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Preface
T h is  b u l le t in  p r o v id e s  r e s u l t s  o f  an A u g u s t  1976 s u r v e y  

o f  o c c u p a t io n a l  ea rn in g s  in  the D aytona  B ea ch ,  F lo r id a ,  Standard 
M e t r o p o l i t a n  S ta t is t ic a l  A r e a  (V o lu s ia  C ou nty ).  The  s u r v e y  was 
m a d e  as p a r t  o f  the B u reau  o f  L a b o r  S t a t i s t i c s '  annual a r e a  w age  
s u r v e y  p r o g r a m ,  w h ich  is  d e s ig n e d  to  y ie ld  data f o r  in d iv id u a l  
m e t r o p o l i t a n  a r e a s  as w e l l  as n at ion a l  and r e g io n a l  e s t im a t e s  f o r  
a l l  Standard  M e t r o p o l i t a n  S ta t is t ic a l  A r e a s  in  the United S tates ,  
ex c lu d in g  A la s k a  and H aw a ii .

A  m a j o r  c o n s i d e r a t i o n  in the a r e a  w age  s u r v e y  p r o g r a m  
is  the n eed  to d e s c r i b e  the l e v e l  and m o v e m e n t  o f  w a g e s  in a 
v a r i e t y  o f  l a b o r  m a r k e t s ,  th rou gh  the a n a ly s is  o f  (1) the l e v e l  
and d is t r ib u t io n  o f  w a g e s  b y  o c c u p a t io n ,  and (2) the m o v e m e n t  
o f  w a g e s  b y  o c c u p a t io n a l  c a t e g o r y  and sk i l l  l e v e l .  The p r o g r a m  
d e v e lo p s  in fo r m a t io n  that m a y  be u s e d  f o r  m a n y  p u r p o s e s ,  i n ­
c lu d in g  w a g e  and s a l a r y  a d m in is t r a t io n ,  c o l l e c t i v e  b a rg a in in g ,  
and a s s i s t a n c e  in  d e t e r m in in g  plant l o c a t io n .  S u r v e y  r e s u l t s  a l s o  
a r e  u s e d  b y  the U .S. D e p a r tm e n t  o f  L a b o r  to  m a k e  w age  d e t e r ­
m in a t io n s  u n d e r  the S e r v i c e  C o n tr a c t  A c t  o f  1965.

C u r r e n t ly ,  84 a r e a s  a r e  in c lu d e d  in the p r o g r a m .  (See 
l i s t  o f  a r e a s  on in s id e  b a ck  c o v e r . )  In e a c h  a r e a ,  o c cu p a t io n a l  
e a rn in g s  data a r e  c o l l e c t e d  annually .  I n fo r m a t io n  on e s t a b l i s h ­
m e n t  p r a c t i c e s  and s u p p le m e n t a r y  w age  b en e f it s  is  ob ta in ed  e v e r y  
th ird  y e a r .

E a c h  y e a r  a fte r  a l l  in d iv id u a l  a r e a  w age  s u r v e y s  have  
b e e n  c o m p le t e d ,  tw o s u m m a r y  bu l le t in s  a re  i s s u e d .  The f i r s t  
b r in g s  t o g e th e r  data f o r  e a c h  m e t r o p o l i t a n  a r e a  s u r v e y e d ;  the 
s e c o n d  p r e s e n t s  n at iona l  and r e g io n a l  e s t im a t e s ,  p r o je c t e d  f r o m  
in d iv id u a l  m e t r o p o l i t a n  a r e a  data.

The D aytona  B e a c h  s u r v e y  w as  c o n d u cte d  b y  the B u re a u 's  
r e g io n a l  o f f i c e  in  A t lanta ,  G a „  u n d er  the g e n e r a l  d i r e c t i o n  o f  
J e r r y  G .  A d a m s ,  A s s is t a n t  R e g io n a l  C o m m i s s i o n e r  f o r  O p e r ­
a t io n s .  The  s u r v e y  c o u ld  n o t  h av e  b e e n  a c c o m p l i s h e d  without 
the c o o p e r a t i o n  o f  the m a n y  f i r m s  w h o s e  w a g e  and s a la r y  data 
p r o v id e d  the b a s is  f o r  the s t a t i s t i c a l  in fo r m a t io n  in this bu lle t in .  
The  B u rea u  w is h e s  to  e x p r e s s  s i n c e r e  a p p r e c ia t io n  f o r  the c o o p ­
e r a t i o n  r e c e i v e d .
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Introduction
T h i s  a r e a  i s  1 o f  84 i n  w h i c h  t h e  U . S .  

D e p a r t m e n t  o f  L a b o r ' s  B u r e a u  o f  L a b o r  S t a t i s t i c s  
c o n d u c t s  s u r v e y s  o f  o c c u p a t i o n a l  e a r n i n g s  a n d  r e ­
l a t e d  b e n e f i t s .  In  t h i s  a r e a ,  d a t a  w e r e  o b t a i n e d  b y  
a  c o m b i n a t i o n  of  p e r s o n a l  v i s i t ,  m a i l  q u e s t i o n n a i r e ,  
a n d  t e l e p h o n e  i n t e r v i e w .  R e p r e s e n t a t i v e  e s t a b l i s h ­
m e n t s  w i t h i n  s i x  b r o a d  i n d u s t r y  d i v i s i o n s  w e r e  c o n ­
t a c t e d :  M a n u f a c t u r i n g ;  t r a n s p o r t a t i o n ,  c o m m u n i c a ­
t i o n ,  a n d  o t h e r  p u b l i c  u t i l i t i e s ;  w h o l e s a l e  t r a d e ;  
r e t a i l  t r a d e ;  f i n a n c e ,  i n s u r a n c e ,  a n d  r e a l  e s t a t e ;  
a n d  s e r v i c e s .  M a j o r  i n d u s t r y  g r o u p s  e x c l u d e d  f r o m  
t h e s e  s t u d i e s  a r e  g o v e r n m e n t  o p e r a t i o n s  a n d  t h e  
c o n s t r u c t i o n  a n d  e x t r a c t i v e  i n d u s t r i e s .  E s t a b l i s h ­
m e n t s  h a v i n g  f e w e r  t h a n  a  p r e s c r i b e d  n u m b e r  o f  
w o r k e r s  a r e  o m i t t e d  b e c a u s e  o f  i n s u f f i c i e n t  e m p l o y ­
m e n t  i n  t h e  o c c u p a t i o n s  s t u d i e d .  S e p a r a t e  t a b u l a ­
t i o n s  a r e  p r o v i d e d  f o r  e a c h  o f  th e  b r o a d  i n d u s t r y  
d i v i s i o n s  w h i c h  m e e t  p u b l i c a t i o n  c r i t e r i a .

A - s e r i e s  t a b l e s

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

(c )  m a i n t e n a n c e ,  t o o l r o o m ,  a n d  p o w e r p l a n t ,  a n d  (d) 
m a t e r i a l  m o v e m e n t  a n d  c u s t o d i a l .  In  t h e  3 1  l a r g e s t  
s u r v e y  a r e a s ,  t a b l e s  A - l a  t h r o u g h  A - 6 a  p r o v i d e  
s i m i l a r  d a t a  f o r  e s t a b l i s h m e n t s  e m p l o y i n g  500 w o r k ­
e r s  o r  m o r e .

T a b l e  A - 7  p r o v i d e s  p e r c e n t  c h a n g e s  in  a v ­
e r a g e  h o u r l y  e a r n i n g s  o f  o f f i c e  c l e r i c a l  w o r k e r s ,  
e l e c t r o n i c  d a t a  p r o c e s s i n g  w o r k e r s ,  i n d u s t r i a l  
n u r s e s ,  s k i l l e d  m a i n t e n a n c e  t r a d e s  w o r k e r s ,  a n d  
u n s k i l l e d  p l a n t  w o r k e r s .  W h e r e  p o s s i b l e ,  d a t a  a r e  
p r e s e n t e d  f o r  a l l  i n d u s t r i e s ,  m a n u f a c t u r i n g ,  a n d  
n o n m a n u f a c t u r i n g .  T h i s  t a b l e  p r o v i d e s  a  m e a s u r e  o f  
w a g e  t r e n d s  a f t e r  e l i m i n a t i o n  o f  c h a n g e s  i n  a v e r a g e  
e a r n i n g s  c a u s e d  b y  e m p l o y m e n t  s h i f t s  a m o n g  e s t a b ­
l i s h m e n t s  a s  w e l l  a s  t u r n o v e r  o f  e s t a b l i s h m e n t s  i n ­
c l u d e d  i n  s u r v e y  s a m p l e s .  F o r  f u r t h e r  d e t a i l s ,  s e e  
a p p e n d i x  A .

A p p e n d i x e s

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

A p p e n d i x  B  p r o v i d e s  j o b  d e s c r i p t i o n s  u s e d  
b y  B u r e a u  f i e l d  e c o n o m i s t s  t o  c l a s s i f y  w o r k e r s  b y  
o c c u p a t i o n .
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A. Earnings
Table A-1. W eekly earnings of office workers in Daytona Beach, Fla., August 1976

W eekly earnings 1 
(standard)

N um ber o f w ork ers rec  eiving stra igh t-tim e  w eekly earning s of—

Occupation and industry division
Number

of
workers

Average 
w eekly 
hours1 

(standard Mean * M edian * M iddle range £

s
90

and
under

i
95

$
100

S
n o

S
120

$ *
130 140

S i
150 160 170

s
ieo

%
19o

S
200

S
210

i
220

$
230

S
240

S
250

S
260

s
270

T
280

95 100 no 120 130 140 150 160 170 180 190 20C' 210 220 23o 24o 250 260 270 280 290

ALL W O R K E R S
$ $ $ $

1 1
1l fT

* 7•3
1

181.50
162.50
163.50

165.00- 204.50
140.00- 193.00
147.00- 193.50151.00

153.00
1 1WnL 1 • u w i v L U

m an u factu rin g  ---------- ---- ----------- 28 40.0 - - - 4 4 7 2 2 1 6 - - - - - -
. . .  _ . . .  .

sw itc h b o a r d  o p e r a to r - r e c e p t io n is t s - 17 40.0 116.50 116.00 100.00-130.00 7 3 2 4 - 1 - - - - -

1
1

-

1 1 |

1 1 7 1 l
1 t

See footnotes at end o f  tables

Table A-2. Weekly earnings of professional and technical workers in Daytona Beach, Fla., August 1976
W eekly earnings 1 

(standard)
N um ber o f  w ork ers  re ce iv in g  stra igh t-tim e  we ekly earnings o f—

O ccupation and industry  d iv ision
Number

of
workers

Average
w eekly
hours1

(standard) Mean * M edian * M iddle ranged

s
210

and 
unde r

S
215

S
2 2 0

s
225

s
230

S
235

$ s s s $ %  %

240 245 250 255 260 265 270
s  $ s s s

275 280 285 290 295
S

300
%

310
1 ----------

320

v 215 2 2 0 225 230 235 240 245 250 255 260 265 270 275 280 285 290 295 300 310 320 330

ALL WORKERS
$ $

2 2 4 .0 0 -2 7 9 .5 0 5 2 2 1 - - -U H A i 1 t K  j  y v L A j  j  w 11 ■ ■ ■

See footn otes at end o f tab les.
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Table A -3 . Average w eekly earnings of office, professional, and technical workers, by sex,
in Daytona Beach, Fla., August 1976

A verage
(m ean2 )

Average 
(m ean2 )

Average
(m ean2 )

Sex, 3 occu pation , and industry d iv ision
Number

of
workers

W eekly 
heurs 1 

[standard)

W eekly 
earnings 1 
(standard)

Sex, 3 occupation , and industry d iv ision
Number

of Weekly 
hours 1 

(standard)

W eekly 
earnings 1 
(standard)

Sex, 3 occupation , and industry d iv ision
Number

o f
workers

Weekly 
hours 1 

(standard)

W eekly 
earnings 1 
(standard)

OFFICE OCCUPATIONS -  WOMEN

1 6 0

OFFICE OCCUPATIONS -  
WOMEN— CONTINUED

116 .00

OFFICE OCCUPATIONS -  
WOMEN— CONTINUED

55 183 .00
148.50

28
24

3 9 .5 3 9 .5
$
130.50
147.50
121.50

4 0 .0
4 0 .0

167.50
t ̂  £

SECRETARIES. CLASS C 24 167.50 p r o f e s s io n a l  and t e c h n ic a l
OCCUPATIONS -  MEN

181.50 tS *2
162.50
163 .50

0 .0

28 4 0 .0

See footn otes at end o f  tab les.

Table A-4. Hourly earnings of maintenance, toolroom, and powerplant workers in Daytona Beach, Fla., August 1976
Hourly earnings 4 N um ber of w ork ers  rece iv in g  stra igh t-tim e  hourly  earnings o f—

Occupation and industry d iv ision
Number

oi
workers Mean 2 Median * M iddle range 2

$ 1 $ S s 1 $ $ 5 1 1 5 $ s I I 1 S 5 1 1 
4 .3 0  4 .4 0  4 .5 0  4 .6 0  4 .7 0  4 . 8 0  4 .9 0  5 .0 0  5 .1 0  5 .2 0  5 .3 0  5 .4 0  5 .5 0  5 .6 0  5 .7 o  5 .8 0  5 .9 0  6 .0 0  6 .1 o  6 .2 0  6 .3 0

under
4 .4 0  4 .5 0  4 .6 0  4 .7 0  4 .8 0  4 .9 0  5 .0 0  5 .1 0  5 .2 0  5 .3 0  5 .4 0  5 .5 0  5 .6 0  5 .7 0  5 .8 n  5 .9 0  6 .0 0  6 .1 0  6 .2 o  6 .3 0  6 .4 0

s s
6 .4 0  6 .6 0  

6 .6 0  6 . So

ALL WORKERS

MAINTENANCE MECHANICS 
(MOTOR VEHICLES) ---------- -------- ---------- 17

$
4 .8 4

$
4 .3 4

$ $ 
4 . 3 4 -  5 .0 9 •1•111••11i•ii••©

1

See footn otes at end o f tables.
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Table A -5 . Hourly earnings of m aterial movement and custodial workers in Daytona Beach, Fla., August 1976
Hourly earnings 4 N um ber o f  w ork ers  rece iv in g  stra igh t-tim e  h ourly  earnings o f—

S s---- -5---- 1 ---- 5 S 1 ---- ~S---- 1 ---- "5---- 1 ---- 1 ---- S S *5---- S S S

O ccupation and industry d iv ision
Number

of 2 .3 0 2 .4 0 2 .5 0 2 .6 0 2 .7 0 2 .8 0 2 .9 0 3 .0 0 3 .1 0 3 .2 0 3 .3 0 3 .4 0 3 .5 0 3 .6 0 3 .8 o 4 .0 0 4 .2 0 4 .4 0
workers Mean 2 M edian2 M iddle range 2 and

under
2 .4 0 2 .5 o 2 .6 0 2 .7 0 2 .8 0 2 .9 0 3 .0 0 3 . I Q 3 .2 0 3 .3 0 3 .4 0 3 .5 0 3*60 3 .8 0 4 .0 0 4 .2 0 ».»o 4 .6 0

ALL WORKERS
$ $ $ $

TRUCKORIVERS --------------------------- 57 3 .3 8 3 .4 0 3 .2 5 -  3 .4 0 3 • 1 6 - 2 • • 3 28 B - 2 1 1
n o n m a n u f a c t u r in g--------- -------------- 49 3 .3 3 3 .4 0 3 . 4 0 -  3 .4 0 3 - - 6 “ 2 - - - - - 28 - 7 - - 1 1

RECEIVING CLERKS ---------------------- 16 3 .8 5 3 .9 4 3 . 5 3 -  4 .4 0 - - 3 - - 1 - - - - - - - 2 2 2 - 4

m a t e r ia l  HANDLING LABORERS ---------------- 54 3 .1 2 3*00 2 . 4 9 -  3 .9 0 6 9 5 - 2 3 - 4 - 2 5 - - 1 16 1 - -

JANITORS. PORTERS. AND CLEANERS ------ 108 3 .0 4 2 .9 1 2 . 5 0 -  3 .3 1 13 9 14 5 11 5 12 4 8 6 2 _ _ 5 • 9 -

MANUFACTURING -------------- ----------------------- 42 3 .2 7 3 .2 0 2 . 9 1 -  3 .3 9 • 4 3 . • 5 7 _ 8 6 - 1 - 8 “
nonmanufacturing  ------------------------------ 66 2 .8 9 2 .6 3 2 .4 1 -  3 .0 8 13 5 11 5 11 5 4 2 “ 4 1

See footnotes at end o f tab les.

Table A-6. Average hourly earnings of maintenance, toolroom, 
powerplant, material movement, and custodial workers, 
by sex, in Daytona Beach, Fla., August 1976

Sex, 3 occupation , and industry d iv ision
Number

of
workers

A verage 
(m ean2 )

earnings4
Sex, 3 occupation , and industry d iv ision

Number
of

workers

Average 
(m e a n * ) 

hourly 
earnings 4

MAINTENANCE, toolroom , and 
POWERPLANT OCCUPATIONS -  MEN

MATERIAL MOVEMENT AND CUSTODIAL 
OCCUPATIONS -  MEN— CONTINUED

$
3 .0 6MAINTENANCE MECHANICS $ JANITORS, PORTERS, AND CLEANERS -------- 93

2 .9 3

MATERIAL MOVEMENT AND CUSTODIAL 
OCCUPATIONS -  MEN

MATERIAL MOVEMENT AND CUSTODIAL 
OCCUPATIONS -  WOMEN

15 2 .8 8

See footnotes at end o f  tables.
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Table A-7. Percent increases in average hourly earnings for selected 
occupational groups, adjusted for employment shifts, 
in Daytona Beach, Fla., August 1975 to August 1976

Industry and occupational group 
(m en and w om en com bin ed) August 1975 to August 1976

A ll  in du stries :
*

E le ctro n ic  data p ro ce ss in g  _ *
*

10.6

* Data do not m eet publication  c r ite r ia .

Footnotes
to these weekaiyd ho0uUrrsS re fle c t  the w orkw eek fo r  '"''ich  em ployees  r e ce iv e  their regu lar stra igh t-tim e sa la r ies  (exc lu 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 earnings corresp on d

a , h I1fT ^e , m ea '\ iS Cr . PUt£  fo r  * ac.h job  b3Ltota1" ®  the earn ing!  ° f  a ll w ork ers  and dividing by the num ber o f  w o rk e rs . The m edian designates position— half o f the em ployees  surveyed re ce iv e  m ore 
haif r e c e d e  le s s  than the rate shown The n odd le  range defined by 2 rates o f ^ a y ;  a fourth o f the w ork ers  earn  le s s  than the low er o f  these ra tes and a fourth earn  m ore  than the higher rate.

Earnings data rela te only to w ork ers  w hose sex identification  was provided  by the establishm ent. 
E xcludes prem ium  pay fo r  overtim e  and for  w ork on w eekends, holidays, and late sh ifts.
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Appendix A
A r e a  w a g e  and re la te d  b en e f i t s  data a re  ob ta in ed  by p e r s o n a l  v is i t s  

o f  B u re a u  f i e ld  r e p r e s e n t a t iv e s  at 3 - y e a r  in t e r v a ls .  1 In ea ch  o f  the i n t e r ­
ven ing  y e a r s ,  in fo r m a t io n  on e m p lo y m e n t  and o c c u p a t io n a l  ea rn in g s  is  c o l ­
l e c t e d  by  a c o m b in a t io n  o f  p e r s o n a l  v i s i t ,  m a i l  q u e s t io n n a ir e ,  and te lep h on e  
in t e r v ie w  f r o m  e s t a b l is h m e n ts  p a rt ic ip a t in g  in the p r e v io u s  su r v e y .

