f in it ion s ,  e m p lo y e e s  m u st  m e e t  a ll  o f  the fo l low in g  c r i t e r ia ;

(1 )  P r o v id e s  s e m ip r o fe s s io n a l  te ch n ica l  su pport  fo r  en g in eers  w ork ing  in such  a rea s  
as r e s e a r c h ,  d e s ig n ,  d e v e lo p m e n t ,  testing o r  m anufacturing  p r o c e s s  im p ro v e m e n t .

(2 )  W ork  perta ins  to e l e c t r i c a l ,  e le c t r o n i c ,  o r  m e c h a n ic a l  com p on en ts  o r  equ ipm ent.

(3 )  R eq u ired  to have so m e  know ledge o f  s c ie n c e  o r  en g in eer in g .

(E xc lu d es  p rod u ct ion  o r  m a intenan ce  w o r k e r s ,  quality  c o n t r o l  t e s t e r s ,  c r a f t s m e n ,  
d ra fts m e n ,  d e s ig n e r s ,  and e n g in e e r s . )

E ng ineer ing  T ech n ic ia n  I

P e r f o r m s  s im p le  routine  tasks under c l o s e  s u p e r v is io n  o r  f r o m  deta i led  p r o c e d u r e s .  
W ork  is ch e ck e d  in p r o c e s s  o r  on c o m p le t io n .  P e r f o r m s  at this le v e l ,  one o r  a c o m b in a 
tion o f  such  ty p ica l  duties as:

A s s e m b le s  o r  insta l ls  equ ipm ent o r  parts  req u ir in g  s im p le  w ir in g ,  s o ld e r in g ,  o r  
con nect in g .

P e r f o r m s  s im p le  o r  routine tasks o r  tests  such  as tens ile  o r  h ard ness  te s ts ;  o p 
e r a t e s ,  and adjusts  s im p le  te s t  equ ipm ent; r e c o r d s  test  data.

G athers  and m ainta ins  s p e c i f ie d  r e c o r d s  o f  en g in eer in g  data such  as te s t s ,  and 
d raw ings ;  p e r f o r m s  com putations  by substituting n um bers  in s p e c i f ie d  fo r m u la s ;  p lots 
data and draw s s im p le  c u r v e s  and graphs .
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ENGINEERING TECHNICIAN— Continued

E n g in eer in g  T e ch n ic ia n  II

P e r f o r m s  stan d ard ized  o r  p r e s c r ib e d  a s s ig n m e n ts ,  involv ing  a seq u en ce  o f  re la ted  
o p e ra t io n s .  F o l lo w s  standard  w o r k  m ethods  o r  e x p l i c i t  in s tru c t ion s ;  t e ch n ica l  adequacy  o f  
routine  w o r k  is r e v ie w e d  on c o m p le t io n ;  nonroutine  w o r k  m a y  a lso  be  r e v ie w e d  in p r o c e s s .  
P e r f o r m s  at this l e v e l ,  one o r  a com binat ion  o f  such  ty p ica l  duties as:

A s s e m b le s  o r  c o n s tru c ts  s im p le  o r  standard  equ ipm ent o r  p a r ts .  M ay s e r v i c e  or  
r e p a ir  s im p le  in stru m en ts  o r  equ ipm ent.

Conducts  a v a r ie ty  o f  s tan d ard ized  te s ts ;  m a y  p r e p a r e  test  s p e c im e n s ;  se ts  up and 
o p e r a te s  standard  te s t  equ ipm ent; r e c o r d s  test  data.

E xtra c ts  en g in eer in g  data f r o m  v a r iou s  p r e s c r ib e d  s o u r c e s ;  p r o c e s s e s  the data f o l 
low ing w e l l  de fined  m eth od s ;  p re s e n ts  the data in p r e s c r ib e d  fo r m .

E ng ineer ing  T ech n ic ia n  III

P e r f o r m s  ass ign m en ts  that are  not c o m p le te ly  s tan d ard ized  o r  p r e s c r i b e d .  S e le c ts  
o r  adapts standard  p r o c e d u r e s  o r  equ ipm ent. R e c e iv e s  in itia l in s tru c t io n s ,  equ ipm ent r e 
q u irem en ts  and ad v ice  f r o m  s u p e r v is o r  o r  en g in eer ;  t e ch n ica l  adequacy  o f  c o m p le te d  w o r k  
is ch e ck e d .  P e r f o r m s  at this le v e l ,  one o r  a com b in a t ion  o f  such  ty p ica l  duties  as :

C on stru c ts  c o m p o n e n ts ,  subunits o r  s im p le  m o d e ls  o r  adapts standard  equ ipm ent. 
M ay  t ro u b le sh o o t  and c o r r e c t  m a lfu nct ion s .

C onducts  v a r iou s  tests  o r  e x p e r im e n ts  w h ich  m a y  r e q u ir e  m in o r  m o d i f ica t io n s  in 
te s t  setups o r  p r o c e d u r e s ;  s e l e c t s ,  sets  up and o p e ra te s  standard  te s t  equ ipm ent and 
r e c o r d s  te s t  data.

E xtra c ts  and c o m p i le s  a v a r ie ty  o f  en g in eer in g  data; p r o c e s s e s  o r  com p u tes  data 
using s p e c i f ie d  fo rm u la s  and p r o c e d u r e s .  P e r f o r m s  routine a n a lys is  to c h e c k  a p p li 
ca b i l i t y ,  a c c u r a c y ,  and r e a s o n a b le n e s s  o f  data.

E n g in eer in g  T e ch n ic ia n  IV

P e r f o r m s  nonroutine  a ss ign m en ts  o f  substantia l v a r ie ty  and c o m p le x i ty .  R e c e iv e s  
o b je c t iv e s  and te ch n ica l  ad v ice  f r o m  s u p e r v is o r  o r  en g in eer ;  w o r k  is r e v ie w e d  fo r  te ch n ica l  
adequ acy . M ay  be a s s i s t e d  by lo w e r  le v e l  te ch n ic ia n s .  P e r f o r m s  at this l e v e l ,  one o r  a 
com b in a t ion  o f  such  ty p ica l  duties as:

W ork s  on l im ited  se g m e n t  o f  d ev e lo p m e n t  p r o je c t ;  c o n s tru c ts  e x p e r im e n ta l  o r  p r o 
totype m o d e ls  to m e e t  en g in eer in g  r e q u ir e m e n ts ;  conducts  tests  o r  e x p e r im e n ts ;  r e c o r d s  
and evaluates  data and r e p o r t s  f ind ings .

C onducts  tests  o r  e x p e r im e n ts  req u ir in g  s e le c t io n  and adaptation o r  m o d i f i c a t io n  o f  
te s t  equ ipm ent and te s t  p r o c e d u r e s ;  sets  up and o p e ra te s  equ ipm ent; r e c o r d s  data; an a 
ly ze s  data and p r e p a r e s  test  r e p o r t s .

C o m p ile s  and co m p u te s  a v a r ie ty  o f  en g in eer in g  data; m a y  ana lyze  te s t  and des ign  
data; d e v e lop s  o r  p r e p a r e s  s c h e m a t i c s ,  d e s ig n s ,  s p e c i f i c a t i o n s ,  parts  l is ts  o r  m a k es  
r e co m m e n d a t io n s  reg a rd in g  these  i t e m s .  M ay re v ie w  d es ig n s  o r  s p e c i f i c a t io n s  fo r  
adequacy .

E ng ineer ing  T ech n ic ia n  V

P e r f o r m s  nonroutine  and c o m p le x  ass ign m en ts  involv ing re s p o n s ib i l i t y  f o r  planning 
and conduct ing  a c o m p le te  p r o j e c t  o f  r e la t iv e ly  l im ited  s c o p e  o r  a p o r t io n  o f  a la r g e r  and 
m o r e  d iv e r s e  p r o je c t .  S e le c ts  and adapts p la n s ,  te ch n iq u es ,  des ign s  o r  layou ts .  M ay  c o 
ord in ate  p or t ion s  o f  o v e r a l l  ass ign m en t ;  r e v ie w s ,  an a lyzes  and in tegra tes  the te ch n ica l  w o r k
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ENGINEERING TECHNICIAN— Continued

o f  o th e rs .  S u p e rv iso r  o r  p r o fe s s i o n a l  en g ineer  outlines o b je c t iv e s ,  re q u ire m e n ts  and des ign  
a p p ro a ch e s ;  c o m p le te d  w o r k  is re v ie w e d  fo r  te ch n ica l  adequacy  and sa t is fa c t ion  o f  r e q u i r e 
m e n ts .  M ay be a s s i s te d  by lo w e r  le v e l  te ch n ic ia n s .  P e r f o r m s  at this le v e l ,  one o r  a c o m 
bination  o f  such ty p ica l  duties as :

D e s ig n s ,  d ev e lop s  and co n s tr u c ts  m a jo r  u n its ,  d e v ic e s  o r  equipm ent; conducts  tests  
o r  e x p e r im e n ts ;  an a lyzes  resu lts  and re d e s ig n s  o r  m o d i f ie s  equ ipm ent to im p ro v e  p e r 
fo r m a n c e ;  r e p o r ts  r e s u lts .

