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Preface

The Bureau of Labor Statistics p rogram  of annual o c cu p a 
tional wage surveys in m etropolitan  areas  is designed to provide  data 
on occupational earn ings, and establishm ent p ra c t ice s  and supplem en
tary wage p ro v is io n s .  It y ie lds detailed data by se lected  industry 
divis ion  for  each of the areas  studied, for  geographic  reg ion s ,  and 
for  the United States. A m a jo r  cons ideration  in the p ro g ra m  is the 
need for  greater  insight into (1) the m ovem ent of wages by o c cu p a 
tional ca tegory  and skill  lev e l ,  and (2) the structure and leve l  of wages 
among areas  and industry d iv is ions .

At the end of each survey, an individual area bulletin p r e 
sents the resu lts .  A fter  com plet ion  o f  all individual area bulletins 
for  a round of su rvey s ,  two sum m ary bulletins are  issu ed . The f irs t  
br ings  data for  each of the m etropolitan  areas  studied into one bulletin. 
The second  presents in form ation  which has been pro je c ted  f r o m  in d i
vidual m etropolitan  area data to relate to geographic  regions and the 
United States.

Ninety-four  areas  currently  are  included in the p rogram . In 
each area ,  in form ation  on occupational earnings is co l le c te d  annually 
and on establishm ent p ra c t ice s  and supplementary wage provis ion s  
biennially .

This bulletin presents  resu lts  of the survey in Charleston, 
W. Va.,  in M arch  1972. The Standard M etropolitan Statistical A rea ,  
as defined by the O ffice  of Management and Budget ( fo rm e r ly  the 
Bureau of the Budget) through January 1968, cons ists  of Kanawha 
County. This study was conducted by the Bureau 's regional o ff ice  in 
Philadelphia, P a .,  under the general d irect ion  of Irwin L. Feigenbaum, 
Assis tant Regional D irec tor  for  Operations.

N ote:

Sim ilar rep orts  are  available for  other a re a s .  (See inside 
back co v e r . )

A current report  on occupational earnings and su p p le 
m entary  wage p rov is ion s  in the Charleston  area  is a lso  a v a i l 
able for  industria l ch em ica ls  (June 1971). Union wage rates ,  
indicative of preva iling  pay le v e ls ,  are  availab le  for  seven 
se lected  building trad es .
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Introduction

This area is 1 o f  94 in which the U.S. Department o f  L a b o r 's  
Bureau of Labor  Statistics conducts surveys  of occupational earnings 
and related benefits on an areawide b a s i s .1 In this area, data w ere  o b 
tained by personal v is its  of Bureau field  econ om ists  to representative 
establishm ents within six  broad industry d iv is ions :  Manufacturing;
transportation, com m unication , and other public utilities; wholesale  
trade; retail trade; finance, insurance ,  and real estate; and se r v ice s .  
M ajor  industry groups excluded from  these studies are government 
operations and the construction  and extractive  industr ies .  E stablish 
ments having few er than a p r e s c r ib e d  num ber of w ork ers  are  omitted 
because  they tend to furnish insuffic ient em ploym ent in the occupations 
studied to warrant inclusion . Separate tabulations are provided  for  
each o f  the broad industry d iv is ions  which m eet publication c r i te r ia .

These surveys are  conducted on a sample basis because  o f  
the unn ecessary  cost involved in surveying all establishm ents. To 
obtain optimum accu ra cy  at m in im um  co s t ,  a greater  proport ion  of 
large  than o f  small establishm ents is studied. In combining the data, 
how ever ,  all establishm ents are given their  appropriate  weight. E s t i 
m ates  based on the establishm ents studied are presented , th ere fore ,  
as relating to all establishm ents in the industry grouping and area,  
except for  those below  the minim um  s ize  studied.
Occupations and Earnings

The occupations se lected  for  study are  com m on  to a variety  
o f  manufacturing and nonmanufacturing industr ies ,  and are of the 
following types: (1) O ffice  c le r i ca l ;  (2) p ro fess ion a l  and technical;
(3) maintenance and powerplant; and (4) custodial and m ater ia l  m o v e 
ment. Occupational c lass i f i ca t ion  is based on a uniform set o f  job  
d escr ip tions  designed to take account of in terestablishm ent variation 
in duties within the same job .  The occupations se lected  for  study 
are l isted  and d e scr ib e d  in the appendix. Unless otherwise indicated, 
the earnings data following the jo b  titles are  fo r  all industries c o m 
bined. Earnings data for  som e of the occupations listed and d e scr ib e d ,  
o r  fo r  som e industry d iv is ions  within occu pation s ,  are not presented 
in the A - s e r i e s  tables ,  because  either (1) em ploym ent in the o c cu p a 
tion is  too  sm all to provide  enough data to m e r it  presentation , or 
(2) there  is p oss ib il ity  o f  d is c l o s u re  of individual establishm ent data. 
Earnings data not shown separate ly  for  industry d iv is ions are  included 
in all industries com bined  data, where shown. L ikew ise ,  data are 
included in the overa l l  c la ss i f i ca t ion  when a su bc lass if ica tion  o f  s e c 
re tar ies  or  t ru ck d r iv ers  is not shown or  in form ation  to su bc lass ify  
is not available.

1 Included in the 94 areas are eight studies conducted by the Bureau under contract. These 
areas are Binghamton, N .Y . (New Yoric portion only); Durham, N. C .; Fort Lauderdale—Hollywood and 
West Palm Beach, F la .; Huntsville, A la .; Poughkeepsie—Kingston—Newburgh, N .Y .; Rochester, N .Y. 
(office occupations only); Syracuse, N .Y .; and Utica—Rome, N .Y . In addition the Bureau conducts 
more limited area studies in 64 areas at the request of the Employment Standards Administration of 
the U. S. Department of Labor.

Occupational em ploym ent and earnings data are shown for  
fu l l - t im e  w ork ers ,  i . e . ,  those h ired  to work a regular weekly schedule. 
Earnings data exclude prem ium  pay for  overt im e  and for  work on 
weekends, holidays ,  and late shifts. Nonproduction bonuses are e x 
cluded, but c o s t - o f - l i v in g  allow ances and incentive earnings are in 
cluded. Where weekly  hours are reported ,  as for  o f f ice  c le r i ca l  o c c u 
pations, r e fe re n ce  is to the standard workweek (rounded to the nearest 
half hour) f o r  which em p loyees  re ce iv e  their regular stra ight-tim e 
sa la r ies  (exc lu s ive  o f  pay fo r  overt im e  at regular an d /or  prem ium  
rates ) .  A v era ge  weekly  earnings fo r  these occupations have been 
rounded to the nearest half do llar .

T hese  surveys m e a su re  the level of occupational earnings in 
an area  at a particu lar  tim e. C om parisons o f  individual occupational 
averages  ov er  time m ay not re f le c t  expected wage changes. The 
averages  for  individual jobs  are  affected by changes in wages and 
em ploym ent patterns. F or  exam ple, proport ions  o f  w orkers  employed 
by high- or  low -w ag e  f irm s  m ay  change or  h igh-wage w orkers  m ay 
advance to better  jobs  and be rep laced  by new w ork ers  at low er rates. 
Such shifts in em ploym ent could  d e cre a se  an occupational average even 
though m o s t  establishm ents in an area in crease  wages during the year . 
Trends in earnings o f  occupational groups, shown in table 2, are 
better in d icators  o f  wage trends than individual jobs  within the groups.

The averages  presented  re f le c t  com p os ite ,  areawide e s t i 
m ates .  Industries and establishm ents d iffer  in pay level and job 
staffing and, thus, contribute d ifferently  to the est im ates for each job . 
The pay relationship  obtainable fr o m  the averages m ay fail to re f lect  
accurate ly  the wage spread o r  differential maintained among jobs  in 
individual estab lishm ents.  S imilarly, d i f fe ren ces  in average pay levels  
for  men and women in any o f  the se lected  occupations should not be 
assum ed to re f le c t  d if fe re n ce s  in pay treatment of the sexes within 
individual establishm ents.  Other p oss ib le  factors  which may c o n 
tribute to d i f fe ren ces  in pay for  m en and women include: D ifferences
in p r o g r e ss io n  within established rate ranges, since only the actual 
rates paid incumbents are co l le c ted ;  and d if ferences  in specif ic  duties 
p e r fo rm e d ,  although the w ork ers  are c lass i f ied  appropriately  within 
the same survey  job  d escr ip tion .  Job descr ip tions  used in c lassify ing  
em p loyees  in these surveys are  usually m o r e  generalized  than those 
used in individual establishm ents and allow for  m inor  d if ferences  
among establishm ents in the sp ec if i c  duties p er form ed .

O ccupational em ploym ent est im ates represent the total in all 
establishm ents within the scope  o f  the study and not the number actu
ally surveyed . B ecau se  o f  d if fe ren ces  in occupational structure among 
establishm ents,  the est im ates o f  occupational employment obtained

1
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f r o m  the sam ple  o f  establishm ents studied serv e  only to indicate 
the relative  im portan ce  o f  the job s  studied. These d if ferences  in 
occupational structure  do not affect m a ter ia l ly  the a c cu ra cy  o f  the 
earnings data.

Establishm ent P r a c t ic e s  and Supplementary Wage P rov is ion s

Inform ation  is presented  (in the B - s e r i e s  tables) on se lected  
establishm ent p r a c t ic e s  and supplementary wage p rovis ion s  as they 
relate to plant- and o f f i c e w o r k e rs .  Data fo r  industry d iv is ions not 
presented  sep arate ly  are  included in the est im ates  for "a ll  in d u str ies ."  
A dm in istrative ,  execu tive ,  and p ro fess ion a l  em p loyees ,  and co n s tru c 
tion w ork ers  who are utilized as a separate w ork  fo r ce  are  excluded. 
"P la n tw o rk e rs "  include working fo re m e n  and all nonsuperv isory  w o rk 
ers  (including leadm en and trainees) engaged in nonoffice functions. 
"O f f i c e w o r k e r s "  include w o r k i n g  su p e rv iso rs  and nonsuperv isory  
w ork ers  p e r form in g  c le r i ca l  or  related functions. Cafeter ia  w ork ers  
and routem en are excluded in manufacturing industr ies ,  but included 
in nonmanufacturing industr ies .

M inim um  entrance sa la r ies  fo r  w om en  o f f ic e w o rk e rs  (table 
B - l )  relate only to the establishm ents v is ited .  B ecause  o f  the optimum 
sampling techniques used, and the probability  that large  estab lish 
ments are  m o r e  likely  to have fo rm a l  entrance rates fo r  w ork ers  
above the su b c le r ica l  leve l  than sm all  establishm ents, the table is 
m o r e  r e p r e s e n t a t i v e  of  p o l i c i e s  in  m e d i u m  and l a r g e  e s t a b l i s h m e n t s .

Shift d ifferentia l data (table B -2 )  are  lim ited  to plantworkers 
in manufacturing industr ies .  This in form ation  is presented  both in 
te r m s  o f  (1) establishm ent p o l icy ,  2 presen ted  in te rm s  o f  total plant- 
w o rk er  em ploym ent,  and (2) e ffect ive  p ra c t ice ,  presented  in te rm s 
of w o rk e rs  actually  em ployed  on the sp ec i f ied  shift at the time o f the 
survey .  In establishm ents having var ied  d if ferent ia ls ,  the amount 
applying to a m a jo r ity  was used  o r ,  i f  no amount applied to a m a jor ity ,  
the c la ss i f i ca t io n  "o th e r "  was used. In establishm ents in which som e 
la te -sh ift  hours are  paid at norm al rates ,  a d ifferential was re co rd e d  
only i f  it applied to a m a jo r i ty  o f  the shift hours.

The scheduled weekly  hours and days (table B -3 )  o f  a m a 
jo r i ty  o f  the f i r s t - s h i f t  w ork ers  in an establishm ent are  tabulated as 
applying to all o f  the plant- or  o f f i c e w o r k e rs  of that establishment. 
Scheduled weekly  hours and days are those which a m a jor ity  o f  fu ll 
t im e em p loyees  w ere  expected to work, whether they w ere  paid for  at 
stra igh t -t im e  o r  ov e rt im e  rates .

Paid holidays ; paid vacations; and health, insurance, and pen
sion  plans (tables B -4  through B -6 )  are treated  statistically  on the 
bas is  that these are  applicable to all plant- or  o ff ic e w o rk e rs  if  a

2 An establishment was considered as having a policy if it met either of the following condi
tions: (1) Operated late shifts at the time of the survey, or (2) had formal provisions covering late
shifts. An establishment was considered as having formal provisions if it (1) had operated late shifts 
during the 12 months prior to the survey, or (2) had provisions in written form for operating late shifts.

m a jo r ity  o f  such w ork ers  are  e lig ib le  or m ay  eventually qualify for  
the p r a c t ic e s  l isted .  Sums o f  individual item s in tables B -2  through 
B -6  m ay  not equal totals because  o f  rounding.

Data on paid holidays (table B -4 )  are  lim ited  to data on h o l i 
days granted annually on a fo rm a l  basis ;  i . e . ,  (1) are  provided  fo r  in 
written fo rm ,  or  (2) have been established by cu stom . Holidays o r d i 
narily  granted are included even though they m ay  fall on a nonworkday 
and the w ork er  is not granted another day off. The f i r s t  part of the 
paid holidays table presents the number o f  whole and half holidays 
actually granted. The second part com bines  whole and half holidays 
to show total holiday t im e .

The sum m ary  o f  vacation plans (table B -5 )  is  l im ited  to a 
statistical m e a su re  o f  vacation p ro v is io n s .  It is not intended as a 
m e a su re  of the proport ion  o f  w o rk e rs  actually rece iv in g  sp ec if i c  ben e 
f its.  P ro v is io n s  o f  an establishm ent fo r  all lengths o f  s e r v ice  w ere  
tabulated as applying to all plant- or  o f f i c e w o r k e rs  o f  the estab lish 
ment, r e g a rd le ss  o f  length o f  s e r v ice .  P ro v is io n s  fo r  payment on 
other than a tim e basis  w ere  converted  to a t im e basis ;  for  example, 
a payment o f  2 percent o f  annual earnings was con s id e re d  as the equiv
alent o f  1 w eek 's  pay. Only ba s ic  plans are  included. Estim ates e x 
clude vacation bonus and vacation-sav ings  plans and those which o f fer  
"extended" or  "sab bat ica l"  benefits beyond basic  plans with qualifying 
lengths of s e r v ic e .  Such exclusions  are typical in the steel,  aluminum, 
and can industr ies .

Data on health, insurance ,  and pension  plans (table B -6 )  in 
clude those plans fo r  which the em p loyer  pays at least  a part o f  the 
cost. Such plans include those underwritten by a c o m m e r c ia l  insurance 
company and those provided  through a union fund o r  paid d irect ly  by 
the em p loyer  out o f  current operating funds or  f r o m  a fund set aside 
fo r  this p u rpose .  An establishm ent was con s id ered  to have a plan i f  
the m a jo r ity  o f  em p loyees  was e lig ib le  to be c o v e r e d  under the plan, 
even i f  le s s  than a m a jo r ity  e lected  to participate  because  em ployees 
w ere  requ ired  to contribute toward the cost  o f  the plan. Legally  r e 
quired plans, such as w ork m en 's  com pensation , soc ia l  security ,  and 
ra ilroad  retirem ent w ere  excluded.

Sickness and accident insurance is l im ited  to that type o f  in 
surance under which p redeterm in ed  cash payments are  m ade d irect ly  
to the insured during te m p ora ry  i l lness  or  acc ident d isability . In for 
mation  is  presented  fo r  all such plans to  which the e m p lo y e r  con tr ib 
utes. H ow ever ,  in New Y ork  and New J e rse y ,  which have enacted 
te m p o ra ry  d isability  insurance  laws which requ ire  em p loyer  contr ibu 
t i o n s , 3 plans are  included only i f  the em p loyer  (1) contributes m o r e  
than is legally  requ ired , o r  (2) prov id es  the em p loyee  with benefits 
which exceed  the requ irem ents o f  the law. Tabulations o f  paid sick

2 The temporary disability laws in California and Rhode Island do not require employer 
contributions.
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leave plans are  lim ited  to fo rm al p la n s 4 which provide  full pay or  a 
proport ion  o f  the w o rk e r 's  pay during absence  fr o m  w ork  because of 
i l ln e ss .  Separate tabulations are  presen ted  accord ing  to (1) plans 
which provide  full pay and no waiting p er iod ,  and (2) plans which p r o 
vide either partial pay or  a waiting per iod .  In addition to the p r e se n 
tation of the proport ions  o f  w ork ers  who are  provided  sickness  and 
accident insurance or  paid sick  leave ,  an unduplicated total is shown 
o f  w ork ers  who r e ce iv e  either or  both types o f  benefits.

L o n g -te rm  disability  plans provide  payments to totally  d is 
abled em p loyees  upon the expiration o f  their  paid s ick  leave an d /or  
s ickness  and accident insurance,  o r  after a p redeterm in ed  p er iod  of 
d isability  (typically  6 months).  Payments are  made until the end o f

4 An establishment was considered as having a formal plan if it established at least (he mini
mum number of days of sick leave available to each employee. Such a plan need not be written, 
but informal sick leave allowances, determined on an individual basis, were excluded.

3

the d isability , a m axim u m  age, or  e lig ib ility  fo r  retirem ent benefits. 
Payments m ay  be at full o r  partial pay but are  alm ost always r e 
duced by soc ia l  secu rity ,  w ork m en 's  compensation , and private pension 
benefits payable to the d isabled  em p loyee .

M ajor  m e d ica l  insurance includes those plans which are d e 
signed to p rotect  em p loyees  in case  o f  s ickness and injury involving 
expenses beyond the coverag e  o f  basic  hospitalization, m ed ica l ,  and 
surgica l  plans. M edica l  insurance re fe rs  to plans providing fo r  c o m 
plete or  partial payment o f  d o c to r s '  fe e s .  Dental insurance usually 
c o v e r s  f i l l in gs ,  extractions,  and X - r a y s .  Excluded are plans which 
co v e r  only o ra l  su rgery  or  accident damage. Plans m ay  be under
written by c o m m e r ic a l  insurance com panies or  nonprofit organizations 
or  they m ay  be paid fo r  by the em p loyer  out o f  a fund set aside for  
this purpose .  Tabulations o f  ret irem ent pension plans are limited to 
those plans that provide  regular payments fo r  the rem ainder o f  the 
w o rk e r 's  l i fe .
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Table 1. Establishments and workers within scope of survey and number studied in Charleston, W . V a .,1 by major industry d ivision / March 1972

In d u s tr y  d iv is io n

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

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

N u m b e r  o f  e s ta b l is h m e n ts W o r k e r s  in  e s t a b l is h m e n t s

W ith in  s c o p e  
o f  s t u d y 3 S tu d ied

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

T o t a l4
P la n t O f f  ic  e

N u m b e r P e r c e n t T o t a l4

A l l  d i v i s i o n s ______________________________________ _ 130 71 3 2 ,1 7 6 100 1 9 ,7 2 9 5 , 312 2 6 ,6 8 7

M a n u fa c t u r in g __________________________________________ 50 31 22 14, 361 45 9 ,4 2 1 1 ,4 6 5 1 3 ,7 2 0
N o n m a n u fa c t u r in g _____________________________________ - 99 49 17, 815 55 1 0 ,3 0 8 3 , 847 12, 967

T r a n s p o r t a t io n ,  c o m m u n ic a t io n , and
o t h e r  p u b l ic  u t i l i t i e s 5. .  _______________________ 50 16 14 6 , 833 21 3 , 024 1 ,5 2 9 6 ,5 1 1

W h o le s a le  t r a d e ____________________________________ 50 22 8 2 , 201 7 (‘ ) (‘ ) 1 ,0 0 7
R e t a il  t r a d e _________________________________________ 50 41 15 6 ,4 6 4 20 (6 ) ( > 3 ,8 1 1
F in a n c e ,  in s u r a n c e ,  and  r e a l  e s t a t e __________ 50 10 5 1 ,3 9 2 4 (7 ) ( > 878
S e r v i c e s  8____________________________________________ 50 10 7 925 3 (6 ) (6 ) 760

1 T h e  C h a r le s t o n  S ta n d a rd  M e t r o p o l it a n  S t a t is t i c a l  A r e a ,  a s  d e f in e d  b y  th e  O f f i c e  o f  M a n a g e m e n t  and B u d g e t  ( f o r m e r l y  th e  B u r e a u  o f  th e  B u d g e t ) th ro u g h  J a n u a ry  1 9 6 8 , c o n s is t s  o f  K an a w h a  
C o u n ty . T h e  " w o r k e r s  w ith in  s c o p e  o f  s tu d y "  e s t im a t e s  sh ow n  in  th is  ta b le  p r o v id e  a r e a s o n a b ly  a c c u r a t e  d e s c r ip t i o n  o f  th e  s i z e  an d  c o m p o s i t i o n  o f  th e  la b o r  f o r c e  in c lu d e d  in  th e  s u r v e y .  T h e  
e s t im a t e s  a r e  n o t  in te n d e d , h o w e v e r ,  t o  s e r v e  a s  a b a s is  o f  c o m p a r is o n  w ith  o t h e r  e m p lo y m e n t  in d e x e s  f o r  th e  a r e a  t o  m e a s u r e  e m p lo y m e n t  t r e n d s  o r  le v e l s  s in c e  (1 ) p la n n in g  o f  w a g e  s u r v e y s  
r e q u i r e s  th e  u s e  o f  e s t a b l is h m e n t  da ta  c o m p il e d  c o n s id e r a b ly  in  a d v a n c e  o f  th e  p a y r o l l  p e r io d  s tu d ie d , an d  (2 ) s m a ll  e s t a b l is h m e n t s  a r e  e x c lu d e d  f r o m  th e  s c o p e  o f  th e  s u r v e y .

2 T h e  1967  e d it io n  o f  th e  S ta n d a rd  I n d u s t r ia l  C la s s i f i c a t i o n  M a n u a l w a s  u s e d  in  c la s s i f y in g  e s t a b l is h m e n t s  b y  in d u s tr y  d iv is i o n .
3 In c lu d e s  a l l  e s t a b l is h m e n t s  w ith  t o t a l  e m p lo y m e n t  at o r  a b o v e  th e  m in im u m  l im it a t io n .  A l l  o u t le ts  (w ith in  th e  a r e a )  o f  c o m p a n ie s  in  s u c h  in d u s t r ie s  a s  t r a d e ,  f in a n c e ,  a u to  r e p a ir  s e r v i c e ,  

and m o t io n  p i c t u r e  t h e a t e r s  a r e  c o n s id e r e d  a s  1 e s t a b l is h m e n t .
4 I n c lu d e s  e x e c u t iv e ,  p r o f e s s i o n a l ,  an d  o th e r  w o r k e r s  e x c lu d e d  f r o m  th e  s e p a r a t e  p la n t and o f f i c e  c a t e g o r i e s .
5 A b b r e v ia t e d  t o  " p u b l i c  u t i l i t i e s "  in  th e  A -  and B - s e r i e s  t a b le s .  T a x i c a b s  an d  s e r v i c e s  in c id e n t a l  t o  w a t e r  t r a n s p o r t a t io n  w e r e  e x c lu d e d .
6 T h is  in d u s t r y  d iv is i o n  is  r e p r e s e n t e d  in  e s t im a t e s  f o r  " a l l  in d u s t r ie s "  and " n o n m a n u fa c t u r in g "  in  th e  S e r i e s  A  t a b le s ,  an d  f o r  " a l l  in d u s t r ie s "  in  th e  S e r i e s  B t a b le s .  S e p a r a te  p r e s e n t a t io n  o f

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

7 W o r k e r s  f r o m  th is  e n t ir e  in d u s tr y  d iv is io n  a r e  r e p r e s e n t e d  in  e s t im a t e s  f o r  " a l l  in d u s t r ie s "  and " n o n m a n u fa c t u r in g "  in  th e  S e r i e s  A  t a b le s ,  bu t f r o m  th e  r e a l  e s t a t e  p o r t io n  on ly  in  e s t im a t e s
f o r  " a l l  in d u s t r ie s "  in  th e  S e r i e s  B t a b le s .  S e p a ra te  p r e s e n t a t io n  o f  da ta  f o r  th is  d iv is io n  is  n o t  m a d e  f o r  o n e  o r  m o r e  o f  th e  r e a s o n s  g iv e n  in  fo o t n o t e  6 a b o v e .

8 H o t e ls  a n d  m o t e ls ;  la u n d r ie s  and o t h e r  p e r s o n a l  s e r v i c e s ;  b u s in e s s  s e r v i c e s ;  a u t o m o b i le  r e p a i r ,  r e n t a l ,  and p a r k in g ; m o t io n  p i c t u r e s ;  n o n p r o f i t  m e m b e r s h ip  o r g a n iz a t io n s  (e x c lu d in g  r e l ig i o u s  
an d  c h a r i t a b le  o r g a n iz a t io n s ) ;  an d  e n g in e e r in g  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 l m o s t  o n e -h a l f  o f  th e  w o r k e r s  w ith in  s c o p e  o f  s u r v e y  in  th e  C h a r le s t o n  a r e a  w e r e  
e m p lo y e d  in  m a n u fa c tu r in g  f i r m s .  T h e  fo l lo w in g  p r e s e n t s  th e  m a jo r  in d u s tr y  g r o u p s  and 
s p e c i f i c  in d u s t r ie s  as a p e r c e n t  o f  a l l  m a n u fa c tu r in g :

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

C h e m ic a ls  and a l l ie d  p r o d u c t s . .  76 I n d u s t r ia l  c h e m i c a ls ----------------------- 76
F a b r ic a t e d  m e t a l  p r o d u c t s ______  6 F la t  g la s s -------------------------------------------- 5
S to n e , c la y ,  and g la s s

p r o d u c t s ___________________________  6
F o o d  and  k in d r e d  p r o d u c t s ______  5

T h is  in fo r m a t io n  is  b a s e d  on e s t im a t e s  o f  t o t a l  e m p lo y m e n t  d e r iv e d  f r o m  u n iv e r s e  
m a t e r ia ls  c o m p il e d  p r i o r  t o  a c tu a l s u r v e y .  P r o p o r t io n s  in  v a r io u s  in d u s t r y  d iv is io n s  m a y  
d i f f e r  f r o m  p r o p o r t io n s  b a s e d  on  th e  r e s u lt s  o f  th e  s u r v e y  a s  sh ow n  in  ta b le  1 a b o v e .
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W a g e  T ren d s  fo r S e le c te d  O ccupational G roups

P resen ted  in table 2 are  indexes and percentages  o f  change 
in average sa laries  o f  o f f ice  c le r i c a l  w o rk e rs  and industrial nurses ,  
and in average earnings of se lected  plantworker groups. The indexes 
are a m easu re  of wages at a given tim e, ex p re sse d  as a percent of 
wages during the base  period .  Subtracting 100 from  the index yields 
the percentage  change in wages fr o m  the base  p er iod  to the date of 
the index. The percentages  of change or  in crease  relate to wage 
changes between the indicated dates. Annual rates of in cre a s e ,  where 
shown, re f le ct  the amount o f  in crease  for  12 months when the time 
p er iod  between surveys was other than 12 months. These  computations 
w ere  based on the assumption that wages in creased  at a constant rate 
between surveys.  T hese  est im ates are m ea su re s  of change in a v e r 
ages for  the area ;  they are not intended to m ea su re  average pay 
changes in the establishm ents in the area.