In e a ch  o f  the 84 1 2 a r e a s  c u r r e n t ly  s u r v e y e d ,  data a re  ob ta in ed  f r o m  
r e p r e s e n t a t iv e  e s t a b l is h m e n ts  within s ix  b r o a d  in d u stry  d iv is io n s :  M a n u fa c ­
tu r in g ;  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 th e r  pu b l ic  u t i l i t ie s ;  w h o le sa le  
t r a d e ;  r e t a i l  t r a d e ;  f in a n ce ,  in s u r a n c e ,  and r e a l  e s ta te ;  and s e r v i c e s .  M a jo r  
in d u s t r y  g ro u p s  e x c lu d e d  f r o m  t h e s e  s tu dies  a r e  g o v e r n m e n t  o p e r a t io n s  and 
the c o n s t r u c t io n  and e x t r a c t iv e  in d u s t r ie s .  E s ta b l is h m e n ts  having f e w e r  than 
a p r e s c r i b e d  n u m b e r  o f  w o r k e r s  a re  o m itted  b e c a u s e  o f  in su f f i c ie n t  e m p l o y ­
m e n t  in  the o c c u p a t io n s  studied . S ep arate  tabu la tion s  a re  p r o v id e d  f o r  e a ch  
o f  the b r o a d  in d u stry  d iv is io n s  w hich  m e e t  p u b l ica t ion  c r i t e r i a .

T h e s e  s u r v e y s  a re  con d u cte d  on a sa m p le  b a s is .  The sa m p lin g  
p r o c e d u r e s  in v o lv e  d e ta i led  s tr a t i f i c a t io n  o f  a l l  e s ta b l is h m e n ts  with in  the 
s c o p e  o f  an in d iv id u a l  a r e a  s u r v e y  by in d u stry  and n u m ber  o f  e m p lo y e e s .  
F r o m  th is  s tra t i f i e d  u n iv e r s e  a p r o b a b i l i t y  sa m p le  i s  s e le c t e d ,  with ea ch  
e s ta b l ish m e n t  having a p r e d e t e r m in e d  ch a n ce  o f  s e le c t io n .  T o  obta in  o p t im u m  
a c c u r a c y  at m in im u m  c o s t ,  a g r e a t e r  p r o p o r t io n  o f  la rg e  than s m a l l  e s t a b ­
l ish m e n ts  is  s e le c t e d .  When data a re  c o m b i n e d ,  each  e s ta b l is h m e n t  is  
w e igh ted  a c c o r d in g  to  its  p r o b a b i l i t y  o f  s e le c t io n ,  so  that u nb iased  e s t im a te s  
a r e  g e n e ra te d .  F o r  e x a m p le ,  i f  one out o f  f o u r  e s ta b l is h m e n ts  is  s e le c t e d ,  
it  i s  g iven  a w eigh t o f  f o u r  to  r e p r e s e n t  i t s e l f  p lus  th re e  o th e r s .  An a lternate  
o f  the sa m e  o r ig i n a l  p r o b a b i l i t y  is  c h o s e n  in the sam e in d u s t r y - s i z e  c l a s s i ­
f i c a t io n  i f  data a re  not ava i la b le  f r o m  the o r ig in a l  sa m p le  m e m b e r .  If no 
suitab le  substitute  is  a v a i la b le ,  add it ion a l  w eigh t is  a s s ig n e d  to a sa m p le  
m e m b e r  that is  s im i l a r  to the m i s s in g  unit.

O ccu p a t io n s  and ea rn in gs
O ccu p a t io n s  s e le c t e d  f o r  study a re  c o m m o n  to a v a r ie t y  o f  m a n u fa c ­

tu r in g  and n on m an u factu r in g  in d u s t r ie s ,  and a r e  o f  the fo l lo w in g  ty p e s :  
(1) O f f i c e  c l e r i c a l ;  (2) p r o f e s s i o n a l  and te c h n ic a l ;  (3) m a in te n a n ce ,  t o o l r o o m ,  
and p ow e rp la n t ;  and (4) m a t e r ia l  m o v e m e n t  and c u sto d ia l .  O ccu p a t io n a l  
c l a s s i f i c a t i o n  i s  b a s e d  on a u n i fo rm  set o f  j o b  d e s c r i p t i o n s  d e s ig n e d  to  take 
a cco u n t  o f  in t e r e s t a b l is h m e n t  v a r ia t io n  in duties  within the sam e j o b .  O c c u ­
p at ions  s e le c t e d  f o r  study a re  l i s te d  and d e s c r i b e d  in appendix  B . U nless  
o th e r w is e  in d ica ted ,  the ea rn in g s  data fo l lo w in g  the jo b  t i t le s  a re  f o r  a l l  
in d u s t r ie s  co m b in e d .  E a rn in g s  data fo r  s o m e  o f  the o c c u p a t io n s  l i s te d  and

1 Personal visits were on a 2-year cycle before July 1972.
2 Included in the 84 areas are 14 studies conducted by the Bureau under contract. These areas are 

Akron, Ohio; Austin, T ex.; Binghamton, N .Y. —Pa.; Birmingham, A la .; Fort Lauderdale—Hollywood and West 
Palm Beach-Boca Raton, Fla.; Lexington—Fayette, K y .; Melbourne—Titusville—Cocoa, Fla.; Norfolk—Virginia 
Beach—Portsmouth and Newport News—Hampton, Va. —N. C . ; Poughkeepsie—Kingston— Newburgh, N. Y . ; Raleigh— 
Durham, N .C .; Stamford, Conn.; Syracuse, N. Y . ; Utica—Rome, N .Y .; and Westchester County, N .Y. In 
addition, the Bureau conducts more limited area studies in approximately 100 areas at the request o f the 
Employment Standards Administration of the U. S. Department o f Labor.

d e s c r i b e d ,  o r  f o r  s o m e  in d u stry  d iv is io n s  within the s c o p e  o f  the su r v e y ,  a re  
not p r e s e n te d  in the A - s e r i e s  t a b le s ,  b e c a u s e  e i th e r  (1) e m p lo y m e n t  in the 
o c c u p a t io n  i s  to o  s m a l l  to p r o v id e  enough data to  m e r i t  p rese n ta t io n ,  or  
(2) th e re  i s  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 ish m e n t  data. Sep a ­
ra te  m e n ' s  and w o m e n 's  ea rn in g s  data are  not p r e s e n te d  when the n u m ber  o f  
w o r k e r s  not id en t i f ied  by s e x  i s  20 p e r c e n t  o r  m o r e  o f  the m e n  o r  w om en  
id en t i f ied  in an o c c u p a t io n .  E a rn in g s  data not shown s e p a ra te ly  f o r  in d u stry  
d iv is io n s  are  in c lu d ed  in data f o r  a l l  in d u s tr ie s  com bin ed .  L ik e w is e ,  
data a re  in c lu d ed  in the o v e r a l l  c la s s i f i c a t i o n  when a . s u b c la s s i f i c a t io n  o f  
e l e c t r o n i c s  t e c h n i c i a n s , s e c r e t a r i e s ,  o r  t r u c k d r i v e r s  is  not shown o r  i n f o r ­
m a t io n  to s u b c la s s i f y  is  not a v a i la b le .

O c cu p a t io n a l  e m p lo y m e n t  and ea rn in g s  data are  shown f o r  fu l l - t i m e  
w o r k e r s ,  i . e . ,  th o se  h ire d  to  w o r k  a r e g u la r  w e e k ly  s ch e d u le .  E a rn in g s  data 
e x c lu d e  p r e m iu m  p a y  f o r  o v e r t im e  and f o r  w o r k  on w e e k e n d s ,  h o l id a y s ,  and 
late  sh i f ts .  N o n p rod u ct ion  b o n u s e s  a re  e x c lu d e d ,  but c o s t - o f - l i v i n g  a l lo w a n c e s  
and in ce n t iv e  b o n u se s  a re  in c lu d e d .  W eek ly  h ou rs  f o r  o f f i c e  c l e r i c a l  and 
p r o f e s s i o n a l  and te c h n ic a l  o c c u p a t io n s  r e f e r  to  the standard w o rk w e e k  
(rou n d ed  to the n e a r e s t  half  hour)  f o r  w hich  e m p lo y e e s  r e c e i v e  re g u la r  
s t r a ig h t - t im e  s a la r i e s  ( e x c lu s iv e  o f  pay  f o r  o v e r t im e  at r e g u la r  a n d /o r  
p r e m iu m  r a t e s ) .  A v e r a g e  w e e k ly  e a rn in g s  f o r  th e se  o c cu p a t io n s  a re  rounded  
to  the n e a r e s t  h a l f  d o l la r .

T h e s e  s u r v e y s  m e a s u r e  the le v e l  o f  o c cu p a t io n a l  e a rn in g s  in an a re a  
at a p a r t i c u la r  t im e .  C o m p a r i s o n s  o f  in d iv id u a l  o c cu p a t io n a l  a v e r a g e s  o v e r  
t i m e  m a y  not r e f l e c t  e x p e c te d  w age  ch a n g e s .  The a v e r a g e s  f o r  in d iv id u a l  j o b s  
a r e  a ff e c t e d  by  ch a n g e s  in w a g e s  and e m p lo y m e n t  p a t te rn s .  F o r  e x a m p le ,  
p r o p o r t i o n s  o f  w o r k e r s  e m p lo y e d  by h igh -  o r  l o w -w a g e  f i r m s  m a y  ch a n g e ,  o r  
h ig h -w a g e  w o r k e r s  m a y  advan ce  to be tte r  j o b s  and be  r e p la c e d  by  new 
w o r k e r s  at l o w e r  r a te s .  Such shifts  in e m p lo y m e n t  co u ld  d e c r e a s e  an o c c u ­
pat ion a l  a v e r a g e  even  though m o s t  e s ta b l is h m e n ts  in an a re a  i n c r e a s e  w a g e s  
du rin g  the y e a r .  C h an ges  in  ea rn in g s  o f  o c c u p a t io n a l  g r o u p s ,  shown in tab le  
A - 7 ,  a r e  b e t t e r  in d i c a t o r s  o f  w age  tr e n d s  than a re  ea rn in g s  ch a n g es  f o r  
in d iv id u a l  j o b s  within the g r o u p s .

A v e r a g e  ea rn in g s  r e f l e c t  c o m p o s i t e ,  a re a w id e  e s t im a t e s .  In d u s tr ies  
and e s t a b l is h m e n ts  d i f f e r  in pay l e v e l  and j o b ' s t a f f i n g ,  and thus con tr ib u te  
d i f f e r e n t ly  to the e s t im a t e s  f o r  ea ch  jo b .  P a y  a v e r a g e s  m a y  fa i l  to r e f l e c t  
a c c u r a t e ly  the w age  d i f f e r e n t ia l  am on g  j o b s  in in d iv id u a l  e s ta b l is h m e n ts .

A v e r a g e  pay l e v e l s  f o r  m e n  and w o m e n  in s e le c t e d  o c cu p a t io n s  should 
not be a s s u m e d  to  r e f l e c t  d i f f e r e n c e s  in  pay o f  the s e x e s  within indiv idual 
e s ta b l i s h m e n ts .  F a c t o r s  w h ich  m a y  co n tr ib u te  to  d i f f e r e n c e s  in c lu d e  p r o ­
g r e s s i o n  within e s t a b l is h e d  rate  ra n g e s  (on ly  the r a te s  paid  in cu m b en ts  a re  
c o l l e c t e d )  and p e r f o r m a n c e  o f  s p e c i f i c  du ties  within the g e n e r a l  s u r v e y  jo b  
d e s c r i p t i o n s .  Job d e s c r i p t i o n s  u se d  to  c l a s s i f y  e m p lo y e e s  in th e se  su r v e y s  
u su a l ly  a r e  m o r e  g e n e r a l i z e d  than th o se  u sed  in in d iv id ua l e s ta b l is h m e n ts  
and a l lo w  f o r  m i n o r  d i f f e r e n c e s  am on g  e s t a b l is h m e n ts  in s p e c i f i c  duties  
p e r f o r m e d .
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O ccu p a t io n a l  e m p lo y m e n t  e s t im a t e s  r e p r e s e n t  the to ta l  in a l l  e s t a b ­
l is h m e n ts  with in  the s c o p e  o f  the study and not the n u m b e r  a c tu a l ly  s u r v e y e d .  
B e c a u s e  o c c u p a t io n a l  s t r u c t u r e s  a m on g  e s t a b l is h m e n ts  d i f f e r ,  e s t im a t e s  o f  
o c c u p a t io n a l  e m p lo y m e n t  ob ta in ed  f r o m  the sa m p le  o f  e s t a b l is h m e n ts  studied 
s e r v e  on ly  to  in d ica te  the r e la t iv e  im p o r t a n c e  o f  the j o b s  s tu died .  T h e s e  
d i f f e r e n c e s  in o c c u p a t io n a l  s t r u c t u r e  do not a f f e c t  m a t e r ia l l y  the a c c u r a c y  o f  
the e a rn in g s  data.

W age tr e n d y  f o r  s e l e c t e d  o c c u p a t io n a l  g ro u p s

The p e r c e n t  i n c r e a s e s  p r e s e n t e d  in tab le  A - 7  are  b a s e d  on ch a n g e s  
in a v e r a g e  h o u r ly  e a rn in g s  f o r  e s ta b l i s h m e n ts  r e p o r t in g  the tr e n d  j o b s  in  both 
the c u r r e n t  and p r e v io u s  y e a r  (m a tc h e d  e s t a b l i s h m e n t s ) .  The  data are  
a d ju sted  to  r e m o v e  the e f f e c t s  on a v e r a g e  e a rn in g s  o f  e m p lo y m e n t  shifts  
a m on g  e s ta b l i s h m e n ts  and tu r n o v e r  o f  e s ta b l i s h m e n ts  in c lu d e d  in s u rv e y  
s a m p le s .  The p e r c e n t  i n c r e a s e s ,  h o w e v e r ,  a re  s t i l l  a f f e c t e d  by f a c t o r s  
o th e r  than w a g e  i n c r e a s e s .  H ir in g ,  la y o f f s ,  and tu r n o v e r  m a y  a f f e c t  an 
e s ta b l is h m e n t  a v e r a g e  f o r  an o c c u p a t io n  when  w o r k e r s  a re  paid  u nder p lan s  
p r o v id in g  a ra n ge  o f  w a g e  r a te s  f o r  in d iv id u a l  j o b s .  In p e r io d s  o f  i n c r e a s e d  
h ir in g ,  f o r  e x a m p le ,  n ew  e m p lo y e e s  en ter  at the bottom  o f  the ra n g e ,  
d e p r e s s in g  the a v e r a g e  w ithout a ch ange  in w a g e  r a t e s .

The p e r c e n t  ch a n g e s  re la te  to  w a g e  ch a n g e s  b etw een  the in d ica te d  
d a tes .  When the t im e  span b e tw een  s u r v e y s  i s  o th er  than 12 m o n th s ,  annual 
r a te s  a r e  shown. (It i s  a s s u m e d  that w a g e s  in c r e a s e  at a con stan t  rate  
be tw een  s u r v e y s . )

O ccu p a t io n s  u se d  to  co m p u te  w age  t r e n d s  a r e :

O f f i c e  c l e r i c a l  (m en  and 
w o m e n ):

S e c r e t a r i e s
S t e n o g r a p h e r s ,  g e n e r a l  
S t e n o g r a p h e r s ,  s e n io r  
T y p i s t s ,  c l a s s e s  

A  and B
F i l e  c l e r k s ,  c l a s s e s  A ,  

B , and C 
M e s s e n g e r s  
S w it ch b o a rd  o p e r a t o r s ,  

c l a s s e s  A  and B

O f f i c e  c l e r i c a l  (m en  and 
w o m e n )---- C ontinued

O r d e r  c l e r k s  
A c c o u n t in g  c l e r k s ,  

c l a s s e s  A  and B 
B o o k k e e p in g -m a c h in e  

o p e r a t o r s ,  c la s s  B 
P a y r o l l  c l e r k s  
K eyp u n ch  o p e r a t o r s ,  

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

o p e r a t o r s ,  c la s s  B
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E le c t r o n i c  data p r o c e s s i n g  
(m en  and w o m e n ) :

C o m p u t e r  s y s t e m s  
a n a ly s t s ,  c l a s s e s  
A , B , and C

C o m p u t e r  p r o g r a m m e r s ,  
c l a s s e s  A ,  B ,  and C

C o m p u t e r  o p e r a t o r s ,  
c l a s s e s  A ,  B ,  and C

In d u s tr ia l  n u r s e s  (m en  and 
w o m e n ):

R e g i s t e r e d  in d u s t r ia l  
n u r s e s

Sk il led  m a in te n a n ce  (m en  
and w o m e n ) :

C a r p e n t e r s
E l e c t r i c i a n s
P a in te r s
M a c h in is t s
M e c h a n i c s  (m a c h in e r y )  
M e c h a n i c s  ( m o t o r  v e h ic le )  
P ip e f i t t e r s  
T o o l  and d ie  m a k e r s
U n sk il led  plant (m en  and 1 2 3

w o m e n ) :
J a n i t o r s ,  p o r t e r s ,  and 

c l e a n e r s
M a t e r ia l  handling la b o r e r s

P e r c e n t  ch a n g e s  f o r  in d iv id u a l  a r e a s  in the p r o g r a m  a r e  com p u te d  
as  f o l l o w s :

1. E a ch  o c c u p a t io n  is  a s s ig n e d  a w e ig h t  b a s e d  on  its  p r o ­
p o r t io n a te  e m p lo y m e n t  in the o c c u p a t i o n a l  g ro u p  in  the 
b a s e  y e a r .

2. T h e s e  w e ig h ts  a r e  u sed  to  c o m p u te  g ro u p  a v e r a g e s .
E a ch  o c c u p a t i o n ' s  a v e r a g e  (m ean) e a r n in g s  i s  m u lt ip l ie d  
by  i t s  w e igh t.  The  p r o d u c ts  a r e  to ta le d  to  obta in  a 
g ro u p  a v e r a g e .

3. T h e  ra t io  o f  g r o u p  a v e r a g e s  f o r  2 c o n s e c u t iv e  y e a r s  is  
c o m p u te d  by d iv id in g  the a v e r a g e  f o r  the c u r r e n t  y e a r  
by  the a v e r a g e  f o r  the e a r l i e r  y e a r .  The re s u l t—  
e x p r e s s e d  as a p e r c e n t — l e s s  100 i s  the p e r c e n t  ch ange .

F o r  a m o r e  d e ta i le d  d e s c r i p t i o n  o f  the m e t h o d  u se d  to c o m p u te  th ese  
w age  t r e n d s ,  s e e  " I m p r o v in g  A r e a  W age S u rv ey  I n d e x e s , "  M onth ly  L a b o r  
R e v i e w , Janu ary  1973, pp. 5 2 -5 7 .

E s ta b l is h m e n t  p r a c t i c e s  and s u p p le m e n t a r y  w a g e  p r o v i s i o n s
T a b u la t io n s  on s e l e c t e d  e s ta b l i s h m e n t  p r a c t i c e s  and su p p le m e n ta ry  

w a g e  p r o v i s i o n s  ( B - s e r i e s  t a b le s )  a r e  not p r e s e n t e d  in th is  b u lle t in .  I n fo r ­
m a t io n  f o r  th e se  tab u la t ion s  is  c o l l e c t e d  at 3 - y e a r  in t e r v a ls .  1 T h e s e  ta b u ­
la t ion s  on m in im u m  e n tra n ce  s a la r i e s  f o r  in e x p e r i e n c e d  o f f i c e  w o r k e r s ;  shift 
d i f f e r e n t ia l s ;  s ch e d u le d  w e e k ly  h o u rs  and d a y s ;  paid  h o l id a y s ;  paid  v a c a t io n s ;  
and health, i n s u r a n c e ,  and p e n s io n  p lan s  a re  p r e s e n t e d  (in the B - s e r i e s  ta b les )  
in  p r e v io u s  b u l le t in s  f o r  th is  a r e a .