P lans  o r  a s s i s t s  in planning tests  to evaluate equ ipm ent p e r f o r m a n c e .  D e te rm in e s  
test  r e q u ire m e n ts  , equ ipm ent m o d i f ica t io n  and test  p r o c e d u r e s ;  conducts  te s t s ,  ana lyzes  
and evaluates data and p r e p a r e s  r e p o r ts  on findings and re c o m m e n d a t io n s .

R ev iew s  and ana lyzes  a v a r ie ty  o f  en g in eer in g  data to d e te rm in e  re q u ire m e n ts  to 
m e e t  en g in eer in g  o b je c t iv e s ;  m a y  ca lcu la te  des ign  data; p r e p a r e s  la you ts ,  deta i led  s p e c i 
f i c a t io n s ,  parts  l i s t s ,  e s t im a t e s ,  p r o c e d u r e s ,  e tc .  M ay c h e ck  and analyze  draw ings  
o r  equ ipm ent to d e te rm in e  adequacy  o f  draw ings  and des ign .

D R A F T SM E N

D r a f t s m a n - t r a c e r

C op ies  p lans and draw ings  p r e p a r e d  by o th ers  by  p lac ing  tra c in g  c lo th  o r  paper  
o v e r  draw ings  and tra c in g  with pen o r  p e n c i l .  (D oes  not include tra c in g  l im ited  to plans 
p r im a r i ly  c o n s is t in g  o f  stra ight  lines and a la rg e  s c a le  not req u ir in g  c l o 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  rep et i t ive  d raw ings  o f  e a s i ly  v isu a l iz e d  i t e m s .  W ork  is c l o s e l y  s u p e r 
v is e d  during p r o g r e s s .

D ra ftsm an  I

P r e p a r e s  deta il  draw ings  o f  s ing le  units o r  parts  fo r  en g in eer in g ,  c o n s tru c t io n ,  
m an u factu r in g ,  o r  r e p a ir  p u r p o s e s .  T yp es  o f  d raw ings  p re p a re d  include i s o m e t r i c  p r o j e c 
tions (dep ict ing  three  d im en s ion s  in a ccu ra te  s ca le )  and se c t io n a l  v ie w s  to  c la r i f y  pos it ion in g  
o f  com p on en ts  and co n v e y  needed  in fo rm a tion .  C onso l id a tes  deta i ls  f r o m  a n um ber  o f  s o u r c e s  
and adjusts o r  t r a n s p o s e s  s c a le  as r e q u ire d .

D ra ftsm a n  II

P e r f o r m s  nonroutine and c o m p le x  drafting  ass ign m en ts  that r e q u ire  the app lica tion  
o f  m o s t  o f  the stan dard ized  draw ing  techniques  r e g u la r ly  u sed . Duties ty p ica l ly  in vo lve  such 
w o r k  as: P r e p a r e s  w ork ing  draw ings  o f  s u b a s s e m b l ie s  with ir r e g u la r  sh a p es ,  m u lt ip le
fu n ct ion s ,  and p r e c i s e  p o s it io n a l  re la t ion sh ip s  betw een  co m p on en ts ;  p r e p a r e s  a r c h ite c tu ra l  
draw ings  fo r  con s tru c t io n  o f  a building including deta i l  draw ings  o f  foundations , w a l l  s e c t i o n s ,  
f l o o r  p la n s ,  and r o o f .  U ses  a c ce p te d  fo rm u la s  and m anuals  in m aking n e c e s s a r y  c o m p u 
tations to d e te rm in e  quantities o f  m a t e r ia ls  to be u se d ,  load  c a p a c i t i e s ,  s tren g th s ,  s t r e s s e s ,  
e t c .  R e c e iv e s  in itia l in s tru c t io n s ,  r e q u ir e m e n ts ,  and ad v ice  f r o m  s u p e r v is o r .  C om p le ted  
w o r k  is ch e ck e d  fo r  te ch n ica l  adequacy .

D ra ftsm a n  III

P lans  the graph ic  p resen ta t ion  o f  c o m p le x  item s  having d is t in c t ive  d es ig n  fea tu res  
that d i f fe r  s ign i f ican t ly  f r o m  es ta b l ish ed  dra ft ing  p r e c e d e n ts .  W orks  in c l o s e  su p p ort  with 
the design  o r ig in a t o r ,  and m a y  r e c o m m e n d  m in o r  des ign  ch a n ges .  A n a ly zes  the e f f e c t  o f  
each  change on the deta i ls  o f  f o r m ,  function , and p o s it io n a l  re la t ion sh ip s  o f  com p on en ts  and 
p a r ts .  W orks  with  a m in im u m  o f  s u p e r v is o r y  a s s i s ta n c e .  C om p le ted  w o r k  is re v ie w e d  by  
des ign  o r ig in a to r  f o r  c o n s is t e n c y  with p r io r  en g in eer in g  d e te rm in a t io n s .  M ay e ither  p r e p a r e  
d ra w in g s ,  o r  d i r e c t  their  p rep a ra t ion  by low er  le v e l  d ra ftsm e n .
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C L E R I C A L  SUPERVISO RY

K E Y PU N C H  SU PER V ISO R

S u perv ises  th ree  o r  m o r e  keypunch  o p e r a t o r s  who keypunch o r  v e r i f y  c a r d s  o r  tape fo r  
c o m p u te r  o r  tabulating m a ch in e  p r o c e s s in g .  M ay a ls o ,  as  an inc identa l r e s p o n s ib i l i t y ,  s u p e rv is e  
the o p era t ion  o f  other types  o f  punching m a ch in e s  such as  r e p r o d u c e r s  or  gang p unches .

E xc lu d ed  a r e :  (a) P o s it io n s  a lso  r e s p o n s ib le  fo r  su p erv is in g  the op era t ion  o f  equipm ent 
such as  c o m p u te r s ,  tabulating m a ch in e s ,  o r  o th er  kinds o f  o f f i c e  m a ch in e s ;  (b) p o s it io n s  r e s p o n 
s ib le  fo r  su p erv is in g  c l e r i c a l  w o r k  not d ir e c t ly  re la ted  to the keypunch function ; and (c) w ork ing  
s u p e r v is o r s ,  g roup  le a d e r s ,  or  other o v e r s e e r s  with m o r e  l im ited  s u p e r v is o r y  r e s p o n s ib i l i t y  
than is  d e s c r ib e d  be low .

K eypunch s u p e r v is o r y  p o s it io n s  a re  c la s s i f i e d  in f ive  le v e l s  (I through V) on the b a s is  o f  
c om b in a t ion s  o f  th ree  e le m e n ts— le v e l  and kind o f  s u p e r v is o r y  r e s p o n s ib i l i t y ,  d i f f icu lty  o f  k e y 
punch w o rk  su p erv ised ,  and num ber  o f  e m p lo y e e s  su p e rv ise d .  In the fo l low in g  table , two 
le v e ls  o f  s u p e rv is io n  a re  d e s c r ib e d  and each  is  fo l lo w e d  by  a b r i e f  ch a rt  that shows the 
le v e l  o f  keypunch  s u p e r v is o r  fo r  each  com b in a t ion  of the o ther two e lem en ts .

L e v e l  and Kind o f  S u p e rv is o ry  R e sp o n s ib i l i ty

L ow er Upper

Is r e s p o n s ib le  fo r  the d a y - t o - d a y  o p era t ion s  and 
f low  o f  w o r k  w hen the org a n iza t ion  o f  the w ork ,  
a ss ig n m e n t  o f  e m p lo y e e s  to p o s it io n s ,  the jo b  
types  and le v e l s ,  in s tru ct ion s  and p r o c e d u r e s ,  
etc . , a r e  p r e s c r i b e d  by  h igher authority . W ith
in this p r e s c r i b e d  f r a m e w o r k ,  a s s ig n s  w o r k  to 
ind iv idual e m p lo y e e s ;  in s tru c ts  e m p lo y e e s  in 
s p e c i f i c  tasks  and p r o c e d u r e s ;  in s u re s  w o rk  
m e e t s  e s ta b l ish ed  standards o f  quality; ch e ck s  
a ttendance ; k eep s  p rod u ct ion  r e c o r d s ;  p r o v id e s  
in fo rm a t io n  to h igher  l e v e ls  fo r  use  in budgeting, 
planning of p e r s o n n e l  ch anges , ad justing  to v a r 
iat ions  in the w ork loa d ,  etc. , r e p o r t s  p r o b le m s  
to a h ig h e r  l e v e l  s u p e r v is o r .  (E xc lu d e  p o s it io n s  
in w hich  keypunching rath er  than s u p e r v is o r y  
r e s p o n s ib i l i t y  is  the m o s t  s ign if icant function .)