Method o f  Computing

Each o f  the following key occupations within an occupational 
group was assigned a constant weight based on its proportionate  e m 
ployment in the occupational group:

O ffic e  c le r i c a l  (m e n  and w o m e n ): 
B o o k k e e p in g -m a ch in e  

operators, class B 
C lerk s , a cco u n tin g , classes 

A  and B
C lerks , f i l e ,  classes 

A , B, and C 
C lerks , order 
C lerks , pa y ro ll 
C o m p to m e te r  operators 
K eyp unch  operators, classes 

A  and B
M essengers ( o f f i c e  boys or 

g irls)

O ff ic e  c le r i c a l  (m e n  and w o m e n )—  
C on tin u ed  

S ecretaries
Stenographers, genera l 
Stenographers, sen ior 
S w itch boa rd  operators, classes 

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

c lass B
T yp ists, c lasses A  and B

Industrial nurses (m e n  and 
w o m e n ):

Nurses, industrial (re g is te re d )

S k ille d  m a in te n a n ce  (m e n ): 
Carpenters 
E lectrician s  
M achinists 
M ech a n ics
M ech a n ics  (a u to m o t iv e )
Painters
P ipefitters
T o o l and d ie  m akers

U n skilled p lant (m e n ):
Janitors, portere, and 

clean ers
Laborers, m a teria l handling

The average  (mean) earnings fo r  each occupation w ere  m u lt i 
p lied by the occupational weight, and the products  for  all occupations 
in the group w ere  totaled. The aggregates for  2 consecutive  years 
w ere  related by dividing the aggregate for  the later  year by the a g g r e 
gate fo r  the ear l ie r  year. The resultant re lative ,  le s s  100 percent,

shows the percentage  change. The index is the product of multiplying 
the base  year  relative  (100) by the relative for  the next succeeding 
year and continuing to m ultiply  (compound) each y e a r 's  relative by the 
previous  y e a r 's  index.

F o r  o f f ice  c le r i c a l  w ork ers  and industrial nurses ,  the wage 
trends relate to regular  w eekly  sa laries  fo r  the norm al workweek, 
exclu sive  o f  earnings for  overt im e. F o r  p lantworker groups, they 
m ea su re  changes in average  stra ight-tim e hourly  earnings, excluding 
p rem iu m  pay for  overt im e  and for  w ork  on weekends, holidays, and 
late shifts. The p ercen tages  are based on data fo r  se lected  key o c c u 
pations and include m ost  of the n u m erica l ly  important jobs  within 
each group.

Lim itations o f  Data

The indexes and percentages  o f  change, as m easu res  of 
change in area averages ,  are  influenced by; (1) general salary and 
wage changes, (2) m er it  or  other in cre a s e s  in pay rece ived  by indi
vidual w o rk e rs  while in the same job ,  and (3) changes in average 
wages due to changes in the labor fo r c e  resulting from  labor turn
ov er ,  f o r c e  expansions, fo r ce  reductions, and changes in the p r o p o r 
tions o f  w o rk e rs  em ployed by establishm ents with different pay levels .  
Changes in the labor  fo r c e  can cause in cre a se s  or  d ecre a se s  in the 
occupational averages  without actual wage changes. It is conceivable  
that even though all establishm ents in an area gave wage in cre a se s ,  
average wages may have declined because  low er-p ay ing  establishments 
entered the area  or  expanded their w ork  fo r c e s .  Sim ilarly, wages 
m ay have rem ained re lat ive ly  constant, yet the averages for  an area 
m ay  have r isen  cons id erab ly  because  h igher-paying  establishments 
entered the area.

The use o f  constant em ploym ent weights eliminates the effect 
o f  changes in the proport ion  o f  w o rk e rs  represented  in each job  in 
cluded in the data. The p ercen tages  o f  change re f le ct  only changes 
in average  pay for  stra ight-t im e hours. They are not influenced by 
changes in standard w ork  schedules,  as such, or  by  prem ium  pay 
for  overt im e .  W here n e ce s sa r y ,  data w ere  adjusted to rem ove from  
the indexes and p ercen tages  o f  change any significant effect caused 
by changes in the scope  o f  the survey.

5
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Table 2. Indexes of standard weekly salaries and straight-time hourly earnings for selected occupational groups 
in Charleston, W . Va., M arch 1971 and March 1972, and percents of change1 for selected periods

P e r i o d

A l l  in d u s t r ie s M a n u fa c tu r in g

O f f i c e  
c l e r i c a l  

(m e n  and 
w o m e n )

In d u s tr ia l 
n u r s e s  

(m e n  and 
w o m e n )

S k ille d
m a in te n a n ce

t r a d e s
(m e n )

U n s k i lle d
p la n t -

w o r k e r s
(m e n )

O f f i c e  
c l e r i c a l  

(m e n  and 
w o m e n )

In d u s tr ia l 
n u r s e s  

(m e n  and 
w o m e n )

S k i lle d
m a in te n a n ce

t r a d e s
(m e n )

U n s k i l le d
p la n t -

w o r k e r s
(m e n )

I n d e x e s  (A p r i l  1 96 7 : 100 )

M a r c h  1971______________ _______________ _______________ 115 .5 131 .6 123 .1 108 .9 (2 ) 132 .0 122 .7 119 .3
M a r c h  1972_____________________________________________ 121 .2 139 .0 129 .9 120 .3 (2 ) 137 .7 128 .8 124 .5

P e r c e n t s  o f  ch a n g e  1

A p r i l  1960  to  A p r i l  1961_____________________________ 0 .3 3 .9 3 .3 2 .2 1.6 4 .4 3 .1 1.4
A p r i l  1961 to  A p r i l  1962____________________________ 4 .9 2 .4 1.0 2 .9 1 .7 .9 .5 .7
A p r i l  1962 to  A p r i l  1963____________________________ 2.1 4 .6 2 .6 3 .0 1.9 4 .6 2 .5 3 .0
A p r i l  1963 t o  A p r i l  1964______  ___________________ 2 .6 .4 2 .6 3—.2 .4 1.8 2 .5 2 .2
A p r i l  1964 to  A p r i l  1965______________________ _____ 1.2 2 .2 1.7 4 .0 .7 1.7 1 .8 4 .5
A p r i l  1965 to  A p r i l  1966—___________________________ 2 .2 3 .0 2 .8 .9 3 .3 3 .0 2 .6 3 .0
A p r i l  1966 to  A p r i l  1967_____________________________ 1.7 1.7 2 .0 1.4 1.0 1.2 2 .1 2 .3
A p r i l  1967  t o  A p r i l  1968_____________________________ 4 .2 7 .0 3 .2 1.9 4 .4 7 .4 3.1 3 .3
A p r i l  1968  t o  A p r i l  1969_____________________________ 3 .3 8 .5 5 .2 1.6 6 .3 8 .4 4 .9 3 .9
A p r i l  1969 to  A p r i l  1970____________________________ 4 .1 6 .0 6 .3 3—2 .2 (2 ) 5 .6 6 .3 3—.2
A p r i l  1970  t o  M a r c h  1971:

11 -m o n t h  i n c r e a s e _____________________________ 3.1 7 .0 6 .7 7.5 (2 ) 7 .3 6 .7 11.4
A n n u a l ra te  o f  in c r e a s e __________________________ 3 .4 7 .7 7 .3 8 .2 (2 ) 8 .0 7 .3 12.5

M a r c h  1971 t o  M a r c h  1972--------------------------------------- 4 .9 5 .6 5 .5 10.5 (2 ) 4 .3 5 .0 4 .4

1 A l l  c h a n g e s  a r e  i n c r e a s e s  u n le s s  o t h e r w is e  in d ic a t e d .
2 D ata  d o  n ot m e e t  p u b l ic a t io n  c r i t e r ia .
3 T h is  d e c l in e  la r g e l y  r e f l e c t s  s h i ft s  in  e m p lo y m e n t  b e tw e e n  h ig h -  and lo w - w a g e  e s t a b l is h m e n t s  r a t h e r  than  w a g e  d e c r e a s e s .
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7

A. Occupational earnings
T a b le  A -1 . O f f ic e  o c c u p a t io n s —w o m e n

(A v e ra g e  s tr a ig h t -t im e  w eekly hours and earn in gs fo r  s e le c te d  o ccu p a tion s  studied on an a rea  b a s is  by in du stry  d iv is io n , C h a rle sto n , W. V a . , M a rch  1972)

Weekly earnings 1 
(standard) N u m ber o f  w o rk e rs re ce iv in g  stra ight -t im e w eek ly  earn ings o f—

t  t % t * $ t $ i $ $ $ t * * * * * S I
S e x , o ccu p a tio n , and in dustry  d iv is ion

Number Average 60 65 70 75 80 85 90 95 100 110 120 130 1+0 150 160 170 180 190 200 210of weekly Under
work ere hours1

(standard)
Mean 2 M edian2 Middle range2 t

60
and

under - and

65 70 75 80 85 90 95 100 110 120 130 _ i+ o _ 150 160 170 180 190 200 210 ov er

WOMEN

BILLERS, MACHINE (BILLING $
8 5 .0 0

$
7 + .0 0

$ $ 
7 1 . 0 0 -  9 3 .0 0 11 1 3MACHINE)

BILLERS* MACHINE (BOOKKEEPING
19
19

* 0 .0 1 1 7 38 9 .0 0 9 3 .5 0 1
1\

NONMANUFACTORING + 0 .0 8 9 .0 0 9 3 .5 0
3

BOOKKEEPING-MACHINE OPERATORS,
37 3 9 .5 9 5 .5 0 9 1 .0 0 8 2 .5 0 - 1 1 1 .0 0 3 7 5CLASS B
29 3 9 .0 9 1 .5 0 8 9 .5 0 8 1 .0 0 - 1 0 7 .5 0 1NONMANUr A C T UR IN C  — ——— ———— —

3 3 3 25^ 3 7*0 1 2 2 * 0 0 1 2 4 * 0 0

* i9 1 KA * n ? * c n JMANUFACTURING — — —— — g - .NONMANUF AC T URING

1U L t K K j f  r n T K U L L

19

108

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

10
39 + .5 0 8 3 . 0 0 -  9 9 .5 0 16 8 15 22 12 1OJ 3 7 »3 2,50

SECRETARIES --------------------------------------------------------------- 319 3 9 .0 1 + 7 .5 0 1 5 1 .0 0 1 2 1 .5 0 —1 7 + .00 - - + 1 - - 10 11 10 27 13 22 19 39 39 30 ++ 1 + 20 12 *
1 3 9 .5 0 1 0 6 .5 0 -1 6 1 .5 0 10 8 2+ 12 11 15 23 21 15 12 10 8r iu n S A ilU r  A L 1 UK 1 Nb ” ”

j L U K t  1 AK 11 j  f (.LA j j  A
3 0*3 1 58 *00 J

FlUNnANUr A L  1 UK 1 Nw l_

j t v K t 1A K I t L L A j j  O
36 1 4 5 0 0 1 52 *10 2 J J 3

j l LKl 1 AK I t  j i  LLA j j
A3 ^ 0*0 3 J 3 ^7 3 3

NUNSANUrAO 1UK1NO

2-2
^92 3 8*0 1 28 *00 ^8 J

w
29

rO
8 * 3

7*
25

3 9 .0 1 0 5 .5 0 1 0 0 .5 0 8 7 .5 0 - 1 2 3 .0 0  
1 0 + .0 0 - 1 3 * .5 0 3

_ 10 10 12
8

g
i

3

1 5

14 ^6
8
8

15 3 9 .5 1 1 7 .5 0 -1 + 8 .5 0 1

See foo tn otes  at end o f  ta b le s .
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8

T a b le  A -1 . O f f ic e  o c c u p a t io n s —w o m e n  C ontinued

(A vera g e  s tr a ig h t -t im e  w eek ly  h ou rs  and earn ings fo r  se le c te d  occu p a tio n s  stud ied  on an a rea  b a s is  by  in du stry  d iv is io n , C h a rle sto n , W. Va. , M a rch  1972)

Weekly earnings 1 
(standard) N u m ber o f  w o rk e rs re c e iv in g  stra ight -tim e w eek ly  earn in gs o f----

S e x , o ccu p a tio n , and in d u stry  d iv is io n
Number

of

(standard)
Mean2 M edian2 Middle range2

Under
*
60

% $
60

and
under

$
65

«
70

t
75

*
80 85

*
90

$ 95 $100 t
110

s t
120 130

t
140

$ *
150 160

*
170

$ *
1 80  190

$
200

»
210

and

65 70 T5 80 85 90 95 100. _LLQ.. 120 130 H P 130 160 170 180 190  200 210 ov e r

WOMEN -  CONTINUED
$ $ $ $ 3 1

27

35
30

39I 0
39.539.0

8 0 .5 0

8 5 .0 0
8 4 .0 0

7 2 .5 0

8 2 .5 0  
8 2 .0 0

6 5 . 0 0 -  9 0 .0 0

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

1

1

NONMANUFACTURING — —

SWITCHBOARD OPERATOR-RECEPTIONISTS- A - 9
8

11
10

3 3 3 1
NONHANUF AC TURING —————————— — —

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

! 28 1 .5 0 —1 1 1 .0 0 5 £ *
11

See fo o tn otes  at end o f  ta b le s .

T a b le  A - 2 .  P ro fe s s io n a l and te c h n ic a l  o c c u p a t io n s —m en and w o m e n

(A v e ra g e  s tr a ig h t -t im e  w e e k ly  h ou rs and ea rn in gs  fo r  se le c te d  occu p a tio n s  stud ied  on an a rea  b a s is  by in du stry  d iv is io n , C h a rleston , W. V a ., M a rch  1972)

Weekly 
(stan

earnings 1 
dard) N um ber o f w o rk e r s re ce iv in g  s tr a ig h t -t im e  w eek ly  ea rn in gs o f—

S e x , occu p a tio n , and in du stry  d iv is ion
Number

of weekly

(standard)
Mean2 M edian2 Middle range2

$ s
95 100

and

*
105

*
11 0

t
115

$
120

$
125

i
130

t
135

t
140

t
145

t
150

$
155

s
160

t
165

$
170

*
175

t
180

$
185

*
190

100 105 1 1 0 115 1 2 0 125 130 135 140 145 150 155 160 165 170 175 180 185 190 2 0 0

H E N
$ $ $ $

1 it*nn |22 MJ.O 161.00 167.30 1
C O M P U T E R  P R O G R A M E R S ,
UUjlNtjoi LLAoj L

30*0 127*50 127*00

W O M E N

i
37.5 134.50 133.50 110.50-161.00 5C O M P U T E R  O P E R A T O R S ?  C L A S S  B 28

N U R S E S ,  I N D U S T R I A L  ( R E G I S T E R E D !  --- 32
28

40.0
40.0

169.00
168.00

170.50
167.50

159.50-175.00
159.00-175.00

1
1

- 1 7 5 2
1

9 1 1 2
M A N U F A C T U R I N O

See foo tn otes  at end o f ta b le s .
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(A v e ra g e  s tra ig h t-t im e  w eek ly  h ou rs and ea rn in gs  fo r  s e le c te d  occu pa tion s  stud ied  on an a re a  b a s is  by in dustry  d iv is io n , C h a rleston , W. V a ., M a rch  1972)

T a b le  A - 3 .  O ff ic e ,  professional, and techn ica l o c c u p a t io n s —m en and w o m e n  co m b in ed

Average Average Average

O ccupation  and industry d iv is ion
Number

of
workers

Weekly 
hours 1 

(standard)

Weekly 
eamings 1 
(standard)

O ccupation  and in dustry  d iv is io n
Number

of
workers

Weekly 
hours 1 

(standard)

Weekly 
eamings 1 
(standard)

O ccupation  and industry d iv is ion
Number

of
workers

Weekly

[standard)

Weekly 
earnings 1 
(standard)

OFFICE OCCUPATIONS OFFICE OCCUPATIONS -  CONTINUED
$

OFFICE OCCUPATIONS -  CONTINUED
$

$ n L  je iL N u t K a  1 U r  r  i  L b  u U T  j  AN U  b lK L « >  1
MACHINC)

1 0 2 * 5 0
B IL L E R S , MACHINE (BOOKKEEPING

1 9
1 9 O

 O
 

o
 o 8 9 .0 0

8 9 .0 0
32 2
18 6

3 9 . 0
3 8 . 5

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

SWITCHBOARD OPERATOR-RECEPTIONISTS- 35 3 9 . 5 8 5* 0 0

62 3 9 . 5
BOOKKEEPING-MACHINE OPERATORS, 1 5

t 5
3 8 . 5
3 8 . 5

1 4 8 . 0 0
1 T r 1 j 1 j  # v L A A

SECRETARIES# CLASS A

30 3 9 . 5 9 2 . 0 0
1 4 8 . 0 0

NONMANUF ACTURIN6 — —— —— —
40
36

3 8 . 5
3 8 . 5

1 4 2 . 5 0
1 4 5 . 0 01 1 9 3 9 . 5 1 3 7 . 0 0

SECRETARIES# CLASS B
CLERKS# ACCOUNTING# CLASS A ™ ——

AT
16 6  00 
1 4 3 . 0 0 PROFESSIONAL AND TECHNICAL 

OCCUPATIONS
* 0 . 0

«
1 1 7 3 9 . 5 9 5 . 0 0 92 3 8 . 0 1 2 8 . 0 0

,
32 4 0 . 0 1 4 0 . 0 0 98 3 9 . 5 1 1 0 . 0 0 36 3 7 . 0 1 2 3 * 0 0NONMANUFACTUklNG

S A N U t-A L  lU K IN b J ^  ^
COMPUTER PROGRAHERS,

49
1 9

10 8

3 9 . 0
3 7 . 0

3 8 . 0

1 2 5 . 5 0
1 0 6 . 5 0

9 5 . 0 0

26 3 9 . 0 1 2 6 . 0 0 BUSINESS# CLASS C —— — ———— ——— 16 38 * 0 1 2 7 * 5 0

STENOGRAPHERS, SENIOR ----------------------------------- 1 2 5
66

3 9 . 5
4 0 . 0

1 2 8 . 0 0
1 3 9 . 0 0

NONHANUE AC TUR I NG ——— — — — — 1 6 38 *0 1 2 7 * 5 0

DRAFTSMEN* CLASS C " — — — — *  —* j  —— 16 60*0 1 5 6 . 0 0

SWITCHBOARD OPERATORS# CLASS A ---------- 1 5 3 9 . 5 1 3 1 . 5 0
NURSES, INDUSTRIAL (REGISTERED) ------- 32 4 0 . 0 1 6 9 . 0 0

H A N U r A L 1 UK 1 N il — 1 6 8 * 0 0

See foo tn otes  at end o f ta b le s .
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T ab le  A -4 . M aintenance and pow erplant occupations

(A vera g e  s tr a ig h t -t im e  h o u r ly  ea rn in gs  fo r  s e le c te d  occu p a tio n s  stud ied  on an a re a  b a s is  by in du stry  d iv is io n , C h a rle sto n , W . V a ., M a rch  1972)

Hourly earnings3 N u m ber o f w ork ers re ce iv in g 3 tra ig h t-tim e  h ou r ly  earn ings o f—
» t t $ * I * i t i $ t i i i i t i i % * i

Number , 3 . 1 0 3 . 2 0 3 . 3 0 3 . 6 0 3 . 5 0 3 . 6 0 3 . 7 0 3 . 8 0 3 . 9 0  6 . 0 0 6 . 10 6 . 2 0 6 . 3 0 6 . 6 0 6 . 5 0 6 . 6 0 6 . 70 6 . 8 0 6 . 9 0 5 . 0 0 5 . 2 0 5 . 6 0S ex , o ccu p a tio n , and in dustry  d iv is ion of Under
workers M ean2 Median2 Middle range 2 % and

3 * 1 0  under

3 . 2 0 3 . 3 0 3 . 6 0 3 . 5 0 3 . 6 0 3 . 7 0 3 . 8 0 3 . 9 0 6 . 0 0  6 . 1 0 6 . 20 6 . 3 0 6 . 6 0 6 . 5 0 6 . 6 0 6 . 7 0 6. 80 6 . 9 0 5 . 0 0 5 . 2 0  5 . 6 0 5 , 6 0

HEN

$ $ $ $
CARPENTERS, MAINTENANCE ----------------------- 1 0 1 6 . 7 2 6 . 7 6 6 . 6 6 -  6 .9 6 1 - - - - - - - 1 - 1 2 3 - - 26 1 8 - 62 - - -

XVVA + . fO 1U * *

23 7
2 3 5

69
*8

30; f ; 7 3 7 J*• 73 *• 62  * . 9 * * 2* * 99

ENGINEERS, STATIONARY ---------------------------- 1 5 9 6 . 7 5 6 . 7 3 6 . 6 5 -  6 . 9 3 - - - - _ - - . 1 7 6 - 6 - 53 38 - 50 2 _ _
M A N U F A C T U R I N G  --------------------------------------- 1 5 1 6 . 7 8 6 . 7 6 6 . 6 6 -  6 . 9 3 - - - - “ “ - - - - 6 - 6 - 53 38 50 2 “

MACHINISTS, M A I N TENANCE ----------------------- 1 5 4 6 . 6 7 6 . 6 7 6 . 6 0 -  6 . 7 7 - _ _ - 3 _ _ - _ 1 3 9 - 1 3 56 30 _ 27 1 _ 2
MANU F A C T U R I N G  --------------------------------------- 1 3 6 6 . 6 5 6 . 6 7 6 . 5 7 -  6 . 7 8 - - - - 3 - - - - - 1 3 9 - 1 3 65 25 “ 27 1 “

MECHANICS, A U T OMOTIVE
(MAINTENANCE) ------------------------------------------- 16 6 6 . 5 8 6 . 7 0 6 . 0 3 -  5 . 0 7 8 3 6 1 1 - 1 7 5 - - 2 2 3 6 8 22 6 1 1 8 23 - 36

M A N U F A C T U R I N G  --------------------------------------- 65 3 . 9 7 3 . 7 6 3 . 2 9 -  6 . 6 6 3 3 6 - - 1 7 5 - - - 2 - 3 - 8 6 - 3 - - -
N O N M A N U F A C T U R I N G  -------------------------------- 1 2 1 6 . 8 0 6 . 9 8 6 . 5 8 -  5 . 5 1 5 - 1 1 - - - - - - 2 - 3 3 8 1 6 2 1 1 5 23 - 36

PUBLIC UTIL I T I E S  ---------------------------- 10 0 6 . 9 1 5 . 0 3 6 . 5 8 -  5 . 5 3 - - 1 1 - - - - - - 2 - 3 3 8 “ 1 1 5 2 3 - 36

MECHANICS, MAIN T E N A N C E  -------------------------- 3 5 1 * • 7 7 6 . 7 7 6 . 6 7 -  6 .9 6 3 - . _ - 6 . - * - 1 7 - - - 86 89 - 1 6 9 1 . .
M A N U F A C T U R I N G  --------------------------------------- 36 3 6 . 7 8 6 . 7 8 6 . 6 7 -  6 .9 6 - - - - - 6 - - * - 1 7 - - - 86 86 1 6 9 1 - -

MILL W R I G H T S  -------------------------------------------------- 1 3 5 6 . 7 7 6 . 7 6 6 . 6 6 -  6 . 9 2 5 1 - - 69 37 - 6 3 - - -
* • 7 7 * • 7 * 6 . 6 6  6 . 9 2 5 * 9

PAINTERS, M A I N TENANCE ---------------------------- 65 6 . 7 5 6 . 9 0 6 . 6 3 -  6 . 9 5 - - - - - _ 1 - 2 - 5 3 - 2 1 _ - 32 _ - 1
M A N U F A C T U R I N G  ------------------------ 62 6 . 7 6 6 . 9 0 6 . 6 3 -  6 . 9 5 “ * “ “ 1 ~ “ 5 3 * 2 1 “ - 32 - - -

PIPEFITTERS, M A I N TENANCE ------------- 3 7 3 6 . 7 8 6 . 7 7 6 . 6 6 -  6 .9 6 - 29 6 - 6 86 87 - 1 6 2 - - -

See fo o tn otes  at end o f ta b les.
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T ab le  A -5 . Custodial and m aterial m ovem ent occupations

(A v e ra g e  s tra ig h t -t im e  h ou rly  earn in gs fo r  s e le c te d  o ccu p a tion s  studied on an a rea  b a s is  by in du stry  d iv is io n , C h a rle sto n , W. V a . , M a rch  1972)

11

S e x , occu p a tio n , and in dustry  d iv is ion

MEN

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

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

PUBLIC UTILITIES ----------------------------

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

RECEIVING CLERKS ---------------------------------------
NONMANUFACTURING --------------------------------

TRUCKDRIVERS ---------------------------------------------
MANUFACTURING ---------------------------------------
NONMANUFACTURING --------------------------------

PUBLIC UTILITIES ----------------------------

TRUCKDRIVERS, HEAVY (OVER A TONS,
TRAILER TYPEI ---------------------------------------
MANUFACTURING ---------------------------------------
NONMANUFACTURING --------------------------------

PUBLIC UTILITIES ----------------------------

TRUCKDRIVERS, HEAVY (OVER A TONS, 
OTHER THAN TRAILER TYPEI --------------

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

Hourly earnings3 N u m ber o f  w o rk e r s  re c e iv in g  s tra ig h t -t im e  h ou rly  earn ings o f---