Personal visits were on a 2-year cy c le  before July 1972.
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Appendix table 1. Establishments and workers within scope of survey and number studied 
in Daytona Beach, Fla., August 1976

M inim um N um ber of establishm ents W orkers in establishm ents

Industry d iv ision  2
em ploym ent 
in esta b lish - Within scope 

o f study 3

Within scope o f study 4
m ents in scope 

o f study
Studied

Number P ercen t
Studied

ALL DIVISIONS ______________________________________ 94 52 1 3 ,8 6 4 100 9 . 9 5 7

MANUFACTURING-------------------- ---------------------------------------------- 50 14 10 3 ,5 6 2 26 3 ,2 1 3
nonmanufacturing  — — — ----------------- ------------------------- - 80 42 1 0 .302 74 6 ,7 4 4

TRANSPORTATION, co mmu n ic at io n ,  and 
other p u b l i c  u t i l i t i e s 5 ---------------------------------------- 50 6 4 1 ,3 3 3 10 1,221

wholesale t r a d e 6 -------------------------------------------------------- 50 1 1 52 1 52
RETAIL trade  6 --------------------------------------------------------------- 50 40 19 5 ,2 9 7 38 3 ,1 1 4
f i n a n c e ,  in s u r a n c e ,  and real  e s t a t e 6 -------------- 50 13 8 1 ,3 1 4 9 904
SERVICES6 7----------------------------------------------------------------------- 50 20 10 2 .3 0 6 17 1 ,4 5 3

1 The Daytona Beach  Standard M etropolitan  Statistical A rea , as defined by the O ffice  o f M anagem ent and Budget through F eb ru ary  1974, con s ists  o f V olu sia  County. 
The "w ork ers  within scope o f  study" estim ates shown in this table provide a reasonably  accu rate  d escr ip tion  o f the s ize  and com position  o f the labor fo rce  included in 
the survey. E stim ates are not intended, h ow ever, fo r  com p arison  with other em ploym ent indexes to m easu re  em ploym ent trends or le v e ls  s in ce  (1) planning of wage 
su rveys requ ires establishm ent data com p iled  con sid erab ly  in advance o f the p a yro ll period  studied, and (2) sm all establishm ents are excluded fro m  the scope o f the survey.

2 The 1967 edition o f  the Standard Industrial C la ss ifica tion  Manual was used in cla ssify in g  establishm ents by industry d iv ision .
3 Includes all establishm ents with total em ploym ent at or  above the m inim um  lim itation . A ll outlets (within the area) o f com panies in industries such as trade, 

finance, auto repair s e rv ice , and m otion p ictu re  theaters are con sid ered  as 1 establishm ent.
4 Includes all w ork ers  in all establishm ents with total em ploym ent (within the area) at o r  above the m inim um  lim itation .
5 A bbreviated to "pu blic  u tilit ie s "  in the A -s e r ie s  ta b les . T axicabs and s e rv ice s  incidental to w ater transportation  are  excluded.
6 This d iv ision  is represented  in estim ates fo r  "a ll in d u stries" and "nonm anufacturing" in the A -s e r ie s  tab les. Separate presentation  o f  data is not m ade fo r  one

or  m ore  o f the follow ing reason s: (1) Em ploym ent is too  sm all to provide enough data to m erit  separate study, (2) the sam ple was not designed in itia lly to perm it
separate presentation , (3) respon se  was insu fficien t or  inadequate to perm it separate presentation , and (4) th ere  is p oss ib ility  o f d is c lo su re  o f  individual establishm ent data.

7 H otels and m ote ls ; laundries and other person a l s e r v ic e s ; business s e r v ic e s ; autom obile rep a ir , rental, and parking; m otion  p ictu res ; nonprofit m em bersh ip  
organ ization s (excluding re lig iou s and charitab le  organ iza tion s); and engineering and arch itectu ra l s e r v ic e s .
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Appendix B. Occupational Descriptions

T he p r im a r y  p u rp o s e  o f  p r e p a r in g  jo b  d e s c r ip t io n s  f o r  the B u re a u 's  w age s u rv e y s  is  to  a s s is t  
it s  f ie ld  s ta ff  in c la s s i fy in g  in to  a p p ro p r ia te  o c cu p a t io n s  w o r k e r s  w ho a r e  e m p lo y e d  u nder a v a r ie t y  o f  
p a y r o ll  t i t le s  and d if fe r e n t  w o rk  a rra n g e m e n ts  f r o m  e s ta b lish m e n t to  e s ta b lis h m e n t  and f r o m  a re a  to 
a r e a . T h is  p e r m its  th e grou p in g  o f  o ccu p a t io n a l w age ra te s  r e p r e s e n t in g  c o m p a r a b le  jo b  con ten t. 
B e ca u se  o f  th is  e m p h a s is  on  in te re s ta b lis h m e n t and in te r a r e a  c o m p a r a b il ity  o f  o c cu p a t io n a l con ten t, the 
B u r e a u 's  jo b  d e s c r ip t io n s  m a y  d if fe r  s ig n ific a n t ly  fr o m  th o se  in  u se  in  in d iv id u a l e s ta b lis h m e n ts  o r  th ose  
p r e p a r e d  f o r  o th e r  p u r p o s e s .  In app ly in g  th e se  jo b  d e s c r ip t io n s ,  the B u r e a u 's  f ie ld  e c o n o m is t s  a re  
in s tru c te d  to  ex 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 ; le a r n e r s ;  b e g in n e r s ; t r a in e e s ;  and h an d icap p ed , 
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 ry  w o r k e r s .

OFFICE
S E C R E T A R Y S E C R E T A R Y — C on tin ued

A s s ig n e d  as p e r s o n a l  s e c r e t a r y ,  n o r m a lly  to  on e in d iv id u a l. M a in ­
ta in s  a c lo s e  and h igh ly  r e s p o n s iv e  re la t io n s h ip  to  the d a y - t o -d a y  w o rk  o f  the 
s u p e r v is o r .  W ork s  f a i r ly  in d ep en d en tly  r e c e iv in g  a m in im u m  o f  d e ta ile d  
s u p e r v is io n  and g u id a n ce . P e r fo 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 tie s , 
u su a lly  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  te le p h o n e  c a l l s ,  p e r s o n a l c a l l e r s ,  and in co m in g  m a il ,  
a n s w e rs  rou tin e  in q u ir ie s ,  and ro u te s  te c h n ic a l  in q u ir ie s  to  the p r o p e r  
p e r s o n s ;

b . E s ta b lis h e s ,  m a in ta in s , and r e v is e s  the s u p e r v is o r 's  f i l e s ;

c .  M a in ta in s the s u p e r v is o r 's  ca le n d a r  and m a k e s  ap p o in tm en ts  as 
in s tru c te 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  su b o rd in a te 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 ts  p r e p a r e d  by  
o th e r s  f o r  the s u p e r v is o r 's  s ig n atu re  to  a s s u r e  p r o c e d u r a l  and ty p o g ra p h ic  
a c c u r a c y ;

f .  P e r fo r m s  s te n o g ra p h ic  and typ in g  w o rk .

M ay a ls o  p e r fo r m  o th e r  c l e r i c a l  and s e c r e t a r ia l  ta sk s  o f  c o m p a r a b le  
n atu re  and d if f ic u l ty .  T he w o rk  ty p ic a lly  r e q u ir e s  k n ow led g e  o f  o f f i c e  rou tin e  
and u n d ersta n d in g  o f  the o r g a n iz a t io n , p r o g r a m s ,  and p r o c e d u r e s  re la te d  to 
the w o rk  o f  the s u p e r v is o r .

E x c lu s io n s

N ot a ll  p o s it io n s  that a re  t i t le d  " s e c r e t a r y "  p o s s e s s  the a b o v e ’"ch 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 io n s  w h ich  a re  e x c lu d e d  f r o m  the d e fin it io n  a re  
as f o l lo w s :

a . P o s it io n s  w h ich  d o  n ot m e e t  the " p e r s o n a l"  s e c r e t a r y  co n ce p t  
d e s c r ib e d  a b o v e ;

b . S te n o g r a p h e rs  n ot fu lly  tr a in e d  in  s e c r e t a r ia l - t y p e  d u tie s ;
c .  S te n o g r a p h e rs  s e r v in g  a s  o f f i c e  a s s is ta n ts  to  a g rou p  o f  p r o fe s ­

s io n a l, te c h n ic a l ,  o r  m a n a g e r ia l p e r s o n s ;

d . S e c r e t a r y  p o s it io n s  in  w h ich  the d u tie s  a re  e ith e r  su b sta n tia lly  
m o r e  rou tin e  o r  su b s ta n tia lly  m o r e  c o m p le x  and r e s p o n s ib le  than th o se  c h a r ­
a c t e r iz e d  in  the d e f in it io n ;

B egin n in g  w ith  ca le n d a r  y e a r  1976 s u r v e y s , the B u rea u  h as g ro u p e d  o c c u p a t io n s  s tu d ied  in  its  
a r e a  w age  s u r v e y s  in to jo b  fa m ilie s  in  o r d e r  to  p r e s e n t  in fo r m a tio n  on  r e la te d  o c c u p a t io n s  in  s e q u e n ce . 
Job fa m il ie s  have not been  t it le d , h o w e v e r , s in c e  d o in g  so  m igh t have add ed  e x tra n e o u s  e le m e n ts  to  the 
jo b  m a tch in g  p r o c e s s .

T h e B u rea u  has a ls o  r e v is e d  s e v e r a l  o c c u p a t io n a l t i t le s .  T h e t i t le s  m o r e  n e a r ly  r e f le c t  u su a l 
w o rd  o r d e r  and a r e  m o r e  d e s c r ip t iv e  o f  the s u rv e y  jo b s .
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S E C R E T A R  Y— C ontinued

E x c lu s io n s — C ontinued

e . A s s is ta 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 if f ic u lt  o r  m o r e  
r e s p o n s ib le  te c h n ic a l, a d m in is tra t iv e , s u p e r v is o r y ,  o r  s p e c ia liz e d  c l e r i c a l  
d u ties  w h ich  a re  not ty p ic a l  o f  s e c r e t a r ia l  w ork .

N O T E : T he te r m  " c o r p o r a t e  o f f i c e r ,  "  u sed  in the le v e l  d e fin it io n s
fo llo w in g , r e f e r s  to  th o se  o f f i c ia l s  w ho have a s ig n ifica n t c o r p o r a te w id e  
p o licy m a k in g  r o le  w ith r e g a r d  to m a jo r  co m p a n y  a c t iv it ie s . The t it le  "v ic e  
p r e s id e n t , " though n o r m a lly  in d ica t iv e  o f  th is  r o le ,  d o e s  not in a ll c a s e s  
id e n tify  such  p o s it io n s . V ice  p r e s id e n ts  w h ose  p r im a r y  r e s p o n s ib il ity  is  to  
a ct p e r s o n a lly  on in d iv id u a l c a s e s  o r  tr a n s a c t io n s  ( e .g . ,  a p p ro v e  o r  deny 
in d iv id u a l loan  o r  c r e d it  a c t io n s ; a d m in is te r  in d iv id u a l tr u s t  a c co u n ts ; d ir e c t ly  
s u p e r v is e  a c l e r i c a l  sta ff) a re  not c o n s id e r e d  to be " c o r p o r a t e  o f f i c e r s "  fo r  
p u r p o s e s  o f  app ly in g  the fo llo w in g  le v e l  d e f in it io n s .

C la s s  A

1. S e c r e t a r y  to the ch a irm a n  o f  the b o a rd  o r  p r e s id e n t o f  a com p a n y  
that e m p lo y s , in a ll , o v e r  100 but fe w e r  than 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 te  o f f i c e r  (o th er  than the ch a irm a n  o f  the 
b o a rd  o r  p re s id e n t)  o f  a com p a n y  that e m p lo y s , in  a ll, o v e r  5, 000 but fe w e r  
than 2 5 ,0 0 0  p e r s o n s ; o r

3. S e c r e ta r y  to  the h ead , im m e d ia te ly  b e lo w  the c o r p o r a te  o f f i c e r  
le v e l ,  o f  a m a jo r  seg m en t o r  s u b s id ia r y  o f  a com p a n y  that e m p lo y s , in a ll , 
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  the ch a irm a n  o f  the b oa rd  o r  p r e s id e n t o f  a com p a n y  
that e m p lo y s , in  a l l ,  fe w e r  than 100 p e r s o n s ; o r

2. S e c r e t a r y  to a c o r p o r a te  o f f i c e r  (o th er  than the ch a irm a n  o f  the 
b o a rd  o r  p r e s id e n t )  o f  a com p a n y  that e m p lo y s , in  a ll, o v e r  100 but fe w e r  
than 5 ,0 0 0  p e r s o n s ; o r

3. S e c r e t a r y  to  the h ead , im m e d ia te ly  b e lo w  the o f f i c e r  le v e l ,  o v e r  
e ith e r  a m a jo r  c o r p o r a t io n  w id e  fu n ction a l a c t iv ity  ( e .g . ,  m a rk e t in g , r e s e a r c h , 
o p e r a t io n s , in d u s tr ia l r e la t io n s , e t c .)  £ r  a m a jo r  g e o g ra p h ic  o r  o rg a n iz a t io n a l 
seg m en t ( e .g . ,  a r e g io n a l h e a d q u a rte rs ; a m a jo r  d iv is io n )  o f  a com p a n y  that 
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 ta r y  to  the head o f  an in d iv id u a l p lant, fa c t o r y ,  e tc . (o r  
o th e r  eq u iv a len t le v e l  o f  o f f ic ia l )  that e m p lo y s , in a ll , o v e r  5 ,0 0 0  p e r s o n s ; o r

5. S e c r e ta r y  to  the head o f  a la rg e  and im p ortan t o rg a n iz a t io n a l 
s eg m en t ( e .g . ,  a m id d le  m a n a gem en t s u p e r v is o r  o f  an o rg a n iz a tio n a l segm en t 
o ften  in v o lv in g  as m an y as s e v e r a l  hundred p e r s o n s )  o r  a com p a n y  that 
e m p lo y s , in a l l ,  o v e r  2 5 ,0 0 0  p e r s o n s .
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S E C R E T A R Y — C ontinued

C la s s  C

1. S e c r e t a r y  to  an e x e cu tiv e  o r  m a n a g e r ia l p e r s o n  w h ose  r e s p o n ­
s ib il ity  is  not eq u iv a len t to  one o f  the s p e c i f ic  le v e l  s itu a tion s  in the d e fin ition  
fo r  c la s s  B , but w h ose  o rg a n iz a t io n a l unit n o r m a lly  n u m b ers  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  and is  u su a lly  d iv id ed  in to  o rg a n iz a t io n a l seg m en ts  w h ich  a re  
o fte n , in  tu rn , fu rth e r  su b d iv id ed . In som 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  ran ge o f  o rg a n iz a t io n a l e c h e lo n s ; in  o th e r s ,  on ly  one o r  tw o; o r

2 . S e c r e t a r y  to the head o f  an in d iv id u a l p lan t, fa c to r y ,  e tc . (o r  
o th e r  eq u iv a len t le v e l  o f  o f f ic ia l )  that e m p lo y s , in a l l ,  fe w e r  than 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  the s u p e r v is o r  o r  head o f  a sm a ll o rg a n iz a tio n a l unit 

( e .g . ,  fe w e r  than about 25 o r  30 p e r s o n s ) ;  o £

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 ia lis t ,  p r o fe s s io n a l
e m p lo y e e , a d m in is tra tiv e  o f f i c e r ,  o r  a s s is ta n t , sk ille d  te ch n ic ia n , o r  e x p e r t . 
(N O T E : M any c o m p a n ie s  a s s ig n  s te n o g ra p h e rs , ra th e r  than s e c r e t a r ie s  as
d e s c r ib e d  a b o v e , to  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 is o r y  w o r k e r .)

ST E N O G R A P H E R

P r im a r y  duty is  to  take d ic ta tio n  u sin g  sh orth an d , and to  t r a n s c r ib e  
the d ic ta tio n . M ay a lso  type fr o m  w ritten  c o p y . M ay o p e r a te  f r o m  a s te n o ­
g ra p h ic  p o o l. M ay o c c a s io n a l ly  t r a n s c r ib e  fr o m  v o ic e  r e c o r d in g s  ( i f  p r im a r y  
duty is  t r a n s c r ib in g  fr o m  r e c o r d in g s ,  se e  T r a n s c r ib in g -M a c h in e  T y p is t ) .

N O T E : T h is  jo b  is  d is t in g u ish e d  fr o m  that 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 rk s  in  a co n fid e n t ia l r e la t io n sh ip  w ith on ly  one m a n a g e r  
o r  e x e cu tiv e  and p e r fo r m s  m o r e  r e s p o n s ib le  and d is c r e t io n a r y  ta sk s  as 
d e s c r ib e d  in  the s e c r e t a r y  jo b  d e fin itio n .

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

D icta tion  in v o lv e s  a n o r m a l rou tin e  v o ca b u la ry . M ay m a in ta in  f i l e s ,  
k eep  s im p le  r e c o r d s ,  o r  p e r fo r m  o th er  r e la t iv e ly  rou tin e  c l e r i c a l  ta s k s .

S ten o g ra p h e r , S e n io r

D icta tion  in v o lv e s  a v a r ie d  te c h n ic a l o r  s p e c ia liz e d  v o c a b u la r y  such  
as in  le g a l  b r ie f s  o r  r e p o r ts  on s c ie n t if ic  r e s e a r c h . M ay a ls o  se t up and 
m ain ta in  f i l e s ,  k eep  r e c o r d s ,  e tc .

OR

P e r fo r m s  s te n o g ra p h ic  d u ties  re q u ir in g  s ig n ifica n tly  g r e a te r  in d e ­
p en d en ce  and r e s p o n s ib i l i ty  than s te n o g ra p h e r , g e n e ra l as ev id e n ce d  by  the 
fo llo w in g : W ork  r e q u ir e s  a h igh d e g r e e  o f  s te n o g ra p h ic  sp eed  and a c c u r a c y ;
a th orou gh  w o rk in g  k n ow led ge  o f  g e n e r a l b u s in e s s  and o f f ic e  p r o c e d u r e ;  and 
o f  the s p e c i f i c  b u s in e 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 ie s ,  p r o c e d u r e s ,  f i l e s ,  
w o rk flo w , e tc . U ses  th is  k n ow led ge  in p e r fo r m in g  s ten og ra p h ic  d u ties  and 
r e s p o n s ib le  c l e r i c a l  ta sk s  such  as m a in ta in in g  fo llo w u p  f i le s ;  a s se 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 ra n d u m s , and le t t e r s ;  c o m p o s in g  s im p le  le t te r s  
f r o m  g e n e r a l in s t r u c t io n s ; rea d in g  and rou tin g  in co m in g  m a il ; and a n sw erin g  
rou tin e  q u e s t io n s , e tc .
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T R A N S C R IB IN G -M A C H IN E  T Y P IS T

P r im a r y  duty is  to  t r a n s c r ib e  d ic ta tio n  in v o lv in g  a n o r m a l rou tin e  
v o c a b u la r y  f r 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 ay a ls o  ty p e  fr o m  w ritte n  
c o p y  and do s im p le  c l e r i c a l  w o r k . W o rk e r s  t r a n s c r ib in g  d ic ta tio n  in v o lv in g  
a v a r ie d  te c h n ic a l  o r  s p e c ia liz e d  v o c a b u la r y  su ch  as le g a l  b r ie f s  o r  r e p o r ts  
oh  s c ie n t i f ic  r e s e a r c h  a r e  not in c lu d e d . A  w o r k e r  w ho ta k es  d ic ta tio n  in  
shorthan d  o r  b y  Stenotype o r  s im ila r  m a ch in e  is  c la s s i f i e d  as a s te n o g ra p h e r .