In add it ion  to being  r e s p o n s ib l e  fo r  the fu n ct ion s  
o f  the lo w e r  le v e l  o f  s u p e r v is o r y  resp on s ib i l i ty ,  
plans and e s ta b l ish e s  the o rg a n iz a t io n  and f low  
of w ork ;  plans changes  to m e e t  both sh ort  and 
lo n g - t e r m  w o rk lo a d  tren d s  and ch a n ges ;  s e le c t s  
e m p lo y e e s  and a s s ig n s  them  to p o s it io n s ;  a s 
s igns and r e v ie w s  w o rk  o f  su bord in ates , in itiates  
r e co m m e n d a t io n s  o r  f o r m a l  a ct ion s  such  as  r e 
quests  f o r  staff, jo b  evaluation  a c t io n s ,  p r o 
m o t io n s ,  etc . ; a p p ro v e s  a b s e n c e s  and v a ca t ion  
sch ed u les ;  r e c o m m e n d s  d is c ip l in a r y  a c t io n s ;  in 
som e  p o s it io n s ,  a s s i s t s  p r o g r a m m e r s ,  p r o j e c t  
p la n n ers ,  o r  o ther te ch n ica l  s p e c ia l is t s  in  d e 
signing c a rd  layouts and deta i led  punching in 
s tru c t ion s .

N um ber  of D iff icu lty  o f  keypunch  w o rk D iff icu lty  o f  keypunch  w o r k
e m p lo y e e s su p e rv ise d s u p e rv ise d
su p e rv ise d L e s s  d i f f i c u l t 1 M o re  d if f icu lt  2 L e s s  d i f f icu lt  1 M o re  d i f f icu lt  2

L e v e l  o f  keypunch  s u p e r v is o r L e v e l  of keypunch  s u p e r v is o r

3 -1 5 I II II III
20 -40 II III III IV
50 or  m o r e III IV IV V

1 Less d ifficu lt keypunch work -  Work is routine and repetitive. Under close supervision or fo llow ing sp ec ific  procedures or 
instructions, works from  various standardized source docum ents which have been coded , follow s specified  procedures which have been 
prescribed in detail and require little or no selecting , cod ing , or interpreting o f data to be recorded. Refers to supervisor problems 
arising from  erroneous items or codes or missing inform ation. (This le v e l is the same as the BLS Class B Keypunch O perator.)

2 More d ifficu lt keypunch work -  Work requires the application  o f experience and judgm ent in selecting procedures to be f o l 
low ed and in searching for, interpreting, se lecting , or coding items to be keypunched from  a variety o f docum ents. On occas ion  
m ay also perform  some routine keypunch work. May train inexperienced keypunch operators. (This lev e l is the sam e as the BLS 
Class A Keypunch O perator.)

NOTE: If the keypunch activities include both "m ore d ifficu lt" and "less d ifficu lt"  work, classification  should be on  the basis o f  
the m ore d ifficu lt work provided that a significant proportion o f  the keypunch operators work at this lev e l. The number o f  keypunch 
operators perform ing m ore d ifficu lt work is considered significant when at least 25 percent o f  the operators work at this le v e l , provided 
there are at least two such operators in units with a total o f  3 or 4 em ployees, 3 such operators in units with a total o f  5 to 12 
em ployees, and 4 such operators in units with a total o f  13 or more operators.
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C L E R IC A L

C L E R K , ACCOUNTING

C le r k ,  A ccounting  I

Under s u p e r v is io n ,  p e r f o r m s  one o r  m o r e  routine accounting  op era t ion s  such  as 
posting  s im p le  jo u rn a l  v o u ch e rs  o r  accounts  payable  v o u c h e r s ,  entering  v o u ch e rs  in vou ch er  
r e g i s t e r s ;  r e c o n c i l in g  bank accou n ts ;  and posting  su b s id iary  le d g e r s  c o n tr o l l e d  by g e n e ra l  
l e d g e r s ,  o r  posting  s im p le  c o s t  accounting  data. This  job  does  not r e q u ire  a know ledge  o f  
accounting and bookkeep ing  p r in c ip l e s ,  but is found in o f f i c e s  in w h ich  the m o r e  routine  a c 
counting w o rk  is subd iv ided  on  a functiona l b a s is  am ong s e v e r a l  w o r k e r s .

C le r k ,  A ccoun ting  II

Under g e n e ra l  d ir e c t io n  o f  a b oo k k e e p e r  o r  accountant , has r e s p o n s ib i l i t y  fo r  keeping  
one o r  m o r e  se c t io n s  o f  a c o m p le te  se t  o f  b ook s  o r  r e c o r d s  re la t ing  to one phase  o f  an 
e s ta b l ish m e n t 's  b u s in e ss  tra n sa c t io n s .  W ork  in vo lves  posting  and ba lancing  su b s id iary  led g er  
o r  le d g e rs  such  as accou nts  r e c e iv a b le  o r  a ccounts  payable ; exam ining  and cod ing  in v o ice s  
o r  v o u ch e rs  with p ro p e r  accounting  d is tr ibu tion ; r e q u ir e s  ju dgm en t  and e x p e r ie n c e  in m aking  
p r o p e r  a ss ign at ion s  and a l lo c a t io n s .  M ay a s s i s t  in p r e p a r in g ,  ad justing , and c lo s in g  jo u rn a l  
e n tr ie s ;  m a y  d i r e c t  accounting  c le r k s  I.

\

C L E R K , F IL E

C le r k ,  F i le  I

P e r f o r m s  routine fi l ing  o f  m a t e r ia l  that has a lrea d y  b e e n  c la s s i f i e d  o r  w h ich  is 
e a s i ly  c la s s i f i e d  in a s im p le  s e r ia l  c la s s i f i c a t io n  s y s te m  ( e . g .  , a lp h a b e t ica l ,  c h r o n o lo g i c a l ,  
o r  n u m e r ica l ) .  As r e q u e s te d ,  lo ca te s  rea d i ly  ava ilab le  m a t e r ia l  in f i le s  and fo rw a rd s  m a 
te r ia l ;  m a y  f i l l  out w ithdraw al c h a rg e .  P e r f o r m s  s im p le  c l e r i c a l  and m anual tasks r e q u ire d  
to m ainta in  and s e r v i c e  f i l e s .

C le r k ,  F i le  II

S o r ts ,  c o d e s ,  and f i le s  u n c la s s i f ie d  m a t e r ia l  by s im p le  (s u b je c t  m atter )  headings 
o r  partly  c la s s i f i e d  m a t e r ia l  by f in er  subheadings . P r e p a r e s  s im p le  re la ted  index and
c r o s s - r e f e r e n c e  a ids . As re q u e s te d ,  lo ca te s  c l e a r l y  identif ied  m a t e r ia l  in f i le s  and fo rw a rd s  
m a t e r ia l .  M ay p e r f o r m  re la ted  c l e r i c a l  tasks r e q u ir e d  to m ainta in  and s e r v i c e  f i l e s .

C le r k ,  F i le  III

In an es ta b l ish ed  fi l ing  s y s te m  contain ing a num ber o f  v a r ie d  su b je c t  m a tte r  f i l e s ,  
c la s s i f i e s  and indexes  f i le  m a t e r ia l  such  as c o r r e s p o n d e n c e ,  r e p o r t s ,  te ch n ica l  d o cu m e n ts ,  
e tc .  M ay a lso  f i le  this m a t e r ia l .  M ay k eep  r e c o r d s  o f  va r iou s  types in con ju n ct ion  with
the f i le s .  M ay lead  a s m a l l  group  o f  low er  le v e l  f i le  c l e r k s .

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

Keypunch O p era tor  I

Under c lo s e  s u p e r v is io n  o r  fo l low in g  s p e c i f i c  p r o c e d u r e s  o r  in s tru c t io n s ,  t r a n s c r ib e s  
data f r o m  s o u r c e  d ocu m en ts  to punched c a r d s .  O p era tes  a n u m e r ica l  a n d /o r  a lph abet ica l  o r  
com b in a t ion  keypunch  m a ch in e  to keypunch  tabulating c a r d s .  M ay v e r i f y  c a r d s .  W ork ing  
f r o m  v ar iou s  s tan dard ized  s o u r c e  d o cu m e n ts ,  fo l lo w s  s p e c i f ie d  seq u en ces  w h ich  have b een  
cod ed  o r  p r e s c r ib e d  in d eta i l  and re q u ire  little  o r  no s e le c t in g ,  c o d in g ,  o r  in terpret in g  o f  
data to be punched. P r o b le m s  a r is in g  f r o m  e r r o n e o u s  item s  o r  c o d e s ,  m is s in g  in fo rm a t io n ,  
e tc .  , are  r e f e r r e d  to s u p e r v is o r .
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K E Y P U N C H  O P E R A T O R — Continued

K eypunch O p era tor  II

O p era tes  a n u m e r ic a l  a n d /o r  a lph abet ica l  o r  com b in a t ion  keypunch  m a ch in e  to t r a n 
s c r ib e  data f r o m  v a r iou s  s o u r c e  docu m en ts  to keypunch  tabulating c a r d s .  P e r f o r m s  sa m e  
tasks as lo w e r  le v e l  keypunch  o p e r a to r  but in addition , w o r k  re q u ir e s  app lica tion  o f  cod in g  
sk il ls  and the m aking  o f  s o m e  d e te rm in a t io n s ,  f o r  e x a m p le ,  lo ca te s  on  the s o u r c e  d ocu m en t  
the item s  to be punched; ex tra c ts  in fo rm a t io n  f r o m  s e v e r a l  d ocu m en ts ;  s e a r c h e s  fo r  and 
in te rp re ts  in fo rm a t io n  on  the d ocu m en t  to d e te rm in e  in fo rm a tion  to be punched. M ay  tra in  
in e x p e r ie n ce d  o p e r a t o r s .