Number » i * i t % $ t * $ $ S * S % s * * » S $ * $
1 . 6 0 1 . 7 0 1 . 8 0 1 . 9 0 2 . 0 0 2 . 1 0 2 . 2 0 2 . AO 2 . 6 0 2 . 8 0 3 . 0 0 3 . 2 0 3 . A0 3 . 6 0 3 . 8 0 A . 00 A. 20 A.A0 A . 60 A. 80 5 . 0 0 5 . 2 0 5 . A0

workers
M " " 2 M edian2 Middle range 2 and

under
1 . 7 0 1 . 8 0 1 . 9 0 2 . 0 0 2 . 1 0 2 . 20 2 , A0 2 . 6 0 2 , 8 0 3 . 0 0 3 . 2 0 3 . A0 3 . 6 0 3 . 8 0 o o A , ? 0 A. A0 A . 60 A . 80 Ul o o 5 . 2 0 5 . A0 5 . 6 0

$ $ $ $
1 0 1 2 . 8 6 1 . 9 9 1 . 7 7 -  A.A2 - 36 1 1 A 2 - 1 1 - - 1 9 7 29 - - - - -

A3 A . 18 A. A3 3 . 8 6 -  A .A7 7 * 7 * 29 - - - -

36A 2 . A 1 1 . 8 7 1 . 6 7 -  3 . 3 9 1 3 2 3 1 27 A 10 1 10 8 16 9 7 20 1 9 6 1 A 5 - _ - _ _
12A 3 . 2 6 3 . 7 0 2 . 7 5 -  3 . 7 6 - 2 7 1 5 - A 5 1 1 6 - - 1 9 6 1 3
2A0 1 . 9 7 1 . 6 9 1 . 6 5 -  1 . 9 0 1 3 2 29 20 3 5 1 6 3 5 3 7 20 - 1 5 - - - - - - -

32 3 . 2 1 3 . 3 2 3 . 1 6 -  3 . 3 7 - - * 1 2 1 7 20 - * 1

1 5 7 2 . 6 1 2 .A 9 1 . 7 9 -  3 . 0 7 1 5 27 3 1 0 7 A 7 6 1 1 18 1 7 - 3 1 1 2 - 16 - - _ - _ _
36 3 . 1 6 3 . 0 7 3 . 0 1 -  3 . 8 3 - - - 1 1 1 - 2 - 3 16 - - - 1 2

1 2 1 2.AA 2 . 1 3 1 . 7 6 -  2 . 8 A 1 5 27 3 9 6 3 7 A 1 1 1 5 1 3 1 * 16 * - - “ - -

58 3 . 8 3 A . 3 1 2 . 7 8 -  A . 38 - - 1 - 3 - 5 1 6 _ - 1 - 1 - - 32 - 2 6 - _
23 3 . 0 6 2 . 7 2 2 . 2 A -  A . 82 - - 1 “ 3 - 5 1 6 * 1 “ * “ - 6 - -

606 A . 16 A . 36 3 . A 9 -  A . 68 5 2 2 7 1 3 _ 2 1 3 10 18 A7 1 3 36 5 16 62 7A 30 12 0 1 76 5A
2A3 3 . 9 2 A . 16 3 . A 7 -  A . 3 5 - - - - - - 1 1 - 3 38 1 3 2 1 1 1 1 5 1 7 1 29 2 1 - - -
36 3 A . 32 A . 66 3 . A 9 -  5 . 1 5 5 2 2 7 1 3 - 1 12 10 1 5 9 - 1 5 A 5 1 1 3 1 1 1 8 - 76 - 5A
1 A 1 5 . 1 5 5 . 1 8 5 . 1 3 -  5 . AA 3 5 2 1 “ 76 5A

17 6 A . 92 5 . 1 6 A . 7 0 -  5 .A 2 3 1 2 1 3 _ 5 3 3 1 5 1 76 5A
27 3 . 6 6 3 . 5 6 3 . A 7 -  3 . 8 6 3 2 1 3 5 1 2 1 - - -

1A9 5 . 1 5 5 . 1 7 5 . 1 2 -  5 . A 3 1 - “ - 3 2 - 1 3 - 76 - 5A
1 3 0 5 . 2 5 5 . 1 9 5 . 1 A -  5 . AA 76 * 5A

6A 3 . 6 9 3 . 5 0 3 . 2 8 -  A . 22 - - - - - - - - - - 7 1 1 1 9 - 5 A 1 2 5 1 - - - -

3 3 3 . 5 0 3 . 6 6 2 . 5 9 -  A . 1 5 - _ _ - _ - - 9 - - 3 2 - 5 - 1A _ - - - - _

33 3 . 5 0 3 . 6 6 2 . 5 9 -  A . 1 5 9 3 2 5 1A
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B. Estab lishm ent practices and supplem entary w ag e  provisions

T a b le  B -1 . M in im u m  e n tra n c e  s a la rie s fo r w o m e n  o ffic e w o rk e rs

(D is t r ib u t io n  o f  e s t a b l is h m e n t s  s tu d ie d  in  a l l  in d u s t r ie s  an d  in  in d u s tr y  d iv is i o n s  b y  m in im u m  e n t r a n c e  s a la r y  f o r  s e l e c t e d  c a t e g o r i e s  
o f  in e x p e r i e n c e d  w o m e n  o f f i c e w o r k e r s ,  C h a r le s t o n , W . V a . ,  M a r c h  1972)

M inim um  w eekly stra igh t-tim e  s a la r y 4

Inexperienced  typists Other in exp erien ced  c le r ic a l  w ork ers  5

A ll
industries

M anufacturing N onm anufacturing

A ll
industries

M anufacturing N onm anufacturing

B ased on standard w eekly  h o u rs6 o f— B ased on standard w eekly  h o u rs 6 o f—

A ll
schedules 40 A ll

schedules 40 A ll
schedules 40 All

schedules 40

E stab lish m en ts  studied____________________________ ____ 71 22 XXX 49 XXX 71 22 XXX 49 XXX

E stab lish m en ts having a sp e c ifie d  m in im um ________________ 21 5 5 16 9 28 4 3 24 12

$52.50 and under $55 .00__________ -__________________  ___ 1 _ _ 1 _ 1 _ _ 1 _
$55.00 and under $57-50_______  _______________________ 1 - - 1 - 1 - - 1 -
$57.50 and under $60.00____________________________________ - - - - - - - - - -
$60.00 and under $62 .50____________________________________ 1 - - 1 - 3 1 - 2 -
$62.50 and under $65 .00_____ - _____________________________ 3 1 1 2 2 4 - - 4 4
$65.00 and under $67.50__________________ ________________ - - - - - 2 - - 2 -
$67.50 and under $70.00____________________________________ - - - - - 2 - - 2 -

$70.00 and under $72.50______________ —____________________ - - - - - 4 - - 4 3
$72.50 and tinder $75 .00---------------------------------------------  —  _ 1 - - 1 1 - - - -
$75.00 and under $77 .50____________________________  ______ 2 - - 2 1 - - - - -
$77.50 and under $80.00____________________________________ 1 - - 1 1 2 - - 2 2
$80.00 and under $82 .50____________________________________ 3 1 1 2 1 - - - - -
$82.50 and under. $85 .00____________________________________ - - - - - - - - - -
$85.00 and under $87.50__________________________  ________ - - - - - 1 - - 1 -
$87.50 and under $90 .00____________________________________ - - - - - - - - - -
$90.00 and under $92.50_______ _______________ ____________ 2 - - 2 1 2 - - 2 1
$92.50 and under $95 .00____________________________________ 1 - - 1 1 1 - - 1 1
$95.00 and under $97 .50____________________________________ - - - - - - - - - -
$97.50 and under $1 0 0 .0 0 ___________________________________ 3 3 3 - - 3 3 3 - -
$100.00 and under $102.50____________________ _________ 1 - - 1 1 1 - - 1 1
$102.50 and under $105.00__________________________________ 1 - - 1 - 1 - - 1 -

E stab lish m en ts having no sp e c ifie d  m in im u m ______________ 6 3 XXX 3 XXX 4 1 XXX 3 XXX

E stab lish m en ts w hich  did not em ploy  w ork ers
in this ca te g o ry ____________________________________ _____ . . 44 14 XXX 3 0 XXX 39 17 XXX 2 2 XXX

S e e  f o o t n o t e s  at e n d  o f  t a b le s .

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



T a b l e  B - 2 .  S h i f t  d i f f e r e n t ia ls

( L a t e - s h i f t  p a y  p r o v is i o n s  f o r  m a n u fa c tu r in g  p la n t w o r k e r s  b y  ty p e  and a m o u n t  o f  p a y  d i f f e r e n t ia l ,   ̂
C h a r le s t o n , W . V a .,  M a r c h  1972)

^ ^ I j3 la n t w o r k e r s ^ n ^ n a n u fa c t u r in e j^ l0 0 p e r c e n t )^ ^ ^ _ ^ ^ ^ ^ _ _ _ _ _ _ _ _ _ ^ _ ^ ^ _ ^ ^ ^ _ _ _ _ _ _ _ _ _ _ >_ _

P e r c e n t  o f  m a n u fa c tu r in g  p la n t w o r k e r s —

L a t e - s h i f t  p a y  p r o v is i o n
In e s t a b l is h m e n t s  h a v in g  p r o v is i o n s  7 

f o r  la te  s h ifts A c t u a l ly  w o rk in g  on  la te  s h ifts

S e c o n d  s h ift T h ir d  o r  o th e r  
s h ift S e c o n d  s h ift T h ir d  o r  o th e r  

s h ift

T  o ta l_______________________________________  _____ 9 4 .3 86.1 11 .8 7 .8

N o  p a y  d i f f e r e n t ia l  f o r  w o r k  on  la t e  s h i f t — __ 3 .6 1.0 0 .8 ( 8 )

P a y  d i f f e r e n t ia l  f o r  w o r k  on  la te  s h i f t __________ 9 0 .7 8 5 .0 11.0 7 .7

T y p e  an d  a m o u n t o f  d i f f e r e n t ia l :

U n ifo r m  c e n t s  (p e r  h o u r ) ___________________ 8 7 .7 8 5 .0 10.1 7 .7

9 c e n t s _______________________________  ____ 8 .5 - 1.3 -

10 c e n t s _____________________________________ 4 .7 - .7 -
12 c e n t s _____________________________________ 2 .6 8 .5 .5 .8
15 c e n t s _____________________________________ 17.3 5 .5 1 .6 .3
17 c e n t s _____________________________________ 6 .8 1.0 -
19 c e n t s _____________________________________ 4 7 .0 4 .9 -
20 c e n t s _____________________________________ .7 1.2 - -
22 c e n t s . _____ _ _ ____________________ - 6 .8 - • 9
2 3  c e n t s_— __ ____ ______________ ____  ___ - 1 .6 - .2
2 7  c e n t s ----------------- -----------------------------  ----- - 4 7 .0 - 4 .1
30 c e n t s _____________________________________ - 14.4 - 1 .4

O th e r  fo r m a l  p a y  d i f f e r e n t ia l______________ 3 .0 1 .0

S e e  fo o t n o t e s  at en d  o f  t a b le s .
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1 4

(P e r c e n t  d is t r ib u t io n  o f  p la n t w o r k e r s  a n d  o f f i c e w o r k e r s  in  a l l  in d u s t r ie s  an d  in  in d u s t r y  d iv is i o n s  b y  s c h e d u le d  w e e k ly  h o u r s  an d  d a y s  
o f  f i r s t - s h i f t  w o r k e r s ,  C h a r le s t o n ,  W . V a . ,  M a r c h  1972)

T a b l e  B - 3 .  S c h e d u l e d  w e e k l y  h o u r s  an d  d a y s

W e e k ly  h o u r s  an d  d a y s

P la n t w o r k e r s O f f i c e w o r k e r s

A l l  in d u s t r ie s M a n u fa ctu r in g P u b l ic  u t i l i t ie s A l l  in d u s t r ie s M a n u fa c tu r in g P u b l ic  u t i l it ie s

A l l  w o r k e r s _______________________________________ 100 100 100 100 100 100

32 h o u r s — 5 d a y s  _____________________________________ 1
3 2 72 h o u r s — 5 d a y s ___________________________________ 2 - - - - -
337* h o u r s — 5 d a y s __________________________________ - - - 1 - -
35 h o u r s — 5 d a y s  _____________________________________ (’ ) - - 11 - _
3674 h o u r s — 5 d a y s ________  _______________________ - - (9 ) - -
3772 h o u r s — 5 d a y s  __________________________________ 4 4 - 23 5 46
39 h o u r s — 5 d a y s ______________________________________ 3 - - 2 - -
4 0  h o u r s ____________________________  ___________________ 80 94 89 60 95 54

5 d a y s ________________________________________________ 80 94 89 60 95 54
5 72 d a y s ____________________________________________ - - - (9 ) - -

4272 h o u r s -----5 d a y s ----------------------------------------------------- - - - 2 - -

4 4  h o u r s — 5 d a y s _____________________________________ 2 - 11 1 - -

45 h o u r s  ________________________________________________ 2 2 - (9 ) - -

5 d a y s ________________________________________________ 1 2 - ( ? ) - -

6 d a y s ________________________________________________ 1 - - ( ! ) - -

4672 h o u r s — 572 d a y s ________________________________ - - -
c > - -

48 h o u r s ____ ____ _____________________  ____  ____ 7 - - (9 ) - _

5 d a y s _________________________________________  ____ 1 - - - -

6 d a y s ________________________________________________ 6 (9 )

S e e  fo o t n o t e  at en d  o f  t a b le s .
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T a b l e  B - 4 .  P a id  h o l id a y s

(P e r c e n t  d is t r ib u t io n  o f  p la n t w o r k e r s  and o f f i c e w o r k e r s  in  a l l  in d u s t r ie s  and in  in d u s t r y  d iv is i o n s  b y  n u m b e r  o f  p a id  h o l id a y s  
p r o v id e d  a n n u a lly , C h a r le s t o n ,  W . V a . , M a r c h  1972)

Ite m

P la n t w o r k e r s O f f i c e w o r k e r s

A l l  in d u s t r ie s M a n u fa ctu r in g P u b l ic  u t i l it ie s A l l  in d u s t r ie s M a n u fa ctu r in g P u b l ic  u t i l it ie s

A l l  w o r k e r s ______________________________________ 10 0 10 0 10 0 10 0 10 0 10 0

W o r k e r s  in e s t a b l is h m e n t s  p r o v id in g
p a id  h o l id a y s ________________________________________ 97 10 0 1 0 0 99 10 0 10 0

W o r k e r s  in  e s t a b l is h m e n t s  p r o v id in g
no p a id  h o l id a y s ____________________________________ 3 - - 1 - -

N u m b e r  o f  d a y s

1 h o l id a y ------------------------------------------------------------------------- 3 _ - _ _ _
2 h o l id a y s ---------------------------------------------------------------------- 1 1 - ( ! ) (9 ) -
4 h o l id a y s ______________________________________________ (’ ) - - (9 ) - -
5 h o l id a y s ----- ---------------------------------------------------------------- 5 - - 2 -
6 h o l id a y s _____________________________ ___. . .__________ 2 2 1 1 - 30 1 1 -
6 h o l id a y s  p lu s  1 h a lf  d a y ___________________________ 1 - - 1 - -
6 h o l id a y s  p lu s  2  h a lf  d a y s -------------------------------------- 1 - - (’ ) - -
7 h o l id a y s ____ ____ — --------------------------------------------------- 4 5 1 7 2 1
7 h o l id a y s  p lu s  2 h a lf  d a y s -------------------------------------- 2 4 - (’ ) 2 -
8 h o l id a y s ---------------------------------------------------------------------- 1 2 (’ ) 48 19 (’ ) 57
8 h o l id a y s  p lu s  1 h a lf  d a y ___________________________ 1 - - 3 - -
9 h o l id a y s ---------------------------------------------------------------------- 19 31 24 8 24 4
1 0  h o l id a y s --------------------------------------------------------------------- 27 47 28 28 6 1 38

T o ta l  h o l id a y  t im e  10

10  d a y s 27 47 28 28 61 38
9 d a y s  o r  m o r e _______________________________________ 46 78 52 36 85 42
8*/2 d a y s  o r  m o r e _____________________________________ 46 78 52 39 85 42
8 d a y s  o r  m o r e  —--------------------------------------------------------- 60 83 99 58 87 99
7 d a y s  o r  m o r e ------------------------------------------------------------ 65 88 10 0 65 89 10 0
6 Vz d a y s  o r  m o r e ____________________________________ 66 88 10 0 66 89 10 0
6 d a y s  o r  m o r e ------------------------------------------------------------ 88 99 1 0 0 96 99 10 0
5 d a y s  o r  m o r e ------------------------------------------------------------ 93 99 10 0 98 99 10 0
4 d a y s  o r  m o r e - ---------------------------------------------------------- 93 99 10 0 98 99 10 0
2  d a y s  o r  m o r e _______________________________________ 94 10 0 10 0 99 10 0 10 0
1 d a y  o r  m o r e --------------------------------------------------------------- 97 10 0 10 0 99 10 0 10 0

S e e  fo o t n o t e s  a t end  o f  t a b le s .

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



1 6

T a b l e  B - 5 .  P a id  v a c a t io n s

(P e r c e n t  d is t r ib u t io n  o f  p la n t w o r k e r s  an d  o f f i c e w o r k e r s  in  a l l  in d u s t r ie s  an d  in  in d u s t r y  d iv is i o n s  b y  v a c a t io n  p a y  p r o v i s i o n s ,  C h a r le s t o n ,  W . V a . ,  M a r c h  1 97 2)

P la n t w o r k e r s O f f i c e w o r k e r s

V a c a t io n  p o l i c y
A l l  in d u s t r ie s M a n u fa ctu r in g P u b l ic  u t i l it ie s A l l  in d u s tr ie s M a n u fa ctu r in g P u b l ic  u t i l it ie s

A l l  w o r k e r s ______________________________________ 100 100 100 100 100 100

M e th o d  o f  p a y m e n t  

W o r k e r s  in  e s t a b l is h m e n t s  p r o v id in g
p a id  v a c a t i o n s _______________________________________ 100 100 100 100 100 100

L e n g t h - o f - t i m e  p a y m e n t_________________________ 96 91 100 100 100 100
P e r c e n t a g e  p a y m e n t ______________________________ 4 9 - - - -

W o r k e r s  in  e s t a b l is h m e n t s  p r o v id in g
n o  p a id  v a c a t i o n s _______________________________  . . - * - - - -

A m o u n t  o f  v a c a t io n  p a y  11 

A f t e r  6 m o n th s  o f  s e r v i c e

U n d e r  1 w e e k __________________________________________ 4 _ 23 13 _ 46
1 w e e k ___________________________________________________ 8 4 - 46 78 4
O v e r  1 and u n d e r  2 w e e k s ___________________________ 3 - 11 5 5 8

A f t e r  1 y e a r  o f  s e r v i c e

1 w e e k ___________________________________________________ 52 32 83 39 6 88
O v e r  1 and  u n d e r  2 w e e k s ___________________________ 2 1 (’ ) 1 - -
2 w e e k s __________________________________________________ 46 67 17 60 93 12
3 w e e k s __________________________________________________ - - - (9 ) (9 ) -

A f t e r  2 y e a r s  o f  s e r v i c e

1 w e e k ___________________________________________________ 24 19 11 3 2 (9 )
O v e r  1 an d  u n d e r  2 w e e k s ___________________________ 3 4 (9 ) - -
2 w e e k s __  ___________________  ________________________ 73 77 88 96 98 99
O v e r  2 and u n d e r  3 w e e k s ___________________________ (9 ) - - 1 - -
3 w e e k s __________________________________________________ - - (9 ) (9 ) -

A f t e r  3 y e a r s  o f  s e r v i c e

1 w e e k  _________________________________________________ 12 13 _ 1 1 _
O v e r  1 an d  u n d e r  2 w e e k s ---------------------------------------- 2 3 - - - -
2 w e e k s __________________________________________________ 84 83 99 98 99 100
O v e r  2 an d  u n d e r  3 w e e k s ___________________________ 1 1 (9 ) 1 - -
3 w e e k s __________________________________________________ - - (9 ) (9 ) -

A f t e r  4  y e a r s  o f  s e r v i c e

1 w e e k  _________________________________________________ 12 13 _ 1 1 _
O v e r  1 a n d  u n d e r  2 w e e k s ---------------------------------------- 2 3 - - - -
2 w e e k s -----------------  ------------------------------------------------------- 84 83 99 98 99 100
O v e r  2 a n d  u n d e r  3 w e e k s —  .  ----------------------------- 1 1 (9 ) 1 - -
3 w e e k s __________________________________________________ - - (9 ) (9 ) -

A f t e r  5 y e a r s  o f  s e r v i c e

1 w e e k ___________________________________________________ 4 1 - (9 ) (9 ) -
O v e r  1 an d  u n d e r  2 w e e k s ___________________________ 1 - - - - -
2 w e e k s _____________________________________  __________ 59 29 99 75 18 100
O v e r  2 an d  u n d e r  3 w e e k s ___________________________ 1 1 (9 ) 1 - -
3 w e e k s __________________________________________________ 35 69 24 82

S e e  fo o t n o t e s  a t en d  o f  t a b le s .
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Tab le  B-5. P a id  vaca tions----Continued

(P e r c e n t  d is t r ib u t io n  o f  p la n t w o r k e r s  an d  o f f i c e w o r k e r s  in  a l l  in d u s t r ie s  and in  in d u s t r y  d iv is i o n s  b y  v a c a t io n  p a y  p r o v i s i o n s ,  C h a r le s t o n ,  W . V a . ,  M a r c h  1 97 2)

V a c a t io n  p o l i c y
P la n t w o r k e r s O f f i c e w o r k e r s

A l l  in d u s t r ie s M a n u fa ctu r in g P u b l ic  u t i l it ie s A l l  in d u s t r ie s M a n u fa ctu r in g P u b l ic  u t i l it ie s

A m o u n t  o f  v a c a t io n  p a y 11— C o n tin u e d

A f t e r  10 y e a r s  o f  s e r v i c e

1 w e e k ___________________________________________________ 4 i _ (9 ) (9 ) _
O v e r  1 an d  u n d e r  2 w e e k s ___________________________ 1 - - - - -
2 w e e k s __________________________________________________ 23 14 - 22 7 -

O v e r  2 an d  u n d e r  3 w e e k s ___________________________ C) - - 1 - -
3 w e e k s __________________________________________________ 38 15 99 54 12 100
O v e r  3 and u n d e r  4 w e e k s ___________________________ 1 1 (9 ) - - -
4 w e e k s __________________________________________________ 33 69 - 23 81 -

A f t e r  12 y e a r s  o f  s e r v i c e

1 w e e k ___________________________________________________ 4 1 - (9 ) (9 ) -
O v e r  1 and  u n d e r  2 w e e k s __________________________ 1 - - - - -
2 w e e k s __________________________________________________ 22 12 - 22 6 -
O v e r  2 and  u n d e r  3 w e e k s __________________________ 1 2 - 1 (9 ) -
3 w e e k s ---------------------------------------------------------------------------- 38 15 99 54 12 100
O v e r  3 an d  u n d e r  4 w e e k s __________________________ 1 1 (9 ) - - -

4  w e e k s __________________________________________________ 33 69 - 23 81 -

A f t e r  15 y e a r s  o f  s e r v i c e

1 w e e k ___________________________________________________ 4 1 - (9 ) (9 ) _
O v e r  1 and  u n d e r  2 w e e k s ---------------------------------------- 1 - - - - -

2 w e e k s __________________________________________________ 18 3 - 10 3 -
O v e r  2 and u n d e r  3 w e e k s ___________________________ (9 ) - - 1 - -

3 w e e k s __________________________________________________ 37 24 70 58 15 96
O v e r  3 and u n d e r  4 w e e k s __________________________ - - - (9 ) - -
4 w e e k s —________________________________________________ 39 70 30 31 82 4
O v e r  4  and u n d e r  5 w e e k s ---------------------------------------- 1 1 (9 ) - " -

A f t e r  20 y e a r s  o f  s e r v i c e

1 w e e k ___________________________________________________ 4 1 - (’ ) (9 ) -
O v e r  1 and u n d e r  2 w e e k s ___________________________ 1 - - -
2 w e e k s __________________________________________________ 15 3 9 3 -
O v e r  2 and u n d e r  3 w e e k s ___________________________ (9 ) - 1 “
3 w e e k s __________________________________________________ 20 18 - 19 5 (’ )
4  w e e k s __________________________________________________ Zb 7 99 49 11 99
O v e r  4 and u n d e r  5 w e e k s ___________________________ 1 1 (9 ) - "
5 w e e k s __________________________________________________ 33 69 23 81 “

A f t e r  25 y e a r s  o f  s e r v i c e

1 w e e k __________________________________________________ 4 1 - (9 ) (9 ) -
O v e r  1 and u n d e r  2 w e e k s __________________________ 1 - - " -
2 w e e k s __________________________________________________ 15 3 - 9 3 -
O v e r  2 and u n d e r  3 w e e k s ---------------------------------------- (9 ) - - 1 “ “
3 w e e k s __________________________________________________ 13 2 * 18 2 (9 )
O v e r  3 an d  u n d e r  4  w e e k s --------------------------------------- 4 9 - 1 4 ~
4 w e e k s _________________________________ —---------------------- 22 13 66 29 10 46
O v e r  4 an d  u n d e r  5 w e e k s ___________________________ (9 ) - C) (9 ) - -
5 w e e k s __________________________________________________ 41 70 34 42 82 54
O v e r  5 an d  u n d e r  6 w e e k s __________________________ 1 1

S e e  fo o tn o te s  a t end  o f  t a b le s .Digitized for FRASER 
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T ab le  B-5. P a id  vaca tions----Continued

(P e r c e n t  d is t r ib u t io n  o f  p la n t w o r k e r s  an d  o f f i c e w o r k e r s  in  a l l  in d u s t r ie s  and  in  in d u s t r y  d iv is i o n s  b y  v a c a t io n  p a y  p r o v i s i o n s ,  C h a r le s t o n ,  W . V a . ,  M a r c h  1 97 2)

P la n t w o r k e r s O f f i c e w o r k e r  s

V a c a t io n  p o l i c y
A l l  in d u s t r ie s M a n u fa ctu r in g P u b l ic  u t i l it ie s A l l  in d u s tr ie s M a n u fa c tu r in g P u b l ic  u t i l it ie s