T Y P IS T
U se s  a ty p e w r ite r  to  m ak e c o p ie s  o f  v a r io u s  m a te r ia ls  o r  to  m ak e 

out b i l ls  a fte r  c a lc u la t io n s  have been  m a d e  b y  a n oth er p e r s o n . M ay in c lu d e  
typ in g o f  s t e n c i ls ,  m a ts , o r  s im ila r  m a te r ia ls  f o r  u se  in  d u p lica tin g  p r o ­
c e s s e s .  M ay do c l e r i c a l  w o rk  in v o lv in g  lit t le  s p e c ia l  tr a in in g , such  as 
k eep 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  and r e p o r t s ,  o r  s o r tin g  and d is tr ib u t in g  
in co m in g  m a il .

C la s s  A . P e r fo r m s  on e o r  m o r e  o f  the fo l lo w in g : T y p in g  m a t e r ia l
in  f in a l fo r m  w hen it  in v o lv e s  co 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 ty  f o r  c o r r e c t  sp e llin g , s y lla b ic a t io n , p u nctu ation , e t c . ,  o f  t e c h ­
n ic a l  o r  unu su al w o r d s  o r  fo r e ig n  language m a t e r ia l ;  o r  p lanning layou t and 
ty p in g  o f  c o m p lic a t e d  s ta t is t ic a l  ta b le s  to  m a in ta in  u n ifo rm ity  and b a la n ce  in  
sp a cin g . M ay ty p e  rou tin e  fo r m  le t t e r s ,  v a ry in g  d e ta ils  to  suit c ir c u m s t a n c e s .

C la s s  B . P e r fo r m s  one o r  m o r e  o f  the fo l lo w in g : C o p y  typ in g  fr o m
rou gh  o r  c le a r  d r a fts ; o r  rou tin e  typ ing o f  f o r m s ,  in su ra n ce  p o l i c ie s ,  e t c . ;  
o r  settin g  up s im p le  s tan d ard  ta b u la tio n s ; o r  co p y in g  m o r e  c o m p le x  ta b le s  
a lr e a d y  se t up and sp a ce d  p r o p e r ly .

F IL E  C L E R K
F i le s ,  c l a s s i f i e s ,  and r e t r ie v e s  m a t e r ia l  in  an e s ta b lis h e d  f ilin g  

s y s te m . M ay p e r fo r m  c l e r i c a l  and m a n u a l ta sk s  r e q u ir e d  to  m a in ta in  f i l e s .  
P o s it io n s  a re  c la s s i f i e d  in to  le v e ls  on the b a s is  o f  the fo llo w in g  d e f in it io n s .

C la s s  A . C la s s i f ie s  and in d e x e s  f i le  m a t e r ia l  such  as c o r r e s p o n d ­
e n c e , r e p o r t s ,  t e c h n ic a l  d o c u m e n ts , e t c . ,  in  an e s ta b lis h e d  f i lin g  sy s te m  
con ta in in g  a n u m b e r  o f  v a r ie d  su b je c t  m a tte r  f i l e s .  M ay a ls o  f i le  th is  
m a t e r ia l .  M ay k e e p  r e c o r d s  o f  v a r io u s  ty p e s  in  con ju n ct io n  w ith  the f i l e s .  
M ay lea d  a s m a ll g ro u p  o f  lo w e r  le v e l  f i le  c le r k s .

C la s s  B . S o r ts , c o d e s ,  and f i le s  u n c la s s if ie d  m a t e r ia l  by  s im p le  
(s u b je c t  m a tte r )  h ead in g s  o r  p a r t ly  c la s s i f i e d  m a t e r ia l  b y  f in e r  su b h ea d in gs . 
P r e p a r e s  s im p le  r e la te d  in d ex  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 te d , 
lo c a t e s  c le a r ly  id e n t ifie d  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 ia l .  M ay 
p e r fo r m  r e la te 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 ic e  f i l e s .

C la s s  C . P e r fo r m s  rou tin e  f i lin g  o f  m a t e r ia l  that has a lr e a d y  been  
c la s s i f i e d  o r  w h ich  is  e a s ily  c la s s i f i e d  in  a s im p le  s e r ia l  c la s s i f i c a t io n  
s y s te m  ( e .g . ,  a lp h a b e tica l, c h r o n o lo g ic a l ,  o r  n u m e r ic a l) .  A s  r e q u e s te d , 
lo c a t e s  r e a d ily  a v a ila b le  m a t e r ia l  in  f i le s  and fo r w a r d s  m a te r ia 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 ay p e r fo r m  s im p le  c l e r i c a l  and m an u a l ta sk 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 .

M E SSE N G E R

P e r fo r m s  v a r io u s  rou tin e  d u tie s  such  as running e r r a n d s , op e ra t in g  
m in o r  o f f i c e  m a c h in e s  su ch  a s  s e a le r s  o r  m a i l e r s ,  op en in g  and d is tr ib u t in g  
m a il ,  and o th e r  m in o r  c l e r i c a l  w o rk . E x c lu d e  p o s it io n s  that r e q u ir e  o p e r a t io n  
o f  a m o t o r  v e h ic le  a s  a s ig n ific a n t duty .

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 ra te s  a s in g le -  o r  m u lt ip le -p o s it io n  te lep h on e  s w itch ­
b o a rd  handling in c o m in g , ou tg o in g , in trap lan t o r  o f f i c e  c a l l s .  P e r fo r m s  fu ll  
te le p h o n e  in fo r m a tio n  s e r v ic e  o r  h an d les  c o m p le x  c a l l s ,  su ch  as c o n fe r e n c e ,  
c o l l e c t ,  o v e r s e a s ,  o r  s im ila r  c a l ls ,  e ith e r  in  a d d ition  to  d o in g  rou tin e  w ork  
as d e s c r ib e d  f o r  s w itch b o a rd  o p e r a t o r ,  c la s s  B , o r  as a fu l l - t im e  a ss ig n m en t. 
( " F u l l "  te lep h on e  in fo r m a tio n  s e r v ic e  o c c u r s  w hen the es ta b lish m e n t has 
v a r ie d  fu n ction s  that a r e  not r e a d ily  u n d ersta n d ab le  fo r  te lep h on e  in fo rm a tio 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 te r r e la t e d  fu n c tio n s , and c o n s e ­
qu en tly  p r e s e n t  fre q u e n t p r o b le m s  as to  w h ich  e x te n s io n s  a re  a p p ro p r ia te  
f o r  c a l ls . )

C la s s  B . O p e ra te s  a s in g le -  o r  m u lt ip le -p o s it io n  te lep h on e  sw itch ­
b o a rd  handling in c o m in g , o u tg o in g , in tra p lan t o r  o f f i c e  c a l ls .  M ay handle 
rou tin e  lon g  d is ta n ce  c a l ls  and r e c o r d  t o l l s .  M ay p e r fo r m  lim ite d  te lep h on e  
in fo r m a tio n  s e r v i c e .  ( " L im it e d "  te lep h on e  in fo rm a tio n  s e r v i c e  o c c u r s  i f  the 
fu n ctio n s  o f  the e s ta b lis h m e n t  s e r v ic e d  a re  r e a d ily  u n d ersta n d ab le  fo r  t e l e ­
phone in fo r m a tio n  p u r p o s e s ,  o r  i f  the re q u e s ts  a re  ro u tin e , e .g . ,  g iv ing  
e x te n s io n  n u m b e rs  w hen  s p e c i f ic  n a m es  a re  fu rn is h e d , o r  i f  c o m p le x  c a l ls  
a r e  r e f e r r e d  to a n oth er o p e r a t o r .)

T h e s e  c la s s i f i c a t io n s  do not in c lu d e  sw itch b o a rd  o p e r a t o r s  in  t e l e ­
phone c o m p a n ie s  w ho a s s is t  c u s t o m e r s  in  p la c in g  c a l ls .
SW IT C H B O A R D  O P E R A T O R -R E C E P T IO N IS T

In ad d ition  to  p e r fo r m in g  d u ties  o f  o p e r a t o r  on  a s in g le -p o s it io n  o r  
m o n it o r -t y p e  s w itch b o a rd , a c ts  as r e c e p t io n is t  and m a y  a ls o  type  o r  p e r fo r m  
rou tin e  c l e r i c a l  w o rk  as p a rt 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 ork  
m a y  take th e m a jo r  p a rt o f  th is  w o r k e r 's  t im e  w h ile  at s w itch b o a rd .
O R D E R  C L E R K

R e c e iv e s  c u s t o m e r s ' o r d e r s  fo r  m a t e r ia l  o r  m e r c h a n d is e  by  m a il ,  
p h on e , o r  p e r s o n a l ly .  D u ties  in v o lv e  any co m b in a tio n  o f  the fo l lo w in g : 
Q uoting  p r ic e s  to  c u s t o m e r s ;  m ak in g  out an o r d e r  sh eet lis t in g  the ite m s  to  
m a k e  up the o r d e r ;  ch e ck in g  p r i c e s  and q u a n tit ie s  o f  it e m s  on  o r d e r  sh ee t ; 
and d is tr ib u t in g  o r d e r  sh e e ts  to  r e s p e c t iv e  d e p a rtm e n ts  to  be f i l le d .  M ay 
c h e c k  w ith  c r e d it  d ep a rtm en t to  d e te rm in e  c r e d it  ra tin g  o f  c u s t o m e r , a ck n o w l­
ed g e  r e c e ip t  o f  o r d e r s  f r o m  c u s t o m e r s ,  fo l lo w  up o r d e r s  to  se e  that th ey  
have b een  f i l le d ,  k eep  f i le  o f  o r d e r s  r e c e iv e d ,  and ch e ck  sh ipping in v o ic e s  
w ith  o r ig in a l  o r d e r s .
A C C O U N T IN G  C L E R K

P e r fo r m s  one o r  m o r e  a cco u n tin g  c l e r i c a l  ta sk s  su ch  as p o s t in g  to 
r e g is t e r s  and le d g e r s ;  r e c o n c i l in g  bank a c c o u n ts ; v e r ify in g  the in te rn a l c o n ­
s is te n c y , c o m p le t e n e s s ,  and m a th e m a tic a l a c c u r a c y  o f  a ccou n tin g  d o c u m e n ts ; 
a ss ig n in g  p r e s c r ib e d  a cco u n tin g  d is tr ib u t io n  c o d e s ;  e x a m in in g  and v e r ify 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 te d  jo u r n a l 
v o u c h e r s .  M ay  w o rk  in  e ith e r  a m a n u a l o r  au tom a ted  a ccou n tin g  s y s te m .

T he w o rk  r e q u ir e s  a k n ow led g e  o f  c l e r i c a l  m e th od 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  the 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 cco u n tin g  in fo r m a tio n . W ith e x p e r ie n c e ,  the w o r k e r  
t y p ic a lly  b e c o m e s  fa m il ia r  w ith  the b ook k eep in g  and a ccou n tin g  t e r m s  and 
p r o c e d u r e s  u se d  in  the a s s ig n e d  w o rk , but i s  not r e q u ir e d  to have a k n ow led ge  
o f  the 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 cco u n tin g .

P o s it io n s  a re  c la s s i f i e d  in to le v e ls  on  the b a s is  o f  the fo llo w in g  
d e f in it io n s .
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A C C O U N T IN G  C L E R K — C ontinued

C la s s  A . U nder g e n e ra l s u p e r v is io n , p e r fo r in s  a ccou 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  the a p p lica tio n  o f  e x p e r ie n c e  and ju d g m en t, fo 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 lic a te d  o r  n o n re p e tit iv e  a ccou n tin g  t r a n s ­
a c t io n s , s e le c t in g  am on g a su b sta n tia l v a r ie ty  o f  p r e s c r ib e d  a cco u n tin g  c o d e s  
and c la s s i f i c a t io n s ,  o r  tr a c in g  tr a n s a c t io n s  th rou gh  p r e v io u s  accou n tin g  
a c t io n s  to  d e te rm in e  s o u r c e  o f  d is c r e p a n c ie s .  M ay be a s s is t e d  b y  one o r  
m o r e  c la s s  B a ccou n tin g  c le r k s .

C la s s  B . U nder c lo s e  s u p e r v is io n , fo llo w in g  d e ta ile d  in s tru c t io n s  
and s ta n d a rd ized  p r o c e d u r e s ,  p e r fo r m s  one o r  m o r e  rou tin e  a ccou n tin g  c l e r ­
i c a l  o p e r a t io n s , such  as p ostin g  to  le d g e r s ,  c a r d s ,  o r  w o r k s h e e ts  w h ere  
id e n t if ic a t io n  o f  ite m s  and lo c a t io n s  o f  p o s t in g s  a re  c le a r ly  in d ica te d ; ch e ck in g  
a c c u r a c y  and c o m p le te n e s s  o f  s ta n d a rd ize d  and re p e t it iv e  r e c o r d s  o r  
a cco u n tin g  d o c u m e n ts ; and c o d i n g  d ocu m en ts  u sin g  a few  p r e s c r ib e d  
a cco u n tin g  c o d e 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 ra te s  a b ook k eep in g  m a ch in e  (w ith  o r  w ithout a ty p e w r ite r  k e y ­
b o a rd ) to k eep  a r e c o r d  o f  b u s in e s s  t r a n s a c t io n s .

C la s s  A . K e e p s  a set o f  r e c o r d s  re q u ir in g  a k n ow led ge  o f  and 
e x p e r ie n c e  in  b a s ic  b ook k eep in g  p r in c ip le s ,  and fa m ilia r ity  w ith  the s tru ctu re  
o f  the p a r t icu la r  a c c o ’ inting s y s te m  u se d . D e te r m in e s  p r o p e r  r e c o r d s  and 
d is tr ib u t io n  o f  d eb it and c r e d it  it e m s  to be u sed  in  e a ch  p h ase  o f  the w o rk . 
M ay p r e p a r e  c o n so lid a te d  r e p o r t s ,  b a la n ce  s h e e ts , and o th er  r e c o r d s  by  hand.

C la s s  B . K eep s  a r e c o r d  o f  one o r  m o r e  p h a ses  o r  s e c t io n s  o f  a 
se t o f  r e c o r d s  u su a lly  re q u ir in g  lit t le  k n ow led ge  o f  b a s ic  b o ok k eep in g . P h a se s  
o r  s e c t io n s  in c lu d e  a cco 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 cco u n ts  (not 
in c lu d in g  a s im p le  ty p e  o f  b illin g  d e s c r ib e d  under m a ch in e  b i l l e r ) ,  c o s t  d i s ­
t r ib u t io n , e x p en se  d is tr ib u t io n , in v e n to ry  c o n tr o l ,  e t c .  M ay c h e c k  o r  a s s is t  
in p r e p a ra t io n  o f  t r ia l  b a la n ce s  and p r e p a r e  c o n tr o l  sh eets  fo r  the a ccou n tin g  
d e p a rtm e n t .

M A C H IN E  B IL L E R

P r e p a r e s  s ta te m e n ts , b i l l s ,  and in v o ic e s  on a m a ch in e  o th e r  than an 
o r d in a r y  o r  e le c t r o m a t ic  ty p e w r ite r . M ay a ls o  k eep  r e c o r d s  as to  b illin g s  
o r  sh ip pin g c h a r g e s  o r  p e r fo r m  o th er  c l e r i c a l  w o rk  in c id e n ta l to  b illin g  
o p e r a t io n s . F o r  w age  study p u r p o s e s , m a ch in e  b i l le r s  a re  c la s s i f i e d  by  type 
o f  m a ch in e , as fo l lo w s :

B il l in g -m a c h in e  b i l l e r . U ses  a s p e c ia l  b illin g  m a ch in e  (co m b in a tio n  
ty p in g  and adding m a ch in e ) to  p r e p a r e  b i l ls  and in v o ic e s  fr o m  c u s t o m e r s ' 
p u rch a se  o r d e r s ,  in te rn a lly  p r e p a r e d  o r d e r s ,  sh ipping m e m o ra n d u m s , e tc . 
U su a lly  in v o lv e s  a p p lica tio n  o f  p r e d e te r m in e d  d is co u n ts  and sh ippin g c h a r g e s  
and e n try  o f  n e c e s s a r y  e x te n s io n s , w h ich  m a y  o r  m a y  not be com p u ted  on 
the b ill in g  m a ch in e , and to ta ls  w h ich  a re  a u to m a tica lly  a ccu m u la te d  by  
m a ch in e . T he o p e r a t io n  u su a lly  in v o lv e s  a la rg e  n u m ber o f  c a r b o n  c o p ie s  
o f  the b i l l  b e in g  p r e p a r e d  and is  o ften  done on  a fan fo ld  m a ch in e .

M A C H IN E  B IL L E R — C ontinued

B o o k k e e p in g -m a ch in e  b i l l e r . U ses  a b ook k eep in g  m a ch in e  (w ith  o r  
w ithout a ty p e w r ite r  k e y b o a rd ) to  p r e p a r e  c u s t o m e r s ' b il ls  as p a rt o f  the 
a cco 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  the s im u lta n eou s  en try  o f  
f ig u r e s  on c u s t o m e r s ' le d g e r  r e c o r d .  The m a ch in e  a u to m a tica lly  a ccu m u la te s  
f ig u r e s  on  a n u m b er  o f  v e r t ic a l  c o lu m n s  and co m p u te s  and u su a lly  p r in ts  
a u to m a t ica lly  the d eb it  o r  c r e d it  b a la n c e s . D oes  not in v o lv e  a kn ow led ge  
o f  b o o k k e e p in g . W ork s  fr o m  u n ifo rm  and stan dard  ty p es  o f  sa le s  and 
c r e d it  s l ip s .

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

C om p u tes  w a g e s  o f  com p a n y  e m p lo y e e s  and e n te rs  the n e c e s s a r y  
data  on  the p a y r o l l  s h e e ts . D uties in v o lv e : C a lcu la tin g  w o r k e r s ' ea rn in g s
b a se d  on t im e  o r  p ro d u c tio n  r e c o r d s ;  and p ostin g  c a lcu la te d  data on  p a y r o ll  
sh e e t , show in g  in fo rm a tio n  su ch  as w o r k e r 's  n a m e , w ork in g  d a y s , t im e , ra te , 
d e d u ct io n s  f o r  in s u r a n c e ,' and to ta l w a g es  du e . M ay m ak e out p a y c h e ck s  and 
a s s is t  p a y m a s te r  in m ak in g  up and d is tr ib u t in g  pay e n v e lo p e s . M ay u se  a 
ca lcu la tin g  m a ch in e .

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

O p e ra te s  a k eypunch  m a ch in e  to  r e c o r d  o r  v e r i fy  a lp h a b etic  a n d /o r  
n u m e r ic  data on  tabu latin g  c a r d s  o r  on  ta p e .

P o s it io n s  a re  c la s s i f i e d  in to  le v e ls  on the b a s is  o f  the fo llo w in g  
d e f in it io n s .

C la s s  A . W ork  r e q u ir e s  the a p p lica tio n  o f  e x p e r ie n c e  and ju dgm en t 
in s e le c t in g  p r o c e d u r e s  to  be fo llo w e d  and in se a rch in g  f o r ,  in te rp re t in g , 
s e le c t in g , o r  co d in g  it e m s  to  be k eyp u n ch ed  f r o m  a v a r ie ty  o f  s o u r c e  d o c u ­
m e n ts . On o c c a s io n  m a y  a ls o  p e r fo r m  so m e  rou tin e  keypunch  w o rk . M ay 
tra in  in e x p e r ie n c e d  k eyp un ch  o p e r a t o r s .

C la s s  B . W ork  is  rou tin e  and r e p e t it iv e . U nder c lo s e  s u p e r v is io n  
o r  fo llo 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 rk s  fr o m  va riou s- s ta n ­
d a r d iz e d  s o u r c e  d o cu m e n ts  w h ich  have been  c o d e d ,, and fo llo w s  s p e c if ie d  
p r o c e d u r e s  w h ich  have b een  p r e s c r ib e d  in  d e ta il and re q u ire  lit t le  o r  no 
s e le c t in g , c o d in g , o r  in te r p r e t in g  o f  data to be r e c o r d e d . R e fe r s  to  s u p e r v is o r  
p r o b le m s  a r is in g  fr o m  e r r o n e o u s  it e m s  o r  c o d e s  o r  m is s in g  in fo rm a tio n .