O F F IC E  BOY OR G IRL

P e r f o r m s  v a r io u s  routine duties such as running e r ra n d s ;  op era t ing  m in o r  o f f i c e  
m a c h in e s ,  such  as s e a le r s  o r  m a i l e r s ;  opening and d istr ibuting  m a i l ;  and oth er  m in o r  
c l e r i c a l  w o r k .

S E C R E T A R Y

A ss ig n e d  as p e r s o n a l  s e c r e t a r y ,  n o r m a lly  to one indiv idual. M aintains a c l o s e  and 
h igh ly  r e s p o n s iv e  re la t ion sh ip  to the d a y - t o - d a y  w o r k  a c t iv it ie s  o f  the s u p e r v is o r .  W ork s  
fa i r ly  independently  r e c e iv in g  a m in im u m  o f  deta iled  s u p e r v is io n  and gu idan ce . P e r f o r m s  
v a r ie d  c l e r i c a l  and s e c r e t a r i a l  d u t ie s ,  usu a lly  including m o s t  o f  the fo l low in g :

(a )  R e c e iv e s  te lephone c a l l s ,  p e r s o n a l  c a l l e r s ,  and in com in g  m a i l ,  a n sw ers  routine 
in q u ir ie s ,  and rou tes  the te ch n ica l  in q u ir ies  to the p r o p e r  p e r s o n s ;

( b ) E s ta b l i s h e s ,  m a in ta in s ,  and r e v i s e s  the s u p e r v i s o r ' s  f i le s ;
( c ) M aintains the s u p e r v i s o r ' s  ca len d a r  and m a k es  appointm ents as in s tru cted ;
(d )  R e la y s  m e s s a g e s  f r o m  s u p e r v is o r  to su bord in ates ;
(e ) R e v ie 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 ,  and r e p o r ts  p r e p a r e d  by o th e rs  fo r  the 

s u p e r v i s o r ' s  s ignature  to a s s u re  p r o c e d u r a l  and typograph ic  a c c u r a c y ;
( f ) P e r f o r m s  s ten og ra p h ic  and typing w o r k .

M ay a lso  p e r f o r m  oth er  c l e r i c a l  and s e c r e t a r i a l  tasks o f  c o m p a r a b le  nature and 
d if f icu lty .  The w o r k  ty p ica l ly  r e q u ir e s  know ledge  o f  o f f i c e  routine and understand ing  o f  the 
o rg a n iz a t io n ,  p r o g r a m s ,  and p r o c e d u r e s  re la ted  to the w o r k  o f  the s u p e r v is o r .

E xc lu s io n s

Not a ll p os it ion s  that a re  titled  " s e c r e t a r y "  p o s s e s s  the above  c h a r a c t e r i s t i c s .  
E xa m p les  o f  p os it ion s  w h ich  are  exc lu d ed  f r o m  the d e fin it ion  are  as fo l lo w s :

(a )  P o s it io n s  w h ich  do not m e e t  the " p e r s o n a l "  s e c r e t a r y  c o n c e p t  d e s c r ib e d  above ;
( b ) S ten ogra p h ers  not fu lly  tra ined  in s e c r e t a r i a l  type duties ;
( c )  S ten ogra p h ers  se rv in g  as o f f i c e  a ss is tan ts  to a group  o f  p r o fe s s i o n a l ,  te ch n ica l ,  

o r  m a n a g e r ia l  p e r s o n s ;
(d )  S e c r e ta r y  p os it ion s  in w h ich  the duties a re  e ither  substantia lly  m o r e  routine  o r  

substantia l ly  m o r e  c o m p le x  and r e s p o n s ib le  than those  c h a r a c t e r iz e d  in the defin ition ;
( e )  A ss is ta n t  type p o s it io n s  w h ich  invo lve  m o r e  d i f f icu lt  o r  m o r e  r e s p o n s ib le  t e c h 

n ic a l ,  a d m in is tra t iv e ,  s u p e r v is o r y ,  o r  s p e c ia l i z e d  c l e r i c a l  duties w h ich  are  not ty p ica l  
o f  s e c r e t a r i a l  w o rk .

N O TE: The te rm  " c o r p o r a t e  o f f i c e r , "  used  in the le v e l  d e fin it ions  fo l lo w in g ,  r e f e r s
to those  o f f i c ia l s  who have a s ign i f ica n t  c o r p o r a t e -w id e  p o l icy m a k in g  r o le  w ith  r e g a r d  to 
m a jo r  com p a n y  a c t iv i t i e s .  The title  " v i c e  p r e s id e n t ,  " though n o r m a l ly  in d ica t ive  o f  this 
r o l e ,  d oes  not in a ll  c a s e s  iden ti fy  such p o s it io n s .  V ic e  p re s id e n ts  w h ose  p r im a r y  r e s p o n 
s ib i l i ty  is to act  p e r s o n a l ly  on indiv idual c a s e s  o r  tra n sa ct ion s  ( e . g .  , ap p rove  o r  deny in d i 
v idual loan  o r  c r e d i t  a c t ion s ;  a d m in is te r  ind iv idual trust  a ccou nts ;  d i r e c t ly  s u p e rv is e  a c l e r i 
c a l  staff) are  not c o n s id e r e d  to be " c o r p o r a t e  o f f i c e r s "  fo r  p u r p o s e s  o f  applying the fo l low in g  
le v e l  de f in it ion s :
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S E C R E T A R Y — Continued

S e c r e ta r y  I

(a )  S e c r e ta r y  to the s u p e r v is o r  o r  head o f  a s m a l l  o rg a n iz a t io n a l  unit (e .  g. , fe w e r  
than about 25 o r  30 p e r s o n s ) ;  o r

( b ) S e c r e ta r y  to a n o n s u p e r v is o r y  sta ff  s p e c ia l is t ,  p r o f e s s i o n a l  e m p lo y e e ,  a d m in is 
trat ive  o f f i c e r ,  o r  a ss is ta n t ,  sk i l le d  tech n ic ian  o r  e x p e r t .  (N O T E : Many c o m p a n ie s  a ss ig n
s te n o g ra p h e rs ,  ra th er  than s e c r e t a r i e s  as d e s c r ib e d  a b o v e ,  to this l e v e l  o f  s u p e r v is o r y  o r  
n o n s u p e r v is o r y  w o r k e r . )

S e c r e ta r y  II

(a )  S e c r e ta r y  to an ex ecu t iv e  o r  m a n a g e r ia l  p e r s o n  w h ose  r e s p o n s ib i l i t y  is not 
equ iva lent to one o f  the s p e c i f i c  le v e l  situations in the d e fin it ion  fo r  l e v e l  III, but w h ose  su b 
ord inate  sta ff  n o r m a l ly  n u m b ers  at le a s t  s e v e r a l  d ozen  e m p lo y e e s  and is u su a lly  d iv ided  into 
o rg a n iza t ion a l  seg m en ts  w h ich  are  o f te n ,  in turn, fu rth er  subd iv ided . In so m e  c o m p a n ie s ,  
this le v e l  in c ludes  a w ide  range o f  o rg a n iza t io n a l  e ch e lo n s ;  in o t h e r s ,  on ly  one o r  two; o r

( b ) S e c r e ta r y  to the head o f  an indiv idual plant, f a c t o r y ,  e t c .  , ( o r  o th er  equ iva lent  
le v e l  o f  o f f ic ia l )  that e m p lo y s ,  in a l l ,  f e w e r  than 5, 000 p e r s o n s .