A m o u n t  o f  v a c a t io n  p a y  11— C o n tin u e d  

A f t e r  30 y e a r s  o f  s e r v i c e

1 w e e k ___________________________________________________ 4 1 - (9 ) (9 > _
O v e r  1 an d  u n d e r  2 w e e k s ___________________________ 1 - - - - -
2 w e e k s __________________________________________________ 15 3 - 9 3 -
O v e r  2 and  u n d e r  3 w e e k s ___________________________ (9 ) - - 1 - -
3 w e e k s __________________________________________________ 13 2 - 18 2 (’ )
O v e r  3 and  u n d e r  4  w e e k s ______  __________________ 4 9 - 1 4 -
4 w e e k s __________________________________________________ 18 13 44 20 10 15
O v e r  4 and u n d e r  5 w e e k s ______________________  -- (9 ) - (9 ) - - -
5 w e e k s ---------------------------------------------------------------------------- 22 23 55 34 21 85
O v e r  5 and u n d e r  6 w e e k s ___________________________ 1 1 - - - -
6 w e e k s __________________________________________________ 22 47 - 17 61 -

M a x im u m  v a c a t io n  a v a ila b le

1 w e e k  ______________________________________________ 4 1 - (9 ) (9 ) _
O v e r  1 and u n d e r  2 w e e k s  _ _ ---------- ----- 1 - - - - -
2 w e e k s __________________________________________________ 15 3 - 9 3 -
O v e r  2 and u n d e r  3 w e e k s ----------------------------------------- (9 ) - - 1 - -
3 w e e k s _________________________________________________ 13 2 - 18 2 (9 )
O v e r  3 an d  u n d e r  4  w e e k s ___________________________ 4 9 - 1 4 -
4 w e e k s __________________________________________________ 18 13 44 20 10 15
O v e r  4 and u n d e r  5 w e e k s ---------  -------------------------- (9 ) - (9 ) - - -
5 w e e k s  _________________________________________________ 14 8 55 30 7 85
O v e r  5 a n d  u n d e r  6 w e e k s ___________________________ 1 1 - - - -
6 w e e k s __________________________________________________ 30 62 - 20 74 -
O v e r  6 w e e k s __________  ______________________________ (9 )

S e e  fo o t n o t e s  at en d  o f  t a b le s .
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(P e r c e n t  o f  p la n t w o r k e r s  and o f f i c e w o r k e r s  in  a l l  in d u s t r ie s  and  in  in d u s tr y  d iv is i o n s  e m p lo y e d  in  e s t a b l is h m e n t s  p r o v id in g  
h e a lth , in s u r a n c e ,  o r  p e n s io n  b e n e f i t s ,  C h a r le s t o n , W . V a . ,  M a r c h  1972)

Tab le  B-6. Health, insurance, and pension  p lans

T y p e  o f  b e n e f it  and  
fin a n c in g  12

P la n t w o r k e r s O ff i c e  w o r k e r s

A l l  in d u s t r ie s M a n u fa c tu r in g P u b l ic  u t i l it ie s A l l  in d u s tr ie s M a n u fa ctu r in g P u b l ic  u t il it ie s

A l l  w o r k e r s _________________ - _____________________ 100 100 100 100 100 100

W o r k e r s  in  e s t a b l is h m e n t s  p r o v id in g  at
le a s t  1 o f  th e  b e n e f i t s  sh o w n  b e l o w _____________ 96 99 100 99 99 100

L i fe  in s u r a n c e ------------- ---------------  --------------------- 92 98 100 96 98 100
N o n c o n t r ib u to r y  p l a n s ___________ ____________ 44 38 68 53 23 61

A c c id e n t a l  d e a th  and  d is m e m b e r m e n t
in s u r a n c e ---------------------------------------------------------------- 52 34 89 67 21 92

N o n c o n t r ib u to r y  p l a n s ----------------------- - ----- 29 22 69 44 7 61
S ic k n e s s  and a c c id e n t  in s u r a n c e  o r

s i c k  le a v e  o r  b o th  13_____________________________ 90 98 93 98 99 99

S ic k n e s s  an d  a c c id e n t  in s u r a n c e ___________ 75 95 64 50 32 51
N o n c o n t r ib u to r y  p l a n s ------------------------------ 56 76 62 38 15 51

S ic k  le a v e  ( fu ll  p a y  an d  n o
w a it in g  p e r i o d ) _______________________________ 27 13 48 85 95 90

S ic k  le a v e  (p a r t ia l  p a y  o r
w a it in g  p e r i o d ) ------------------------------------------------ 15 13 14 7 (9 ) 9

L o n g - t e r m  d i s a b i l i t y  in s u r a n c e ------------------------ 40 52 64 50 69 42
N o n c o n t r ib u to r y  p l a n s ------------------------------------ 7 2 36 17 2 4

H o s p i ta l iz a t io n  in s u r a n c e _______________________ 94 99 100 97 98 99
N o n c o n t r ib u to r y  p l a n s ------------------------------------ 68 92 92 79 89 95

S u r g ic a l  in s u r a n c e ________________________________ 94 99 100 97 98 100
N o n c o n t r ib u to r y  p la n s  — -------------------------------- 68 90 92 79 88 95

M e d ic a l  in s u r a n c e ------------------------------------------------- 90 96 100 96 98 100
N o n c o n t r ib u to r y  p l a n s ------------------------------------ 65 87 92 78 88 95

M a jo r  m e d i c a l  in s u r a n c e _______________________ 73 72 99 84 86 100
N o n c o n t r ib u to r y  p l a n s ------------------------------------ 29 18 92 51 13 95

D e n ta l i n s u r a n c e __________________________________ 5 1 30 5 (* ) ( 9 )
N o n c o n t r ib u to r y  p l a n s ------------------------------------ 5 1 30 5 “ (9 )

R e t i r e m e n t  p e n s io n ------------------------------------------------ 75 94 93 80 96 93
N o n c o n t r ib u to r y  p l a n s ------------------------------------ 66 91 81 61 88 84

S ee  fo o t n o t e s  at end  o f  t a b le s .
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Footnotes

A ll o f these standard footn otes m ay not apply to this bulletin .

1 Standard h ours re f le c t  the w orkw eek  fo r  w hich em p loyees re ce iv e  their regu lar stra ig h t-tim e  sa la rie s  (e x clu sive  o f pay fo r  ov ertim e  
at regu lar  a n d /o r  prem iu m  ra te s ), and the earn ings co rre sp o n d  to these w eekly  h ours.

2 The m ean is  com puted fo r  each  jo b  by totaling the earn ings o f  a ll w o rk e rs  and dividing by  the num ber o f w o rk e rs . The m edian
design ates p os ition — half o f  the em p loyees surveyed  re ce iv e  m o re  than the rate shown; half r e ce iv e  le s s  than the rate shown. The m iddle
range is  defined  by  2 rates o f  pay; a fourth  o f the w ork ers  earn le s s  than the low er o f these rates and a fourth earn  m o re  than the higher rate.

3 E x clu d es  p rem iu m  pay fo r  ov ertim e  and fo r  w ork  on w eekends, h o lida ys , and late sh ifts.
4 T h ese  sa la r ie s  re la te  to fo rm a lly  estab lished  m inim um  starting (hiring) regu lar stra ig h t-tim e  sa la rie s  that are paid fo r  standard 

w orkw eeks.
5 E xclu d es w o rk e rs  in su b c le r ica l jo b s  such as m e sse n g e r .
6 Data are p resen ted  fo r  a ll standard w orkw eeks com bined , and fo r  the m ost com m on  standard w orkw eeks reported .
7 Includes a ll p lantw orkers in estab lishm ents cu rren tly  operating late sh ifts , and estab lishm ents w hose fo rm a l p ro v is io n s  co v e r  late 

sh ifts , even though the estab lishm ents w ere  not cu rren tly  operating late sh ifts.
8 L e ss  than 0.05 p ercen t.
9 L e ss  than 0.5 percen t.
10 A ll com bination s o f fu ll and half days that add to the sam e amount are com bined ; fo r  exam ple, the p rop ortion  o f w o rk e rs  rece iv in g  a

tota l o f 9 days in cludes those with 9 fu ll days and no half days, 8 fu ll days and 2 half days, 7 fu ll days and 4 half days, and so on. P rop ortion s
then w ere  cum ulated.

11 Includes paym ents other than "len gth  o f t im e ,"  such as p ercen ta ge  o f annual earn ings or  fla t-su m  paym ents, con v erted  to an equivalent
tim e b a s is ; fo r  exam ple, a paym ent o f 2 p ercen t o f annual earn ings w as con s id ered  as 1 w e e k 's  pay. P e r io d s  o f s e r v ice  w ere  ch osen  a rb itra r ily
and do not n e ce s s a r ily  r e f le c t  the individual p rov is ion s  fo r  p ro g re ss io n . F o r  exam ple, the changes in p rop ortion s  in dicated  at 10 y e a rs ' se rv ice
include changes in p ro v is io n s  o ccu rr in g  betw een  5 and 10 y e a rs . E stim ates are cum ulative. Thus, the p rop ortion  e lig ib le  fo r  3 w eek s' pay or
m o re  a fter 10 y ears  in cludes those e lig ib le  fo r  3 w eek s ' pay or  m o re  a fter few er years o f se rv ice .

12 E stim ates  lis te d  a fter type o f ben efit are  for  a ll plans fo r  w hich at least a part o f the co st is  born e by  the em p loyer . "N on con tribu tory  
p la n s" include on ly  those plans financed en tire ly  by the em p loyer . E xcluded  are leg a lly  requ ired  p lans, such as w ork m en 's  com pen sation , s o c ia l 
se cu r ity , and ra ilroa d  retirem en t.

13 U nduplicated total o f w o rk e rs  rece iv in g  sick  leave or  s ick n ess and acciden t in surance shown sep ara te ly  below . S ick  leave plans are 
lim ited  to those w hich  d e fin ite ly  estab lish  at lea st the m inim um  num ber o f days ' pay that can be expected  by each em p loyee . In form al sick  
lea ve  a llow an ces determ ined  on an individual basis  are excluded.
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A p p e n d ix .  O c c u p a tio n a l  D e s c r ip t io n s

T h e  p r im a r y  p u r p o s e  o f  p r e p a r in g  j o b  d e s c r ip t i o n s  f o r  th e  B u r e a u 's  w a g e  s u r v e y s  is  t o  a s s i s t  it s  f i e ld  s t a f f  in  c la s s i f y in g  in to  a p p r o p r ia t e  
o c c u p a t io n s  w o r k e r s  w h o a r e  e m p lo y e d  u n d e r  a v a r ie t y  o f  p a y r o l l  t i t l e s  and 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 is h m e n t  to  e s t a b l is h m e n t  and 
f r o m  a r e a  to  a r e a .  T h is  p e r m it s  th e  g ro u p in g  o f  o c c u p a t io n a l w a g e  r a t e s  r e p r e s e n t in g  c o m p a r a b le  j o b  co n te n t . B e c a u s e  o f  th is  e m p h a s is  on  
in te r e s t a b l is h m e n t  and in t e r a r e a  c o m p a r a b i l i t y  o f  o c c u p a t io n a l  c o n te n t , th e  B u r e a u 's  j o b  d e s c r ip t i o n s  m a y  d i f f e r  s ig n i f i c a n t ly  f r o m  t h o s e  in  u s e  in  
in d iv id u a l e s t a b l is h m e n t s  o r  t h o s e  p r e p a r e d  f o r  o t h e r  p u r p o s e s .  In a p p ly in g  t h e s e  j o b  d e s c r i p t i o n s ,  th e  B u r e a u 's  f i e ld  e c o n o m is t s  a r e  in s t r u c t e d  
to  e x c lu d e  w o rk in g  s u p e r v is o r s ;  a p p r e n t ic e s ;  l e a r n e r s ;  b e g in n e r s ;  t r a in e e s ;  and h a n d ica p p e d , p a r t - t im e ,  t e m p o r a r y ,  and  p r o b a t io n a r y  w o r k e r s .

O FFIC E

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

P r e p a r e s  s ta te m e n ts , b i l l s ,  and in v o i c e s  o n  a m a c h in e  o t h e r  than  an o r d in a r y  o r  e l e c t r o -  
m a t ic  t y p e w r i t e r .  M a y  a ls o  k e e p  r e c o r d s  as to  b i l l in g s  o r  sh ip p in g  c h a r g e s  o r  p e r f o r m  o th e r  
c l e r i c a l  w o r k  in c id e n ta l  t o  b il l in g  o p e r a t io n s .  F o r  w a g e  stu d y  p u r p o s e s ,  b i l l e r s ,  m a c h in e ,  a r e  
c l a s s i f i e d  b y  ty p e  o f  m a c h in e ,  a s  fo l lo w s :

B i l l e r ,  m a c h in e  (b il l in g  m a c h in e ) . U s e s  a s p e c ia l  b i l l in g  m a c h in e  (c o m b in a t io n  ty p in g  
and  a d d in g  m a c h in e )  to  p r e p a r e  b i l l s  and  in v o i c e s  f r o m  c u s t o m e r s ' p u r c h a s e  o r d e r s ,  in t e r 
n a lly  p r e p a r e d  o r d e r s ,  sh ip p in g  m e m o r a n d u m s , e t c .  U s u a lly  in v o lv e s  a p p l ic a t io n  o f  p r e 
d e t e r m in e d  d is c o u n t s  and sh ip p in g  c h a r g e s  and e n tr y  o f  n e c e s s a r y  e x t e n s io n s ,  w h ic h  m a y  o r  
m a y  n o t  b e  co m p u te d  o n  th e  b il l in g  m a c h in e ,  and t o t a ls  w h ic h  a r e  a u t o m a t ic a lly  a c c u m u la te d  
b y  m a c h in e .  T h e  o p e r a t io n  u s u a l ly  in v o lv e s  a  la r g e  n u m b e r  o f  c a r b o n  c o p ie s  o f  th e  b i l l  b e in g  
p r e p a r e d  and is  o fte n  d o n e  o n  a fa n fo ld  m a c h in e .

B i l l e r ,  m a c h in e  (b o o k k e e p in g  m a c h in e ) . U s e s  a b o o k k e e p in g  m a c h in e  (w ith  o r  w ith ou t 
a t y p e w r i t e r  k e y b o a r d )  to  p r e p a r e  c u s t o m e r s ' b i l l s  a s  p a r t  o f  th e  a c c o u n ts  r e c e iv a b le  o p e r a 
t io n .  G e n e r a lly  in v o lv e s  th e  s im u lta n e o u s  e n tr y  o f  f i g u r e s  on  c u s t o m e r s ' l e d g e r  r e c o r d .  T he 
m a c h in e  a u t o m a t ic a lly  a c c u m u la te s  f ig u r e s  o n  a n u m b e r  o f  v e r t i c a l  c o lu m n s  and c o m p u te s  
and u s u a l ly  p r in t s  a u t o m a t ic a lly  th e  d e b it  o r  c r e d i t  b a la n c e s .  D o e s  n ot in v o lv e  a  k n o w l-  j e d g e  o f  b o o k k e e p in g . W o rk s  f r o m  u n i fo r m  and s ta n d a rd  ty p e s  o f  s a le s  and c r e d i t  s l ip s .

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

O p e r a t e s  a  b o o k k e e p in g  m a ch in e  (w ith  o r  w ith ou t a  t y p e w r i t e r  k e y b o a r d )  t o  k e e p  a r e c o r d  
o f  b u s in e s s  t r a n s a c t i o n s .

C la s s  A . K e e p s  a se t  o f  r e c o r d s  r e q u ir in g  a k n o w le d g e  o f  and e x p e r ie n c e  in  b a s ic  
b o o k k e e p in g  p r in c ip l e s ,  and fa m il ia r i t y  w ith  th e  s t r u c t u r e  o f  th e  p a r t i c u la r  a c co u n tin g  s y s t e m  
u s e d . D e t e r m in e s  p r o p e r  r e c o r d s  and  d is t r ib u t io n  o f  d e b it  and  c r e d i t  i t e m s  t o  b e  u s e d  in  e a ch  
p h a se  o f  th e  w o r k . M a y  p r e p a r e  c o n s o l id a t e d  r e p o r t s ,  b a la n c e  s h e e t s ,  and o t h e r  r e c o r d s  
b y  h and.

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

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

P e r f o r m s  o n e  o r  m o r e  a c c o u n t in g  c l e r i c a l  t a s k s  s u c h  a s  p o s t in g  to  r e g i s t e r s  and le d g e r s ;  
r e c o n c i l in g  ban k  a c c o u n ts ;  v e r i fy in g  th e  in te r n a l c o n s is t e n c y ,  c o m p le t e n e s s ,  an d  m a th e m a t ic a l  
a c c u r a c y  o f  a c co u n tin g  d o c u m e n ts ;  a s s ig n in g  p r e s c r ib e d  a c c o u n t in g  d is t r ib u t io n  c o d e s ;  e x a m in in g  
and v e r i fy in g  f o r  c l e r i c a l  a c c u r a c y  v a r io u s  ty p e s  o f  r e p o r t s ,  l i s t s ,  c a lc u la t io n s ,  p o s t in g ,  e t c . ;  
o r  p r e p a r in g  s im p le  o r  a s s is t in g  in  p r e p a r in g  m o r e  c o m p lic a t e d  jo u r n a l v o u c h e r s .  M a y  w o r k  
in  e it h e r  a m a n u a l o r  a u to m a te d  a c c o u n t in g  s y s t e m .

T h e  w o r k  r e q u i r e s  a k n o w le d g e  o f  c l e r i c a l  m e th o d s  and o f f i c e  p r a c t i c e s  and p r o c e d u r e s  
w h ich  r e la t e s  to  th e  c l e r i c a l  p r o c e s s in g  and r e c o r d in g  o f  t r a n s a c t io n s  and a cc o u n t in g  in fo r m a t io n . 
W ith  e x p e r ie n c e ,  the w o r k e r  t y p i c a l l y  b e c o m e s  fa m i l ia r  w ith  th e  b o o k k e e p in g  and a c co u n tin g  t e r m s  
and p r o c e d u r e s  u s e d  in  th e  a s s ig n e d  w o r k ,  but is  n ot r e q u ir e d  t o  h a v e  a  k n o w le d g e  o f  th e  f o r m a l  
p r in c ip le s  o f  b o o k k e e p in g  and a c c o u n t in g .

C L E R K , A C C O U N T IN G — C o n tin u e d

P o s i t i o n s  a r e  c l a s s i f i e d  in to  le v e l s  o n  th e  b a s is  o f  th e  fo l lo w in g  d e f in it io n s .

C la s s  A . U n d e r  g e n e r a l  s u p e r v is io n ,  p e r f o r m s  a c co u n tin g  c l e r i c a l  o p e r a t io n s  w h ich  
r e q u ir e  th e  a p p l ic a t io n  o f  e x p e r ie n c e  and ju d g m e n t , f o r  e x a m p le ,  c l e r i c a l l y  p r o c e s s in g  c o m 
p l ic a t e d  o r  n o n r e p e t it iv e  a c c o u n t in g  t r a n s a c t i o n s ,  s e le c t in g  a m o n g  a su b s ta n t ia l v a r ie t y  o f  
p r e s c r ib e d  a c c o u n t in g  c o d e s  and c l a s s i f i c a t i o n s ,  o r  t r a c in g  t r a n s a c t io n s  th ro u g h  p r e v io u s  
a c c o u n t in g  a c t io n s  to  d e t e r m in e  s o u r c e  o f  d i s c r e p a n c i e s .  M a y  b e  a s s i s t e d  b y  o n e  o r  m o r e  
c l a s s  B  a cc o u n t in g  c l e r k s .

C la s s  B . U n d e r  c l o s e  s u p e r v is io n ,  f o l lo w in g  d e t a ile d  in s t r u c t io n s  and  s ta n d a r d iz e d  p r o 
c e d u r e s ,  p e r f o r m s  o n e  o r  m o r e  ro u t in e  a c co u n tin g  c l e r i c a l  o p e r a t io n s ,  s u c h  as p o s t in g  to  
l e d g e r s ,  c a r d s ,  o r  w o r k s h e e t s  w h e r e  id e n t i f ic a t io n  o f  it e m s  and lo c a t io n s  o f  p o s t in g s  a r e  
c l e a r l y  in d ic a t e d ;  c h e c k in g  a c c u r a c y  and  c o m p le t e n e s s  o f  s ta n d a r d iz e d  and r e p e t it iv e  r e c o r d s  
o r  a c c o u n t in g  d o c u m e n t s ;  and  co d in g  d o c u m e n ts  u s in g  a fe w  p r e s c r ib e d  a c co u n tin g  c o d e s .

C L E R K , F IL E

F i l e s ,  c l a s s i f i e s ,  an d  r e t r ie v e s  m a t e r ia l  in  an  e s t a b l is h e d  f i l in g  s y s t e m . M a y  p e r f o r m  
c l e r i c a l  an d  m a n u a l ta s k s  r e q u ir e d  t o  m a in ta in  f i l e s .  P o s it i o n s  a r e  c l a s s i f i e d  in to  le v e l s  o n  the 
b a s is  o f  th e  fo l lo w in g  d e f in i t io n s .

C la s s  A . C l a s s i f i e s  and in d e x e s  f i l e  m a t e r ia l  su c h  a s  c o r r e s p o n d e n c e ,  r e p o r t s ,  t e c h 
n ic a l  d o c u m e n t s ,  e t c . ,  in  an e s t a b l is h e d  f i l in g  s y s t e m  co n ta in in g  a n u m b e r  o f  v a r ie d  s u b je c t  
m a tt e r  f i l e s .  M a y  a ls o  f i l e  th is  m a t e r ia l .  M a y  k e e p  r e c o r d s  o f  v a r io u s  ty p e s  in  co n ju n c t io n  
w ith  th e  f i l e s .  M a y  le a d  a s m a ll  g ro u p  o f  l o w e r  le v e l  f i l e  c l e r k s .

C la s s  B . S o r t s ,  c o d e s ,  and f i l e s  u n c la s s i f i e d  m a t e r ia l  b y  s im p le  ( s u b je c t  m a tte r )  h e a d 
in g s  o r  p a r t ly  c l a s s i f i e d  m a t e r ia l  b y  f in e r  s u b h e a d in g s . P r e p a r e s  s im p le  r e la t e d  in d e x  and 
c r o s s - r e f e r e n c e  a id s .  A s  r e q u e s t e d ,  lo c a t e s  c l e a r ly  id e n t if ie d  m a t e r ia l  in  f i l e s  and f o r 
w a r d s  m a t e r ia l .  M a y  p e r f o r m  r e la t e d  c l e r i c a l  ta s k s  r e q u ir e d  to  m a in ta in  and  s e r v i c e  f i l e s .

C la s s  C . P e r f o r m s  ro u t in e  f i l in g  o f  m a t e r ia l  that h a s  a lr e a d y  b e e n  c l a s s i f i e d  o r  w h ich  
is  e a s i l y  c l a s s i f i e d  in  a s im p le  s e r ia l  c l a s s i f i c a t i o n  s y s t e m  ( e .g . ,  a lp h a b e t ic a l ,  c h r o n o lo g i c a l ,  
o r  n u m e r i c a l ) .  A s  r e q u e s t e d ,  lo c a t e s  r e a d i ly  a v a ila b le  m a t e r ia l  in  f i l e s  and  fo r w a r d s  m a 
t e r i a l ;  and  m a y  f i l l  ou t w ith d ra w a l c h a r g e .  M a y  p e r f o r m  s im p le  c l e r i c a l  and m a n u a l ta s k s  
r e q u i r e d  to  m a in ta in  and  s e r v i c e  f i l e s .

C L E R K , O R D E R

R e c e iv e s  c u s t o m e r s ' o r d e r s  f o r  m a t e r ia l  o r  m e r c h a n d is e  b y  m a i l ,  p h o n e , o r  p e r s o n a l ly .  
D u t ie s  in v o lv e  an y  c o m b in a t io n  o f  the fo l lo w in g : Q u o tin g  p r i c e s  to  c u s t o m e r s ;  m a k in g  ou t an  o r d e r  
s h e e t  l i s t in g  th e  i t e m s  to  m a k e  u p  th e  o r d e r ;  c h e c k in g  p r i c e s  and q u a n t it ie s  o f  it e m s  on  o r d e r  
s h e e t ; and  d is t r ib u t in g  o r d e r  s h e e ts  t o  r e s p e c t i v e  d e p a r tm e n ts  to  b e  f i l l e d .  M a y  c h e c k  w ith  c r e d i t  
d e p a r tm e n t  to  d e t e r m in e  c r e d i t  ra t in g  o {  c u s t o m e r ,  a ck n o w le d g e  r e c e ip t  o f  o r d e r s  fr o m  c u s t o m e r s ,  
f o l lo w  u p  o r d e r s  to  s e e  that th e y  h a v e  b e e n  f i l l e d ,  k e e p  f i l e  o f  o r d e r s  r e c e iv e d ,  and c h e c k  sh ip p in g  
in v o i c e s  w ith  o r ig in a l  o r d e r s .

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

C o m p u te s  w a g e s  o f  c o m p a n y  e m p lo y e e s  and  e n t e r s  th e  n e c e s s a r y  d a ta  on  th e  p a y r o l l  
s h e e t s .  D u t ie s  in v o lv e :  C a lc u la t in g  w o r k e r s ' e a r n in g s  b a s e d  o n  t im e  o r  p r o d u c t io n  r e c o r d s ;  and 
p o s t in g  c a lc u la t e d  d a ta  o n  p a y r o l l  s h e e t ,  sh o w in g  in fo r m a t io n  su c h  a s  w o r k e r 's  n a m e , w o rk in g  
d a y s ,  t im e ,  r a t e ,  d e d u c t io n s  f o r  in s u r a n c e ,  and t o ta l  w a g e s  d u e . M a y  m a k e  ou t p a y c h e c k s  and 
a s s i s t  p a y m a s te r  in  m a k in g  up  and d is t r ib u t in g  p a y  e n v e lo p e s .  M a y  u s e  a ca lc u la t in g  m a c h in e .

N O T E : T h e  B u r e a u  h a s  d is c o n t in u e d  c o l le c t in g  d a ta  f o r  o i l e r s  and p lu m b e r s .
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C O M P T O M E T E R  O P E R A T O R

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

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

O p e r a t e s  a k e y p u n ch  m a c h in e  to  r e c o r d  o r  v e r i f y  a lp h a b e t ic  a n d /o r  n u m e r ic  da ta  o n  
ta b u la t in g  c a r d s  o r  o n  ta p e .

