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Preface

This bulletin summarizes the results of the Bureau’s annual salary survey
of selected professional, administrative, technical, and clerical occupations in
private industry. The nationwide salary information, which relates to June 1970,
is representative of establishments in a broad spectrum of industries throughout
the Unifed States, except Alaska and Hawaii.

The survey was designed by the Bureau of Labor Statistics in cooperation
with the Bureau of the Budget and the Civil Service Commission. It provides
a fund of broadly based information on salary levels and distributions in private
employment. As such, the results are useful as a pguide for salary adminis-
tration purposes and for general economic analysis. In addition, the survey
provides information on pay in private industry in a form suitable for use in
appraising the compensation of salaried employees in the Federal civil service
(appendix D}, It should be emphasized that this survey, like any other salary
survey, is in no sense calculated to supply mechanical answers to pay policy
questions.

The occupations studied span a wide range of duties and responsibilities.
Individually, the occupations selected were judged to be (a) surveyable in indus-
try within the framework of a broad survey design and (b} representative of oc~
cupational groups which are numerically important in industry as well as in the
Federal Service.

Occupational definitions used in the collection of the salary data (appendix C)
reflect duties and responsibilities in private industry; however, they are also
designed to be translatable to specific pay grades in the General Schedule applying
to Federal Classification Act employees. This necessitated limiting some occu-
pations and work levels to specific elements that could be classified uniformly
among establishments. The Bureau of Labor Statistics and the Civil Service
Commission collaborated in the Preparation of the definitions.

The scope of the survey, in terms of industrial, geographic, and minimum
establishment-size coverage remained the same as in the 1969 survey. One new
occupation, keypunch supervisor was added; the other definitions were the same
as used in the 1969 survey.

The survey could not have been accomplished without the cooperation of the
many firms whose salary data provide the basis for the statistical information
presented in this bulletin. The Bureau, on its own behalf and on behalf of the
other Federal agencies that collaborated in planning the survey, wishes to ex-
press sincere appreciation for the cooperation it has réceived.

This study was conducted in the Bureau's Office of Wages and Industrial
Relations by the Division of Qccupational Wage Structures. The analysis was
prepared by Stephen H, Perloff. Field work for the survey was directed by the
Bureau's Assistant Regional Directors, Division of Operations.

Although only nationwide salarydata are presented inthis bulletin, clerical
and drafting occupation salary data are available for each of the 89 metropolitan
areas in which the Bureau conducts area wage surveys. These area reports
also include information on such supplementary benefits as paid vacations,
holidays, and health, insurance, and pension plans relating to nonsupervisory
office workers. (See the areas listed in the order form at the back of this
bulletin. ) :
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National Survey of Professional, Administrative,
Technical, and Clerical Pay, June 1970

Summary

Average salaries of workers in the occupations covered by this survey increased at a
higher rate between 1969 and 1970 than for any year since the study was initiated. The
6.2 average percent increase for all white-collar occupations combined was one-half per-
centage point higher than the increase reported between 1968 and 1969. Increases for 9 of
11 professional, administrative, and technical support occupations ranged from 5.5 to 7.4
percent, and averaged 6.2 percent. The average of the increases for clerical occupations
also was 6.2 percent; 8 of the 9 advanced between 5.5 and 6.4 percent.

Average monthly salaries for the 81 occupational levels varied from $343 for clerks
engaged in routine filing to $2,753 for the highest level in the attorney series. For engi-
neers, the largest professional occupation surveyed, salaries ranged from  $851 a month for
recent college graduates in trainee positions to $2,116 for engineers VIII, whose typical
responsibilities could include the direction of a highly complex and diversified engineering
program consisting of many large and important projects. Average monthly salaries of
engineering technicians ranged from $525 to $920 among the five work levels. Keypunch
supervisors, added to the survey in 1970, averaged $574 a month at level I and $824 a
month at level IV, the highest reported, Monthly salaries averaged $439 for accounting
clerks I, $522 for secretaries I, $582 for secrctaries II, $456 for general stenographers,
and $393 for typists I, the largest clerical groups represented in the survey. For most
of the occupations, salary levels in metropolitan areas and in large establishments were
higher than in all establishments within the full scope of the survey. Salary levels in finance
and retail trade industries generally were lower than in other major industry divisions repre-
sented in the survey. Reported average standard weekly hours were also generally lower
in the finance industries. '

Characteristics of the Survev

This survey, the eleventh in an annual series, provides nationwide salary averages and
distributions for 81 work level categories covering 13 broad occupational groups. ! It relates
to establishments in all areas of the United States except Alaska and Hawaii in the following
industries: Manufacturing; transportation, communication, electric, gas, and sanitary serv-
ices; wholesale trade; retail trade; finance, insurance, and real estate; engineering and
architectural services; and research, development, and testing laboratories operated on a
commercial basis.?  The minimum size of establishment requirements varied by industiry
division roughly equalizing minimum size scope in terms of white-collar employment. These
requirements ranged from 50 employees in the finance, insurance, and real estate division,
which is almost entirely composed of white-collar workers, to 250 employees in the manu-
facturing and retail trade divisions. 3

Definitions for the occupations included-in this study provide for classification of em-
ployees according to appropriate work levels (or classes)., Within each occupation, the
work levels surveyed, usually designated by Roman numerals with class I assigned to the.
lowest level, are defined in terms of duties and responsibilities. Specific job factors deter-
mining classification, however, varied from occupation to occupation.