S e c r e ta r y  III

(a )  S e c r e ta r y  to the c h a irm a n  o f  the b o a rd  o r  p re s id e n t  o f  a com p a n y  that e m p lo y s ,  
in a l l ,  fe w e r  than 100 p e r s o n s ; o r

(b )  S e c r e ta r y  to a c o r p o r a t e  o f f i c e r  (o ther  than ch a irm a n  o f  the b o a rd  o r  pres iden t)  
o f  a com p a n y  that e m p lo y s ,  in a l l ,  o v e r  100 but fe w e r  than 5 ,0 0 0  p e r s o n s ; o r

(c  ) S e c r e ta r y  to the head ( im m e d ia te ly  b e low  the o f f i c e r  leve l )  o v e r  e ither  a m a jo r  
c o r p o ra te -w id e ,  functiona l act iv ity  ( e . g .  , m a rk e t in g ,  r e s e a r c h ,  o p e r a t io n s ,  in d u str ia l  r e l a 
tions , e t c . ) or~ a m a jo r  g e o g ra p h ic  o r  o rg a n iza t io n a l  s eg m en t  ( e . g .  , a r e g io n a l  h ea d q u a rters ;  
a m a jo r  d iv is ion ) o f  a com p a n y  that e m p lo y s ,  in a l l ,  o v e r  5 ,0 0 0  but fe w e r  than 2 5 ,0 0 0  
e m p l o y e e s ; o r

(d )  S e c r e ta r y  to the head o f  an indiv idual p lant, f a c t o r y ,  e t c .  (o r  o ther  equ iva lent  
le v e l  o f  o f f ic ia l )  that e m p lo y s ,  in  a l l ,  o v e r  5 ,0 0 0  p e r s o n s ; o r

( e )  S e c r e ta r y  to the head o f  a la rg e  and im p ortan t  o rg a n iza t io n a l  seg m en t  ( e . g .  , 
a m id d le  m a n a g em en t  s u p e r v is o r  o f  an o rg a n iz a t io n a l  seg m en t  o ften  involv ing  as m an y  as 
s e v e r a l  hundred p e r s o n s )  o f  a com p a n y  that e m p lo y s ,  in  a l l ,  o v e r  2 5 ,0 0 0  p e r s o n s .

S e c r e ta r y  IV

(a )  S e c r e t a r y  to the c h a ir m a n  o f  the b o a rd  o r  p re s id e n t  o f  a com p a n y  that e m p lo y s ,  
in a l l ,  o v e r  100 but fe w e r  than 5 ,0 0 0  p e r s o n s ; o r

(b )  S e c r e ta r y  to a c o r p o r a t e  o f f i c e r  (o th er  than the ch a irm a n  o f  the b o a rd  o r  p r e s i 
dent) o f  a com p a n y  that e m p lo y s ,  in a ll ,  o v e r  5, 000 but fe w e r  than 25, 000 p e r s o n s ; o r

( c )  S e c r e ta r y  to the h ead , im m e d ia te ly  b e low  the c o r p o r a t e  o f f i c e r  l e v e l ,  o f  a 
m a jo r  seg m en t  o r  su b s id ia r y  o f  a com p a n y  that e m p lo y s ,  in a l l ,  o v e r  2 5 ,0 0 0  p e r s o n s .
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S T E N O G R A P H E R , G E N E R A L

P r im a r y  duty is to take and t r a n s c r ib e  d icta tion  f r o m  one o r  m o r e  p e r s o n s  e ither  
in shorthand o r  by Stenotype o r  s im i la r  m a ch in e ,  involv ing  a n o r m a l  routine v o ca b u la ry .  
M ay a lso  type f r o m  w r it ten  c o p y .  M ay m ainta in  f i l e s ,  keep  s im p le  r e c o r d s  o r  p e r f o r m  other  
r e la t iv e ly  routine  c l e r i c a l  ta sk s .  M ay op era te  f r o m  a s ten ograp h ic  p o o l .  D oes  not include 
t r a n s c r ib in g -m a c h in e  w o rk .

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

P r i m a r y  duty is to take and t r a n s c r ib e  d ic ta t ion  f r o m  one o r  m o r e  p e r s o n s  e ither  
in shorthand o r  by Stenotype o r  s im i la r  m a ch in e ,  involv ing a v a r ie d  te ch n ica l  o r  s p e c ia l i z e d  
v o ca b u la ry  such  as in leg a l  b r ie f s  o r  r e p o r ts  on  s c ie n t i f i c  r e s e a r c h .  M ay  a lso  type f r o m  
w r it ten  c o p y .  M ay a lso  se t  up and m ainta in  f i l e s ,  k eep  r e c o r d s ,  e tc .

OR

P e r f o r m s  s ten ograp h ic  duties req u ir in g  s ign i f ica n t ly  g re a te r  independence  and r e 
sp on s ib i l i ty  than s te n o g ra p h e r ,  g e n e ra l  as e v id en ced  by the fo l low in g :  W ork  r e q u ir e s  high
d e g r e e  o f  s ten ograph ic  sp eed  and a c c u r a c y ;  a thorough  w ork in g  know ledge  o f  g e n e r a l  b u s in ess  
and o f f i c e  p r o c e d u r e  and o f  the s p e c i f i c  b u s in e ss  o p e r a t io n s ,  o rg a n iz a t io n ,  p o l i c i e s ,  p r o 
c e d u r e s ,  f i l e s ,  w o r k f lo w ,  e tc .  U ses  this know ledge in p e r fo r m in g  s ten ograp h ic  duties and 
r e s p o n s ib le  c l e r i c a l  tasks such  as m aintain ing fo l low up  f i l e s ;  a s s e m b l in g  m a t e r ia l  fo r  r e 
p o r t s ,  m e m o r a n d u m s ,  and le t te r s ;  c o m p o s in g  s im p le  le t te r s  f r o m  g e n e ra l  in s tru c t io n s ;  
read ing  and routing  in com in g  m a i l ;  answ er ing  routine q u est ion s ,  e tc .  D oes  not include 
t r a n s c r ib in g -m a c h in e  w o rk .

N O T E : This  jo b  is d is t in gu ish ed  f r o m  that o f  a s e c r e t a r y  in that the s e c r e t a r y
n o r m a l ly  w o r k s  in a con fid en tia l  re la t ion sh ip  to only  one m a n a g er  o r  ex ecu t iv e  and p e r f o r m s  
m o r e  r e s p o n s ib le  and d is c r e t io n a r y  tasks as d e s c r ib e d  in that jo b  de fin ition .

SW ITCH B O A R D  O P E R A T O R

Sw itch board  O p e ra to r  I

O p era tes  a s in g le -  o r  m u lt ip le -p o s i t i o n  telephone sw itch b o a rd  handling in co m in g ,  
ou tgo in g ,  intraplant o r  o f f i c e  c a l l s .  M ay handle routine  long d is ta n ce  c a l l s  and r e c o r d  t o l ls .  
M ay p e r f o r m  l im ited  telephone in fo rm a t ion  s e r v i c e .  ( " L i m i t e d "  telephone in fo rm a t io n  s e r v 
ic e  o c c u r s  i f  the functions o f  the e s ta b l ish m en t  s e r v i c e d  a re  r e a d i ly  u nderstandab le  fo r  
te lephone in fo rm a t ion  p u r p o s e s ,  o r  i f  the r e q u e s ts  are  rou t in e ,  e . g . ,  g iv ing  e x ten s ion  n u m b ers  
w hen  s p e c i f i c  n a m es  are  fu rn ish ed ,  o r  i f  c o m p le x  c a l l s  are  r e f e r r e d  to another o p e r a t o r . )

S w itch board  O p era tor  II

O p era tes  a s in g le -  o r  m u lt ip le -p o s i t i o n  telephone sw itch b oa rd  handling in co m in g ,  
ou tgo in g , intraplant o r  o f f i c e  c a l l s .  P e r f o r m s  full te lephone in fo rm a t io n  s e r v i c e  o r  handles 
c o m p le x  c a l l s ,  such  as c o n fe r e n c e ,  c o l l e c t ,  o v e r s e a s ,  o r  s im i la r  c a l l s ,  e ither  in addition  
to doing routine  w o r k  as d e s c r ib e d  fo r  sw itch b oa rd  o p e r a to r  I, o r  as a fu l l - t im e  a s s ig n 
m en t . ( " F u l l "  te lephone in fo rm a t ion  s e r v i c e  o c c u r s  w hen the e s ta b l ish m en t  has v a r ie d  fu n c 
tions that are  r^ t  r e a d i ly  u nderstandab le  fo r  telephone in fo rm a t io n  p u r p o s e s ,  e . g . ,  b e ca u s e  
o f  o v er la p p in g  o r  in te rre la te d  fu n ct ion s ,  and con seq u en t ly  p r e s e n t  frequ en t  p r o b le m s  as to 
w h ich  ex ten s ion s  a re  a p p rop r ia te  fo r  c a l ls . )
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T A B U L A T IN G -M A C H IN E  O P E R A T O R

T abu la t in g -M ach ine  O p era tor  I

O p era tes  s im p le  tabulating o r  e l e c t r i c a l  accounting  m a c h in e s ,  such  as the s o r t e r ,  
rep rod u c in g  punch, c o l l a t o r ,  e t c . ,  w ith  s p e c i f i c  in s tru ct ion s .  M ay include the p e r fo r m a n c e  
o f  so m e  s im p le  w ir in g  f r o m  d ia g ra m s  and so m e  fi l ing  w o r k .  The w o r k  ty p ica l ly  in vo lves  
p or t ion s  o f  a w o r k  unit, f o r  e x a m p le ,  indiv idual sort in g  o r  co lla t in g  ru n s ,  o r  rep et i t ive  
o p e r a t i o n s .