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

O p e ra te s  one o r  a v a r ie ty  o f  m a ch in e s  such  as the ta b u la to r , c a lc u ­
la to r ,  c o l la t o r ,  in t e r p r e te r ,  s o r t e r ,  r e p ro d u c in g  punch , e tc . E x c lu d e d  fr o m  
th is  d e fin itio n  a re  w o rk in g  s u p e r v is o r s .  A ls o  e x c lu d e d  a re  o p e r a t o r s  o f  
e le c t r o n ic  d ig ita l c o m p u te r s , even  though they  m a y  a ls o  o p e r a te  e le c t r ic  
a ccou n tin g  m a ch in e  eq u ip m en t.

P o s it io n s  a re  c la s s i f i e d  in to le v e ls  on the b a s is  o f  the fo llo w in g  
d e f in it io n s .

C la s s  A . P e r fo r m s  c o m p le te  re p o r t in g  and tabu latin g  a ss ig n m e n ts  
in c lu d in g  d e v is in g  d if f ic u lt  c o n t r o l  p a n e l w ir in g  u nder g e n e ra l s u p e r v is io n . 
A s s ig n m e n ts  ty p ic a lly  in v o lv e  a v a r ie ty  o f  lon g  and c o m p le x  r e p o r ts  w h ich  
o ften  a re  i r r e g u la r  o r  n o n r e c u r r in g , r e q u ir in g  so m e  planning o f  the nature 
and seq u en cin g  o f  o p e r a t io n s , and the u se  o f  a v a r ie ty  o f  m a ch in e s . Is
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ty p ic a lly  in v o lv e d  in  tr a in in g  new  o p e r a t o r s  in m a ch in e  o p e r a t io n s  o r  tra 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  fr o m  d ia g ra m s  and in  the op e ra tin g  se q u e n ce s  
o f  lon g  and c o m p le x  r e p o r t s .  D oes  not in c lu d e  p o s it io n s  in  w h ich  w ir in g  
r e s p o n s ib i l i ty  is  lim ite d  to  s e le c t io n  and in s e r t io n  o f  p r e w ir e d  b o a r d s .

C la s s  B . P e r fo r m s  w o rk  a c c o r d in g  to  e s ta b lis h e d  p r o c e d u r e s  and 
u nder s p e c i f ic  in s t r u c t io n s . A s s ig n m e n ts  ty p ic a lly  in v o lv e  co m p le te  but r o u ­
tine and r e c u r r in g  r e p o r t s ' d r p a rts  o f  la r g e r  and m o r e  c o m p le x  r e p o r ts .  
O p e ra te s  m o r e  d if f ic u lt  tabu la tin g  o r  e le c t r i c a l  a ccou n tin g  m a ch in e s  such  as

PROFESSIONAL

C O M P U T E R  SY ST E M S A N A L Y S T , BUSINESS

A n a ly z e s  b u s in e s s  p r o b le m s  to  fo rm u la te  p r o c e d u r e s  fo r  so lv in g  
th em  b y  u se  o f  e le c t r o n ic  data p r o c e s s in g  eq u ip m en t. D ev e lop s  a co m p le te  
d e s c r ip t io n  o f  a ll  s p e c if ic a t io n s  n eed ed  to  en ab le  p r o g r a m m e r s  to p r e p a r e  
r e q u ir e d  d ig ita l co m p u te r  p r o g r a m s . W ork  in v o lv e s  m o s t  o f  the fo l lo w in g ; 
A n a ly z e s  s u b je c t -m a t te r  o p e r a t io n s  to  be a u tom ated  and id e n t ifie s  co n d it io n s  
and c r i t e r ia  re q u ir e d  to  a ch ie v e  s a t is fa c to r y  r e s u lt s ;  s p e c i f ie s  n u m b er  and 
ty p es  o f  r e c o r d s ,  f i l e s ,  and d o cu m e n ts  to  be u se d ; o u tlin es  a c t io n s  to be 
p e r fo r m e d  by  p e r s o n n e l and c o m p u te r s  in  s u ffic ie n t  d e ta il f o r  p re se n ta t io n  
to m a n a g em en t and fo r  p r o g r a m m in g  ( ty p ic a lly  th is  in v o lv e s  p re p a ra t io n  o f  
w o rk  and data f lo w  c h a r ts ) ;  c o o r d in a te s  the d e v e lo p m e n t o f  te s t p r o b le m s  and 
p a r t ic ip a te s  in t r ia l  r u n s  o f  new  and r e v is e d  s y s te m s ; and r e c o m m e n d s  e q u ip ­
m en t ch a n g es  to  ob ta in  m o r e  e f fe c t iv e  o v e r a l l  o p e r a t io n s . (N O T E : W o rk e r s
p e r fo r m in g  both  s y s te m s  a n a ly s is  and p r o g r a m m in g  shou ld  be  c la s s i f i e d  as 
s y s te m s  a n a ly sts  i f  th is  is  the s k ill  u se d  to  d e te rm in e  th e ir  p a y .)

D oes  not 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  fo r  the m a n a g e ­
m en t o r  s u p e r v is io n  o f  o th er  e le c t r o n ic  data p r o c e s s in g  e m p lo y e e s ,  o r  s y s ­
te m s  a n a ly sts  p r im a r i ly  c o n c e r n e d  w ith  s c ie n t if ic  o r  en g in e e r in g  p r o b le m s .

F o r  w age study p u r p o s e s , s y s te m s  a n a ly sts  a re  c la s s i f i e d  as fo l lo w s :
C la s s  A . W ork s  in d ep en d en tly  o r  u nder o n ly  g e n e ra l d ir e c t io n  on 

c o m p le x  p r o b le m s  in v o lv in g  a ll  p h a se s  o f  sy s te m  a n a ly s is . P r o b le m s  a re  
c o m p le x  b e ca u s e  o f  d iv e r s e  s o u r c e s  o f  input data and m u lt ip le -u s e  r e q u ir e ­
m e n ts  o f  output data . (F o r  e x a m p le , d e v e lo p s  an in te g ra te d  p ro d u c tio n  s c h e d ­
u lin g , in v e n to ry  c o n t r o l ,  c o s t  a n a ly s is , and s a le s  a n a ly s is  r e c o r d  in  w h ich  
e v e r y  ite m  o f  e a ch  ty p e  is  a u to m a t ica lly  p r o c e s s e d  th rou gh  the fu ll  s y s te m  
o f  r e c o r d s  and a p p ro p r ia te  fo llo w u p  a ctio n s  a re  in itia ted  by the c o m p u te r .)  
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 te rm in e  the data 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 te r  p e r s o n n e l  on  the im p lic a t io n s  o f  new  o r  r e v is e d  
s y s te m s  o f  data p r o c e s s in g  o p e r a t io n s . M akes re c o m m e n d a tio n s , i f  n e e d e d , 
fo r  a p p ro v a l o f  m a jo r  s y s te m s  in s ta lla t io n s  o r  ch a n g es  and fo r  ob ta in ing  
eq u ip m en t.

M ay p r o v id e  fu n ctio n a l d ir e c t io n  to  lo w e r  le v e l  s y s te m s  a n a ly sts  
w ho a re  a s s ig n e d  to a s s i s t .

C la s s  B . W ork s  in d ep en d en tly  o r  u nder on ly  g e n e ra l d ir e c t io n  on 
p r o b le m s  that a re  r e la t iv e ly  u n co m p lica te d  to  a n a ly z e , p lan , p r o g r a m , and 
o p e r a te . P r o b le m s  a re  o f  l im ite d  c o m p le x ity  b e c a u s e  s o u r c e s  o f  input data 
a re  h o m o g e n e o u s  and the output data a re  c lo s e ly  re la te d . (F o r  e x a m p le ,

th e  ta b u la tor  and c a lc u la t o r ,  in ad d ition  to  the s im p le r  m a ch in e s  u sed  by 
c la s s  C o p e r a t o r s .  M ay be  re q u ire d  to  do s o m e  w ir in g  fr o m  d ia g r a m s . 
M ay tra in  new  e m p lo y e e s  in  b a s ic  m a ch in e  o p e r a t io n s .

C la s s  C . U nder s p e c i f ic  in s t r u c t io n s , o p e r a te s  s im p le  tabu latin g  
o r  e l e c t r i c a l  a cco u n tin g  m a ch in e s  such  as the s o r t e r ,  in te r p r e te r ,  r e p ro d u c in g  
pu nch , c o l la t o r ,  e t c .  A s s ig n m e n ts  ty p ic a lly  in v o lv e  p o r t io n s  o f  a w o rk  unit, 
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 lla t in g  ru n s , o r  r e p e t it iv e  o p e r a t io n s . 
M ay p e r fo r m  s im p le  w ir in g  fr o m  d ia g r a m s , and do s o m e  f ilin g  w o rk .

AND TECHNICAL

C O M P U T E R  SY ST E M S A iN A L Y S T , BUSINESS— C ontinued

d e v e lo p s  s y s te m s  f o r  m a in ta in in g  d e p o s ito r  a c co u n ts  in  a bank, m a in ta in in g  
a cco u n ts  r e c e iv a b le  in  a r e t a i l  e s ta b lis h m e n t, o r  m a in ta in in g  in v en tory  
•accounts in  a m a n u fa ctu r in g  o r  w h o le sa le  e s ta b lis h m e n t .)  C o n fe r s  w ith  p e r ­
son s  c o n c e r n e d  to  d e te rm in e  the data p r o c e s s in g  p r o b le m s  and a d v ise s  
s u b je c t -m a t te r  p e r s o n n e l  on the im p lic a t io n s  o f  the data p r o c e s s in g  s y s te m s  
to  be a p p lied .

OR
W ork s  on  a seg m en t o f  a c o m p le x  data p r o c e s s in g  s ch e m e  o r  s y s te m , 

as d e s c r ib e d  fo r  c la s s  A . W ork s  in d ep en d en tly  on  rou tin e  a ss ig n m e n ts  and 
r e c e iv e s  in s t r u c t io n  and gu id a n ce  on  c o m p le x  a s s ig n m e n ts . W ork  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 su re  p r o p e r  
a lig n m en t w ith  th e  o v e r a l l  s y s te m .

C la s s  C . W ork s  u n der im m e d ia te  s u p e r v is io n , c a r r y in g  out a n a ly ­
s e s  as a s s ig n e d , u su a lly  o f  a s in g le  a c t iv ity . A s s ig n m e n ts  a re  d e s ig n e d  to 
d e v e lo p  and expand p r a c t ic a l  e x p e r ie n c e  in  the a p p lica tio n  o f  p r o c e d u r e s  and 
s k ills  r e q u ir e d  f o r  s y s te 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 is t  a -h ig h er  
le v e l  s y s te m s  a n a ly st by  p r e p a r in g  th e  d e ta ile d  s p e c if ic a t io n s  r e q u ir e d  by  
p r o g r a m m e r s  f r o m  in fo rm a tio n  d e v e lo p e d  by the h ig h er  le v e l  a n a ly st.

C O M P U T E R  P R O G R A M M E R , BUSINESS

C o n v e r ts  s ta tem en ts  o f  b u s in e s s  p r o b le m s , ty p ic a lly  p r e p a r e d  by a 
s y s te m s  a n a ly st , in to  a se q u e n ce  o f  d e ta ile d  in s t r u c t io n s  w h ich  a re  r e q u ir e d  
to  s o lv e  the p r o b le m s  by  a u tom a tic  data p r o c e s s in g  eq u ip m en t. W ork in g  fr o m  
ch a r ts  o r  d ia g r a m s , the p r o g r a m m e r  d e v e lo p s  the p r e c i s e  in s t r u c t io n s  w h ich , 
w hen e n te re d  in to  the co m p u te r  s y s te m  in  co d e d  la n g u a g e , ca u se  the m a n ip u ­
la tion  o f  data to a ch ie v e  d e s ir e d  r e s u lt s .  W ork  in v o lv e s  m o s t  o f  the fo l lo w in g : 
A p p lie s  k n ow led ge  o f  c o m p u te r  c a p a b il it ie s , m a th e m a tic s , lo g ic  e m p lo y e d  by 
c o m p u te r s ,  and p a r t ic u la r  su b je c t  m a tte r  in v o lv e d  to  a n a ly ze  c h a r ts  and 
d ia g r a m s  o f  the p r o b le m  to be p r o g r a m m e d ; d e v e lo p s  seq u en ce  o f  p r o g r a m  
s te p s ; w r ite s  d e ta ile d  flo w  c h a r ts  to  show  o r d e r  in  w h ich  data  w il l  be 
p r o c e s s e d ;  c o n v e r ts  th e se  ch a r ts  to  co d e d  in s t r u c t io n s  fo r  m a ch in e  to  fo llo w ; 
te 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  op e ra tin g  p e r s o n n e l 
d u rin g  p r o d u c tio n  ru n ; a n a ly z e s , r e v ie w s , and a lte r s  p r o g r a m s  to  in c r e a s e  
o p e ra t in g  e f f i c i e n c y  o r  adapt to  new  r e q u ir e m e n ts ; 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 and r e v is io n s .  (N O T E : W o r k e r s  p e r fo r m in g  both
s y s te m s  a n a ly s is  and p r o g r a m m in g  shou ld  be c la s s i f i e d  a s  s y s te m s  a n a ly sts  
i f  th is  is  the s k il l  u sed  to  d e te rm in e  th e ir  pa y .)
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D o e s  not 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 t  the m a n a g e ­
m en t o r  s u p e r v is io n  o f  o th e r  e le c t r o n ic  data p r o c e s s in g  e m p lo y e e s ,  o r  p r o ­
g r a m 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 if ic  a n d /o r  e n g in e e r in g  p r o b le m s .

F o r  w age study p u r p o s e s ,  p r o g r a m m e r s  a re  c la s s i f i e d  as fo l lo w s :

C la s s  A . W ork s  in d ep en d en tly  o r  u n d er o n ly  g e n e ra l d ir e c t io n  on 
c o m p le x  p r o b le m s  W hich r e q u ir e  c o m p e te n c e  in  a l l  p h a ses  o f  p r o g r a m m in g  
c o n c e p ts  and p r a c t i c e s .  W ork in g  fr o m  d ia g r a m s  and ch a r ts  w h ich  id e n tify  
the n ature  o f  d e s ir e d  r e s u lt s ,  m a jo r  p r o c e s s in g  s tep s  to  b e  a c c o m p lis h e d , 
and the re la t io n s h ip s  b e tw een  v a r io u s  s tep s  o f  the p r o b le m  so lv in g  rou tin e ; 
p la n s  the fu ll  ra n g e  o f  p r o g r a m m in g  a c tio n s  n eed ed  to  e f f ic ie n t ly  u tiliz e  the 
co m p u te r  s y s te m  in  a ch ie v in g  d e s ir e d  end p r o d u c ts .

A t th is  le v e l ,  p r o g r a m m in g  is  d if f ic u lt  b e ca u s e  co m p u te r  eq u ip m en t 
m u s t be  o r g a n iz e d  to  p r o d u c e  s e v e r a l  in te r r e la te d  but d iv e r s e  p r o d u c ts  fr o m  
n u m e ro u s  and d iv e r s e  data e le m e n ts . A  w id e  v a r ie ty  and e x te n s iv e  n u m b er  
o f  in te rn a l p r o c e s s in g  a c t io n s  m u st o c c u r .  T h is  r e q u ir e s  su ch  a ctio n s  as 
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 ich  can  be  r e u s e d , e s ta b lish m e n t o f  
lin k a g e  p o in ts  b e tw een  o p e r a t io n s , a d ju stm en ts  to  data when p r o g r a m  r e q u ir e ­
m e n ts  e x c e e d  co m p u te r  s to ra g e  c a p a c ity , and su b sta n tia l m a n ip u la tion  and 
re s e q u e n c in g  o f  data  e le m e n ts  to  fo r m  a h igh ly  in te g ra te d  p r o g r a m .

M ay p r o v id e  fu n ction a l d ir e c t io n  to lo w e r  le v e l  p r o g r a m m e r s  w ho a re  
a s s ig n e d  to  a s s is t .

C la s s  B . W ork s  in d ep en d en tly  o r  u nder o n ly  g e n e r a l d ir 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  on s im p le  se g m e n ts  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  se g m e n ts )  u su a lly  p r o c e s s  in fo rm a tio n  to  p r o d u c e  data in  tw o 
o r  th r e e  v a r ie d  s e q u e n ce s  o r  fo r m a t s .  R e p o r ts  and l is t in g s  a re  p r o d u c e d  by 
r e f in in g , adap tin g , a r r a y in g , o r  m ak in g  m in o r  a d d ition s  to o r  d e le t io n s  fr o m  
input data w h ich  a re  r e a d ily  a v a ila b le . W hile n u m erou s  r e c o r d s  m a y  be  
p r o c e s s e d ,  the data have b een  r e fin e d  in p r io r  a c t io n s  so  that the a c c u r a c y  
and se q u e n cin g  o f  data ca n  b e  te s te d  b y  u sin g  a few  rou tin e  c h e c k s .  T y p ic a lly ,  
the p r o g r a m  d e a ls  w ith  rou tin e  r e c o r d k e e p in g  o p e r a t io n s .

OR

W ork s  on  c o m p le x  p r o g r a m s  (as d e s c r ib e d  f o r  c la s s  A ) u nder c lo s e  
d ir e c t io n  o f  a h ig h e r  le v e l  p r o g r a m m e r  o r  s u p e r v is o r .  M ay a s s is t  h ig h er  
l e v e l  p r o g r a m m e r  by  in d ep en d en tly  p e r fo r m in g  le s s  d if f icu lt  ta sk s  a s s ig n e d , 
and p e r fo r m in g  m o r e  d if f ic u lt  ta sk s  u n der fa ir ly  c lo s e  d ir e c t io n .

M ay gu ide  o r  in s tru c t  lo w e r  le v e l  p r o g r a m m e r s .

C la s s  C . M ak es p r a c t ic a l  a p p lica tio n s  o f  p r o g ra m m in g  p r a c t ic e s  
and co n c e p ts  u su a lly  le a rn e d  in  f o r m a l  tra in in g  c o u r s e s .  A s s ig n m e n ts  a re  
d e s ig n e d  to  d e v e lo p  c o m p e te n c e  in  the a p p lica tio n  o f  stan dard  p r o c e d u r e s  to  
rou tin e  p r o b le m s . R e c e iv e s  c l o s e  s u p e r v is io n  on  new  a s p e c ts  o f  a ss ig n m e n ts ; 
and w o rk  is  r e v ie w e d  to  v e r i fy  its  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 ir e d  
p r o c e d u r e s .

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

M o n ito rs  and o p e r a te s  the c o n tr o l  c o n s o le  o f  a d ig ita l co m p u te r  to  
p r o c e s s  data  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 su a lly  p r e p a re d  by  a p r o ­
g r a m m e r . W ork  in c lu d e s  m o s t  o f  the fo l lo w in g : S tud ies in s tr u c t io n s  to
d e te rm in e  eq u ip m en t setu p  and o p e r a t io n s ; lo a d s  equ ip m en t w ith  re q u ire d  
it e m s  (tape r e e l s ,  c a r d s ,  e t c . ) ;  sw itch e s  n e c e s s a r y  a u x ilia ry  equ ip m en t into 
c i r c u i t ,  and s ta r ts  and o p e r a t e s  c o m p u te r ; m a k es  a d ju stm en ts  to  co m p u te 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 ja l  c o n d it io n s ; r e v ie w s  e r r o r s  m ade 
d u rin g  o p e r a t io n  and d e te r m in e s  ca u se  o r  r e f e r s  p r o b le m  to s u p e r v is o r  or  
p r o g r a m m e r ; and m a in ta in s  o p e ra t in g  r e c o r d s .  M ay te s t  and a s s is t  in 
c o r r e c t in g  p r o g r a m .