P o s i t i o n s  a r e  c l a s s i f i e d  in to  le v e l s  o n  th e  b a s is  o f  th e  fo l lo w in g  d e f in i t io n s .

C la s s  A . W o rk  r e q u i r e s  th e  a p p l ic a t io n  o f  e x p e r ie n c e  and ju d g m e n t  in  s e le c t in g  p r o c e 
d u r e s  to  b e  fo l lo w e d  and  in  s e a r c h in g  f o r ,  in t e r p r e t in g ,  s e l e c t in g ,  o r  c o d in g  i t e m s  to  be 
k e y p u n ch e d  f r o m  a v a r ie t y  o f  s o u r c e  d o c u m e n t s .  O n o c c a s i o n  m a y  a ls o  p e r f o r m  s o m e  ro u t in e  
k e y p u n ch  w o r k .  M a y  t r a in  in e x p e r i e n c e d  k e y p u n ch  o p e r a t o r s .

C la s s  B . W o rk  is  r o u t in e  and r e p e t it iv e .  U n d e r  c l o s e  s u p e r v is io n  o r  fo l lo w in g  s p e c i f i c  
p r o c e d u r e s  o r  in s t r u c t io n s ,  w o r k s  f r o m  v a r io u s  s ta n d a r d iz e d  s o u r c e  d o c u m e n ts  w h ic h  h a v e  
b e e n  c o d e d ,  and fo l lo w s  s p e c i f ie d  p r o c e d u r e s  w h ic h  h a v e  b e e n  p r e s c r ib e d  in  d e t a il  and r e q u ir e  
l i t t le  o r  n o  s e l e c t in g ,  c o d in g ,  o r  in te r p r e t in g  o f  d a ta  t o  b e  r e c o r d e d .  R e f e r s  to  s u p e r v is o r  
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  i t e m s  o r  c o d e s  o r  m is s in g  in fo r m a t io n .

M E S S E N G E R  (O f f i c e  B o y  o r  G ir l)

P e r f o r m s  v a r io u s  r o u t in e  d u tie s  su c h  a s  ru n n in g  e r r a n d s ,  o p e r a t in g  m in o r  o f f i c e  m a 
c h in e s  s u c h  a s  s e a le r s  o r  m a i l e r s ,  o p e n in g  and d is t r ib u t in g  m a i l ,  and o t h e r  m in o r  c l e r i c a l  w o r k . 
E x c lu d e  p o s it i o n s  that r e q u i r e  o p e r a t io n  o f  a  m o t o r  v e h ic le  as a  s ig n if ic a n t  du ty .

S E C R E T A R Y

A s s ig n e d  a s  p e r s o n a l  s e c r e t a r y ,  n o r m a lly  to  o n e  in d iv id u a l.  M a in ta in s  a c l o s e  and  h ig h ly  
r e s p o n s iv e  r e la t io n s h ip  to  th e  d a y - t o -d a y  w o r k  o f  th e  s u p e r v is o r .  W o rk s  f a i r ly  in d e p e n d e n t ly  r e 
c e iv in g  a  m in im u m  o f  d e t a ile d  s u p e r v is io n  and g u id a n c e . 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 ia l  
d u t ie s ,  u s u a l ly  in c lu d in g  m o s t  o f  the fo l lo w in g :

a . R e c e iv e s  t e le p h o n e  c a l l s ,  p e r s o n a l  c a l l e r s ,  and in c o m in g  m a i l ,  a n s w e r s  ro u t in e  in 
q u i r i e s ,  an d  r o u t e s  t e c h n ic a l  in q u ir ie s  to  th e  p r o p e r  p e r s o n s ;

b .  E s t a b l i s h e s ,  m a in t a in s ,  and r e v i s e s  th e  s u p e r v i s o r 's  f i l e s ;

c .  M a in ta in s  th e  s u p e r v i s o r 's  c a le n d a r  and m a k e s  a p p o in tm e n ts  a s  in s t r u c t e d ;

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  s u b o r d in a t e s ;

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 u m s , and  r e p o r t s  p r e p a r e d  b y  o t h e r s  f o r  the 
s u p e r v i s o r 's  s ig n a tu r e  t o  a s s u r e  p r o c e d u r a l  and t y p o g r a p h ic  a c c u r a c y ;

f .  P e r f o r m s  s t e n o g r a p h ic  an d  ty p in g  w o r k .

M a y  a ls o  p e r f o r m  o t h e r  c l e r i c a l  and s e c r e t a r ia l  ta s k s  o f  c o m p a r a b le  n a tu re  and d i f f ic u l t y .  
T h e  w o r k  t y p i c a l l y  r e q u i r e s  k n o w le d g e  o f  o f f i c e  r o u t in e  and u n d e rs ta n d in g  o f  th e  o r g a n iz a t io n ,  
p r o g r a m s ,  an d  p r o c e d u r e s  r e la t e d  t o  th e  w o r k  o f  the s u p e r v is o r .

E x c lu s io n s

N o t a l l  p o s it io n s  th a t a r e  t it le d  " s e c r e t a r y "  p o s s e s s  th e  a b o v e  c h a r a c t e r i s t i c s .  E x a m p le s  
o f  p o s it i o n s  w h ic h  a r e  e x c lu d e d  f r o m  th e  d e f in it io n  a r e  a s  fo l lo w s ;

a . P o s i t i o n s  w h ic h  d o  n o t  m e e t  th e  " p e r s o n a l "  s e c r e t a r y  c o n c e p t  d e s c r i b e d  a b o v e ;

b . S t e n o g r a p h e r s  n o t  fu l ly  t r a in e d  in  s e c r e t a r ia l  ty p e  d u tie s ;

c .  S t e n o g r a p h e r s  s e r v in g  a s  o f f i c e  a s s is t a n t s  t o  a  g r o u p  o f  p r o f e s s io n a l ,  t e c h n i c a l ,  o r  
m a n a g e r ia l  p e r s o n s ;

d .  S e c r e t a r y  p o s it io n s  in  w h ic h  th e  d u tie s  a r e  e it h e r  s u b s ta n t ia lly  m o r e  ro u t in e  o r  s u b 
s t a n t ia lly  m o r e  c o m p le x  and r e s p o n s ib le  than  t h o s e  c h a r a c t e r iz e d  in  the d e f in it io n ;

e .  A s s is t a n t  ty p e  p o s it io n s  w h ich  in v o lv e  m o r e  d i f f ic u l t  o r  m o r e  r e s p o n s ib le  t e c h 
n i c a l ,  a d m in is t r a t iv e ,  s u p e r v is o r y ,  o r  s p e c ia l iz e d  c l e r i c a l  d u tie s  w h ic h  a r e  n ot t y p ic a l  o f  
s e c r e t a r ia l  w o r k .

S E C R E T A R Y — C o n tin u e d

N O T E : T h e  t e r m  " c o r p o r a t e  o f f i c e r ,  "  u s e d  in  th e  l e v e l  d e f in it io n s  fo l lo w in g ,  r e f e r s  to  
t h o s e  o f f i c i a l s  w h o  h a v e  a  s ig n if i c a n t  c o r p o r a t e -w i d e  p o l ic y m a k in g  r o l e  w ith  r e g a r d  to  m a jo r  
c o m p a n y  a c t iv i t ie s .  T h e  t i t le  " v i c e  p r e s i d e n t , "  th ou g h  n o r m a lly  in d ic a t iv e  o f  th is  r o l e ,  d o e s  n ot 
in  a ll  c a s e s  id e n t ify  s u c h  p o s i t i o n s .  V i c e  p r e s id e n t s  w h o s e  p r im a r y  r e s p o n s ib i l i t y  i s  t o  a c t  p e r 
s o n a lly  o n  in d iv id u a l c a s e s  o r  t r a n s a c t io n s  ( e .g . ,  a p p r o v e  o r  d e n y  in d iv id u a l lo a n  o r  c r e d i t  a c t io n s ;  
a d m in is t e r  in d iv id u a l t r u s t  a c c o u n ts ;  d i r e c t ly  s u p e r v is e  a  c l e r i c a l  s t a f f )  a r e  n o t  c o n s id e r e d  t o  b e  
" c o r p o r a t e  o f f i c e r s "  f o r  p u r p o s e s  o f  a p p ly in g  th e  fo l lo w in g  le v e l  d e f in i t io n s .

C la s s  A

1. S e c r e t a r y  t o  th e  c h a ir m a n  o f  th e  b o a r d  o r  p r e s id e n t  o f  a c o m p a n y  th a t e m p lo y s ,  in  
a l l ,  o v e r  100 but fe w e r  th a n  5 ,0 0 0  p e r s o n s ; o r

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

3. S e c r e t a r y  to  th e  h e a d , im m e d ia t e ly  b e lo w  th e  c o r p o r a t e  o f f i c e r  le v e l ,  o f  a m a jo r  
s e g m e n t  o r  s u b s id ia r y  o f  a c o m p a n y  th a t e m p lo y s ,  in  a l l ,  o v e r  2 5 ,0 0 0  p e r s o n s .

C la s s  B

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

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

3 . S e c r e t a r y  t o  th e  h e a d , im m e d ia t e ly  b e lo w  th e  o f f i c e r  l e v e l ,  o v e r  e it h e r  a m a jo r  
c o r p o r a t e -w i d e  fu n c t io n a l a c t iv i t y  ( e .g . ,  m a r k e t in g ,  r e s e a r c h ,  o p e r a t i o n s ,  in d u s t r ia l  r e l a -  
t io n s ,  e t c . )  o r~ a  m a jo r  g e o g r a p h ic  o r  o r g a n iz a t io n a l s e g m e n t  ( e . g . ,  a r e g io n a l  h e a d q u a r t e r s ;  
a m a jo r  d iv is io n )  o f  a c o m p a n y  th a t e m p lo y s ,  in  a ll ,  o v e r  5 ,0 0 0  but fe w e r  than  2 5 ,0 0 0  
e m p lo y e  e s ; o r

4 . S e c r e t a r y  to  th e  h e a d  o f  an in d iv id u a l p la n t , f a c t o r y ,  e t c .  ( o r  o th e r  e q u iv a le n t  le v e l  
o f  o f f i c i a 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

5 . S e c r e t a r y  t o  th e  h e a d  o f  a la r g e  and im p o r t a n t  o r g a n iz a t io n a l s e g m e n t  ( e .g . ,  a m id d le  
m a n a g e m e n t  s u p e r v is o r  o f  an o r g a n iz a t io n a l  s e g m e n t  o fte n  in v o lv in g  a s  m a n y  a s  s e v e r a l  
h u n d re d  p e r s o n s )  o r  a c o m p a n y  th a t e m p lo y s ,  in  a l l ,  o v e r  2 5 ,0 0 0  p e r s o n s .

C la s s  C

1. S e c r e t a r y  t o  an e x e c u t iv e  o r  m a n a g e r ia l  p e r s o n  w h o s e  r e s p o n s ib i l i t y  i s  n o t  e q u iv a le n t  
to  o n e  o f  th e  s p e c i f i c  le v e l  s itu a t io n s  in  th e  d e f in it io n  f o r  c l a s s  B , bu t w h o s e  o r g a n iz a t io n a l 
u n it  n o r m a lly  n u m b e r s  at le a s t  s e v e r a l  d o z e n  e m p lo y e e s  an d  i s  u s u a l ly  d iv id e d  in to  o r g a n iz a 
t io n a l s e g m e n t s  w h ic h  a r e  o f t e n , in  tu rn , fu r t h e r  s u b d iv id e d . In s o m e  c o m p a n ie s ,  th is  le v e l  
in c lu d e s  a w id e  ra n g e  o f  o r g a n iz a t io n a l e c h e lo n s ;  in  o t h e r s ,  o n ly  o n e  o r  tw o ; or

2 . S e c r e t a r y  to  th e  h e a d  o f  an in d iv id u a l p la n t, f a c t o r y ,  e t c .  ( o r  o th e r  e q u iv a le n t  le v e l  
o f  o f f i c i a l )  that e m p lo y s ,  in  a l l ,  f e w e r  th a n  5 ,0 0 0  p e r s o n s .

C la s s  D

1. S e c r e t a r y  to  th e  s u p e r v is o r  o r  h e a d  o f  a s m a ll  o r g a n iz a t io n a l  u n it ( e .g . ,  fe w e r  than  
a b ou t 25 o r  30 p e r s o n s ) ;  or

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

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

P r i m a r y  d u ty  i s  t o  ta k e  d ic t a t io n  u s in g  s h o r th a n d , and to  t r a n s c r i b e  the d ic t a t io n .  M a y  
a ls o  ty p e  f r o m  w r it te n  c o p y .  M a y  o p e r a t e  f r o m  a  s t e n o g r a p h ic  p o o l .  M a y  o c c a s i o n a l l y  t r a n s c r i b e  
f r o m  v o i c e  r e c o r d in g s  ( i f  p r im a r y  d u ty  is  t r a n s c r ib in g  f r o m  r e c o r d in g s ,  s e e  T r a n s c r ib in g -M a c h in e  
O p e r a t o r ,  G e n e r a l) .

N O T E : T h is  j o b  is  d is t in g u is h e d  f r o m  th a t o f  a  s e c r e t a r y  in  that a  s e c r e t a r y  n o r m a lly  
w o r k s  in  a c o n f id e n t ia l  r e la t io n s h ip  w ith  o n ly  o n e  m a n a g e r  o r  e x e c u 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 i s c r e t io n a r y  ta s k s  a s  d e s c r i b e d  in  th e  s e c r e t a r y  jo b  d e f in it io n .

S t e n o g r a p h e r ,  G e n e ra l

D ic t a t io n  in v o lv e s  a n o r m a l  ro u t in e  v o c a b u la r y .  M a y  m a in ta in  f i l e s ,  k e e p  s im p le  r e c o r d s ,  
o r  p e r f o r m  o t h e r  r e la t iv e ly  r o u t in e  c l e r i c a l  t a s k s .
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S T E N O G R A P H E R — C o n tin u e d  

S t e n o g r a p h e r ,  S e n io r

D ic ta t io n  in v o lv e s  a v a r ie d  t e c h n i c a l  o r  s p e c i a l iz e d  v o c a b u la r y  su ch  a s  in  le g a l  b r ie f s  
o r  r e p o r t s  on  s c ie n t i f i c  r e s e a r c h .  M a y  a ls o  s e t  up  and m a in ta in  f i l e s ,  k e e p  r e c o r d s ,  e t c .

O R

P e r f o r m s  s t e n o g r a p h ic  d u tie s  r e q u ir in g  s ig n i f i c a n t ly  g r e a t e r  in d e p e n d e n c e  and r e s p o n 
s ib i l i t y  than  s t e n o g r a p h e r ,  g e n e r a l ,  a s  e v id e n c e d  b y  th e  fo l lo w in g :  W o rk  r e q u i r e s  a h igh
d e g r e e  o f  s te n o g r a p h ic  s p e e d  and a c c u r a c y ;  a t h o ro u g h  w o r k in g  k n o w le d g e  o f  g e n e r a l  b u s in e s s  
and o f f i c e  p r o c e d u r e ;  and o f  th e  s p e c i f i c  b u s in e s s  o p e r a t io n s ,  o r g a n iz a t io n ,  p o l i c i e s ,  p r o c e 
d u r e s ,  f i l e s ,  w o r k f lo w ,  e t c .  U s e s  th is  k n o w le d g e  in  p e r f o r m in g  s t e n o g r a p h ic  d u tie s  and  
r e s p o n s ib le  c l e r i c a l  t a s k s  su c h  a s  m a in ta in in g  fo l lo w u p  f i l e s ;  a s s e m b lin g  m a t e r ia l  f o r  r e p o r t s ,  
m e m o r a n d u m s , an d  l e t t e r s ;  c o m p o s in g  s im p le  le t t e r s  f r o m  g e n e r a l  in s t r u c t io n s ;  r e a d in g  and 
ro u t in g  in c o m in g  m a il ;  and a n s w e r in g  ro u t in e  q u e s t io n s ,  e t c .

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

C la s s  A . O p e r a t e s  a s in g le -  o r  m u lt ip le -p o s it io n  t e le p h o n e  s w itc h b o a r d  h a n d lin g  in c o m in g , 
o u tg o in g , in tr a p la n t  o r  o f f i c e  c a l l s .  P e r f o r m s  fu ll t e le p h o n e  in fo r m a t io n  s e r v i c e  o r  h a n d le s  
c o m p le x  c a l l s ,  s u c h  a s  c o n f e r e n c e ,  c o l l e c t ,  o v e r s e a s ,  o r  s i m i l a r  c a l l s ,  e i t h e r  in  a d d it io n  to  
d o in g  ro u t in e  w o r k  a s  d e s c r i b e d  f o r  s w it c h b o a r d  o p e r a t o r ,  c l a s s  B , o r  a s  a fu l l - t im e  
a s s ig n m e n t .  ( " F u l l "  t e le p h o n e  in fo r m a t io n  s e r v i c e  o c c u r s  w h en  th e  e s t a b l is h m e n t  h a s  v a r ie d  
fu n c t io n s  that a r e  n ot r e a d i ly  u n d e rs ta n d a b le  f o r  t e le p h o n e  in fo r m a t io n  p u r p o s e s ,  e .g . ,  b e c a u s e  
o f  o v e r la p p in g  o r  in t e r r e la t e d  fu n c t io n s ,  and c o n s e q u e n t ly  p r e s e n t  fr e q u e n t  p r o b le m s  as to  
w h ich  e x t e n s io n s  a r e  a p p r o p r ia t e  f o r  c a l l s . )

C la s s  B . O p e r a t e s  a s in g le -  o r  m u lt ip le -p o s it io n  t e le p h o n e  s w itc h b o a r d  h a n d lin g  in c o m in g , 
o u tg o in g , in tr a p la n t  o r  o f f i c e  c a l l s .  M a y  h a n d le  ro u t in e  lo n g  d is t a n c e  c a l l s  and r e c o r d  t o l l s .  
M a y  p e r f o r m  l im it e d  t e le p h o n e  in fo r m a t io n  s e r v i c e .  ( " L im i t e d "  t e le p h o n e  in fo r m a t io n  s e r v i c e  
o c c u r s  i f  the fu n c t io n s  o f  th e  e s ta b l is h m e n t  s e r v i c e d  a r e  r e a d i ly  u n d e rs ta n d a b le  f o r  t e le p h o n e  
in fo r m a t io n  p u r p o s e s ,  o r  i f  th e  r e q u e s t s  a r e  ro u t in e ,  e .g . ,  g iv in g  e x t e n s io n  n u m b e r s  w hen  
s p e c i f i c  n a m e s  a r e  fu r n is h e d , o r  i f  c o m p le x  c a l l s  a r e  r e f e r r e d  to  a n o th e r  o p e r a t o r . )

T h e s e  c l a s s i f i c a t i o n s  d o  n ot in c lu d e  s w itc h b o a r d  o p e r a t o r s  in  t e le p h o n e  c o m p a n ie s  w ho 
a s s i s t  c u s t o m e r s  in  p la c in g  c a l l s .

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

In a d d it io n  to  p e r fo r m in g  d u tie s  o f  o p e r a t o r  o n  a s i n g le -p o s i t i o n  o r  m o n it o r - t y p e  s w it c h 
b o a r d ,  a c t s  a s  r e c e p t i o n is t  and m a y  a ls o  ty p e  o r  p e r f o r m  ro u t in e  c l e r i c a l  w o r k  a s  p a r t  o f  r e g u la r  
d u t ie s .  T h is  ty p in g  o r  c l e r i c a l  w o rk  m a y  ta k e  th e  m a jo r  p a r t  o f  th is  w o r k e r 's  t im e  w h ile  at 
s w itc h b o a r d .

T A B U L A T IN G -M A C H IN E  O P E R A T O R  ( E le c t r i c  A c c o u n t in g  M a ch in e  O p e r a t o r )

O p e r a t e s  on e  o r  a v a r ie t y  o f  m a c h in e s  s u c h  a s  th e  t a b u la t o r ,  c a lc u la t o r ,  c o l la t o r ,  in t e r 
p r e t e r ,  s o r t e r ,  r e p r o d u c in g  p u n ch , e t c .  E x c lu d e d  f r o m  th is  d e f in it io n  a r e  w o rk in g  s u p e r v i s o r s .  
A l s o  e x c lu d e d  a r e  o p e r a t o r s  o f  e le c t r o n i c  d ig ita l  c o m p u t e r s ,  e v e n  th ou g h  th e y  m a y  a ls o  o p e r a t e  
E A M  e q u ip m e n t .

T A B U L A T IN G -M A C H IN E  O P E R A T O R  (E le c t r i c  A c c o u n t in g  M a ch in e  O p e r a t o r )— C o n tin u ed

P o s it i o n s  a r e  c l a s s i f i e d  in to  le v e l s  o n  th e  b a s is  o f  th e  fo l lo w in g  d e f in it io n s .

C la s s  A . P e r f o r m s  c o m p le t e  r e p o r t in g  and ta b u la t in g  a s s ig n m e n t s  in c lu d in g  d e v is in g  
d i f f ic u l t  c o n t r o l  p a n e l w ir in g  u n d e r  g e n e r a l  s u p e r v is io n .  A s s ig n m e n t s  t y p i c a l l y  in v o lv e  a 
v a r ie t y  o f  lo n g  and c o m p le x  r e p o r t s  w h ich  o fte n  a r e  i r r e g u l a r  o r  n o n r e c u r r in g ,  r e q u ir in g  
s o m e  p la n n in g  o f  th e  n a tu re  and  s e q u e n c in g  o f  o p e r a t io n s ,  and th e  u s e  o f  a v a r ie t y  o f  m a 
c h in e s .  Is  t y p i c a l l y  in v o lv e d  in  t r a in in g  n e w  o p e r a t o r s  in  m a c h in e  o p e r a t io n s  o r  t r a in in g  
lo w e r  le v e l  o p e r a t o r s  in  w ir in g  f r o m  d ia g r a m s  and in  th e  o p e r a t in g  s e q u e n c e s  o f  lo n g  and 
c o m p le x  r e p o r t s .  D o e s  n o t  in c lu d e  p o s it io n s  in  w h ic h  w ir in g  r e s p o n s ib i l i t y  i s  l im it e d  to  
s e l e c t i o n  and in s e r t i o n  o f  p r e w ir e d  b o a r d s .

C la s s  B . P e r f o r m s  w o r k  a c c o r d in g  to  e s t a b l is h e d  p r o c e d u r e s  and u n d e r  s p e c i f i c  in 
s t r u c t io n s .  A s s ig n m e n t s  t y p i c a l l y  in v o lv e  c o m p le t e  but ro u t in e  and  r e c u r r in g  r e p o r t s  o r  p a r t s  
o f  l a r g e r  and  m o r e  c o m p le x  r e p o r t s .  O p e r a t e s  m o r e  d i f f ic u l t  ta b u la t in g  o r  e l e c t r i c a l  a c 
co u n tin g  m a c h in e s  su c h  a s  th e  ta b u la to r  an d  c a lc u la t o r ,  in  a d d it io n  t o  th e  s im p le r  m a c h in e s  
u s e d  b y  c l a s s  C o p e r a t o r s .  M a y  b e  r e q u ir e d  t o  d o  s o m e  w ir in g  f r o m  d ia g r a m s .  M a y  t r a in  
n e w  e m p lo y e e s  in  b a s ic  m a c h in e  o p e r a t io n s .

C la s s  C . U n d e r  s p e c i f i c  in s t r u c t io n s ,  o p e r a t e s  s im p le  ta b u la t in g  o r  e l e c t r i c a l  a c co u n tin g  
m a c h in e s  su c h  a s  th e  s o r t e r ,  in t e r p r e t e r ,  r e p r o d u c in g  p u n ch , c o l la t o r ,  e t c .  A s s ig n m e n t s  
t y p i c a l l y  in v o lv e  p o r t io n s  o f  a w o r k  u n it, f o r  e x a m p le ,  in d iv id u a l s o r t in g  o r  c o l la t in g  ru n s , 
o r  r e p e t it iv e  o p e r a t i o n s .  M a y  p e r f o r m  s im p le  w ir in g  f r o m  d ia g r a m s ,  and d o  s o m e  f i l in g  w o r k .

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

P r i m a r y  d u ty  is  t o  t r a n s c r i b e  d ic t a t io n  in v o lv in g  a n o r m a l  ro u t in e  v o c a b u la r y  fr o m  
t r a n s c r ib in g - m a c h in e  r e c o r d s .  M a y  a ls o  ty p e  f r o m  w r it te n  c o p y  and d o  s im p le  c l e r i c a l  w o r k . 
W o r k e r s  t r a n s c r ib in g  d ic t a t io n  in v o lv in g  a v a r ie d  t e c h n ic a l  o r  s p e c i a l iz e d  v o c a b u la r y  su c h  as 
le g a l  b r i e f s  o r  r e p o r t s  on  s c ie n t i f i c  r e s e a r c h  a r e  n ot in c lu d e d . A  w o r k e r  w h o  ta k e s  d ic t a t io n  
in  sh o r th a n d  o r  b y  S te n o ty p e  o r  s i m i l a r  m a c h in e  i s  c l a s s i f i e d  a s  a s t e n o g r a p h e r .

T Y P IS T

U s e s  a t y p e w r i t e r  t o  m a k e  c o p ie s  o f  v a r io u s  m a t e r ia ls  o r  t o  m a k e  ou t b i l l s  a f t e r  c a lc u la 
t io n s  h a v e  b e e n  m a d e  b y  a n o th e r  p e r s o n .  M a y  in c lu d e  ty p in g  o f  s t e n c i l s ,  m a t s ,  o r  s im ila r  m a t e 
r ia l s  f o r  u s e  in  d u p lic a t in g  p r o c e s s e s .  M a y  d o  c l e r i c a l  w o r k  in v o lv in g  l i t t le  s p e c ia l  t r a in in g , su ch  
a s  k e e p in g  s im p le  r e c o r d s ,  f i l in g  r e c o r d s  an d  r e p o r t s ,  o r  s o r t in g  and d is t r ib u t in g  in c o m in g  m a il .