T abu la t in g -M ach in e  O p era tor  II

O p era tes  m o r e  d if f icu lt  tabulating o r  e l e c t r i c a l  accounting  m a c h in e s ,  such  as the 
tabulator and c a lc u la t o r ,  in addition  to the s o r t e r ,  r e p r o d u c e r ,  and c o l la t o r .  T his  w o r k  is 
p e r f o r m e d  under s p e c i f i c  in s tru ct ion s  and m a y  include the p e r fo r m a n c e  o f  so m e  w ir in g  f r o m  
d ia g ra m s .  The w o r k  ty p ica l ly  in v o lv e s , fo r  e x a m p le ,  tabulations involv ing a rep e t i t iv e  a c 
counting e x e r c i s e ,  a co m p le te  but sm a l l  tabulating study, o r  p arts  o f  a lon g er  and m o r e  
co m p le x  r e p o r t .  Such r e p o r t s  and studies are  usua lly  o f  a r e c u r r in g  nature w h e re  the p r o 
c e d u re s  a re  w e l l  e s ta b l ish ed .  M ay a lso  in c lu d e  the training o f  new e m p lo y e e s  in the b a s ic  
op era t ion  o f  the m a ch in e .

T abu la t in g -M ach in e  O p era tor  III

O p era tes  a v a r ie ty  o f  tabulating o r  e l e c t r i c a l  accounting  m a c h in e s ,  ty p ica l ly  in 
cluding such  m a ch in es  as the tabu la tor ,  c a lc u la to r ,  in te r p r e t e r ,  c o l l a t o r ,  and o th e r s .  P e r 
fo r m s  co m p le te  rep or t in g  a ss ign m en ts  without c l o s e  s u p e r v is io n ,  and p e r f o r m s  d if f icu lt  
w ir in g  as r e q u ire d .  The co m p le te  rep or t in g  and tabulating a ss ign m en ts  ty p ica l ly  invo lve  a 
v a r ie ty  o f  long and c o m p le x  r e p o r ts  w h ich  o ften  are  o f  i r r e g u la r  o r  n o n r e c u r r in g  type r e 
quiring  so m e  planning and sequencing  o f  steps to be taken. As a m o r e  e x p e r ie n c e d  o p e r a to r ,  
is typ ica l ly  in vo lved  in training new o p e r a to r s  in m ach in e  o p e r a t io n s ,  o r  p a r t ia l ly  tra ined  
o p e r a to r s  in w ir in g  f r o m  d ia g ra m s  and op era t ing  seq u en ces  o f  long and c o m p le x  r e p o r t s .  
D oes  not include w ork in g  s u p e r v is o r s  p e r fo r m in g  tabu la t in g -m ach in e  o p era t ion s  and d a y - t o -  
day s u p e rv is io n  o f  the w o rk  and p ro d u ct io n  o f  a group  o f  ta b u la t in g -m ach in e  o p e r a t o r s .

T Y P IS T

U ses  a ty p ew r ite r  to m ake  c o p ie s  o f  v a r io u s  m a t e r ia ls  o r  to m ake out b i l ls  a fter  
ca lcu la t ion s  have b e e n  m ade  by  another p e r s o n .  M ay include typing o f  s t e n c i l s ,  m a t s ,  o r  
s im ila r  m a t e r ia ls  fo r  use  in duplicating  p r o c e s s e s .  M ay  do c l e r i c a l  w o r k  invo lv ing  little 
s p e c ia l  tra in in g , such  as keeping  s im p le  r e c o r d s ,  f i ling r e c o r d s  and r e p o r t s ,  o r  sort ing  
and d istr ibuting  in com in g  m a i l .

T y p is t  I

P e r f o r m s  one o r  m o r e  o f  the fo l lo w in g : C opy  typing f r o m  rough  o r  c le a r  d ra fts ;
routine typing o f  f o r m s ,  in su ran ce  p o l i c i e s ,  e t c . ;  setting up s im p le  standard tabu lat ions , 
o r  copying  m o r e  c o m p le x  tables a lrea d y  set  up and sp a ced  p r o p e r ly .

T y p is t  II

P e r f o r m s  one o r  m o r e  o f  the fo l low in g :  Typing m a t e r ia l  in fina l f o r m  w hen  it in 
v o lv es  com bin in g  m a t e r ia l  f r o m  s e v e r a l  s o u r c e s  o r  r e s p o n s ib i l i t y  fo r  c o r r e c t  sp e l l in g ,  s y l 
lab ica t ion ,  punctuation, e tc .  , o f  t e ch n ica l  o r  unusual w o r d s  o r  f o r e ig n  language m a t e r ia l ;  
planning layout and typing o f  c o m p l ic a te d  s ta t is t i ca l  tab les  to m ainta in  u n i fo rm ity  and ba lan ce  
in spacin g . M ay type routine f o r m  le t t e r s ,  vary in g  deta i ls  to suit c i r c u m s t a n c e s .
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N O T E : The de fin it ions  f o r  the drafting  and c l e r i c a l  o ccu p a t io n s  shown in th is  bu lle t in
a re  the sa m e  as  th ose  u se d  in the B u r e a u 's  p r o g r a m  o f  o ccu p a t ion a l  w age  su rv e y s  in m e t r o 
politan  a r e a s .  (See the l is t  o f  a r e a s  in the o r d e r  f o r m  at the b a ck  o f  th is  b u l l e t in . ) The 
le v e l  des ign a t ion s  u s e d  in th is  bu lle t in , h o w e v e r ,  d i f fe r  f r o m  th ose  u se d  in the a r e a  bu lle t in s .  
The equ iva lent le v e l  d es ign at ions  f o r  the o ccu p a t ion s  c o n c e r n e d  a r e  as fo l lo w s :

N ational S u rvey  o f O ccu pationa l
P r o fe s s i o n a l ,  A d m in i - W age S u rvey s  in

s tra t iv e ,  T e c h n ic a l ,  and M etrop o l ita n
O ccupation C le r i c a l  P ay A r e a s

D r a f t s m a n _________________ _______ I C
II B
III A

C le r k ,  a ccou ntin g  ________ _______ I B
II A

C le r k ,  f i l e ________ _______ _______ I C
II B
III A

Keypunch o p e r a t o r _______________ I B
II A

S e c r e ta r y  __________________________ I D
II C
III B
IY A

S w itch board  o p e r a t o r ____________ I B
II A

T a b u la t in g -m a ch in e
o p e r a t o r ___ _____ __________ _______ I C

II B
III A

T y p i s t _______________________ _______ I B
II A
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Appendix D. Com parison o f  Average Annual Salaries in Private 

Industry, June 1970, w ith Corresponding Salary Rates for 

Federal Employees Under The General Schedule

The su rvey  w as  d e s ig n e d ,  am on g  oth er  u s e s ,  to  p ro v id e  a b a s is  f o r  c o m p a r in g  F e d e r a l  
s a la r ie s  under the G en era l  Schedule  with g en era l  pay le v e ls  in p r iva te  in du stry . T o  a s s u r e  
co m p i la t io n  o f  pay data f o r  w o rk  le v e ls  that w ould  be equ iva lent to the F e d e r a l  g r a d e s ,  the 
C iv i l  S e r v ic e  C o m m is s io n  c o l la b o r a te d  with the B ureau  o f  L a b o r  S ta t is t ics  to  p r e p a r e  the 
o ccu p a t ion  w o rk  le v e l  de f in it ion s  u se d  in the su rv ey .  D efin it ions  w e r e  g ra d ed  by  the C o m 
m i s s i o n  a c c o r d in g  to  standards e s ta b l ish e d  fo r  each  g ra d e .  E ach  o ccu p a t ion  w o rk  le v e l  
s u rv ey ed  by the B ureau  o f  L a b o r  S ta t is t ics  and cu r r e n t ly  c o n s id e r e d  by  the C o m m is s io n  to 
be equivalent to  a G e n e ra l  Schedule  g rad e  is  identi f ied  in the fo l low in g  tab le .
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Comparison of average annual salaries in private industry,1 June 1970, with salary rates for Federal employees 
under the General Schedule2

O ccupation  and c la s s  
su rvey ed  by B L S 3

C le rk s , f i le  I ---------------------------------------
O ffice  b o y s  or  g i r l s --------------------------

C lerk s , f i le  I I ------------------------------------
K eypunch o p e r a to r s  I ------------------------
S w itchboard  o p e r a to r s  I -------------------
T ab u la tin g -m ach in e  o p e r a to r s  I ----
T y p is ts  I -----------------------------------------------

C le rk s , a ccou n tin g  I -------------------------
C le rk s , f i le  H I ------------------------------------
D r a f t s m e n - t r a c e r s -----------------------------
E n g in eerin g  tech n ic ia n s  I -----------------
K eypunch o p e r a to r s  I I ------------------------
K eypunch s u p e r v is o r s  I -------------------
S ten og ra ph ers , g e n e r a l ---------------------
S w itch board  o p e r a to r s  I I ------------------
T ab u la tin g -m ach in e  o p e r a to r s  II —  
T y p is ts  I I ---------------------------------------------