F o r  w age study p u r p o s e s ,  c o m p u te r  o p e r a t o r s  a re  c la s s i f i e d  as
fo l lo w s :

C la s s  A . O p e ra te s  in d ep en d en tly , o r  u nder on ly  g e n e r a l d ir e c t io n , 
a c o m p u te r  running p r o g r a m s ' w ith  m o s t  o f  the fo llo w in g  c h a r a c t e r is t i c s :  
N ew  p r o g r a m s  a re  fre q u e n tly  te s te d  and in tro d u ce d ; sch ed u lin g  re q u ire m e n ts  
a r e  o f  c r i t i c a l  im p o r ta n c e  to  m in im iz e  d ow n tim e ; the p r o g r a m s  a re  o f  
c o m p le x  d e s ig n  so  that id e n t ifica t io n  o f  e r r o r  s o u r c e  o ften  r e q u ir e s  a w ork in g  
k n ow led g e  o f  the to ta l p r o g r a m , and a lte rn a te  p r o g r a m s  m a y  not be a v a ila b le . 
M ay g iv e  d ir e c t io n  and gu id a n ce  to  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 ra te s  in d ep en d en tly , o r  u nder o n ly  g e n e ra l d ir e c t io n , 
a co m p u te r  running p r o g r a m s  w ith  m o s t  o f  the fo llo w in g  c h a r a c t e r is t i c s :  
M o s t  o f  the p r o g r a m s  a re  e s ta b lis h e d  p r o d u c tio n  ru n s , ty p ic a lly  run on a 
r e g u la r ly  r e c u r r in g  b a s is ;  th e re  is  lit t le  o r  no te s t in g  o f  new  p r o g r a m s  
r e q u ir e d ; a lte rn a te  p r o g r a m s  a re  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 eed s  
m a jo r  ch ange  o r  can n ot be c o r r e c t e d  w ith in  a re a s o n a b ly  sh ort t im e . In 
c o m m o n  e r r o r  s itu a tio n s , d ia g n o s e s  ca u se  and ta k es  c o r r e c t iv e  a c t io n . T h is  
u su a lly  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 m e d  c o r r e c t iv e  s te p s , o r  u sin g  
s tan d ard  c o r r e c t io n  te c h n iq u e s .

OR
O p e ra te s  u n d er d ir e c t  s u p e rv is io n  a co m p u te r  running p r o g r a m s  o r  

se g m e n ts  o f  p r o g r a m s  w ith  the c h a r a c t e r is t i c s  d e s c r ib e d  f o r  c la s s  A . M ay 
a s s is t  a h ig h e r  l e v e l  o p e r a t o r  by  in d ep en d en tly  p e r fo r m in g  le s s  d if f ic u lt  ta sk s  
a s s ig n e d , and p e r fo r m in g  d if f ic u lt  ta sk s  fo llo w in g  d e ta ile d  in s t r u c t io n s  and 
w ith  fre 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 ork s  on rou tin e  p r o g r a m s  u nder c lo s e  s u p e r v is io n . Is 
e x p e c te d  to  d e v e lo p  w o rk in g  k n ow led ge  o f  the c o m p u te r  equ ip m en t u se d  and 
a b ility  to  d e te c t  p r o b le m s  in v o lv e d  in  running rou tin e  p r o g r a m s . U su a lly  has 
r e c e iv e d  s o m e  f o r m a l  tra in in g  in  c o m p u te r  o p e r a t io n . M ay a s s is t  h ig h e r  le v e l  
o p e r a t o r  on  c o m p le x  p r o g r a m s .

D R A F T E R

C la s s  A . P la n s  the g ra p h ic  p r e se n ta t io n  o f  c o m p le x  it e m s  having 
d is t in c t iv e  d e s ig n  fe a tu r e s  that d if fe r  s ig n ific a n t ly  fr o m  e s ta b lis h e d  d ra ftin g  
p r e c e d e n ts .  W ork s  in  c lo s e  su p p ort w ith  the d e s ig n  o r ig in a to r , and m a y  
re c o m m e n d  m in o r  d e s ig n  c h a n g e s . A n a ly z e s  the e f fe c t  o f  ea ch  ch ange on  the 
d e ta ils  o f  f o r m ,  fu n ctio n , and p o s it io n a l  r e la t io n s h ip s  o f  com p on en ts  and p a r ts . 
W ork s  w ith  a m in im u m  o f  s u p e r v is o r y  a s s is t a n c e .  C o m p le te d  w o rk  is  
r e v ie w e d  b y  d e s ig n  o r ig in a to r  fo r  c o n s is t e n c y  w ith  p r io r  en g in e e r in g  d e t e r ­
m in a t io n s . M ay e ith e r  p r e p a r e  d ra w in g s  o r  d ir e c t  th e ir  p re p a ra tio n  by  lo w e r  
le v e l  d r a f t e r s .
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DRA F T E R — C ontinued

C la s s  B . P e r fo r m s  n on rou tin e  and c o m p le x  d ra ftin g  a ss ig n m e n ts  
that r e q u ir e  the a p p lica tio n  o f  m o s t  o f  the s ta n d a rd ize d  d raw in g  te ch n iq u es  
r e g u la r ly  u se d . D u ties  ty p ic a lly  in v o lv e  such  w ork  a s : P r e p a r e s  w ork in g
d ra w in g s  o f  s u b a s s e m b lie s  w ith  i r r e g u la r  sh a p es , m u ltip le  fu n ctio n s , and 
p r e c is e  p o s it io n a l  r e la t io n s h ip s  b e tw een  co m p o n e n ts ; p r e p a r e s  a r c h ite c t u r a l  
d ra w in g s  f o r  c o n s tr u c t io n  o f  a bu ild in g  in clu d in g  d e ta il  d ra w in g s  o f  fou n ­
d a t io n s , w a ll s e c t io n s ,  f lo o r  p la n s , and r o o f .  U ses  a cce p te d  fo r m u la s  and 
m a n u a ls  in  m a k i n g  n e c e s s a r y  com p u ta tion s  to  d e te rm in e  q u a n tities  o f  
m a t e r ia ls  to be u se d , loa d  c a p a c it ie s ,  s tre n g th s , s t r e s s e s ,  e tc . 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 ir e m e n ts , and a d v ice  fr o m  s u p e r v is o r .  C om p le te d  
w o rk  is  c h e ck e d  f o r  te c h n ic a l a d eq u acy .

C la s s  C . P r e p a r e s  d e ta il  d ra w in g s  o f  s in g le  units o r  p a rts  fo 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 ctu r in g , o r  r e p a ir  p u r p o s e s . T y p e s  o f  
d ra w in g s  p r e p a r e d  in c lu d e  is o m e t r ic  p r o je c t io n s  (d e p ic t in g  th re e  d im e n s io n s  
in a c cu ra te  s c a le )  and s e c t io n a l v ie w s  to  c la r i f y  p o s it io n in g  o f  com p o n e n ts  
and c o n v e y  n eed ed  in fo r m a tio n . C o n so lid a te s  d e ta ils  fr o m  a n u m b er  o f  
s o u r c e s  and a d ju sts  o r  t r a n s p o s e s  s c a le  as r e q u ir e d . S u ggested  m e th od s  o f  
a p p ro a ch , a p p lica b le  p r e c e d e n ts , and a d v ice  on  s o u r c e  m a te r ia ls  a re  g iven  
w ith  in it ia l a s s ig n m e n ts . In s tru c tio n s  a re  l e s s  co m p le te  when a ss ig n m e n ts  
r e c u r .  W ork  m a y  be s p o t -c h e c k e d  du rin g  p r o g r e s s .

D R A F T E R -T R A C E R

C o p ie s  p lan s and d ra w in g s  p r e p a r e d  by  o th e rs  by p la c in g  tr a c in g  
c lo th  o r  p a p e r  o v e r  d ra w in g s  and tr a c in g  w ith  pen  o r  p e n c il . (D oes  not 
in clu d e  tr a c in g  lim ite d  to p lan s p r im a r i ly  c o n s is t in g  o f  s tra ig h t l in e s  and a 
la rg e  s c a le  not re q u ir in g  c lo s e  d e lin e a tio n .)

A N D /O R

P r e p a r e s  s im p le  o r  re p e t it iv e  d ra w in g s  o f  e a s ily  v is u a l iz e d  i t e m s . 
W ork  is  c lo s e ly  s u p e r v is e d  d u rin g  p r o g r e s s .

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

W ork s  on  v a r io u s  ty p e s  o f  e le c t r o n ic  equ ip m en t and re la te d  d e v ic e s  
by  p e r fo r m in g  one o r  a co m b in a tio n  o f  the fo llo w in g : In sta llin g , m a in ta in in g ,
r e p a ir in g , o v e rh a u lin g , tr o u b le s h o o t in g , m o d ify in g , c o n stru c tin g , and te s t in g . 
W ork  r e q u ir e s  p r a c t ic a l  a p p lica tio n  o f  t e c h n ic a l ' k n ow led ge  o f  e le c t r o n ic s  
p r in c ip le s ,  a b ility  to  d e te rm in e  m a lfu n c t io n s , and s k il l  to  put equ ip m en t in 
r e q u ir e d  o p e ra t in g  c o n d it io n .

T he equ ip m en t— c o n s is t in g  o f  e ith e r  m an y d if fe r e n t  k inds o f  c i r c u i t s  
o r  m u lt ip le  r e p e tit io n  o f  the sa m e kind o f  c ir c u it — in c lu d e s , but is  not l im ite d  
to , the fo llo w in g : (a) E le c t r o n ic  tr a n sm itt in g  and r e c e iv in g  eq u ip m en t ( e .g . ,
r a d a r , r a d io , t e le v is io n ,  te le p h o n e , s o n a r , n a v ig a tion a l a id s ) , (b) d ig ita l and 
a n a log  c o m p u te r s ,  and (c )  in d u s tr ia l and m e d ic a l  m e a s u r in g  and c o n tr o llin g  
eq u ip m en t.

E L E C T R O N IC S  T E C H N IC IA N — C ontinued

T h is  c la s s i f i c a t io n  e x c lu d e s  r e p a ir e r s  o f  such  stan dard  e le c t r o n ic  
eq u ip m en t as c o m m o n  o f f i c e  m a ch in e s  and h o u se h o ld  ra d io  and te le v is io n  
s e ts ; p ro d u c tio n  a s s e m b le r s  and t e s t e r s ;  w o r k e r s  w h o se  p r im a r y  duty is  
s e r v ic in g  e le c t r o n ic  t e s t  in s tru m e n ts ; te c h n ic ia n s  w ho have a d m in is tra tiv e  
o r  s u p e r v is o r y  r e s p o n s ib il ity ;  and d r a f t e r s ,  d e s ig n e r s ,  and p r o fe s s io n a l  
e n g in e e r s .

P o s it io n s  a re  c la s s i f i e d  in to  le v e ls  on the b a s is  o f  the fo llo w in g  
d e fin it io n s .

C la s s  A . A p p lie s  a d va n ced  te c h n ic a l  k n ow led ge  to s o lv e  u nu su ally  
c o m p le x  p r o b le m s  ( i . e . ,  th o s e  that ty p ic a lly  can n ot be s o lv e d  s o le ly  by  r e f e r ­
en ce  to  m a n u fa c tu r e r s ' m a n u a ls  o r  s im ila r  d o cu m e n ts )  in  w ork in g  on  e l e c ­
t r o n ic  eq u ip m en t. E x a m p le s  o f  such  p r o b le m s  in c lu d e  lo c a t io n  and d e n s ity  o f  
c i r c u i t r y ,  e le c t r o m a g n e t ic  r a d ia t io n , is o la t in g  m a lfu n c t io n s , and freq u en t 
e n g in e e r in g  c h a n g e s . W ork  in v o lv e s :  A  d e ta ile d  u n d ersta n d in g  o f  the in t e r ­
re la t io n s h ip s  o f  c i r c u i t s ;  e x e r c i s in g  in d ep en d en t ju d g m en t in  p e r fo r m in g  such  
ta s k s  as m ak in g  c ir c u i t  a n a ly s e s , ca lcu la tin g  w ave  f o r m s ,  t r a c in g  r e la t io n ­
sh ip s  in  s ig n a l flo w ; and r e g u la r ly  u sin g  c o m p le x  te s t  in s tru m e n ts  ( e .g . ,  dual 
t r a c e  o s c i l l o s c o p e s ,  Q -m e t e r s ,  d e v ia tio n  m e t e r s ,  p u lse  g e n e r a to r s ) .

W ork  m a y  be re v ie w e d  b y  s u p e r v is o r  ( fr e q u e n t ly  an e n g in e e r  o r  
d e s ig n e r )  f o r  g e n e r a l c o m p lia n c e  w ith  a c c e p te d  p r a c t i c e s .  M ay p r o v id e  
te c h n ic a l  g u id a n ce  to  lo w e r  le v e l  t e c h n ic ia n s .

C la s s  B . A p p lie s  c o m p r e h e n s iv e  t e c h n ic a l  k n ow led g e  to s o lv e  c o m ­
p le x  p r o b le m s  ( i . e . ,  th o se  that ty p ic a lly  ca n  be s o lv e d  s o le ly  by  p r o p e r ly  
in te r p r e t in g  m a n u fa c tu r e r s ' m a n u a ls  o r  s im ila r  d o c u m e n ts )  in w o rk in g  on 
e le c t r o n ic  eq u ip m en t. W ork  in v o lv e s :  A  fa m il ia r it y  w ith  the in te r r e la t io n ­
sh ip s  o f  c i r c u i t s ;  and ju d g m e n t in d e te rm in in g  w o rk  se q u e n ce  and in  s e le c t in g  
t o o ls  and te s t in g  in s t r u m e n ts , u su a lly  l e s s  c o m p le x  than th o se  u se d  b y  the 
c la s s  A  te c h n ic ia n .

R e c e iv e s  t e c h n ic a l  g u id a n ce , as r e q u ir e d , fr o m  s u p e r v is o r  o r  h ig h er  
le v e l  te c h n ic ia n , and w o rk  is  r e v ie w e d  fo r  s p e c i f i c  c o m p lia n c e  w ith  a cce p te d  
p r a c t ic e s  and w o rk  a s s ig n m e n ts . M ay  p r o v id e  te c h n ic a l  gu id a n ce  to  lo w e r  
le v e l  te c h n ic ia n s .

C la s s  C . A p p lie s  w o rk in g  t e c h n ic a l  k n ow led g e  to  p e r fo r m  s im p le  o r  
rou tin e  ta sk s  in  w o rk in g  on  e le c t r o n ic  e q u ip m en t, fo llo w in g  d e ta ile d  in s t r u c ­
tio n s  w h ich  c o v e r  v ir tu a lly  a ll p r o c e d u r e s .  W ork  ty p ic a lly  in v o lv e s  such  
ta sk s  a s : A s s is t in g  h ig h e r  le v e l  te c h n ic ia n s  b y  p e r fo r m in g  su ch  a c t iv it ie s  as
re p la c in g  c o m p o n e n ts , w ir in g  c i r c u i t s ,  and tak in g  te s t  r e a d in g s ; r e p a ir in g  
s im p le  e le c t r o n ic  eq u ip m en t; and u sin g  to o ls  and c o m m o n  te s t 'in s t r u m e n ts  
( e .g . ,  m u lt im e t e r s ,  aud io  s ig n a l g e n e r a t o r s ,  tube t e s t e r s ,  o s c i l l o s c o p e s ) .  
Is not r e q u ir e d  to  be  fa m ilia r  w ith  the in te r r e la t io n s h ip s  o f  c i r c u i t s .  T h is  
k n o w le d g e , h o w e v e r , m a y  be a c q u ir e d  th rou gh  a s s ig n m e n ts  d e s ig n e d  to  
in c r e a s e  c o m p e te n c e  ( in c lu d in g  c la s s r o o m  tra in in g ) so  that w o r k e r  can  
a d va n ce  to  h ig h e r  le v e l  te c h n ic ia n .

R e c e iv e s  te c h n ic a l  g u id a n ce , as r e q u ir e d , f r o m  s u p e r v is o r  o r  h ig h e r  
le v e l  te c h n ic ia n . W ork  is  ty p ic a l ly  sp ot ch e c k e d , but is  g iv en  d e ta ile d  r e v ie w  
w hen  n ew  o r  a d v a n ced  a s s ig n m e n ts  a re  in v o lv e d .
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R E G IS T E R E D  IN D U S T R IA L  NURSE R E G IS T E R E D  IN D U S T R IA L  NURSE- ontinued

A r e g is t e r e d  n u rse  w ho g iv e s  n u rs in g  s e r v ic e  u nder g e n e r a l m e d ic a l  
d ir e c t io n  to  i l l  o r  in ju re d  e m p lo y e e s  o r  o th e r  p e r s o n s  w ho b e c o m e  i l l  o r  
s u ffe r  an a c c id e n t  on the p r e m is e s  o f  a fa c t o r y  o r  o th er  e s ta b lis h m e n t. 
D u ties  in v o lv e  a co m b in a tio n  o f  the fo l lo w in g : G iv in g  f i r s t  a id  to the i l l  o r
in ju r e d ; attend ing to  su bsequ en t d r e s s in g  o f  e m p lo y e e s ' in ju r ie s ;  k eep in g  
r e c o r d s  o f  p a tien ts  tr e a te d ; p r e p a r in g  a cc id e n t  r e p o r ts  fo r  co m p e n sa 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 tion s  and health  ev a lu a tion s  o f  
a p p lica n ts  and e m p lo y e e s ;  and planning and c a r r y in g  out p r o g r a m s  in v o lv in g  
health  e d u ca tio n , a c c id e n t p r e v e n t io n , ev a lu a tion  o f  plant e n v iro n m e n t, o r  
o th e r  a c t iv it ie s  a ffe c t in g  the h ea lth , w e l fa r e ,  and sa fe ty  o f  a ll  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  head n u rs e s  in  e s ta b lish m e n ts  e m p lo y in g  m o r e  than 
on e  n u rs e  a re  e x c lu d e d .

MAINTENANCE, TOOLROOM, AND POWERPLANT

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

P e r fo r m s  the c a r p e n tr y  d u ties  n e c e s s a r y  to  c o n s tr u c t  and m a in ta in  
in  g o o d  r e p a ir  b u ild in g  w o o d w o rk  and equ ip m en t su ch  as b in s , c r ib s ,  c o u n te r s , 
b e n c h e s , p a r t it 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 im  m a d e  o f  w ood  
in  an e s ta b lis h m e n t . W ork  in v o lv e s  m o s t  o f  the fo l lo w in g : P lanning and
la y in g  out o f  w o rk  f r o m  b lu e p r in ts , d ra w in g s , m o d e ls ,  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 ta b le  p o w e r  t o o ls ,  and stan dard  
m e a s u r in g  in s tru m e n ts ; m ak in g  stan d ard  shop com p u ta tion s  re la t in g  to  d im e n ­
s io n s  o f  w o rk ; 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  the w o rk . In g e n e r a l, 
th e  w o rk  o f  the m a in ten a n ce  c a r p e n te r  r e q u ir e s  rou n d ed  tra in in g  and e x p e r i ­
e n ce  u su a lly  a cq u ir e d  th rou gh  a f o r m a l  a p p re n t ice s h ip  o r  eq u iv a len t tra in in g  
and e x p e r ie n c e .