C la s s  A . P e r f o r m s  o n e  o r  m o r e  o f  th e  f o l lo w in g : T y p in g  m a t e r ia l  in  f in a l f o r m  w hen  
it  in v o lv e s  c o m b in 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  f o r  c o r r e c t  s p e ll in g ,  
s y l la b i c a t io n ,  p u n ctu a t io n , e t c . ,  o f  t e c h n ic a l  o r  u n u su a l w o r d s  o r  fo r e ig n  la n g u a ge  m a t e 
r ia l ;  o r  p la n n in g  la y o u t  and ty p in g  o f  c o m p li c a t e d  s t a t is t i c a l  t a b le s  to  m a in ta in  u n ifo r m it y  
and  b a la n c e  in  s p a c in g .  M a y  ty p e  ro u t in e  fo r m  l e t t e r s ,  v a r y in g  d e t a il s  to  su it  c i r c u m s t a n c e s .

C la s s  B . P e r f o r m s  o n e  o r  m o r e  o f  the f o l lo w in g : C o p y  ty p in g  f r o m  ro u g h  o r  c l e a r  
d r a f t s ;  o r  ro u t in e  ty p in g  o f  f o r m s ,  in s u r a n c e  p o l i c i e s ,  e t c . ;  o r  se tt in g  u p  s im p le  s ta n d a rd  
ta b u la t io n s ;  o r  c o p y in g  m o r e  c o m p le x  t a b le s  a lr e a d y  s e t  up  and  s p a c e d  p r o p e r ly .

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

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

M o n it o r s  and o p e r a t e s  the c o n t r o l  c o n s o le  o f  a d ig ita l c o m p u t e r  to  p r o c e s s  da ta  a c c o r d in g  
to  o p e r a t in g  in s t r u c t io n s ,  u s u a l ly  p r e p a r e d  b y  a p r o g r a m e r .  W o rk  in c lu d e s  m o s t  o f  th e  f o l lo w in g : 
S tu d ie s  in s t r u c t io n s  to  d e te r m in e  e q u ip m e n t se tu p  and o p e r a t io n s ;  lo a d s  e q u ip m e n t  w ith  r e q u ir e d  
i t e m s  (ta p e  r e e l s ,  c a r d s ,  e t c . ) ;  s w itc h e s  n e c e s s a r y  a u x i l ia r y  e q u ip m e n t  in to  c i r c u i t ,  and s t a r t s  
and o p e r a t e s  c o m p u t e r ;  m a k e s  a d ju s tm e n ts  to  c o m p u t e r  to  c o r r e c t  o p e r a t in g  p r o b le m s  and m e e t  
s p e c ia l  c o n d it io n s ;  r e v ie w s  e r r o r s  m a d e  d u r in g  o p e r a t io n  and d e t e r m in e s  c a u s e  o r  r e f e r s  p r o b le m  
to  s u p e r v is o r  o r  p r o g r a m e r ;  and m a in ta in s  o p e r a t in g  r e c o r d s .  M a y  t e s t  and  a s s i s t  in  c o r r e c t i n g  
p r o g r a m .

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

C la s s  A . O p e r a te s  in d e p e n d e n t ly , o r  u n d e r  o n ly  g e n e r a l  d i r e c t io n ,  a c o m p u t e r  ru n n in g  
p r o g r a m s  w ith  m o s t  o f  th e  fo l lo w in g  c h a r a c t e r i s t i c s :  N ew  p r o g r a m s  a r e  fr e q u e n t ly  t e s t e d  
and in tr o d u c e d ; s c h e d u l in g  r e q u ir e m e n t s  a r e  o f  c r i t i c a l  im p o r t a n c e  to  m in im iz e  d o w n tim e ; 
th e  p r o g r a m s  a r e  o f  c o m p le x  d e s ig n  s o  that id e n t if ic a t io n  o f  e r r o r  s o u r c e  o fte n  r e q u i r e s  a 
w o r k in g  k n o w le d g e  o f  th e  to ta l p r o g r a m ,  and a lte r n a te  p r o g r a m s  m a y  n ot b e  a v a ila b le .  M a y  
g iv e  d i r e c t io n  and g u id a n c e  t o  lo w e r  le v e l  o p e r a t o r s .

C la s s  B . O p e r a te s  in d e p e n d e n t ly , o r  u n d e r  o n ly  g e n e r a l  d i r e c t io n ,  a c o m p u t e r  ru n n in g  
p r o g r a m s  w ith  m o s t  o f  th e  fo l lo w in g  c h a r a c t e r i s t i c s :  M o s t  o f  th e  p r o g r a m s  a r e  e s t a b l is h e d  
p r o d u c t io n  r u n s ,  t y p i c a l l y  ru n  o n  a r e g u la r ly  r e c u r r in g  b a s is ;  th e r e  is  l i t t le  o r  no t e s t in g

C O M P U T E R  O P E R A T O R — C o n tin u e d

o f  n e w  p r o g r a m s  r e q u i r e d ;  a lte r n a te  p r o g r a m s  a r e  p r o v id e d  in  c a s e  o r ig in a l  p r o g r a m  n e e d s  
m a jo r  ch a n g e  o r  ca n n o t  b e  c o r r e c t e d  w ith in  a r e a s o n a b le  t im e .  In c o m m o n  e r r o r  s itu a 
t io n s ,  d ia g n o s e s  c a u s e  and ta k e s  c o r r e c t i v e  a c t io n .  T h is  u s u a l ly  in v o lv e s  a p p ly in g  p r e v io u s ly  
p r o g r a m e d  c o r r e c t i v e  s t e p s ,  o r  u s in g  s ta n d a rd  c o r r e c t i o n  t e c h n iq u e s .

O R

O p e r a t e s  u n d e r  d i r e c t  s u p e r v is io n  a c o m p u t e r  ru n n in g  p r o g r a m s  o r  s e g m e n ts  o f  p r o g r a m s  
w ith  th 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  f o r  c l a s s  A . M a y  a s s i s t  a h ig h e r  le v e l  o p e r a t o r  b y  in d e 
p e n d e n t ly  p e r f o r m in g  l e s s  d i f f ic u l t  t a s k s  a s s ig n e d ,  and  p e r fo r m in g  d i f f ic u l t  ta s k s  fo l lo w in g  
d e t a ile d  in s t r u c t io n s  and w ith  fr e q u e n t  r e v ie w  o f  o p e r a t io n s  p e r fo r m e d .

C la s s  C . W o rk s  o n  r o u t in e  p r o g r a m s  u n d e r  c l o s e  s u p e r v is io n .  Is  e x p e c te d  t o  d e v e lo p  
w o rk in g  k n o w le d g e  o f  th e  c o m p u t e r  e q u ip m e n t  u s e d  and a b i l i t y  to  d e t e c t  p r o b le m s  in v o lv e d  in  
ru n n in g  r o u t in e  p r o g r a m s .  U s u a lly  h a s  r e c e iv e d  s o m e  fo r m a l  t r a in in g  in  c o m p u t e r  o p e r a t io n . 
M a y  a s s i s t  h ig h e r  le v e l  o p e r a t o r  o n  c o m p le x  p r o g r a m s .

C O M P U T E R  P R O G R A M E R , BU SIN ESS

C o n v e r t s  s ta te m e n ts  o f  b u s in e s s  p r o b l e m s ,  t y p i c a l l y  p r e p a r e d  b y  a s y s t e m s  a n a ly s t , in to  
a s e q u e n c e  o f  d e t a ile d  in s t r u c t io n s  w h ich  a r e  r e q u ir e d  to  s o lv e  th e  p r o b le m s  b y  a u to m a tic  data  
p r o c e s s in g  e q u ip m e n t . W o rk in g  f r o m  c h a r t s  o r  d ia g r a m s ,  th e  p r o g r a m e r  d e v e lo p s  th e  p r e c i s e  in 
s t r u c t io n s  w h ic h , w h en  e n t e r e d  in to  th e  c o m p u t e r  s y s t e m  in  c o d e d  la n g u a g e , c a u s e  th e  m a n ip u la t io n
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o f  da ta  t o  a c h ie v e  d e s i r e d  r e s u l t s .  W o rk  in v o lv e s  m o s t  o f  th e  fo l lo w in g : A p p l ie s  k n o w le d g e  o f
c o m p u t e r  c a p a b i l i t i e s ,  m a t h e m a t ic s ,  l o g i c  e m p lo y e d  by  c o m p u t e r s ,  and  p a r t i c u la r  s u b je c t  m a tt e r  
in v o lv e d  to  a n a ly z e  c h a r t s  and d ia g r a m s  o f  th e  p r o b le m  to  be p r o g r a m e d ;  d e v e lo p s  s e q u e n c e  
o f  p r o g r a m  s t e p s ;  w r i t e s  d e t a ile d  f l o w  c h a r t s  t o  sh o w  o r d e r  in  w h ich  d a ta  w i l l  b e  p r o c e s s e d ;  
c o n v e r t s  t h e s e  c h a r t s  t o  c o d e d  in s t r u c t io n s  f o r  m a c h in e  to  f o l lo w ;  t e s t s  and  c o r r e c t s  p r o g r a m s ;  
p r e p a r e s  in s t r u c t io n s  f o r  o p e r a t in g  p e r s o n n e l  d u r in g  p r o d u c t io n  ru n ; a n a ly z e s ,  r e v ie w s ,  and a lt e r s  
p r o g r a m s  to  in c r e a s e  o p e r a t in g  e f f i c i e n c y  o r  a d a p t t o  n e w  r e q u ir e m e n t s ;  m a in ta in s  r e c o r d s  o f  
p r o g r a m  d e v e lo p m e n t  an d  r e v i s i o n s .  (N O T E : W o r k e r s  p e r f o r m in g  b oth  s y s t e m s  a n a ly s is  and p r o 
g r a m in g  s h o u ld  b e  c l a s s i f i e d  a s  s y s t e m s  a n a ly s ts  i f  th is  is  th e  s k i l l  u s e d  to  d e t e r m in e  t h e ir  p a y .)

D o e s  n o t  in c lu d e  e m p lo y e e s  p r im a r i ly  r e s p o n s i b le  f o r  th e  m a n a g e m e n t  o r  s u p e r v is io n  o f  
o t h e r  e l e c t r o n i c  d a ta  p r o c e s s in g  e m p l o y e e s ,  o r  p r o g r a m e r s  p r im a r i ly  c o n c e r n e d  w ith  s c ie n t i f i c  
a n d /o r  e n g in e e r in g  p r o b l e m s .

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

C la s s  A . W o rk s  in d e p e n d e n t ly  o r  u n d e r  o n ly  g e n e r a l  d i r e c t io n  on  c o m p le x  p r o b le m s  w h ich  
r e q u i r e  c o m p e t e n c e  in  a l l  p h a s e s  o f  p r o g r a m in g  c o n c e p t s  and p r a c t i c e s .  W o rk in g  f r o m  d ia 
g r a m s  and c h a r t s  w h ic h  id e n t ify  th e  n a tu re  o f  d e s ir e d  r e s u l t s ,  m a jo r  p r o c e s s in g  s te p s  to  be 
a c c o m p l i s h e d ,  and th e  r e la t io n s h ip s  b e tw e e n  v a r io u s  s te p s  o f  th e  p r o b le m  s o lv in g  ro u t in e ; 
p la n s  th e  fu l l  ra n g e  o f  p r o g r a m in g  a c t io n s  n e e d e d  t o  e f f ic i e n t ly  u t i l iz e  th e  c o m p u t e r  s y s t e m  
in  a c h ie v in g  d e s ir e d  e n d  p r o d u c t s .

A t  t h is  le v e l ,  p r o g r a m in g  i s  d i f f ic u l t  b e c a u s e  c o m p u t e r  e q u ip m e n t  m u s t  b e  o r g a n iz e d  to  
p r o d u c e  s e v e r a l  in t e r r e la t e d  but d i v e r s e  p r o d u c t s  f r o m  n u m e r o u s  an d  d i v e r s e  d a ta  e le m e n t s .  
A  w id e  v a r ie t y  and  e x t e n s iv e  n u m b e r  o f  in te r n a l p r o c e s s in g  a c t io n s  m u s t  o c c u r .  T h is  r e q u i r e s  
s u c h  a c t io n s  a s  d e v e lo p m e n t  o f  c o m m o n  o p e r a t io n s  w h ic h  ca n  b e  r e u s e d ,  e s t a b l is h m e n t  o f  
lin k a g e  p o in t s  b e tw e e n  o p e r a t i o n s ,  a d ju s tm e n ts  to  d a ta  w h en  p r o g r a m  r e q u ir e m e n t s  e x c e e d  
c o m p u t e r  s t o r a g e  c a p a c i t y ,  and s u b s ta n t ia l m a n ip u la t io n  and  r e s e q u e n c in g  o f  da ta  e le m e n t s  
t o  f o r m  a  h ig h ly  in te g r a t e d  p r o g r a m .

M a y  p r o v id e  fu n c t io n a l d i r e c t io n  t o  lo w e r  le v e l  p r o g r a m e r s  w h o  a r e  a s s ig n e d  to  a s s i s t .

C la s s  B . W o rk s  in d e p e n d e n t ly  o r  u n d e r  o n ly  g e n e r a l  d i r e c t io n  on  r e la t iv e ly  s im p le  
p r o g r a m s ,  o r  o n  s im p le  s e g m e n t s  o f  c o m p le x  p r o g r a m s .  P r o g r a m s  (o r  s e g m e n t s )  u s u a l ly  
p r o c e s s  in fo r m a t io n  to  p r o d u c e  d a ta  in  tw o  o r  t h r e e  v a r ie d  s e q u e n c e s  o r  f o r m a t s .  R e p o r t s  
and l i s t in g s  a r e  p r o d u c e d  b y  r e f in in g ,  a d a p t in g , a r r a y in g ,  o r  m a k in g  m in o r  a d d it io n s  to  o r  
d e le t io n s  f r o m  in p u t d a ta  w h ic h  a r e  r e a d i ly  a v a i la b le .  W h ile  n u m e r o u s  r e c o r d s  m a y  b e  
p r o c e s s e d ,  th e  d a ta  h a v e  b e e n  r e f in e d  in  p r i o r  a c t io n s  s o  that th e  a c c u r a c y  an d  s e q u e n c in g  
o f  d a ta  ca n  b e  t e s t e d  b y  u s in g  a fe w  ro u t in e  c h e c k s .  T y p ic a l ly ,  th e  p r o g r a m  d e a ls  w ith  
r o u t in e  r e c o r d - k e e p in g  ty p e  o p e r a t i o n s .

O R

W o rk s  o n  c o m p le x  p r o g r a m s  (a s  d e s c r i b e d  f o r  c l a s s  A ) u n d e r  c l o s e  d i r e c t io n  o f  a h ig h e r  
le v e l  p r o g r a m e r  o r  s u p e r v is o r .  M a y  a s s i s t  h ig h e r  le v e l  p r o g r a m e r  b y  in d e p e n d e n t ly  p e r 
fo r m in g  l e s s  d i f f i c u l t  t a s k s  a s s ig n e d ,  and  p e r f o r m in g  m o r e  d i f f ic u l t  t a s k s  u n d e r  fa i r ly  c l o s e  
d i r e c t io n .

M a y  g u id e  o r  in s t r u c t  lo w e r  le v e l  p r o g r a m e r s .

C la s s  C . M a k e s  p r a c t i c a l  a p p l ic a t io n s  o f  p r o g r a m in g  p r a c t i c e s  and c o n c e p t s  u s u a l ly  
le a r n e d  in  fo r m a l  t r a in in g  c o u r s e s .  A s s ig n m e n t s  a r e  d e s ig n e d  to  d e v e lo p  c o m p e t e n c e  in  the 
a p p l ic a t io n  o f  s ta n d a rd  p r o c e d u r e s  to  r o u t in e  p r o b l e m s .  R e c e iv e s  c l o s e  s u p e r v is io n  o n  n ew  
a s p e c t s  o f  a s s ig n m e n t s ;  and w o r k  i s  r e v ie w e d  to  v e r i f y  it s  a c c u r a c y  and c o n fo r m a n c e  w ith  
r e q u i r e d  p r o c e d u r e s .

C O M P U T E R  S Y S T E M S  A N A L Y S T , BU SIN ESS

A n a ly z e s  b u s in e s s  p r o b le m s  t o  fo r m u la t e  p r o c e d u r e s  f o r  s o lv in g  th e m  b y  u s e  o f  e le c t r o n i c  
d a ta  p r o c e s s i n g  e q u ip m e n t . D e v e lo p s  a c o m p le t e  d e s c r i p t i o n  o f  a l l  s p e c i f ic a t i o n s  n e e d e d  to  e n a b le  
p r o g r a m e r s  t o  p r e p a r e  r e q u i r e d  d ig it a l  c o m p u t e r  p r o g r a m s .  W o rk  in v o lv e s  m o s t  o f  th e  fo l lo w in g : 
A n a ly z e s  s u b je c t -m a t t e r  o p e r a t io n s  to  b e  a u to m a te d  and  id e n t i f ie s  c o n d it io n s  and c r i t e r i a  r e q u ir e d  
t o  a c h ie v e  s a t is fa c t o r y  r e s u l t s ;  s p e c i f i e s  n u m b e r  and  t y p e s  o f  r e c o r d s ,  f i l e s ,  and d o c u m e n ts  to  
b e  u s e d ;  o u t l in e s  a c t io n s  to  b e  p e r f o r m e d  b y  p e r s o n n e l  and c o m p u t e r s  in  s u f f ic ie n t  d e ta il f o r  
p r e s e n t a t io n  t o  m a n a g e m e n t  and f o r  p r o g r a m in g  ( t y p ic a l ly  th is  in v o lv e s  p r e p a r a t io n  o f  w o r k  and 
d a ta  f l o w  c h a r t s ) ;  c o o r d in a t e s  th e  d e v e lo p m e n t  o f  t e s t  p r o b le m s  and p a r t i c ip a t e s  in  t r ia l  ru n s  o f  
n e w  an d  r e v i s e d  s y s t e m s ;  and r e c o m m e n d s  e q u ip m e n t  c h a n g e s  t o  o b ta in  m o r e  e f f e c t iv e  o v e r a l l  
o p e r a t i o n s .  (N O T E : W o r k e r s  p e r fo r m in g  b oth  s y s t e m s  a n a ly s is  and p r o g r a m in g  sh o u ld  b e  c l a s 
s i f i e d  a s  s y s t e m s  a n a ly s ts  i f  th is  i s  th e  s k il l  u s e d  to  d e t e r m in e  t h e ir  p a y .)

D o e s  n o t  in c lu d e  e m p lo y e e s  p r im a r i ly  r e s p o n s ib le  f o r  the m a n a g e m e n t  o r  s u p e r v is io n  
o f  o t h e r  e l e c t r o n i c  d a ta  p r o c e s s in g  e m p lo y e e s ,  o r  s y s t e m s  a n a ly s ts  p r im a r i ly  c o n c e r n e d  w ith  
s c i e n t i f i c  o r  e n g in e e r in g  p r o b l e m s .

F o r  w a g e  s tu d y  p u r p o s e s ,  s y s t e m s  a n a ly s ts  a r e  c l a s s i f i e d  a s  fo l lo w s :

C la s s  A . W o rk s  in d e p e n d e n t ly  o r  u n d e r  o n ly  g e n e r a l  d i r e c t io n  o n  c o m p le x  p r o b le m s  in -  
v o lv in g  a l l  p h a s e s  o f  s y s t e m s  a n a ly s is .  P r o b le m s  a r e  c o m p le x  b e c a u s e  o f  d i v e r s e  s o u r c e s ^ o f  
in p u t d a ta  a n d  m u lt i p l e -u s e  r e q u ir e m e n t s  o f  ou tpu t d a ta . ( F o r  e x a m p le ,  d e v e lo p s  an in te g r a te d  
p r o d u c t io n  s c h e d u l in g ,  in v e n t o r y  c o n t r o l ,  c o s t  a n a ly s is ,  an d  s a le s  a n a ly s is  r e c o r d  in  w h ich

C O M P U T E R  S Y S T E M S  A N A L Y S T , BU SIN ESS— C o n tin u e d

e v e r y  it e m  o f  e a c h  ty p e  is  a u t o m a t ic a lly  p r o c e s s e d  th ro u g h  the fu l l  s y s t e m  o f  r e c o r d s  and 
a p p r o p r ia t e  fo l lo w u p  a c t io n s  a r e  in it ia te d  b y  th e  c o m p u t e r .)  C o n f e r s  w ith  p e r s o n s  c o n c e r n e d  to  
d e t e r m in e  th e  d a ta  p r o c e s s in g  p r o b le m s  and a d v is e s  s u b je c t -m a t t e r  p e r s o n n e l  on  th e  im p l i c a 
t io n s  o f  n e w  o r  r e v i s e d  s y s t e m s  o f  d a ta  p r o c e s s in g  o p e r a t i o n s .  M a k e s  r e c o m m e n d a t io n s ,  i f  
n e e d e d , f o r  a p p r o v a l o f  m a jo r  s y s t e m s  in s t a l la t io n s  o r  c h a n g e s  and f o r  o b ta in in g  e q u ip m e n t .

M a y  p r o v id e  fu n c t io n a l d i r e c t io n  to  lo w e r  le v e l  s y s t e m s  a n a ly s ts  w h o a r e  a s s ig n e d  to  
a s  s i s t .

C la s s  B . W o rk s  in d e p e n d e n t ly  o r  u n d e r  o n ly  g e n e r a l  d i r e c t io n  o n  p r o b le m s  th a t a r e  
r e la t iv e ly  u n c o m p lic a t e d  to  a n a ly z e ,  p la n , p r o g r a m ,  and o p e r a t e .  P r o b le m s  a r e  o f  l im it e d  
c o m p le x i t y  b e c a u s e  s o u r c e s  o f  in pu t d a ta  a r e  h o m o g e n e o u s  and th e  ou tpu t d a ta  a r e  c l o s e l y  
r e la t e d .  (F o r  e x a m p le ,  d e v e lo p s  s y s t e m s  f o r  m a in ta in in g  d e p o s i t o r  a c c o u n ts  in  a b an k , 
m a in ta in in g  a c c o u n ts  r e c e iv a b le  in  a r e t a i l  e s t a b l is h m e n t ,  o r  m a in ta in in g  in v e n t o r y  a c c o u n ts  
in  a m a n u fa c tu r in g  o r  w h o le s a le  e s t a b l is h m e n t .)  C o n fe r s  w ith  p e r s o n s  c o n c e r n e d  to  d e t e r m in e  
th e  d a ta  p r o c e s s in g  p r o b le m s  and a d v is e s  s u b je c t -m a t t e r  p e r s o n n e l  o n  th e  im p li c a t io n s  o f  th e  
d a ta  p r o c e s s in g  s y s t e m s  t o  b e  a p p l ie d .

O R

W o rk s  on  a s e g m e n t  o f  a c o m p le x  d a ta  p r o c e s s in g  s c h e m e  o r  s y s t e m , a s  d e s c r i b e d  f o r  
c l a s s  A . W o rk s  in d e p e n d e n t ly  o n  r o u t in e  a s s ig n m e n t s  and  r e c e i v e s  in s t r u c t io n  and g u id a n c e  
o n  c o m p le x  a s s ig n m e n t s .  W o rk  is  r e v ie w e d  f o r  a c c u r a c y  o f  ju d g m e n t , c o m p lia n c e  w ith  in 
s t r u c t io n s ,  and to  in s u r e  p r o p e r  a lin e m e n t  w ith  th e  o v e r a l l  s y s t e m .

C la s s  C . W o rk s  u n d e r  im m e d ia t e  s u p e r v is io n ,  c a r r y i n g  ou t a n a ly s e s  a s  a s s ig n e d ,  u s u a l ly  
o f  a s in g le  a c t iv i t y .  A s s ig n m e n t s  a r e  d e s ig n e d  to  d e v e lo p  an d  ex p a n d  p r a c t i c a l  e x p e r ie n c e  
in  th e  a p p l ic a t io n  o f  p r o c e d u r e s  and s k i l l s  r e q u i r e d  f o r  s y s t e m s  a n a ly s is  w o r k . F o r  e x a m p le ,  
m a y  a s s i s t  a  h ig h e r  l e v e l  s y s t e m s  a n a ly s t  b y  p r e p a r in g  th e  d e t a i le d  s p e c i f i c a t i o n s  r e q u i r e d  
b y  p r o g r a m e r s  f r o m  in fo r m a t io n  d e v e lo p e d  b y  th e  h ig h e r  l e v e l  a n a ly s t .

D R A F T S M A N

C la s s  A . P la n s  th e  g r a p h ic  p r e s e n t a t io n  o f  c o m p le x  i t e m s  h a v in g  d is t in c t iv e  d e s ig n  
f e a t u r e s  th a t d i f f e r  s ig n i f i c a n t ly  f r o m  e s t a b l is h e d  d r a f t in g  p r e c e d e n t s .  W o rk s  in  c l o s e  s u p 
p o r t  w ith  th e  d e s ig n  o r i g in a t o r ,  and m a y  r e c o m m e n d  m in o r  d e s ig n  c h a n g e s .  A n a ly z e s  th e  
e f f e c t  o f  e a c h  ch a n g e  o n  th e  d e t a il s  o f  f o r m ,  fu n c t io n ,  and p o s it i o n a l  r e la t io n s h ip s  o f  c o m 
p o n e n ts  and p a r t s .  W o rk s  w ith  a m in im u m  o f  s u p e r v is o r y  a s s i s t a n c e .  C o m p le t e d  w o r k  is  
r e v ie w e d  b y  d e s ig n  o r ig in a t o r  f o r  c o n s is t e n c y  w ith  p r i o r  e n g in e e r in g  d e t e r m in a t io n s .  M a y  
e it h e r  p r e p a r e  d r a w in g s ,  o r  d i r e c t  t h e ir  p r e p a r a t io n  b y  lo w e r  le v e l  d r a f t s m e n .