C le rk s , a ccou n tin g  I I ------------------------
D ra ftsm en  I -----------------------------------------
E n g in eerin g  tech n ic ia n s  I I ---------------
K eypunch s u p e r v is o r s  I I ------------------
S e cr e ta r ie s  I ----------------------------------------
S ten og ra ph ers , s e n io r  ----------------------
T a b u la tin g -m a ch in e  o p e ra to rs  III —

A ccou n ta n ts I -------------------------------------

C h em ists  I -------------------------------------------
D ra ftsm en  I I ----------------------------------------
E n g in e e rs  I -------------------------------------------
E n g in eerin g  tech n ic ia n s  I I I --------------
Job a n a ly sts  I -------------------------------------
K eypunch s u p e r v is o r s  I I I -----------------
S e cr e ta r ie s  I I -------------------------------------

K eypunch s u p e r v is o r s  I V ------------------
S e c r e ta r ie s  I I I -------------------------------------

A ccou n ta n ts  I I -------------------------------------
A u d ito rs  I I -------------------------------------------
B u y ers  I I ---------------------------------------------
C h em ists  I I -----------------------------------------
D ra ftsm en  III -------------------------------------
E n g in e e rs  II ----------------------------------------
E n g in eerin g  tech n ic ia n s  IV -------------
Job a n a ly sts  I I ------------------------------------

S e cr e ta r ie s  I V ------------------------------------

A ccou n ta n ts  I I I ------------------------------------
A tto rn e y s  I ------------------------------------------
A u d ito rs  I I I -----------------------------------------
B u y e rs  I I I --------------------------------------------
C h em ists  I I I ----------------------------------------
E n g in eers  I I I --------------------------------------
E n g in eerin g  tech n ic ia n s  V --------------
Job a n a ly sts  I I I ----------------------------------

A ccou n ta n ts I V ------------------------------------
A tto rn e y s  II ----------------------------------------
A u d ito rs  I V -----------------------------------------
B u y ers  IV --------------------------------------------
C h em ists  I V -----------------------------------------
C h ie f a ccou n tan ts I ---------------------------
D ir e c to r s  o f p e r so n n e l I ------------------
E n g in eers  I V ----------------------------------------
Job a n a ly sts  I V ------------------------------------

A v e ra g e S a lary  ra te s  fo r  F e d e r a l e m p lo y e e s  under the G en era l Schedule

sa la r ie s  
in  pr iv a te  
in du stry  4

P e r  annum  ra te s  and step s  6

i 2 3 4 5 6 7 8

$4, 119 
4, 548

GS 1 $4, 125 $4, 262 $4, 399 $4, 536 $4, 673 $4, 810 $4, 947 $5, 084

4, 571
5, 114 
5, 109 
5, 531 
4, 717

GS 2 4, 621 4, 775 4, 929 5, 083 5, 237 5, 391 5, 545 5, 699

5, 268 
5, 508
5, 675
6, 298
5, 820
6, 883
5, 478
6, 010 
6, 462 
5, 471

GS 3 5, 212 5, 386 5, 560 5, 734 5, 908 6, 082 6, 256 6, 430

6, 815
6, 805
7, 520 
7, 763 
6, 259
6, 247
7, 813

GS 4 5, 853 6, 048 6, 243 6, 438 6, 633 6, 828 7, 023 7, 218

8, 503 
8, 894
8, 512
9, 164 
8, 364

10, 209 
8, 541 
8, 938 
8, 297 
6, 979

GS 5 6, 548 6, 766 6, 984 7, 202 7, 420 7, 638 7, 856 8, 074

9, 894 
7, 506

GS 6 7, 294 7, 537 7, 780 8, 023 8, 266 8, 509 8, 752 8, 995

9, 609 
9, 955 
9, 759 

10, 233
10, 204
11, 077 

9, 837 
9, 571

GS 7 8, 098 8, 368 8, 638 8, 908 9, 178 9, 448 9, 718 9, 988

8, 147 GS 8 8, 956 9, 255 9, 554 9, 853 10, 152 10, 451 10, 750 11, 049

10, 686 
11, 859 
11, 475 
11, 665
11, 737
12, 350 
11, 043 
11, 183

GS 9 9, 881 10, 210 10, 539 10, 868 11, 197 11, 526 11, 855 12, 184

12, 755
13, 585
14, 044
13, 895
14, 218
13, 917
12, 593
14, 695
13, 035

GS 11 11, 905 12, 302 12, 699 13, 096 13, 493 13, 890 14, 287 14, 684

10

$ 5, 221 

5, 853

6, 604

$5, 358 

6, 007

6, 778

7, 413

8, 292

7, 608

8, 510

9, 238 

10, 258

11, 348

12, 513

15, 081

9, 481 

10, 528

11, 647

12, 842

See fo o tn o te s  at end o f tab le .
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Comparison of average annual salaries in private industry,1 June 1970, with salary rates for Federal employees 
under the General Schedule2----Continued

1 F o r  scop e  of s u rv e y , see  appendix A .
2 S a la ry  r a te s  in e ffe c t  in June 197 0 , the r e fe r e n c e  date o f the B L S  su rv e y , a s  e sta b lish e d  by  E x ecu tiv e  O rd er 1 15 2 4  issu e d  under a u th ority  of  

the F e d e r a l E m p lo y ee s  S a la ry  A c t  o f 197 0 , P u blic  Law  9 1 -2 3 1 .
3 F o r  d efin itio n s, se e  appendix C .
4 S urvey findings a s  s u m m a r ize d  in tab le  1 o f th is  rep o rt.
5 C o rresp on d in g g ra d e s  in  the G e n e ra l Schedule w e re  supplied  by the U. S. C iv il S e rv ic e  C o m m is s io n .

Section  5335 o f title  5 of the U. S. Code p ro v id e s  fo r  w ith in -g ra d e  in c r e a s e s  on condition  that the em ployee* s w ork  is  of an a cce p ta b le  le v e l  
of co m p eten ce  a s  defined by the head o f the a g e n cy . F o r  e m p lo y e es  w ho m ee t th is  condition, the s e rv ic e  r eq u ire m en ts  a r e  52 ca len d ar w e ek s each  
fo r  ad van cem ent to s a la ry  ra te s  2 , 3, and 4 ; 104 w eek s each  fo r  ad van cem en t to  s a la ry  ra te s  5 , 6 , and 7; and 156 w eek s each  fo r  ad van cem ent  
to s a la r y  ra tes 8 , 9 , and 10. S ection  5 33 6  p ro v id es that an addition al w ith in -g ra d e  in c r e a s e  m a y  be granted w ithin any p e rio d  of 52  w eek s in 
recogn ition  of high quality  p e rfo rm a n c e  above that o rd in a rily  found in the type o f p osition  c o n cern ed .

U nder S ection  5 30 3  o f title  5 of the U .S .  C o d e , h igh er m in im u m  r a te s  (but not ex ceed in g  the m a x iu m  s a la ry  rate  
p r e s c r ib e d  in the G e n e ra l Schedule fo r  the grade or lev e l) and a c o rre sp o n d in g  new s a la ry  range m a y  be e sta b lish e d  fo r  
p o sitio n s o r  occu p ation s under c e rta in  co n d itio n s. The con ditions include a finding that the sa la ry  r a te s  in p rivate  industry  
a r e  so  su bstan tia lly  above the sa la ry  ra te s  of the statutory pay sch ed u les  a s  to  handicap s ig n ifica n tly  the G o v e rn m en t's  
rec ru itm e n t o r  reten tion  of we 11-q u a lifie d  p e rs o n s . Such sp e c ia l pay s c a le s  have been  e sta b lish e d  fo r  sp e c ific  g ra d e s  or  
le v e ls  of c e rta in  occu p ation s (including a cco u n ta n ts , a u d ito r s , c h e m is ts , and e n g in e e rs) . In form ation  on s p e c ia l h igher  
pay s c a le s  cu rre n tly  in e ffe c t , and the o ccu p ation s and a r e a s  to  w hich they ap p ly , m a y  be obtained fr o m  the U .S .  C iv il  
S e rv ic e  C o m m is s io n , W a sh in gton , D . C . 2 0 4 1 5 , or its  reg io n a l o ff ic e s .

8 1 ☆  U. S. GOVERNMENT PRINTING OFFICE : 1971 O -  437-206 (16)
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O rd e r  F o rm

TO:

Superintendent of Documents or
U. S. Government Printing Office 
Washington, D. C . 20402

Bureau of Labor Statistics—
John F. Kennedy Federal Building,

Government Center, Room 1603-B,
Boston, Mass. 02203

341 Ninth A ve., Rm. 1025, New York, N .Y . 10001 
406 Penn Square Building,

1317 Filbert St., Philadelphia, Pa. 19107 
1371 Peachtree St., NE., Atlanta, Ga. 30309 
911 Walnut S t., Kansas City, Mo. 64106 
219 South Dearborn S t., Chicago, 111. 60604 
337 Mayflower Building 

411 North Akard S t., Dallas, Tex. 75201 
450 Golden Gate A v e ., Box 36017,

San Francisco, Calif. 94102

Enclosed find $_________  in | 1 check or c= □  money order. Make checks or money orders
payable to the Superintendent o f Documents. (Twenty-five percent discount for bundle order of 
100 copies or m ore .)