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

P e r fo r m s  a v a r ie ty  o f  e l e c t r i c a l  tr a d e  fu n ctio n s  such  as the in s t a l­
la tio n , m a in te n a n ce , o r  r e p a ir  o f  equ ip m en t f o r  the g e n e ra tio n , d is tr ib u t io n , 
o r  u tiliz a t io n  o f  e le c t r i c  e n e rg y  in  an e s ta b lish m e n t. W o r k  i n v o l v e s  m o s t  
o f  the fo l lo w in g : In sta llin g  o r  r e p a ir in g  any o f  a v a r ie ty  o f  e l e c t r i c a l  e q u ip ­
m en t su ch  as g e n e r a to r s ,  t r a n s fo r m e r s ,  s w itc h b o a r d s , c o n t r o l le r s ,  c ir c u it  
b r e a k e r s ,  m o t o r s ,  heating  u n its , con d u it s y s te m s , o r  oth er  t r a n s m is s io n  
eq u ip m en t; w o rk in g  f r o m  b lu e p r in ts , d r a w in g s , la y o u ts , o r  o th e r  s p e c i f i ­
c a t io n s ; lo ca t in g  and d ia g n o s in g  tr o u b le  in  the e le c t r i c a l  s y s te m  o r  e q u ip ­
m e n t; w o rk in g  stan d ard  com p u ta tion s  re la t in g  to  load  r e q u ire m e n ts  o f  w ir in g  
o r  e l e c t r i c a l  eq u ip m en t; and u sin g  a v a r ie ty  o f  e le c t r i c ia n 's  h an d too ls  and 
m e a s u r in g  and te s t in g  in s tru m e n ts . In g e n e r a l, the w o rk  o f  the m a in ten a n ce  
e le c t r ic ia n  r e q u ir e s  rou n d ed  tra in in g  and e x p e r ie n c e  u su a lly  a cq u ir e d  th rou gh  
a fo r m a l  a p p r e n t ic e s h ip  o r  eq u iv a len t tra in in g  and e x p e r ie n c e .

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

P ain ts  and r e d e c o r a te s  w a lls ,  w o o d w o rk , and f ix tu r e s  o f  an e s ta b ­
lish m e n t. W ork  in v o lv e s  the fo l lo w in g : K n ow led ge  o f  s u r fa ce  p e c u l ia r it ie s
and ty p e s  o f  paint re q u ir e d  f o r  d if fe r e n t  a p p lica t io n s ; p r e p a r in g  s u r fa c e  fo r  
pa in tin g  by  r e m o v in g  o ld  f in is h  o r  b y  p la c in g  putty o r  f i l l e r  in n a il h o le s  and 
in t e r s t ic e s ;  and a p p ly in g  paint w ith  sp ra y  gun o r  b ru sh . M ay m ix  c o l o r s ,  
o i l s ,  w hite  le a d , and o th e r  paint in g re d ie n ts  to  obta in  p r o p e r  c o lo r  o r  
c o n s is t e n c y . In g e n e r a l , the w o rk  o f  the m a in ten a n ce  p a in te r  r e q u ir e s  rou n d ed  
tra 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 rou gh  a fo r m a l  a p p re n t ice s h ip  o r  
eq u iv a len t tra in in g  and e x p e r ie n c e .

M A IN T E N A N C E  M ACH IN IST

P r o d u c e s  r e p la c e m e n t  p a rts  and new  p a rts  in  m akin g  r e p a ir s  o f  
m e ta l p a rts  o f  m e c h a n ic a l  eq u ip m en t o p e r a te d  in  an e s ta b lis h m e n t. W ork  
in v o lv e s  m o s t  o f  the fo l lo w in g : In te rp re tin g  w r itte n  in s tru c t io n s  and s p e c i ­
f ic a t io n s ;  p lanning and la y in g  out o f  w o rk ; u sin g  a v a r ie ty  o f  m a c h in is t 's  
h a n d too ls  and p r e c is io n  m e a s u r in g  in s tru m e n ts ; se ttin g  up and o p e ra t in g  
s tan d ard  m a ch in e  t o o ls ;  shaping o f  m e ta l p a rts  to  c lo s e  t o le r a n c e s ;  m ak in g  
stan dard  shop  co m p u ta tio n s  re la t in g  to  d im e n s io n s  o f  w o rk , to o l in g , fe e d s ,  
and sp e e d s  o f  m a ch in in g ; k n ow led ge  o f  the w o rk in g  p r o p e r t ie s  o f  the co m m o n  
m e t a ls ; s e le c t in g  s tan d ard  m a t e r ia ls ,  p a r ts , and equ ip m en t re q u ire d  f o r  th is  
w o rk ; and fitt in g  and a s se m b lin g  p a rts  in to m e c h a n ic a l equ ip m en t. In g e n e r a l, 
the m a c h in is t 's  w o rk  n o r m a lly  r e q u ir e s  a rou nd ed  tra in in g  in m a c h in e -s h o p  
p r a c t ic e  u su a lly  a cq u ir e d  th rou gh  a fo r m a l  a p p re n t ice s h ip  o r  eq u iv a len t 
tra in in g  and e x p e r ie n c e .

M A IN T E N A N C E  M E C H A N IC  (M a ch in e ry )
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 eq u ip m en t o f  an e s ta b lish m e n t. 

W ork  in v o lv e s  m o s t  o f  the fo l lo w in g : E xam in in g  m a ch in e s  and m e c h a n ic a l
equ ip m en t to  d ia g n o se  s o u r c e  o f  t r o u b le ; d ism a n tlin g  o r  p a rt ly  d ism a n tlin g  
m a ch in e s  and p e r fo r m in g  r e p a ir s  that m a in ly  in v o lv e  the u se  o f  h an d too ls  in 
s c r a p in g  and fitt in g  p a r ts ; r e p la c in g  b ro k e n  o r  d e fe c t iv e  p a rts  w ith  ite m s  
ob ta in ed  f r o m  s to ck ; o r d e r in g  the p r o d u c tio n  o f  a re p la c e m e n t  p art by  a 
m a ch in e  shop  o r  send ing  the. m a ch in e  to  a m a ch in e  shop  f o r  m a jo r  r e p a ir s ;  
p r e p a r in g  w r itte n  s p e c if ic a t io n s  f o r  m a jo r  r e p a ir s  o r  f o r  the p ro d u c tio n  o f  
p a rts  o r d e r e d  f r o m  m a ch in e  sh o p s ; r e a s s e m b lin g  m a c h in e s ; and m ak in g  a ll  
n e c e s s a r y  a d ju stm en ts  f o r  o p e r a t io n . In g e n e r a l, the w o rk  o f  a m a ch in e ry  
m a in ten a n ce  m e c h a n ic  r e q u ir e s  rou nd ed  tra in in g  and e x p e r ie n c e  u su a lly  
a cq u ir e d  th rou gh  a f o r m a l  a p p re n t ice s h ip  o r  eq u iv a len t tra in in g  and e x p e r i ­
e n c e . E x c lu d e d  f r o m  th is  c la s s i f i c a t io n  a re  w o r k e r s  w h ose  p r im a r y  d u ties  
in v o lv e  se ttin g  up o r  ad ju stin g  m a c h in e s .

M A IN T E N A N C E  M E C H A N IC  (M o to r  V e h ic le s )

R e p a ir s  a u to m o b ile 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 ­
lish m e n t. W ork  in v o lv e s  m o s t  o f  the fo l lo w in g ; E xa m in in g  a u tom otiv e  e q u ip ­
m en t to  d ia g n o se  s o u r c e  o f  t r o u b le ; d is a s s e m b lin g  equ ip m en t and p e r fo r m in g  
r e p a ir s  that in v o lv e  the u se  o f  su ch  h an d too ls  as w r e n c h e s , g a u g e s , d r i l l s ,  
o r  s p e c ia liz e d  eq u ip m en t in  d is a s s e m b lin g  o r  fitt in g  p a r ts ; r e p la c in g  b rok en  
o r  d e fe c t iv e  p a rts  fr o m  s to ck ; g r in d in g  and a d ju stin g  v a lv e s ;  r e a s s e m b lin g  and 
in s ta llin g  the v a r io u s  a s s e m b lie s  in  the v e h ic le  and m ak in g  n e c e s s a r y  a d ju s t­
m e n ts ; and a lig n in g  w h e e ls , a d ju stin g  b ra k e s  and lig h ts , o r  tigh ten in g  body  
bo-lts. In g e n e r a l , the w o rk  o f  th e m o t o r  v e h ic le  m a in ten a n ce  m e ch a n ic  
r e q u ir e s  rou n d ed  tra 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 rou gh  a fo r m a l  
a p p re n t ice s h ip  o r  e q u iv a len t tra in in g  and e x p e r ie n c e .
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T h is  c la s s i f i c a t io n  d o e s  not in c lu d e  m e c h a n ic s  w ho 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 ile  r e p a ir  sh o p s .
M A IN T E N A N C E  P IP E F IT T E R

In sta lls  o r  r e p a ir s  w a te r , s tea m , g a s , o r  o th er  ty p e s  o f  p ip e  and 
p ip e fitt in g s  in  an e s ta b lis h m e n t . W ork  in v o lv e s  m o s t  o f  the fo l lo w in g : L aying
out w o rk  and m e a s u r in g  to  lo c a te  p o s it io n  o f  p ip e  f r o m  d ra w in g s  o r  o th er  
w r itte n  s p e c i f ic a t io n s ;  cu ttin g  v a r io u s  s iz e s  o f  p ip e  to  c o r r e c t  len gth s w ith 
c h is e l  and h a m m e r  o r  o x y a ce ty le n e  to r c h  o r  p ip e -c u t t in g  m a c h in e s ; th rea d in g  
p ip e  w ith  s to c k s  and d ie s ;  bend ing p ip e  by  h a n d -d r iv e n  o r  p o w e r -d r iv e n  
m a c h in e s ; a s s e m b lin g  p ip e  w ith  cou p lin g s  and fasten in g  p ip e  to  h a n g e rs ; 
m a k in g  sta n d a rd  shop  com p u ta tion s  re la t in g  to  p r e s s u r e s ,  f lo w , and s iz e  o f  
p ip e  r e q u ir e d ; and m ak in g  stan dard  te s ts  to  d e te rm in e  w h eth er f in ish e d  p ip e s  
m e e t  s p e c i f ic a t io n s .  In g e n e r a l, the w o rk  o f  the m a in ten a n ce  p ip e fit te r  
r e q u ir e s  rou n d ed  tra in in g  and e x p e r ie n c e  u su a lly  a cq u ir e d  th rou gh  a fo r m a l  
a p p re n t ice s h ip  o r  eq u iv a len t tra in in g  and e x p e r ie n c e .  W o r k e r s  p r im a r ily  
en g a g ed  in  in s ta llin g  and r e p a ir in g  b p ild in g  san ita tion  o r  heating  s y s te m s  
a re  e x c lu d e d .
M A IN T E N A N C E  S H E E T -M E T A L  W O RK ER

F a b r ic a t e s ,  in s t a l ls ,  and m a in ta in s  in  g o o d  re p a ir  the s h e e t -m e ta l  
equ ip m en t and f ix tu r e s  (su ch  as m a ch in e  g u a rd s , g r e a s e  p a n s , s h e lv e s , 
lo c k e r s ,  ta n k s , v e n t i la t o r s , ch u te s , d u c ts , m e ta l r o o f in g )  o f  an e s ta b lis h m e n t. 
W ork  in v o lv e s  m o s t  o f  the fo l lo w in g : P lan n in g and lay in g  out a l l  ty p e s  o f
s h e e t -m e ta l  m a in ten a n ce  w o rk  f r o m  b lu e p r in ts , m o d e ls ,  o r  o th e r  s p e c i f i ­
c a t io n s ; se ttin g  up and o p e r a t in g  a ll  a v a ila b le  ty p e s  o f  s h e e t -m e ta l  w o rk in g  
m a c h in e s ; u sin g  a v a r ie ty  o f  h a n d too ls  in cu tt in g , ben d in g , fo r m in g , sh ap in g , 
fitt in g , and a s s e m b lin g ; and in s ta llin g  s h e e t -m e ta l  a r t i c le s  as r e q u ir e d . In 
g e n e r a l, the w o rk  o f  the m a in ten a n ce  s h e e t -m e ta l  w o r k e r  r e q u ir e s  rou n d ed  
tra 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 rou gh  a f o r m a l  a p p re n t ice s h ip  o r  
eq u iv a len t tra in in g  and e x p e r ie n c e .
M IL L W R IG H T

In sta lls  n ew  m a ch in e s  o r  h eav y  e q u ip m en t, and d is m a n t le s  and 
in s ta lls  m a ch in e s  o r  h eav y  eq u ip m en t w hen  ch a n g es  in  the p lant layou t a re  
r e q u ir e d . W ork  in v o lv e s  m o s t  o f  the fo l lo w in g ; P lanning and la y in g  out 
w o rk ; 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 io n s ;  u sin g  a v a r ie ty  o f  h and- 
t o o ls  and r ig g in g ; m ak in g  sta n d a rd  shop  co m p u ta tio n s  re la tin g  to  s t r e s s e s ,  
s tren g th  o f  m a t e r ia ls ,  and c e n te r s  o f  g ra v ity ; a lig n in g  and b a la n cin g  e q u ip ­
m e n t; s e le c t in g  s tan d ard  t o o l s ,  eq u ip m en t, and p a rts  to  be u sed ; and in s ta llin 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  equ ip m en t such  as d r iv e s  
and sp eed  r e d u c e r s .  In g e n e r a l, the m i l lw r ig h t 's  w o rk  n o r m a lly  r e q u ir e s  a 
rou n d ed  tra in in g  and e x p e r ie n c e  in the tra d e  a cq u ir e d  th rou gh  a f o r m a l  
a p p re n t ice s h ip  o r  e q u iv a len t tra in in g  and e x p e r ie n c e .

M A IN T E N A N C E  T R A D E S  H E L P E R
A s s is t s  one o r  m o r e  w o r k e r s  in the sk ille d  m a in ten a n ce  t r a d e s ,  by  

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 ties  o f  l e s s e r  s k il l ,  such  as k eep in g  a 
w o r k e r  su p p lied  w ith  m a t e r ia ls  and t o o ls ;  c le a n in g  w ork in g  a r e a , m a ch in e , 
and eq u ip m en t; a s s is t in g  jo u rn e y m a n  by  h old in g  m a te r ia ls  o r  t o o ls ;  and p e r ­
fo r m in g  o th e r  u n sk ille d  ta sk s  as d ir e c te d  by  jo u rn e y m a n . The kind o f  w ork  
the h e lp e r  is  p e r m it te d  to  p e r fo r m  v a r ie s  f r o m  tra d e  to  t r a d e : In so m e
tr a d e s  the h e lp e r  is  co n fin e d  to  su p p ly in g , lift in g , and h old in g m a t e r ia ls  and 
t o o l s ,  and c le a n in g  w ork in g  a r e a s ;  and in o th e r s  he is  p e r m itte d  to p e r fo r m  
s p e c ia l iz e d  m a ch in e  o p e r a t io n s , o r  p a rts  o f  a tra d e  that a re  a ls o  p e r fo r m e d  
by  w o r k e r s  on  a fu l l - t im e  b a s is .

M A IN T E N A N C E  M E C H A N IC  (M o to r  V e h ic le s )— C ontinued M A C H IN E -T O O L  O P E R A T O R  (T o o lr o o m )

S p e c ia liz 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 ch in e  t o o l s ,  
su ch  as j ig  b o r e r s ,  c y l in d r ic a l  o r  s u r fa c e  g r in d e r s ;  en g in e  la th e s ; o r  m illin g  
m a c h in e s , in  the c o n s tr u c t io n  o f  m a c h in e -s h o p  too ls-, g a u g e s , j i g s ,  f ix tu r e s , 
o r  d ie s .  W ork  in v o lv e s  m o s t  o f  the fo l lo w in g : P lan n in g and p e r fo r m in g
d if f ic u lt  m a ch in in g  o p e r a t io n s ; p r o c e s s in g  it e m s  r e q u ir in g  c o m p lic a te d  setups 
o r  a h igh  d e g r e e  o f  a c c u r a c y ;  u sin g  a v a r ie t y  o f  p r e c is io n  m e a s u r in g  in s t r u ­
m e n ts ; s e le c t in g  fe e d s ,  s p e e d s , to o l in g , and o p e r a t io n  se q u e n ce ; and m aking 
n e c e s s a r y  a d ju stm en ts  d u rin g  o p e r a t io n  to  a ch ie v e  r e q u is ite  t o le r a n c e s  o r  
d im e n s io n s . M ay b e  r e q u ir e d  to  r e c o g n iz e  w hen t o o ls  n eed  d r e s s in g , to  
d r e s s  t o o l s ,  and to  s e le c t  p r o p e r  c o o la n ts  and cu tting  and lu b r ica tin g  o i ls .  
F o r  c r o s s - in d u s t r y  w age study 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  ( to o lr o o m ) 
in  t o o l  and d ie  job b in g  shop s a re  ex c lu d e d  f r o m  th is  c la s s i f i c a t io n .

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

C o n str u c ts  and r e p a ir s  m a c h in e -s h o p  t o o l s ,  g a u g e s , j i g s ,  f ix tu re s  
o r  d ie s  f o r  f o r g in g s ,  pu n ch in g , and o th e r  m e t a l - fo r m in g  w o rk . W ork  
in v o lv e s  m o s t  o f  the fo l lo w in g ; P lanning and la y in g  out w o rk  a c c o r d in g  to 
m o d e ls ,  b lu e p r in ts , d r a w in g s , o r  o th e r  o r a l  and w r itte n  s p e c i f ic a t io n s ;  usin g  
a v a r ie ty  o f  t o o l  and d ie  m a k e r 's  h an d too ls  and p r e c is io n  m e a s u r in g  in s t r u ­
m e n ts ; u n d ersta n d in g  o f  the w o rk in g  p r o p e r t ie s  o f  c o m m o n  m e ta ls  and a llo y s ; 
se ttin g  up and o p e r a t in g  o f  m a ch in e  t o o ls  and r e la te d  eq u ip m en t; m ak ing 
n e c e s s a r y  shop  co m p u ta tio n s  re 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 , fe e d s , 
and to o lin g  o f  m a c h in e s ; h e a t -tre a t in g  o f  m e ta l p a rts  d u rin g  fa b r ic a t io n  as 
w e ll  as o f  f in ish e d  t o o ls  and d ie s  to  a ch ie v e  r e q u ir e d  q u a lit ie s ; w ork in g  to 
c l o s e  t o le r a n c e s ;  fitt in g  and a s se m b lin g  o f  p a rts  to p r e s c r ib e d  t o le r a n c e s  
and a llo w a n c e s ; and s e le c t in g  a p p ro p r ia te  m a t e r ia ls ,  t o o l s ,  and p r o c e s s e s .  
In g e n e r a l , the t o o l  and d ie  m a k e r 's  w o rk  r e q u ir e s  a rou n d ed  tra in in g  in 
m a c h in e -s h o p  and to o l r o o m  p r a c t ic e  u su a lly  a cq u ir e d  th rou gh  a f o r m a l  
a p p re n t ice s h ip  o r  e q u iv a len t tra in in g  and e x p e r ie n c e .

F o r  c r o s s - in d u s t r y  w age  study 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  and d ie  jo b b in g  sh op s  a re  e x c lu d e d  f r o m  th is  c la s s i f i c a t io n .

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

O p e ra te s  and m a in ta in s  and 'm a y  a ls o  s u p e r v is e  the o p e r a t io n  o f 
s ta t io n a ry  en g in e s  and equ ip m en t (m e c h a n ic a l o r  e le c t r ic a l )  to  sup p ly  the 
e s ta b lis h m e n t  in w h ich  e m p lo y e d  w ith  p o w e r , h eat, r e fr ig e r a t io n , o r  a i r -  
co n d it io n in g . W ork  in v o lv e s :  O p era tin g  and m a in ta in in g  equ ip m en t such  as
stea m  e n g in e s , a ir  c o m p r e s s o r s ,  g e n e r a to r s ,  m o t o r s ,  tu rb in e s , ven tila tin g  
and r e fr ig e r a t in g  e q u ip m en t, s tea m  b o i le r s  and b o i l e r - f e d  w a ter  pu m p s; 
m ak in g  eq u ip m en t r e p a ir s ;  and k eep 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 , 
te m p e r a tu r e , and fu e l c o n su m p tio n . M ay a ls o  s u p e r v is e  th ese  o p e r a t io n s . 
H ead o r  c h ie f  e n g in e e r s  in e s ta b lis h m e n ts  e m p lo y in g  m o r e  than one e n g in e e r  
a re  e x c lu d e d .