C la s s  B . P e r f o r m s  n o n r o u t in e  and c o m p le x  d r a f t in g  a s s ig n m e n t s  th a t r e q u ir e  th e  a p p l i 
c a t io n  o f  m o s t  o f  th e  s t a n d a r d iz e d  d r a w in g  te c h n iq u e s  r e g u la r ly  u s e d . D u t ie s  t y p i c a l l y  in 
v o lv e  s u c h  w o r k  a s :  P r e p a r e s  w o r k in g  d r a w in g s  o f  s u b a s s e m b li e s  w ith  i r r e g u l a r  s h a p e s ,
m u lt ip le  fu n c t io n s ,  and  p r e c i s e  p o s it io n a l  r e la t io n s h ip s  b e tw e e n  c o m p o n e n t s ;  p r e p a r e s  a r c h i 
t e c t u r a l  d r a w in g s  f o r  c o n s t r u c t i o n  o f  a b u ild in g  in c lu d in g  d e t a il  d r a w in g s  o f  fo u n d a t io n s , w a ll 
s e c t io n s ,  f l o o r  p la n s ,  an d  r o o f .  U s e s  a c c e p t e d  fo r m u la s  and m a n u a ls  in  m a k in g  n e c e s s a r y  
c o m p u t a t io n s  t o  d e t e r m in e  q u a n t it ie s  o f  m a t e r ia ls  t o  b e  u s e d , lo a d  c a p a c i t ie s ,  s t r e n g t h s ,  
s t r e s s e s ,  e t c .  R e c e iv e s  in it ia l  in s t r u c t io n s ,  r e q u i r e m e n t s ,  and  a d v ic e  f r o m  s u p e r v is o r .  
C o m p le t e d  w o r k  i s  c h e c k e d  f o r  t e c h n i c a l  a d e q u a c y .

C la s s  C . P r e p a r e s  d e t a il  d r a w in g s  o f  s in g le  u n its  o r  p a r t s  f o r  e n g in e e r in g ,  c o n s t r u c t io n ,  
m a n u fa c t u r in g ,  o r  r e p a i r  p u r p o s e s .  T y p e s  o f  d r a w in g s  p r e p a r e d  in c lu d e  i s o m e t r i c  p r o je c t io n s  
(d e p ic t in g  t h r e e  d im e n s io n s  in  a c c u r a t e  s c a l e )  an d  s e c t io n a l  v ie w s  to  c l a r i f y  p o s it io n in g  o f  
c o m p o n e n t s  and c o n v e y  n e e d e d  in fo r m a t io n .  C o n s o l id a t e s  d e t a i l s  f r o m  a  n u m b e r  o f  s o u r c e s  
an d  a d ju s ts  o r  t r a n s p o s e s  s c a le  as r e q u i r e d .  S u g g e s te d  m e t h o d s  o f  a p p r o a c h , a p p l ic a b le  
p r e c e d e n t s ,  and  a d v ic e  o n  s o u r c e  m a t e r ia ls  a r e  g iv e n  w ith  in it ia l  a s s ig n m e n t s .  In s t r u c t io n s  
a r e  l e s s  c o m p le t e  w h en  a s s ig n m e n t s  r e c u r .  W o rk  m a y  b e  s p o t - c h e c k e d  d u r in g  p r o g r e s s .

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

C o p ie s  p la n s  and  d r a w in g s  p r e p a r e d  b y  o t h e r s  b y  p la c in g  t r a c in g  c lo t h  o r  p a p e r  o v e r  
d r a w in g s  an d  t r a c in g  w ith  p e n  o r  p e n c i l .  (D o e s  n o t  in c lu d e  t r a c in g  l im it e d  to  p la n s  p r im a r i ly  
c o n s is t in g  o f  s t r a ig h t  l in e s  and a la r g e  s c a l e  not r e q 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  r e p e t it iv e  d r a w in g s  o f  e a s i l y  v is u a l iz e d  i t e m s .  W o rk  i s  c l o s e l y  s u p e r v is e d  
d u r in g  p r o g r e s s .

E L E C T R O N IC  T E C H N IC IA N

W o rk s  o n  v a r io u s  ty p e s  o f  e l e c t r o n i c  e q u ip m e n t  o r  s y s t e m s  b y  p e r fo r m in g  o n e  o r  m o r e  
o f  th e  fo l lo w in g  o p e r a t i o n s :  M o d ify in g ,  in s t a l l in g ,  r e p a i r in g ,  an d  o v e r h a u lin g .  T h e s e  o p e r a t io n s  
r e q u ir e  th e  p e r f o r m a n c e  o f  m o s t  o r  a ll  o f  th e  f o l lo w in g  t a s k s :  A s s e m b l in g ,  t e s t in g ,  a d ju s t in g ,
c a l ib r a t in g ,  tu n in g , and a lin in g .

W o rk  is  n o n r e p e t it iv e  and r e q u i r e s  a k n o w le d g e  o f  th e  t h e o r y  and p r a c t i c e  o f  e l e c t r o n i c s  
p e r ta in in g  t o  th e  u s e  o f  g e n e r a l  and s p e c i a l iz e d  e l e c t r o n i c  t e s t  e q u ip m e n t ; t r o u b le  a n a ly s is ;  and  
th e  o p e r a t io n , r e la t io n s h ip ,  an d  a lin e m e n t  o f  e l e c t r o n i c  s y s t e m s ,  s u b s y s t e m s ,  and c i r c u i t s  h a v in g  
a  v a r ie t y  o f  c o m p o n e n t  p a r t s .
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E l e c t r o n i c  e q u ip m e n t  o r  s y s t e m s  w o r k e d  on t y p i c a l l y  in c lu d e  on e  o r  m o r e  o f  th e  f o l lo w in g : 
G ro u n d , v e h ic le ,  o r  a ir b o r n e  r a d io  c o m m u n ic a t io n s  s y s t e m s ,  r e la y  s y s t e m s ,  n a v ig a t io n  a id s ;  
a ir b o r n e  o r  g ro u n d  r a d a r  s y s t e m s ;  r a d io  and t e le v i s io n  t r a n s m it t in g  o r  r e c o r d in g  s y s t e m s ;  e l e c 
t r o n i c  c o m p u t e r s ;  m i s s i l e  and s p a c e c r a f t  g u id a n c e  and c o n t r o l  s y s t e m s ;  in d u s t r ia l  and m e d i c a l  
m e a s u r in g ,  in d ic a t in g  and c o n t r o l l in g  d e v i c e s ;  e t c .

(E x c lu d e  p r o d u c t io n  a s s e m b le r s  and  t e s t e r s ,  c r a f t s m e n ,  d r a f t s m e n , d e s ig n e r s ,  e n g in e e r s ,  
and r e p a ir m e n  o f  s u c h  s ta n d a rd  e le c t r o n i c  e q u ip m e n t  a s  o f f i c e  m a c h in e s ,  r a d io  and t e le v i s io n  
r e c e iv in g  s e t s . )

N U R S E , IN D U S T R IA L  (R e g i s t e r e d )

A  r e g i s t e r e d  n u r s e  w h o  g iv e s  n u r s in g  s e r v i c e  u n d e r  g e n e r a l  m e d i c a l  d i r e c t io n  t o  i l l  o r  
in ju r e d  e m p lo y e e s  o r  o t h e r  p e r s o n s  w h o  b e c o m e  i l l  o r  s u f fe r  an a c c id e n t  on  the p r e m is e s  o f  a 
f a c t o r y  o r  o t h e r  e s t a b l is h m e n t .  D u t ie s  in v o lv e  a c o m b in a t io n  o f  the fo l lo w in g ; G iv in g  f i r s t  a id  
to  th e  i l l  o r  in ju r e d ; a tte n d in g  to  su b se q u e n t  d r e s s in g  o f  e m p lo y e e s ' in ju r ie s ;  k e e p in g  r e c o r d s  
o f  p a t ie n ts  t r e a t e d ;  p r e p a r in g  a c c id e n t  r e p o r t s  f o r  c o m p e n s a t io n  o r  o th e r  p u r p o s e s ;  a s s is t in g  in  
p h y s ic a l  e x a m in a t io n s  an d  h e a lth  e v a lu a tio n s  o f  a p p l ic a n ts  and  e m p lo y e e s ;  and p la n n in g  and c a r r y 
in g  ou t p r o g r a m s  in v o lv in g  h e a lth  e d u c a t io n , a c c id e n t  p r e v e n t io n , e v a lu a tio n  o f  p la n t e n v ir o n m e n t , 
o r  o th e r  a c t iv i t ie s  a f fe c t in g  th e  h e a lth , w e l f a r e ,  and  s a fe ty  o f  a l l  p e r s o n n e l .  N u rs in g  s u p e r v is o r s  
o r  h e a d  n u r s e s  in  e s t a b l is h m e n t s  e m p lo y in g  m o r e  than  o n e  n u r s e  a r e  e x c lu d e d .

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

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

P e r fo r m s  th e  c a r p e n t r y  d u tie s  n e c e s s a r y  to  c o n s t r u c t  and m a in ta in  in g o o d  r e p a ir  b u i ld 
in g  w o o d w o r k  and e q u ip m e n t  su c h  as b in s ,  c r i b s ,  c o u n t e r s ,  b e n c h e s ,  p a r t i t io n s ,  d o o r s ,  f l o o r s ,  
s t a ir s ,  c a s in g s ,  and  t r i m  m a d e  o f  w o o d  in  an e s t a b l is h m e n t .  W o rk  in v o lv e s  m o s t  o f  th e  fo l lo w in g : 
P la n n in g  and la y in g  ou t o f  w o r k  f r o m  b lu e p r in ts ,  d r a w in g s ,  m o d e l s ,  o r  v e r b a l  in s t r u c t io n s ;  u s in g  a 
v a r ie t y  o f  c a r p e n t e r 's  h a n d to o ls ,  p o r t a b le  p o w e r  t o o l s ,  and s ta n d a rd  m e a s u r in g  in s t r u m e n t s ;  m a k 
in g  s ta n d a rd  sh o p  co m p u ta t io n s  re la t in g  to  d im e n s io n s  o f  w o r k ; and s e le c t in g  m a t e r ia ls  n e c e s s a r y  
f o r  th e  w o r k . In g e n e r a l ,  th e  w o rk  o f  th e  m a in te n a n ce  c a r p e n t e r  r e q u i r e s  ro u n d e d  t r a in in g  and 
e x p e r ie n c e  u su a lly  a c q u ir e d  th ro u g h  a f o r m a l  a p p r e n t ic e s h ip  o r  e q u iv a le n t  t ra in in g  an d  e x p e r ie n c e .

E L E C T R IC IA N , M A IN T E N A N C E

P e r f o r m s  a v a r ie t y  o f  e l e c t r i c a l  t r a d e  fu n c t io n s  su ch  a s  th e  in s t a l la t io n ,  m a in te n a n c e ,  o r  
r e p a ir  o f  e q u ip m e n t f o r  th e  g e n e r a t io n , d is t r ib u t io n , o r  u t i l iz a t io n  o f  e l e c t r i c  e n e r g y  in  an e s t a b 
lis h m e n t .  W o rk  in v o lv e s  m o s t  o f  th e  fo l lo w in g :  In s ta ll in g  o r  r e p a ir in g  an y  o f  a v a r ie t y  o f  e l e c 
t r i c a l  e q u ip m e n t su c h  a s  g e n e r a t o r s ,  t r a n s f o r m e r s ,  s w it c h b o a r d s ,  c o n t r o l l e r s ,  c i r c u i t  b r e a k e r s , 
m o t o r s ,  h e a tin g  u n its , c o n d u it  s y s t e m s ,  o r  o th e r  t r a n s m is s i o n  e q u ip m e n t ; w o r k in g  f r o m  b lu e 
p r in t s ,  d r a w in g s ,  la y o u t s ,  o r  o th e r  s p e c i f i c a t i o n s ;  lo c a t in g  and d ia g n o s in g  t r o u b le  in  th e  e l e c t r i c a l  
s y s t e m  o r  e q u ip m e n t ; w o rk in g  s ta n d a rd  c o m p u ta t io n s  r e la t in g  t o  lo a d  r e q u ir e m e n t s  o f  w ir in g  o r  
e l e c t r i c a l  e q u ip m e n t ; and u s in g  a v a r ie t y  o f  e l e c t r i c i a n 's  h a n d to o ls  gnd m e a s u r in g  and te s t in g  
in s t r u m e n t s .  In g e n e r a l ,  th e  w o rk  o f  th e  m a in te n a n ce  e le c t r i c i a n  r e q u i r e s  ro u n d e d  t ra in in g  and 
e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u g h  a fo r m a l  a p p r e n t ic e s h ip  o r  e q u iv a le n t  t ra in in g  and e x p e r ie n c e .

E N G IN E E R , S T A T IO N A R Y
O p e r a te s  and m a in ta in s  and m a y  a ls o  s u p e r v is e  th e  o p e r a t io n  o f  s ta t io n a r y  e n g in e s  and 

e q u ip m e n t (m e c h a n ic a l  o r  e l e c t r i c a l )  to ' su p p ly  th e  e s t a b l is h m e n t  in  w h ic h  e m p lo y e d  w ith  p o w e r ,  
h e a t , r e f r ig e r a t i o n ,  o r  a i r - c o n d it i o n in g .  W o rk  in v o lv e s :  O p e r a t in g  and m a in ta in in g  e q u ip m e n t
su c h  a s  s te a m  e n g in e s ,  a i r  c o m p r e s s o r s ,  g e n e r a t o r s ,  m o t o r s ,  t u r b in e s ,  v e n t ila t in g  and r e f r i g 
e ra t in g  e q u ip m e n t , s te a m  b o i l e r s  and b o i l e r - f e d  w a te r  p u m p s ; m a k in g  e q u ip m e n t  r e p a i r s ;  and 
k e e p in g  a r e c o r d  o f  o p e r a t io n  o f  m a c h in e r y ,  t e m p e r a t u r e ,  and fu e l  c o n s u m p t io n . M a y  a ls o  s u 
p e r v is e  t h e s e  o p e r a t io n s .  H ea d  o r  c h ie f  e n g in e e r s  in  e s t a b l is h m e n t s  e m p lo y in g  m o r e  than on e  
e n g in e e r  a r e  e x c lu d e d .

F IR E M A N , S T A T IO N A R Y  B O IL E R
F ir e s  s ta t io n a r y  b o i l e r s  t o  fu r n is h  th e  e s ta b l is h m e n t  in  w h ic h  e m p lo y e d  w ith  h e a t , p o w e r ,  

o r  s te a m . F e e d s  fu e ls  t o  f i r e  by  hand o r  o p e r a t e s  a m e c h a n ic a l  s t o k e r ,  g a s , o r  o i l  b u r n e r ;  and 
c h e c k s  w a te r  an d  sa fe ty  v a lv e s .  M a y  c le a n , o i l ,  o r  a s s i s t  in  r e p a ir in g  b o i l e r r o o m  e q u ip m e n t .

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

A s s i s t s  on e  o r  m o r e  w o r k e r s  in  th e  s k i l le d  m a in te n a n ce  t r a d e s ,  b y  p e r fo r m in g  s p e c i f i c  
o r  g e n e r a l  d u tie s  o f  l e s s e r  s k i l l ,  su ch  a s  k e e p in g  a w o r k e r  s u p p lie d  w ith  m a t e r ia ls  and  t o o l s ;  
c le a n in g  w o r k in g  a r e a ,  m a c h in e ,  and e q u ip m e n t ; a s s is t in g  jo u r n e y m a n  b y  h o ld in g  m a t e r ia ls  o r  
t o o ls ;  and p e r fo r m in g  o th e r  u n s k il le d  ta s k s  a s  d i r e c t e d  b y  jo u r n e y m a n . T h e  k in d  o f  w o r k  th e  
h e lp e r  is  p e r m it t e d  to  p e r f o r m  v a r ie s  f r o m  t r a d e  to  t r a d e :  In s o m e  t r a d e s  th e  h e lp e r  i s  c o n f in e d  
to  su p p ly in g , l i f t in g ,  and h o ld in g  m a t e r ia ls  and t o o l s ,  and  c le a n in g  w o rk in g  a r e a s ;  and in  o th e r s  
h e  is  p e r m it t e d  to  p e r f o r m  s p e c ia l iz e d  m a c h in e  o p e r a t io n s ,  o r  p a r ts  o f  a t r a d e  that a r e  a ls o  
p e r f o r m e d  b y  w o r k e r s  on  a fu l l - t im e  b a s is .

M A C H IN E -T O O L  O P E R A T O R , T O O L R O O M
S p e c ia l i z e s  in  th e  o p e r a t io n  o f  on e  o r  m o r e  ty p e s  o f  m a c h in e  t o o l s ,  su ch  a s  j i g  b o r e r s ,  

c y l in d r ic a l  o r  s u r fa c e  g r i n d e r s ,  e n g in e  la t h e s ,  o r  m il l in g  m a c h in e s ,  in  th e  c o n s t r u c t io n  o f  
m a c h in e -s h o p  t o o l s ,  g a g e s ,  j i g s ,  f i x t u r e s ,  o r  d i e s .  W o r k  in v o lv e s  m o s t  o f  th e  fo l lo w in g : P la n n in g  
and  p e r fo r m in g  d i f f ic u l t  m a ch in in g  o p e r a t io n s ;  p r o c e s s in g  i t e m s  r e q u ir in g  c o m p lic a t e d  se tu p s  o r  
a h ig h  d e g r e e  o f  a c c u r a c y ;  u s in g  a v a r ie t y  o f  p r e c i s i o n  m e a s u r in g  in s t r u m e n t s ;  s e le c t in g  f e e d s ,  
s p e e d s ,  t o o l in g ,  and o p e r a t io n  s e q u e n c e ;  and m a k in g  n e c e s s a r y  a d ju s tm e n ts  d u r in g  o p e r a t io n  
t o  a c h ie v e  r e q u is it e  t o le r a n c e s  o r  d im e n s io n s .  M a y  b e  r e q u ir e d  to  r e c o g n iz e  w h en  t o o ls  n e e d  
d r e s s in g ,  t o  d r e s s  t o o l s ,  and  t o  s e l e c t  p r o p e r  c o o la n ts  and  cu tt in g  and lu b r ic a t in g  o i l s .  F o r  
c r o s s - in d u s t r y  w a g e  stu d y  p u r p o s e s ,  m a c h in e - t o o l  o p e r a t o r s ,  t o o l r o o m ,  in  t o o l  and d ie  jo b b in g  
sh o p s  a r e  e x c lu d e d  f r o m  th is  c la s s i f i c a t i o n .

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

P r o d u c e s  r e p la c e m e n t  p a r t s  and n e w  p a r t s  in  m a k in g  r e p a i r s  o f  m e t a l  p a r ts  o f  m e c h a n ic a l  
e q u ip m e n t o p e r a t e d  in an e s t a b l is h m e n t .  W o rk  in v o lv e s  m o s t  o f  the fo l lo w in g : I n te rp re t in g  w r it te n  
in s t r u c t io n s  and s p e c i f i c a t i o n s ;  p la n n in g  an d  la y in g  ou t o f  w o r k ; u s in g  a v a r ie t y  o f  m a c h in is t 's  
h a n d to o ls  and p r e c i s i o n  m e a s u r in g  in s t r u m e n t s ;  se tt in g  up and o p e r a t in g  s ta n d a rd  m a ch in e  t o o ls ;  
sh a p in g  o f  m e t a l  p a r ts  to  c l o s e  t o le r a n c e s ;  m a k in g  s ta n d a rd  sh o p  c o m p u ta t io n s  r e la t in g  to  d im e n 
s io n s  o f  w o rk ', t o o l in g ,  f e e d s ,  and s p e e d s  o f  m a ch in in g ; k n o w le d g e  o f  th e  w o rk in g  p r o p e r t ie s  o f  
th e  c o m m o n  m e t a l s ;  s e le c t in g  s ta n d a rd  m a t e r ia ls ,  p a r t s ,  and e q u ip m e n t  r e q u ir e d  f o r  h is  w o r k ; 
and fit t in g  and a s s e m b lin g  p a r ts  in to  m e c h a n ic a l  e q u ip m e n t . In g e n e r a l ,  th e  m a c h in is t 's  w o r k  
n o r m a lly  r e q u i r e s  a ro u n d e d  t r a in in g  in  m a c h in e -s h o p  p r a c t i c e  u s u a lly  a c q u ir e d  th ro u g h  a fo r m a l  
a p p r e n t ic e s h ip  o r  e q u iv a le n t  t r a in in g  and  e x p e r ie n c e .

M E C H A N IC , A U T O M O T IV E  (M a in te n a n ce )

R e p a ir s  a u t o m o b i le s ,  b u s e s ,  m o t o r t r u c k s ,  and t r a c t o r s  o f  an e s ta b l is h m e n t .  W o r k  in 
v o lv e s  m o s t  o f  th e  fo l lo w in g : E x a m in in g  a u to m o t iv e  e q u ip m e n t  to  d ia g n o s e  s o u r c e  o f  t r o u b le ;  d i s 
a s s e m b lin g  e q u ip m e n t  and p e r fo r m in g  r e p a i r s  that in v o lv e  th e  u s e  o f  su c h  h a n d to o ls  as w r e n c h e s ,  
g a g e s ,  d r i l l s ,  o r  s p e c i a l iz e d  e q u ip m e n t  in  d is a s s e m b lin g  o r  f itt in g  p a r t s ;  r e p la c in g  b r o k e n  o r  
d e f e c t iv e  p a r ts  f r o m  s t o c k ;  g r in d in g  and a d ju s t in g  v a lv e s ;  r e a s s e m b l in g  and in s ta l l in g  the v a r io u s  
a s s e m b l i e s  in  th e  v e h ic le  and m a k in g  n e c e s s a r y  a d ju s tm e n ts ;  and a lin in g  w h e e ls ,  a d ju stin g  b ra k e s  
an d  l ig h t s ,  o r  t ig h te n in g  b o d y  b o l t s .  In g e n e r a l ,  th e  w o r k  o f  th e  a u to m o t iv e  m e c h a n ic  r e q u i r e s  
ro u n d e d  t r a in in g  and e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u g h  a f o r m a l  a p p r e n t ic e s h ip  o r  e q u iv a le n t  
t r a in in g  and e x p e r ie n c e .

T h is  c l a s s i f i c a t i o n  d o e s  n o t  in c lu d e  m e c h a n i c s  w h o  r e p a ir  c u s t o m e r s ' v e h ic le s  in  a u to 
m o b i le  r e p a i r  s h o p s .

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

R e p a ir s  m a c h in e r y  o r  m e c h a n ic a l  e q u ip m e n t  o f  an e s t a b l is h m e n t .  W o rk  in v o lv e s  m o s t  
o f  th e  f o l lo w in g : E x a m in in g  m a c h in e s  and m e c h a n ic a l  e q u ip m e n t  to  d ia g n o s e  s o u r c e  o f  t r o u b le ;
d is m a n t lin g  o r  p a r t ly  d is m a n t lin g  m a c h in e s  and p e r fo r m in g  r e p a i r s  th at m a in ly  in v o lv e  the u se  
o f  h a n d to o ls  in s c r a p in g  and f itt in g  p a r t s ;  r e p la c in g  b r o k e n  o r  d e f e c t iv e  p a r t s  w ith  it e m s  o b ta in e d  
f r o m  s t o c k ;  o r d e r in g  th e  p r o d u c t io n  o f  a r e p la c e m e n t  p a r t  b y  a m a c h in e  sh o p  o r  se n d in g  o f  the 
m a c h in e  t o  a m a c h in e  sh o p  f o r  m a jo r  r e p a i r s ;  p r e p a r in g  w r it te n  s p e c i f i c a t i o n s  f o r  m a jo r  r e p a ir s  
o r  f o r  th e  p r o d u c t io n  o f  p a r t s  o r d e r e d  f r o m  m a c h in e  sh o p ; r e a s s e m b l in g  m a c h in e s ;  and m a k in g  
a l l  n e c e s s a r y  a d ju s tm e n ts  f o r  o p e r a t io n . In g e n e r a l ,  th e  w o r k  o f  a m a in te n a n ce  m e c h a n ic  r e q u ir e s  
ro u n d e d  t r a in in g  and e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u g h  a f o r m a l  a p p r e n t ic e s h ip  o r  e q u iv a le n t  
t r a in in g  an d  e x p e r ie n c e .  E x c lu d e d  f r o m  th is  c l a s s i f i c a t i o n  a r e  w o r k e r s  w h o s e  p r im a r y  d u tie s  
in v o lv e  se tt in g  up o r  a d ju s t in g  m a c h in e s .

M IL L W R IG H T

In s ta lls  n e w  m a c h in e s  o r  h e a v y  e q u ip m e n t , and d is m a n t le s  an d  in s t a l ls  m a ch in e s  o r  h e a v y  
e q u ip m e n t  w h en  ch a n g e s  in  th e  p la n t la y o u t  a r e  r e q u i r e d .  W o r k  in v o lv e s  m o s t  o f  th e  fo l lo w in g : 
P la n n in g  and la y in g  ou t o f  th e  w o r k ;  in te r p r e t in g  b lu e p r in ts  o r  o th e r  s p e c i f ic a t i o n s ;  u sin g  a v a r ie t y  
o f  h a n d to o ls  and  r ig g in g ;  m a k in g  s ta n d a rd  sh o p  c o m p u ta t io n s  r e la t in g  t o  s t r e s s e s ,  s tre n g th  o f  
m a t e r ia ls ,  and c e n t e r s  o f  g r a v i t y ;  a lin in g  and b a la n c in g  o f  e q u ip m e n t ; s e le c t in g  s ta n d a rd  t o o l s ,  
e q u ip m e n t , and p a r ts  to  b e  u s e d ; an d  in s t a l l in g  and m a in ta in in g  in  g o o d  o r d e r  p o w e r  t r a n s m is s io n  
e q u ip m e n t  su ch  a s  d r iv e s  and s p e e d  r e d u c e r s .  In g e n e r a l ,  th e  m i l lw r ig h t 's  w o r k  n o r m a lly  r e q u ir e s  
a ro u n d e d  t r a in in g  and  e x p e r ie n c e  in  th e  t r a d e  a c q u ir e d  th ro u g h  a f o r m a l  a p p r e n t ic e s h ip  o r  
e q u iv a le n t  t r a in in g  and e x p e r ie n c e .

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

P a in ts  and r e d e c o r a t e s  w a l ls ,  w o o d w o r k , and  f ix t u r e s  o f  an  e s ta b l is h m e n t .  W o rk  in v o lv e s  
th e  fo l lo w in g : K n o w le d g e  o f  s u r fa c e  p e c u l ia r i t i e s  and ty p e s  o f  pa in t r e q u ir e d  fo r  d i f fe r e n t  a p p l ic a 
t io n s ;  p r e p a r in g  s u r fa c e  f o r  p a in tin g  b y  r e m o v in g  o ld  f in is h  o r  b y  p la c in g  pu tty  o r  f i l l e r  in  n a il
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P A I N T E R , M A IN T E N A N C E — C o n tin u e d

h o le s  an d  i n t e r s t i c e s ;  an d  a p p ly in g  p a in t  w ith  s p r a y  gun o r  b r u s h . M a y  m ix  c o l o r s ,  o i l s ,  w h ite  
le a d ,  a n d  o t h e r  p a in t  in g r e d ie n t s  to  o b ta in  p r o p e r  c o l o r  o r  c o n s is t e n c y .  In  g e n e r a l ,  th e  w o r k  o f  th e  
m a in t e n a n c e  p a in t e r  r e q u i r e s  ro u n d e d  t r a in in g  and  e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u g h  a fo r m a l  
a p p r e n t ic e s h ip  o r  e q u iv a le n t  t r a in in g  and e x p e r ie n c e .