Please send me copies of bulletins as indicated.

Number
of

copies 1968-69 AREA WAGE SURVEY SUMMARY BULLETINS

Bulletin 1625-90. Area Wage Surveys, Selected Metropolitan Areas,
1968-69 (1970).

Consolidates information from the individual area bulletins for surveys made during 
the period July 1968 to June 1969. Contains average weekly earnings for o ffice  o c 
cupations, average hourly earnings for plant occupations, and establishment practices 
and supplementary wage provisions by industry division and area. Price $1.

Bulletin 1625-91. Area Wage Surveys. Metropolitan Areas.
United States and Regional Summaries. 1968-69 (1970).

Presents information on occupational earnings for all metropolitan areas combined and 
separately by industry division and region. Also provides analyses of wage differences 
and trends of occupational earnings. Price $1.
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1969-70 AREA WAGE SURVEY BULLETINS:*

Area and payroll period

Akron (July 1970)------------- -
Albany-Schenectady-Troy

(Feb. 1970)..........................
Albuquerque (Mar. 1970)------
Allentown-Bethlehem-Easton

(May 1970).........................
Atlanta (May 1970)------------
Baltimore (Aug. 1969)---------
Beaumont-Port Arthur-

Orange (May 1970)----- -----
Binghamton (July 1970)---------
Birmingham (Mar. 1970)-------

Boise City (Nov. 1969) -------
Boston (Aug. 1970)----- —------
Buffalo (Oct. 1969)-................
Burlington (Mar. 1970) -------
Canton (May 1970)--------------
Charleston (Apr. 1970)---------
Charlotte'(Mar. 1970)----------
Chattanooga (Sept. 1970)-----
Chicago (June 1970)------------

Cincinnati (Feb. 1970) -------
Cleveland (Sept. 1969)---------
Columbus (Oct. 1969)----------
Dallas (Oct. 1969) ................
Davenport-Rock Island

Moline (Oct. 1969)------------
Dayton (Dec. 1969)-------------
Denver (Dec. 1969)-------------

Des Moines (May 1970)---------
Detroit (Feb. 1970)-------------
Fort Worth (Oct. 1969)---------
Green Bay (July 1970)----------
Greenville (May 1970)--------
Houston (Apr. 1970)---------—
Indianapolis (Oct. 1969)----- -
Jackson (Jan. 1970) ------------

Jacksonville (Dec. 1969)-----
Kansas City (Sept. 1969)-----
La wrenc e -Haverhill

(June 1970)---------------------
Little Rock-North Little

Rock (July 1970)---------------
Los Angeles-Long Beach and 

Anaheim-Santa Ana- 
Garden Grove
(Mar. 1970)---------------------

Louisville (Nov. 1969)---------
Lubbock (Mar. 1970)----------
Manchester (July 1970)-----—
Memphis (Nov. 1969) ---------
Miami (Nov. 1969) ------- ----
Midland and Odessa

(Jan. 1970)------------- --------
Milwaukee (May 1970)---------
Minneapolis-St. Paul 

(Jan. 1970)---------- -----------

BLS Price Number BLS Price
bulletin (in of bulletin (in
number cents) copies Area and payroll period number cents)

1660-88 30 Muskegon-Muskegon Heights
(June 1970)----------------------- 1660-85 35

1660-51 30 Newark and Jersey City
1660-55 35 (Jan. 1970)............ ............... 1660-47 50

New Haven (Jan. 1970) ----- - 1660-40 35
1660-83 35 New Orleans (Jan. 1970)--------- 1660-42 30
1660-76 50 New York (Apr. 1970) —- - - - - 1660-89 75
1660-11 35 Norfolk-Portsmouth and Newport

News-Hampton
1660-84 30 (Jan. 1970) — ..................— 1660-59 35
1685-6 30 Oklahoma City (July 1970)------- 1685-5 30
1660-57 30 —

1660-34 25 Omaha (Sept. 1969)--------------- 1660-12 30
1685-11 50 Paterson-Clifton-Passaic
1660-29 45 (June 1970).......... ................... 1660-87 45
1660-53 25 Philadelphia (Nov. 1969) -------- 1660-48 60
1660-81 35 Phoenix (Mar. 1970) —------------ 1660-70 35
1660-68 35 Pittsburgh (Jan. 1970)------------- 1660-60 50
1660-61 40 Portland (Maine) (Nov. 1969) — 1660-26 35
1685-10 35 Portland (Oreg.) (May 1970)---- 1660-77 40
1660-90 60 Pro videnc e -  Pawtucket -

Warwick (May 1970) ------------ 1660-72 30
1660-49 35
1660-22 40 Raleigh (Aug. 1970) ------------- 1685-12 35
1660-27 30 Richmond (Mar. 1970) ---------- 1660-65 40
1660-23 35 Rochester (Aug. 1970)------------ 1685-7 30

Rockford (May 1970)--------------- 1660-75 35
1660-20 35 St. Louis (Mar. 1970)------------- 1660-66 40
1660-32 30 Salt Lake City (Nov. 1969)------- 1660-30 35
1660-41 40 San Antonio (May 1970)---------- 1660-71 30

San Bernardino-Riverside-
1660-73 35 Ontario (Dec. 1969)------------- 1660-43 30
1660-58 35
1660-18 30 San Diego (Nov. 1969)------------ 1660-36 35
1685-4 35 San Francisco-Oakland
1660-79 30 (Oct. 1969)--------------- --------- 1660-33 50
1660-67 35 San Jose (Aug. 1970)-------------- 1685-13 30
1660-25 30 Savannah (May 1970)------------- 1660-80 35
1660-39 30 Scranton (July 1970)----------—- 1685-3 35

Seattle-Everett (Jan. 1970)------- 166(J-52 30
1660-35 30 Sioux Falls (Sept. 1969)---------- 1660-14 25
1660-10 35

South Bend (Mar. 1970) ---------- 1660-62 35
1660-82 35 Spokane (June 1970) --------------- 1660-86 35

Syracuse (July 1970)------------- - 1685-8 30
1685-1 35 Ta mpa -St. Petersburg

(Aug. 1969)------- ----------------- 1660-7 35
Toledo (Feb. 1970)---------------- 1660-56 30
Trenton (Sept. 1969)--------------- 1660-21 30

1660-64 45 —

1660-28 40 Utica-Rome (July 1970)-------— 1685-9 30
1660-50 35 Washington, D.C.-Md. -Va.
1685-2 35 (Sept. 1969)---------------- ------- 1660-19 50
1660-31 40 Waterbury (Mar. 1970)------------ 1660-54 35
1660-32 30 Waterloo (Jan. 1970}--------------- 1660-45 30

Wichita (Apr. 1970)--------------- 1660-69 35
1660-44 35 Worcester (May 1970)------------- 1660-78 35
1660-74 50 York (Feb. 1970)................ ....... 1660-63 35

Y oungstown -W arren
1660-46 50 _ _ (Nov. 1969)------------------------ 1660-38 35

Number
of

copies

*'Bulletins dated prior to July 1965 were entitled "Occupational Wage Surveys. "

Name________________________ _________________________________________

Address________________________________________________________________

City________________________________ State______________________Zip Code
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B U R E A U  O F  L A B O R  S T A T I S T I C S  

R E G I O N A L  O F F I C E S

Region I
1603-A Federal Building 
Government Center 
Boston, Mass. 02203 
Phone: 223-6762 (Area Code 617)

Region II
341 Ninth Ave., Rm. 1025 
New York, N .Y . 10001 
Phone: 971-5405 (Area Code 212)

Region III
406 Penn Square Building 
1317 Filbert St.
Philadelphia. Pa. 19107
Phone: 597-7796 (Area Code 215)

Region IV  
Suite 540
1371 Peachtree St. NE.
Atlanta, Ga. 30309
Phone: 526-5418 (Area Code 404)

Region V
219 South Dearborn St.
Chicago, III. 60604
Phone: 353-7230 (Area Code 312)

Region VI
337 Mayflower Building 
411 North Akard St.
Dallas, Tex. 75201
Phone: 749-3516 (Area Code 214)

Regions V II and V III
Federal Office Building 
911 Walnut St., 10th Floor 
Kansas City, Mo. 64106  
Phone: 374-2481 (Area Code 816)

Regions IX  and X
450 Golden Gate Ave.
Box 36017
San Francisco, Calif. 94102  
Phone: 556-4678 (Area Code 415)

• •
Regions V II and V III  will be serviced by Kansas City. 
Regions IX  and X will be serviced by San Francisco.
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