B O IL E R  T E N D E R

F ir e s  s ta t io n a ry  b o i le r s  to fu rn ish  the e s ta b lish m e n t in  w h ich  
e m p lo y e d  w ith  h eat , p o w e r , o r  s tea m . F e e d s  fu e ls  to  f ir e  by  hand o r  
o p e r a te s  a m e c h a n ic a l  s to k e r , g a s , o r  o i l  b u r n e r ; and ch e ck s  w a te r  and 
sa fe ty  v a lv e s . M ay 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 le r r o o m  eq u ip m en t.
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MATERIAL MOVEMENT AND CUSTODIAL

T R U C K D R IV E R

D riv e s  a tru ck  w ith in  a c ity  o r  in d u str ia l a re a  to t r a n s p o r t  m a te ­
r ia l s ,  m e r c h a n d is e , eq u ip m en t, o r  w o r k e r s  betw een  v a r io u s  ty p e s  o f  e s ta b ­
lish m e n ts  such  a s : M a n u factu rin g  p la n ts , fr e ig h t  d e p o ts , w a r e h o u s e s , w h o le ­
sa le  and re ta il e s ta b lis h m e n ts , o r  b e tw een  r e t a i l  e s ta b lish m e n ts  and 
c u s t o m e r s ' h ou ses  o r  p la c e s  o f b u s in e s s . M ay a ls o  loa d  o r  u n load  tru ck  w ith 
o r  w ithout h e lp e r s ,  m ak e m in o r  m e c h a n ic a l  r e p a ir s ,  and k eep  tr u ck  in  good  
w o r k i n g  o r d e r .  S a le s -r o u t e  and o v e r - t h e - r o a d  d r iv e r s  a re  e x c lu d e d .

F o r  w age study p u r p o s e s ,  t r u c k d r iv e r s  a re  c la s s i f i e d  by  s iz e  and 
ty p e  o f  eq u ip m en t, as fo l lo w s : ( T r a c t o r - t r a i l e r  shou ld  be ra ted  on the b a s is
o f  t r a i le r  c a p a c ity .)

T r u c k d r iv e r ,  ligh t tr u ck  (un der IV 2 ton s)
T r u c k d r iv e r ,  m ed iu m  tru ck  (1 V2 to  and in clu d in g  4 ton s)
T r u c k d r iv e r ,  h eav y  tr u ck  ( t r a ile r )  (o v e r  4 ton s)
T r u c k d r iv e r ,  h eavy tru ck  (o th er  than t r a i le r )  (o v e r  4 ton s)

SH IPPIN 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  fo r  sh ip m en t, o r  r e c e iv e s  and is  r e s p o n s ib le  
f o r  in co m in g  sh ip m en ts  o f  m e r ch a n d is e  o r  o th er  m a t e r ia ls .  Shipping w ork  
in v o lv e s :  A k n ow led ge  o f  sh ippin g p r o c e d u r e s ,  p r a c t i c e s ,  r o u te s , a va ila b le
m ea n s  o f  t r a n s p o r ta t io n , and r a te s ; and p r e p a r in g  r e c o r d s  o f  the g o o d s  
sh ip p ed , m ak in g  up b i l ls  o f  la d in g , p os tin g  w eigh t and sh ipping c h a r g e s ,  and 
k eep in g  a f i le  o f  sh ippin g r e c o r d s .  M ay d ir e c t  o r  a s s is t  in p r e p a r in g  the 
m e r c h a n d is e  fo r  sh ip m en t. R e c e iv in g  w ork  in v o lv e s : V e r ify in g  o r  d ir e c t in g
o th e r s  in v e r ify in g  the c o r r e c t n e s s  o f  sh ip m en ts  aga in st b i l ls  o f  la d in g , 
in v o ic e s ,  o r  o th er  r e c o r d s ;  ch e ck in g  fo r  sh o r ta g e s  and r e je c t in g  d a m a ged  
g o o d s ; rou tin 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 rtm e n ts ; and 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 le s .

F o r  w age  study p u r p o s e s , w o r k e r s  a re  c la s s i f i e d  as fo l lo w s :

Shipping c le r k
R e c e iv in g  c le r k
Shipping and r e c e iv in g  c le r k

W A R E H O U SE M A N

A s  d ir e c te d , p e r fo r m s  a v a r ie ty  o f  w a re h o u s in g  d u ties  w h ich  r e q u ir e  
an u n d ersta n d in g  o f  the e s ta b lis h m e n t 's  s to ra g e  p la n . W ork in v o lv e s  m o s t  
o f  the fo l lo w in g : V e r ify in g  m a te r ia ls  (o r  m e r c h a n d is e )  a ga in st r e c e iv in g
d o c u m e n ts , n otin g  and r e p o r tin g  d is c r e p a n c ie s  and o b v io u s  d a m a g e s ; rou tin g  
m a t e r ia ls  to p r e s c r ib e d  s to ra g e  lo c a t io n s ; s to r in g , s ta ck in g , o r  p a lle t iz in g  
m a t e r ia ls  in a c c o r d a n c e  w ith p r e s c r ib e d  s to ra g e  m e th o d s ; r e a rra n g in g  and 
t a k i n g  in v e n to ry  o f  s to re d  m a t e r ia ls ;  exa m in in g  s to re d  m a t e r ia ls  and 
re p o r t in g  d e te r io r a t io n  and d a m a g e ; re m o v in g  m a t e r ia l  f r o m  s to ra g e  and 
p r e p a r in g  it fo r  sh ip m en t. M ay o p e r a te  hand o r  p o w e r  tr u ck s  in p e r fo r m in g  
w a re h o u s in g  d u ties .

W AR E H O U SE M A N — C on tin ued

E x clu d e  w o r k e r s  w h ose  p r im a r y  d u ties  in v o lv e  sh ipping and r e c e iv in g  
w o rk  (se e  Shipping and R e c e iv in g  C le r k  and Shipping P a c k e r ) , o r d e r  f illin g  
( s e e  O rd e r  F i l l e r ) ,  o r  op era tin g  p o w e r  tru ck s  ( s e e  P o w e r -T r u c k  O p e r a to r ) .

O R D E R  F IL L E R

F il ls  sh ip pin g o r  t r a n s fe r  o r d e r s  fo r  f in ish e d  g ood s  fr o m  s to re 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 if ic a t io n s  on sa le s  s l ip s , c u s t o m e r s ' 
o r d e r s ,  o r  o th er  in s t r u c t io n s . M ay , in  add ition  to f i l l in g  o r d e r s  and in d i­
ca tin g  it e m s  f i l le d  o r  o m itte d , k eep  r e c o r d s  o f  ou tgoin g  o r d e r s ,  r e q u is it io n  
a d d ition a l s to ck  o r  r e p o r t  sh ort su p p lie s  to  s u p e r v is o r ,  and p e r fo r m  oth er 
re la te d  d u tie s .

SH IPPIN G  P A C K E R

P r e p a r e s  fin ish e d  p r o d u c ts  f o r  sh ip m en t o r  s to ra g e  by  p la c in g  th em  
in  sh ippin g c o n ta in e r s , the s p e c i f ic  o p e r a t io n s  p e r fo r m e d  bein g  d ep en d en t upon 
the ty p e , s iz e ,  and n u m ber o f  units to  be  p a ck e d , the type  o f  c o n ta in e r  
e m p lo y e d , and m eth od  o f  sh ip m en t. W ork  r e q u ir e s  the p la c in g  o f  it e m s  in 
sh ip pin g c o n ta in e r s  and m a y  in v o lv e  one o r  m o r e  o f  the fo l lo w in g : K n ow led ge
o f  v a r io u s  ite m s  o f  s to ck  in o r d e r  to  v e r i fy  con ten t; s e le c t io n  o f  a p p ro p r ia te  
type and s iz e  o f  c o n ta in e r ; in se r t in g  e n c lo s u r e s  in co n ta in e r ; u sin g  e x c e ls io r  
o r  o th e r  m a t e r ia l  to  p re v e n t b re a k a g e  o r  d a m a g e ; c lo s in g  and sea lin g  c o n ­
ta in e r ; and app ly in g  la b e ls  o r  en ter in g  id en tify in g  data on co n ta in e r . P a c k e r s  
w ho a ls o  m ak e w ood en  b o x e s  o r  c r a t e s  a re  e x c lu d e d .

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

A w o r k e r  e m p lo y e d  in  a w a re h o u s e , m a n u fa ctu rin g  plant, s t o r e ,  o r  
o th e r  e s ta b lish m e n t w h ose  d u ties  in v o lv e  one o r  m o r e  o f the fo l lo w in g : 
L oad ing  and u n load 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  on o r  fr o m  fre ig h t  
c a r s ,  t r u c k s ,  o r  o th er  tr a n s p o r t in g  d e v ic e s ;  u n p a ck in g , sh 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 to ra g e  lo c a t io n ; and tr 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  by  h an dtru ck , c a r ,  o r  w h e e lb a r r o w . L o n g sh o r e  
w o r k e r s ,  w ho loa d  and un load  sh ip s , a re  e x c lu d e d .

P O W E R -T R U C K  O P E R A T O R

O p e ra te s  a m a n u a lly  c o n tr o lle d  g a s o l in e -  o r  e le c t r ic -p o w e r e d  tru ck  
o r  t r a c t o r  to  tr a n s p o r t  g o o d s  and m a t e r ia ls  o f  a ll  k inds about a w a re h o u s e , 
m a n u fa ctu r in g  p lan t, o r  o th e r  e s ta b lish m e n t.

F o r  w age study p u r p o s e s , w o r k e r s  a re  c la s s i f i e d  by type  o f  p o w e r -  
tr u c k , as fo l lo w s :

F o r k li ft  o p e r a to r
P o w e r - t r u c k  o p e r a t o r  (o th e r  than fo r k lift )
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G u a rd . P e r fo r m s  rou tin e  p o l i c e  d u t ie s , e ith e r  at f ix e d  p o s t  o r  on 
to u r , m a in ta in in g  o r d e r ,  u sin g  a r m s  o r  f o r c e  w h e re  n e c e s s a r y .  In c lu d es  
g u a rd s  w ho a r e  sta tion ed  at gate and ch e ck  on  id en tity  o f  e m p lo y e e s  and 
o th e r  p e r s o n s  e n te r in g .

W atch m an . M ak es rou n d s o f  p r e m is e s  p e r io d ic a l ly  in  p r o te c t in g  
p r o p e r t y  a ga in st f i r e ,  th e ft , and i l le g a l  en try .

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

C le a n s  and k e e p s  in an o r d e r ly  co n d it io n  fa c t o r y  w ork 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 rtm en t h o u s e , o r  c o m m e r c ia l  
o r  o th er  e s ta b lis h m e n t . D uties in v o lv e  a co m b in a tio n  o f  the fo l lo w in g : 
S w eep in g , m op p in g  o r  s c ru b b in g , and p o lish in g  f l o o r s ;  r e m o v in g  c h ip s , tr a s h , 
and o th e r  r e fu s e ;  du stin g  eq u ip m en t, fu rn itu re , o r  f ix tu r e s ;  p o lish in g  m e ta l 
f ix tu r e s  o r  t r im m in g s ;  p r o v id in g  su p p lie s  and m in o r  m a in ten a n ce  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 ho s p e c ia liz e  
in  w in d ow  w a sh in g  a re  e x c lu d e d .

JA N IT O R , P O R T E R , OR C L E A N E R
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Area Wage Surveys
A list of the latest available bulletins is presented below. A directory of area wage 

Employment Standards Administration of the U.S. Department o f Labor is available on request, 
on the back cover or from  the Superintendent of Documents, U.S. Government Printing Office,

Bulletin number
Area and price*

A kron , O hio, D ec. 1975______________________________________________  1850-80, 45 cents
Albany—Schenectady—T roy , N .Y ., Sept. 1975*_____________________  1850-63, $1 .2 0
Anaheim — Santa A n a-G arden  G rove, C a lif., O ct. 1975*___________  1850-75, 85 cents
Atlanta, Ga., M ay 1976______________________________________________  1900-30, 85 cents
A ustin, T ex ., D ec. 19751 _________________________________________  1850-83, 75 cents
B a ltim ore , M d., Aug. 19751 ________________________________________  1850-62, $1 .3 0
B illin gs , M ont., July 1976___________________________________________  1900-39, 55 cents
Bingham ton, N.Y«—P a ., July  1975 __________________________________  1850-50, 65 cents
B irm ingham , A la ., M ar. 1976*______________________________________ 1900-11, 95 cents
B oston , M a ss ., Aug. 19751__________________________________________  1850-58, $1 .50
B u ffalo, N .Y ., O ct. 19751_____________________________________________ 1850-69, 95 cents
Canton, O hio, M ay 1976______________________________________________  1900-28, 55 cents
Chattanooga, Tenn.—G a., Sept. 19751_______________________________  1850-67, 85 cents
C h icago, 111., M ay 1976______________________________________________  1900-32, $1.05
C incinnati, O h io-K y.—Ind., M ar. 1976______________________________  1900-7 , 75 cents
C leveland , O hio, Sept. 1975_________________________________________  1850-64, $1 .3 0
C olum bus, O hio, O ct. 19751 ________________ _________________ ______  1850-78, 95 cents
C orpu s C h risti, T e x ., July 1976_________________ ___________________ 1900-41, 55 cents
D a lla s -F o r t  W orth, T ex ., O ct. 19751 ______________________________  1850-59, $1 .50
D aven port-R ock  Island—M oline, Iow a -Ill., F eb . 1976____________  1900-25, 55 cents
Dayton, O hio, D ec. 1975_____________________________________________  1850-73, 45 cents
D aytona B each , F la ., Aug. 1976 ____________________________________  1900-45, 45 cents
Denver—B ou lder, C o lo ., D ec. 1975_________________________________  1850-82, 75 cents
D etroit, M ich ., M ar. 19761__________________________________________  1900-15, $1 .2 5
F o r t  Lauderdale—H ollyw ood and W est P a lm  B ea ch -

B oca  Raton , F la ., A p r. 1976_______________________________________ 1900-20, 55 cents
F re sn o , C a lif., June 1976___________________________________________  1900-29, 55 cents
G a in esv ille , F la ., Sept. 1975________________________________________  1850-57, $1 .1 0
G reen  Bay, W is ., July 1976_________________________________________  1900-37, 55 cents
G reen sb oro—W inston -S alem —High P oint, N .C ., Aug. 1975_________ 1850-49, 65 cents
G reen ville -S parta n bu rg , S .C ., June 1976 1________________________  1900-36, 85 cents
H artford , Conn., M ar. 1976_________________________________________  1900- 14, 55 cents
H ouston, T ex ., A p r. 1976____________________________________________  1900-26, 85 cents
H untsville, A la ., F eb . 1976 _________________________________________  1900-17, 55 cents
Indianapolis, Ind., O ct. 1 9 7 5 * ______________________________________ 1850-66, 95 cents
Jackson , M is s .,  F e b . 1976___________________________________________  1900-8 , 55 cents
Ja ck son v ille , F la .,  D ec. 1975_______________________________________  1850-81, 45 cents
K ansas C ity, M o^-K ans., Sept. 1975________________________________ 1850-55, 80 cents
Lexington—F ayette , K y ., N ov. 19751________________________________ 1850-84, 75 cents
L os  A n geles—Long B each , C a lif., O ct. 1975 1 _____________________  1850-86, $1 .1 5
L ou isv ille , K y,—Ind., N ov. 1975_____________________________ _______  1850-79, 45 cents
M e lb ou rn e -T itu sv ille—C ocoa , F la .,  Aug. 1975_____________________  1850-54, 65 cents
M em phis, Tenn.—A r k « -M is s .,  N ov. 1975___________________________  1850-85, 45 cents

studies including m ore limited studies conducted at the request ot tne 
Bulletins may be purchased from  any of the BLS regional offices shown 

Washington, D.C. 20402

Bulletin number
Area and price*

M iam i, F la ., O ct. 1975________________ _______________.________ ____  1850-76, 95 cents
M ilw aukee, W is ., A p r. 1976_____________________ ________ __________  1900-22, 85 cents
M inneapolis—St. Paul, M in n ^ W is ., Jan. 1976_____________________  1900-3 , 95 cents
N assau-Suffoik , N .Y ., June 1976___________________________________  1900-35, 85 cents
N ewark, N .J ., Jan. 1976_____________________________________________ 1900-10, 85 cents
New O rlean s, L a ., Jan. 1976_______________________________________  1900-2 , 75 cents
New Y ork , N .Y .-N .J ., M ay 19751__________________________________  1850-45, $1 .10
N orfolk—V irg in ia  B ea ch -P ortsm ou th , V a ^ N .C ., M ay 19761_____ 1900-27, 85 cents
N orfolk—V irg in ia  Beach—P ortsm outh  and N ew port News—

Hampton, Va.—N .C ., M ay 1 9 7 6 *______________ _ ________________  1900-33, 85 cents
N ortheast Pennsylvania , Aug. 1976________________________________  1900-43, 65 cents
O klahom a C ity, O kla ., Aug. 1976___________________ _______________  1900-42, 55 cents
Omaha, N ebr.—Iowa, O ct. 1975_____________ _________________________ 1850-56, $1 .10
P a te rs o n -C lifto n -P a s s a ic , N .J ., June 1976_______________________  1900-38, 55 cents
P hiladelphia , Pa^-N .J., N ov. 1975_________________________________  1850-65, 85 cents
P ittsburgh , P a ., Jan. 1 9 7 6 * ________________________________________  1900-1 , $1 .15
Portland , M aine, N ov. 1975_________________________________________  1850-72, 45 cents
Portland , O reg ,—W ash., M ay 1975_________________________________  1850-40, 75 cents
P ou ghkeepsie, N .Y ., June 19751 ___________________________________  1850-70, 65 cents
P ou ghkeepsie-K ingston -N ew burgh , N .Y ., June 19751____________ 1850-68, 75 cents
P rov id en ce—W arwick—Paw tucket, R .I^ M a s s .,  June 1976________  1900-31, 75 cents
R aleigh—D urham , N .C ., F eb . 1976_________________________________  1900-18, 55 cents
R ichm ond, V a ., June 1976_____________________ ______ ___ __________  1900-34, 65 cents
St. L ou is , M o .-111., M ar. 19761 ____________________________________  1900-19, $1 .2 5
Sacram ento, C a lif., D ec. 1975____________________ _____________ __  1850-87, 45 cents
Saginaw, M ich ., N ov. 1975__________________________________________  1850-71, 35 cents
Salt Lake City—O gden, Utah, N ov. 19751__________________________  1850-74, 75 cents
San Antonio, T ex ., M ay 1976___________________ ________ ________  1900-23, 65 cents
San D iego, C a lif., N ov. 1975______________________________________ _ 1850-77, 45 cents
San F ra n cis co —Oakland, C a lif., M ar. 1976________________________ 1900-9 , 95 cents
San J o s e , C a lif., M ar. 1976_________________________________________  1900-13, 75 cents
Seattle—E verett, W ash., Jan. 1976_________________________________  1900-6 , 65 cents
South Bend, Ind., M ar. 1976_______________________________________  1900-5, 55 cents
Stam ford, C onn., M ay 1976*__________________________________ _____  1900-40, 85 cents
S yracu se , N .Y ., July 1976___________________________________________  1900-44, 55 cents
T oled o , O h io -M ich ., M ay 1976______________________________________  1900-24, 55 cents
Trenton , N .J ., Sept. 19751__________________________________________  1850-60, $1 .20
U tica -R om e , N .Y ., July  1975*______________________________________  1850-48, 80 cents
W ashington, D .C .—M d .-V a ., M ar. 1976_____________________________ 1900-12, 85 cents
W estch ester  County, N .Y ., M ay 19751 ____________________________  1850-53, 80 cents
W ich ita, K ans., A p r. 1976___________________________________________  1900-21, 55 cents
W o rce ste r , M a ss ., A p r. 1976_______________________________________ 1900-16, 55 cents
Y ork , P a ., F eb . 1976________________________________________________  1900-4 , 55 cents

* Prices are determ ined by the Government Printing O ffice  and are subject to change.
1 Data on establishment practices and supplementary wage provisions are also presented.
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