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

I n s t a ll s  o r  r e p a i r s  w a t e r ,  s t e a m , g a s ,  o r  o t h e r  t y p e s  o f  p ip e  and p ip e f it t in g s  in  an 
e s t a b l is h m e n t .  W o rk  in v o lv e s  m o s t  o f  th e  fo l lo w in g : L a y in g  ou t o f  w o r k  and  m e a s u r in g  to  lo c a t e
p o s i t i o n  o f  p ip e  f r o m  d r a w in g s  o r  o t h e r  w r it te n  s p e c i f i c a t i o n s ;  cu tt in g  v a r io u s  s i z e s  o f  p ip e  to  
c o r r e c t  le n g th s  w ith  c h i s e l  and h a m m e r  o r  o x y a c e t y le n e  t o r c h  o r  p ip e - c u t t in g  m a c h in e s ;  th r e a d in g  
p ip e  w ith  s t o c k s  an d  d ie s ;  b e n d in g  p ip e  b y  h a n d -d r iv e n  o r  p o w e r -d r iv e n  m a c h in e s ;  a s s e m b lin g  
p ip e  w ith  c o u p l in g s  an d  fa s te n in g  p ip e  to  h a n g e r s ;  m a k in g  s ta n d a rd  sh o p  c o m p u ta t io n s  r e la t in g  to  
p r e s s u r e s ,  f l o w ,  an d  s i z e  o f  p ip e  r e q u i r e d ;  and  m a k in g  s ta n d a rd  t e s t s  to  d e t e r m in e  w h e th e r  f in 
is h e d  p ip e s  m e e t  s p e c i f i c a t i o n s .  In g e n e r a l ,  th e  w o r k  o f  th e  m a in te n a n ce  p ip e f i t t e r  r e q u i r e s  
r o u n d e d  t r a in in g  and  e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u g h  a fo r m a l  a p p r e n t ic e s h ip  o r  e q u iv a le n t  
t r a in in g  an d  e x p e r ie n c e .  W o r k e r s  p r im a r i ly  e n g a g e d  in  in s t a l l in g  and r e p a ir in g  b u ild in g  s a n ita t io n  
o r  h e a t in g  s y s t e m s  a r e  e x c lu d e d .

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

F a b r i c a t e s ,  in s t a l l s ,  and  m a in ta in s  in  g o o d  r e p a i r  th e  s h e e t - m e t a l  e q u ip m e n t  and f ix t u r e s  
(s u c h  a s  m a c h in e  g u a r d s , g r e a s e  p a n s , s h e lv e s ,  l o c k e r s ,  ta n k s , v e n t i la t o r s ,  c h u te s ,  d u c t s ,  m e t a l  
r o o f in g )  o f  an  e s t a b l is h m e n t .  W o rk  in v o lv e s  m o s t  o f  th e  fo l lo w in g : P la n n in g  and la y in g  ou t a ll
ty p e s  o f  s h e e t - m e t a l  m a in te n a n c e  w o r k  f r o m  b lu e p r in ts ,  m o d e l s ,  o r  o t h e r  s p e c i f i c a t i o n s ;  s e tt in g
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up and o p e r a t in g  a l l  a v a ila b le  ty p e s  o f  s h e e t - m e t a l  w o r k in g  m a c h in e s ;  u s in g  a  v a r ie t y  o f  h a n d to o ls  
in  c u tt in g , b e n d in g , f o r m in g ,  sh a p in g , f i t t in g ,  and  a s s e m b lin g ;  and in s t a l l in g  s h e e t - m e t a l  a r t i c le s  
a s  r e q u i r e d .  In g e n e r a l ,  th e  w o r k  o f  th e  m a in t e n a n c e  s h e e t - m e t a l  w o r k e r  r e q u i r e s  ro u n d e d  
t r a in in g  an d  e x p e r ie n c e  u s u a l ly  a c q u ir e d  th ro u g h  a f o r m a l  a p p r e n t ic e s h ip  o r  e q u iv a le n t  t r a in in g  
and  e x p e r ie n c e .

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

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

C o n s t r u c t s  and r e p a i r s  m a c h in e - s h o p  t o o l s ,  g a g e s ,  j i g s , ’ f i x t u r e s  o r  d ie s  f o r  f o r g in g s ,  
p u n ch in g , and o t h e r  m e t a l - f o r m in g  w o r k . W o rk  in v o lv e s  m o s t  o f  th e  fo l lo w in g ; P la n n in g  and 
la y in g  ou t  o f  w o r k  f r o m  m o d e l s ,  b lu e p r in ts ,  d r a w in g s ,  o r  o t h e r  o r a l  and w r it te n  s p e c i f i c a t i o n s ;  
u s in g  a v a r ie t y  o f  t o o l  and  d ie  m a k e r 's  h a n d to o ls  and  p r e c i s i o n  m e a s u r in g  in s t r u m e n t s ;  u n d e r 
s ta n d in g  o f  th e  w o r k in g  p r o p e r t ie s  o f  c o m m o n  m e t a ls  and  a l l o y s ;  s e t t in g  up  and o p e r a t in g  o f  
m a c h in e  t o o ls  an d  r e la t e d  e q u ip m e n t ; m a k in g  n e c e s s a r y  sh o p  c o m p u t a t io n s  r e la t in g  to  d im e n s io n s  
o f  w o r k , s p e e d s ,  f e e d s ,  an d  t o o lin g  o f  m a c h in e s :  h e a t - t r e a t in g  o f  m e t a l  p a r t s  d u r in g  fa b r ic a t io n  
a s  w e ll  as o f  f in is h e d  t o o ls  and  d ie s  to  a c h ie v e  r e q u i r e d  q u a l i t ie s ;  w o r k in g  t o  c l o s e  t o le r a n c e s :  
f it t in g  and  a s s e m b lin g  o f  p a r t s  to  p r e s c r ib e d  t o le r a n c e s  and a l l o w a n c e s ;  and  s e l e c t in g  a p p r o p r ia t e  
m a t e r ia l s ,  t o o l s ,  and p r o c e s s e s .  In g e n e r a l ,  th e  t o o l  and  d ie  m a k e r 's  w o r k  r e q u i r e s  a  ro u n d e d  
t r a in in g  in  m a c h in e - s h o p  and t o o lr o o m  p r a c t i c e  u s u a l ly  a c q u ir e d  th r o u g h  a f o r m a l  a p p r e n t ic e s h ip  
o r  e q u iv a le n t  t r a in in g  and e x p e r ie n c e .

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

C U S T O D IA L  A N D  M A T E R IA L  M O V E M E N T

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

G u a r d . P e r f o r m s  r o u t in e  p o l i c e  d u t ie s ,  e i t h e r  at f ix e d  p o s t  o r  o n  t o u r ,  m a in ta in in g  o r d e r ,  
u s in g  a r m s  o r  f o r c e  w h e r e  n e c e s s a r y .  I n c lu d e s  g a te m e n  w ho a r e  s ta t io n e d  at g a te  and c h e c k  
o n  id e n t it y  o f  e m p lo y e e s  an d  o t h e r  p e r s o n s  e n t e r in g .

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

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

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

C le a n s  an d  k e e p s  in  an  o r d e r l y  c o n d it io n  f a c t o r y  w o r k in g  a r e a s  and w a s h r o o m s ,  o r  
p r e m is e s  o f  an  o f f i c e ,  a p a r tm e n t  h o u s e ,  o r  c o m m e r c ia l  o r  o t h e r  e s t a b l is h m e n t .  D u t ie s  in v o lv e  
a c o m b in a t io n  o f  th e  fo l lo w in g : S w e e p in g , m o p p in g  o r  s c r u b b in g , and p o l is h in g  f l o o r s ;  r e m o v in g  
c h ip s ,  t r a s h ,  an d  o t h e r  r e f u s e ;  d u s t in g  e q u ip m e n t , fu r n it u r e ,  o r  f ix tu r e s ;  p o l is h in g  m e t a l  f i x 
t u r e s  o r  t r im m in g s ;  p r o v id in g  s u p p l ie s  a n d  m in o r  m a in t e n a n c e  s e r v i c e s ;  and  c le a n in g  la v a t o r ie s ,  
s h o w e r s ,  and r e s t r o o m s .  W o r k e r s  w h o  s p e c i a l iz e  in  w in d o w  w a sh in g  a r e  e x c lu d e d .

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

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

A  w o r k e r  e m p lo y e d  in  a w a r e h o u s e ,  m a n u fa c tu r in g  p la n t , s t o r e ,  o r  o t h e r  e s t a b l is h m e n t  
w h o s e  d u tie s  in v o lv e  o n e  o r  m o r e  o f  th e  fo l lo w in g : L o a d in g  and u n lo a d in g  v a r io u s  m a t e r ia ls  and 
m e r c h a n d is e  o n  o r  f r o m  fr e ig h t  c a r s ,  t r u c k s ,  o r  o t h e r  t r a n s p o r t in g  d e v i c e s ;  u n p a c k in g , s h e lv in g , 
o r  p la c in g  m a t e r ia ls  o r  m e r c h a n d is e  in  p r o p e r  s t o r a g e  lo c a t i o n ;  and t r a n s p o r t in g  m a t e r ia ls  o r  
m e r c h a n d is e  b y  h a n d tr u ck , c a r ,  o r  w h e e lb a r r o w .  L o n g s h o r e m e n ,  w ho lo a d  and u n lo a d  sh ip s  a r e  
e x c l u d e d .

O R D E R  F I L L E R

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

F i l l s  sh ip p in g  o r  t r a n s f e r  o r d e r s  f o r  f in is h e d  g o o d s  f r o m  s t o r e d  m e r c h a n d is e  in  a c c o r d 
a n c e  w ith  s p e c i f i c a t i o n s  o n  s a le s  s l ip s ,  c u s t o m e r s ' o r d e r s ,  o r  o t h e r  in s t r u c t io n s .  M a y , in  a d d it io n  
to  f i l l in g  o r d e r s  an d  in d ic a t in g  i t e m s  f i l l e d  o r  o m it t e d ,  k e e p  r e c o r d s  o f  o u tg o in g  o r d e r s ,  r e q u i 
s i t io n  a d d it io n a l s t o c k  o r  r e p o r t  s h o r t  s u p p l ie s  to  s u p e r v i s o r ,  and p e r f o r m  o t h e r  r e la t e d  d u t ie s .

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

P r e p a r e s  f in is h e d  p r o d u c t s  f o r  sh ip m e n t  o r  s t o r a g e  b y  p la c in g  th e m  in  s h ip p in g  c o n 
t a in e r s ,  th e  s p e c i f i c  o p e r a t io n s  p e r f o r m e d  b e in g  d e p e n d e n t u p on  th e  ty p e ,  s i z e ,  an d  n u m b e r  
o f  u n its  t o  b e  p a c k e d , th e  ty p e  o f  c o n t a in e r  e m p lo y e d , an d  m e th o d  o f  sh ip m e n t . W o rk  r e q u i r e s  
th e  p la c in g  o f  i t e m s  in  sh ip p in g  c o n t a in e r s  and m a y  in v o lv e  o n e  o r  m o r e  o f  th e  fo l lo w in g : 
K n o w le d g e  o f  v a r io u s  i t e m s  o f  s t o c k  in  o r d e r  t o  v e r i f y  co n te n t ; s e l e c t i o n  o f  a p p r o p r ia t e  ty p e
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and s i z e  o f  c o n t a in e r ;  in s e r t in g  e n c l o s u r e s  in  c o n t a in e r ;  u s in g  e x c e l s i o r  o r  o th e r  m a t e r ia l  to  
p r e v e n t  b r e a k a g e  o r  d a m a g e ; c l o s in g  and  s e a lin g  c o n t a in e r ;  and  a p p ly in g  la b e ls  o r  e n te r in g  
id e n t ify in g  d a ta  o n  c o n t a in e r .  P a c k e r s  w h o  a ls o  m a k e  w o o d e n  b o x e s  o r  c r a t e s  a r e  e x c lu d e d . 
S H IP P IN G  A N D  R E C E IV IN G  C L E R K

P r e p a r e s  m e r c h a n d is e  f o r  sh ip m e n t , o r  r e c e iv e s  and i s  r e s p o n s ib le  f o r  in c o m in g  s h ip 
m e n ts  o f  m e r c h a n d is e  o r  o t h e r  m a t e r ia ls .  S h ip p in g  w o r k  in v o l v e s : A  k n o w le d g e  o f  sh ip p in g  p r o 
c e d u r e s ,  p r a c t i c e s ,  r o u t e s ,  a v a ila b le  m e a n s  o f  t r a n s p o r t a t io n ,  and r a t e s ;  and p r e p a r in g  r e c o r d s  
o f  th e  g o o d s  s h ip p e d , m a k in g  up  b i l l s  o f  la d in g ,  p o s t in g  w e ig h t  and sh ip p in g  c h a r g e s ,  an d  k e e p in g  
a f i l e  o f  sh ip p in g  r e c o r d s .  M a y  d i r e c t  o r  a s s i s t  in  p r e p a r in g  th e  m e r c h a n d is e  f o r  sh ip m e n t . 
R e c e iv in g  w o r k  i n v o l v e s : V e r i fy in g  o r  d i r e c t in g  o t h e r s  in  v e r i f y in g  th e  c o r r e c t n e s s  o f  sh ip m e n ts  
a g a in s t  b i l l s  o f  la d in g ,  in v o i c e s ,  o r  o t h e r  r e c o r d s ;  c h e c k in g  f o r  s h o r t a g e s  and r e je c t in g  d a m 
a g e d  g o o d s ;  r o u t in g  m e r c h a n d is e  o r  m a t e r ia ls  to  p r o p e r  d e p a r t m e n t s ;  an d  m a in ta in in g  n e c e s s a r y  
r e c o r d s  and f i l e s .

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

R e c e iv in g  c l e r k
S h ip p in g  c l e r k
S h ip p in g  and  r e c e iv in g  c l e r k  

T R U C K D R IV E R

D r iv e s  a t r u c k  w ith in  a c i t y  o r  in d u s t r ia l  a r e a  t o  t r a n s p o r t  m a t e r ia ls ,  m e r c h a n d is e ,  
e q u ip m e n t , o r  m e n  b e tw e e n  v a r io u s  t y p e s  o f  e s t a b l is h m e n t s  s u c h  a s : M a n u fa c tu r in g  p la n ts ,  fr e ig h t  
d e p o t s ,  w a r e h o u s e s ,  w h o le s a le  and r e t a i l  e s t a b l is h m e n t s ,  o r  b e tw e e n  r e t a i l  e s t a b l is h m e n t s  and 
c u s t o m e r s ' h o u s e s  o r  p la c e s  o f  b u s in e s s .  M a y  a ls o  lo a d  o r  u n lo a d  t r u c k  w ith  o r  w ith o u t h e lp e r s ,  
m a k e  m in o r  m e c h a n ic a l  r e p a i r s ,  and k e e p  t r u c k  in  g o o d  w o r k in g  o r d e r .  D r i v e r - s a le s m e n  and 
o v e r - t h e - r o a d  d r iv e r s  a r e  e x c lu d e d .

F o r  w a g e  s tu d y  p u r p o s e s ,  t r u c k d r iv e r s  a r e  c l a s s i f i e d  b y  s i z e  an d  ty p e  o f  e q u ip m e n t , as 
fo l lo w s :  ( T r a c t o r - t r a i l e r  s h o u ld  b e  r a te d  o n  th e  b a s is  o f  t r a i l e r  c a p a c i t y .)

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

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

O p e r a t e s  a m a n u a l ly  c o n t r o l l e d  g a s o l in e -  o r  e l e c t r i c - p o w e r e d  t r u c k  o r  t r a c t o r  t o  t r a n s p o r t  
g o o d s  and m a t e r ia ls  o f  a l l  k in d s  a b o u t a w a r e h o u s e ,  m a n u fa c tu r in g  p la n t , o r  o th e r  e s t a b l is h m e n t .

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

T r u c k e r ,  p o w e r  ( f o r k l i f t )
T r u c k e r ,  p o w e r  (o t h e r  th a n  f o r k l i f t ) -
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A r e a  W a g e  S u rv e y s
A  li s t  of the la te s t  a v a ila b le  b u lle tin s  is  p r e s e n te d  b e lo w . A  d ir e c to r y  o f  a r ea  w age stu d ie s  in clu d in g  m o r e  lim ite d  stu d ie s  con d u cted  at the request 

of the E m p lo y m e n t S ta n d a rd s A d m in is tr a t io n  o f the D e p a rtm e n t o f L a b o r  is  a v a ila b le  on r e q u e s t . B u lle tin s  m a y  be p u r c h a se d  fr o m  the Superin ten den t  
of D o c u m e n ts , U.S. G o v er n m en t P rin tin g  O f f ic e , W a sh in g to n , D .C . ,  20402,

B u lle tin  n u m b er
A r e a  and p r ic e

Akron, Ohio, July 1971 1 ________________________________  1685-87, 40 cents
Albany^-Schenectady—Troy, N.Y., Mar. 1972___________  1725-49, 30 cents
Albuquerque, N. Mex., Mar. 1972 1____________________  1725-59, 35 cents
Allentown—Bethlehem—Easton, Pa.—N.J., May 1.971___  1685-75, 30 cents
Atlanta, Ga., May 1971__________________________________  1685-69, 40 cents
Baltimore, Md., Aug. 1971______________________________ 1725- 16, 35 cents
Beaumont—Port Arthui^Orange, Tex., May 1971 1____  1685-68, 35 cents
Binghamton, N.Y., July 1971 1__________________________  1725-6, 35 cents
Birmingham, Ala., Mar. 1972__________________________  1725-58, 30 cents
Boise City, Idaho, Nov. 1971____________________________  1725-27, 30 cents
Boston, Mass.,  Aug. 1971_______________________________  1725-11, 40 cents
Buffalo, N.Y., Oct. 1971______ __________________________  1725-34, 45 cents
Burlington, Vt., Dec. 1971______________________________  1725-25, 25 cents
Canton, Ohio, May 1971_________________________________  1685-71, 30 cents
Charleston, W. Va., Mar. 1972 1________________________ 1725-63, 35 cents
Charlotte, N.C., Jan. 1972 1_____________________________  1725-48, 35 cents
Chattanooga, Tenn.—Ga., Sept. 1971-------------------------------  1725-14, 30 cents
Chicago, III., June 1971 1 _______________________________  1685-90, 70 cents
Cincinnati, Ohio—Ky.—Ind., Feb. 1972-----------------------------  1725-56, 35 cents
Cleveland, Ohio, Sept. 1971____________________ ________  1725-17, 40 cents
Columbus, Ohio, Oct. 1971______ _______________________  1725- 19, 30 cents
Dallas, Tex., Oct. 1971................................................ .............  1725-26, 35 cents
Davenport—Rock Island—Moline , Iowa—111., Feb. 1972 1_. 1725-55, 35 cents
Dayton, Ohio, Dec. 1971 1------------------------------------------------- 1725-36, 35 cents
Denver, Colo .,  Dec. 1971 1 ______________________________ 1725-44, 35 cents
Des Moines, Iowa, May 1971___________ ________________  1685-70, 30 cents
Detroit, Mich., Feb. 1971 1______________________________ 1685-77, 50 cents
Durham, N.C. (to be surveyed in 1972)
Fort Lauderdale—Hollywood and West Palm 

Beach, Fla. (to be surveyed in 1972)
Fort Worth, Tex., Oct. 1971____________________________  1725-21, 30 cents
Green Bay, Wis., July 1971_____________________________ 1725-3, 30 cents
Greenville, S.C., May 1971 1________ ___________________  1685-78, 35 cents
Houston, Tex., Apr. 1971 1______________________________ 1685-67, 50 cents
Huntsville, Ala., February 1972* ______________________  1725-50, 35 cents
Indianapolis, Ind., Oct. 1971____________________________  1725-23, 30 cents
Jackson, M iss .,  Jan. 1972______________________________  1725-38, 30 cents
Jacksonville, Fla., Dec. 1971________________ __________  1725-39, 30 cents
Kansas City, M o.-Kans.,  Sept. 1971 ------------------------------  1725- 18, 35 cents
Lawrence—Haverhill, Mass.—N.H., June 1971 --------------- 1685-83, 30 cents
Little Rock—North Little Rock, Ark.,  July 1971 ----------- 1725-4, -30 cents
Los Angeles—Long Beach and Anaheim—Santa Ana-

Garden Grove, Calif., Mar. 1971 1 ___________________  1685-66, 50 cents
Louisville, Ky.—Ind., Nov. 1971 1 -----------------------------------  1725-29, 35 cents
Lubbock, Tex.,  Mar. 1972 1--------------------------------------------  1725-57, 35 cents
Manchester, N.H., July 1971----------------- -------------------------  1725-2, 30 cents
Memphis, Tenn.—Ark.,  Nov. 1971 1_____________________  1725-40, 35 cents
Miami, Fla., Nov. 1971.............................-..............................  1725-28, 30 cents
Midland and Odessa, Tex., Jan. 1972*_________________  1725-37, 30 cents
Milwaukee, Wis., May 1971_____________________________ 1685-76, 35 cents

o r  fr o m  any o f the B L S  r e g io n a l s a le s  o f f ic e s  show n on the in s id e  fro n t c o v e r .

Bui n u m b er
A r e a  -ic e

Minneapolis—St. Paul, Minn., Jan. 1972 1-------------------------- 1725-4 50 cents
Muskegon—Muskegon Heights, Mich., June 1971_________  1685-82 30 cents
Newark and Jersey  City, N.J., Jan. 1972*_____________  1725-52, 50 cents
New Haven, Conn., Jan. 1972 1 __________________________  1725-41, 35 cents
New Orleans, La., Jan. 1972_____________________________ 1725-35, 30 cents
New York, N.Y., Apr. 1971______________________________  1685-89, 65 cents
Norfolk—Portsmouth and Newport News—

Hampton, Va., Jan. 1972_______________________________  1725-42, 30 cents
Oklahoma City, Okla., July 1971 1_______________________ 1725-8, 35 cents
Omaha, Nebr.—Iowa, Sept. 1971 1 ________________________ 1725-13, 35 cents
Paterson—Clifton—Passaic , N.J., June 1971_____________ 1685-84, 35 cents
Philadelphia, Pa.—N.J., Nov. 1 971 1_____________________  1725-62, 50 cents
Phoenix, A r iz . ,  June 1971_______________________________  1685-86, 30 cent
Pittsburgh, Pa., Jan. 1972_______________________________  1725-46, 40 cen!
Portland, Maine, Nov. 1971 1 ____________________________ 1725-22, 35 cen.
Portland, Oreg.—Wash., May 1971_______________________  1685-85, 35 cents
Poughkeepsie—Kingston—Newburgh,

N.Y. (to be surveyed in 1972)
Providence—Pawtucket—Warwick, R.I.—Mas s .,

May 1971 1 ------------------------------------------------------------------------  1685-80, 40 cents
Raleigh, N.C., Aug. 1971_________________________________  1725-5, 30 cents
Richmond, Va., Mar. 1971_______________________________  1685-62, 30 cents
Rochester, N.Y. (office occupations only), July 1971*__ 1725-7, 35 cents
Rockford, III., May 1971 --------------------------------------------------- 1685-79, 30 cents
St. Louis, Mo.—111., Mar. 1972___________________________  1725-61, 35 cents
Salt Lake City, Utah, Nov. 1971_________________________  1725-24, 30 cents
San Antonio, Tex.,  May 1971 1___________________________  1685-81, 35 cents
San Bernardino—Riverside—Ontario, Calif.,

Dec. 1971______________ __________________________________ 1725-43, 30 cents
San Diego, Calif., Nov. 1971 1 ___________________________  1725-32, 35 cents
San Francisco—Oakland, Calif.,  Oct. 1971 1_____________ 1725-33, 50 cents
San Jose, Calif., Aug. 1971 1_____________________________ 1725- 15, -35 cents
Savannah, Ga., May 1971_________________________________  1685-72, 30 cents
Scranton, Pa., July 1971_________________________________  1725-1, 30 cents
Seattle—Everett , Wash., Jan. 1972_______________________  1725-47, 30 cents
Sioux Falls, S. Dak., Dec. 1971_________________________  1725-30, 25 cents
South Bend, Ind., Mar. 1972 1_________________ _________  1725-60, 35 cents
Spokane, Wash., June 1971______________________________  1685-88, 30 cents
Syracuse, N.Y., July 1971 1 _____________________________  1725-10, 35 cents
Tampa—St. Petersburg, Fla., Nov. 1971 1 _________ ____- 1725-31, 35 cents
Toledo, Ohio—Mich., Apr. 1971 1_________________________ 1685-74, 40 cents
Trenton, N.J., Sept. 1971________________________________  1725-12, 30 cents
Utica—Rome, N.Y., July 1971 1__________________________  1725-9, 35 cents
Washington, D .C .—Md.—Va., Apr. 1971__________________ 1685-56, 40 cents
Waterbury, Conn., Mar. 1972 __________________________  1725-53, 35 cents
Waterloo, Iowa, Nov. 1971_________ _____________________ 1725-20, 30 cents
Wichita, Kans., Apr. 1971_______________________________  1685-64, 30 cents
W orcester, M ass.,  May 1971____________________________  1685-73, 30 cents
York, Pa., Feb. 1972 1____________________________ _______ 1725-54, 35 cents
Youngstown—Warren, Ohio, Nov. 1971 1_________________ 1725-51, 35 cents

Data on establishm ent practices and supplementary wage provisions are also presented.Digitized for FRASER 
http://fraser.stlouisfed.org/ 
Federal Reserve Bank of St. Louis



FIRST CLASS MAILU.S. DEPARTMENT OF LABOR
BUREAU OF LABOR STATISTICS

W A S H IN G TO N , D.C. 20212

O F F IC IA L  BUSINESS

PENALTY FOR PRIVATE USE, $300

POSTAGE A N D  FEES P A ID  

U.S. DEPARTMENT OF LABOR

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