1 Results of the earlier survey reports were presented under the title: National Survey of Professional, Administrative, Technigal
and Clerical Pay, Winter 1959.60 (BLS Bulletin 1286, 1960); Winter 1960~61 (BLS Bulletin 1310, 1561); Winter 1961-62 (BLS Bulletin
1346, 1962); Febmuary-March 1963 (BLS Bulletin 1387, 1963); February-March 1964 (BLS Bulletin 1422, 1964); Febmary-March 1965
(BLS Bulletin 1469, 1965); February-March 1966 (BLS Bulletin 1535, 1966); June 1967 (BLS Bulletin 1583, 1968); June 1068 (BLS Bul-
letin 1617, 1969); and Junme 1969 (BLS Bulletin 1654, 1570). -

2 February-March 1964 and earlier surveys were limited to establishments in metropolitan areas. For a full description of the

scope of the 1970 survey, see appendix A. . :
' 3 February-March 1965 and earlier surveys were limited to establishments having 250 employees or more,




The number of work level definitions for each occupation varies from one for office
boys or girls to eight each for chemists and engineers. More than one level of work was
defined for survey in most of the occupations; however, some occupations were purposely
defined to cover specific bands of work levels, which were not intended to represent all
levels or all workers that may be found in those occupations.

The survey was designed to permit separate presentation of data for metropolitan
areas. Coverage in metropolitan areas includes the 229 Standard Metropolitan Statistical
Areas in the United Siates except Alaska and Hawaii, as revised through January 1968 by the
Bureau of the Budget, the same number represented in the previous survey. About four-
fifths of the total employment and almost nine-tenths of the employment in professional,
administrative, clerical, and related occupations within scope of this survey were accounted
for by establishments located in metropolitan areas. Almost nine-~tenths of the employees
in the selected occupations studied also were employed in metropolitan areas. The propor-
tions varied more for the professional and administrative occupations than for the clerical
and drafting occupations.

The selected occupations accounted for more than 1,637,000 employees or almost one-
fourth of the estimated total employment in professional, administrative, clerical, and related
occupations in all establishments within scope of the survey. Employment in the selected
occupations varied widely, reflecting actual differences in employment in the various occu-
pations, as well as differences in the range of duties and responsibilities covered by each
occupational definition, Among the professional and administrative occupations, the eight
levels of engineers accounted for a total of 384, 263 employees, whereas, fewer than 5,000
were employed in each of four of the occupational categories as defined for the study {chief
accountants, job analysts, directors of personnel, and keypunch supervisors). {See table 1.)
Four occupations at all work levels studied (accounting clerks, secretaries, stenographers,
and typists) accounted for about 70 percent of the 907,458 employees in the clerical occupa-
tions studied. The selected drafting occupations had aggregate employment of 86,019 and
the five engineering technician levels together accounted for about 95, 000.

Although women accounted for approximately one-half of the total employment in the
occupations studied, they were employed largely in clerical positions. The clerical occupa-
tions in which the proportion of women amounted to more than 90 percent of employment
at each level were file clerks, keypunch operators, secretaries, stenographers, switchboard
operators, and typists, Among tabulating-machine operaters, women accounted for 43 per-
cent at level I, 36 percent at level II, and 26 percent at level IIl. Office girls (46 percent)
were outnumbered by office boys (54 percent). Women were usually reported only in the
lower levels of the professional, administrative, and technical support occupations. A dis-
tribution of the proportions of women reported by occupation and level is shown on page 36.

The general level of salaries for each occupation or work level is presented in this
study as the arithmetic mean of all the individual salary rates. Median salaries, the amount
below and above which the salaries for 50 percent of the employees are found, are also
presented in tables 1, 2, and 3.

Changes in Salary Levels

The following tabulation presents salary increases that occurred between annual sur-
veys since 1961 for each survey occupation. ¢ Also shown are average percent changes for
the two broad occupational groups comprising the survey {the professional, administrative,
and technical support group, and the clerical group) and the average percent change for the
two groups combined. The percent increases for each occupation were obtained by adding
the aggregate salaries for each level in each of two successive years (employment in the
most recent year, to eliminate the effects of year-to-year employment shifts, multiplied by
the average salaries in both years) and dividing the laiter sum by the earlier. The result-
ant relative, less 100, is the percent of increase. Changes in the scope of the survey and
in occupational definitions were incorporated into the series on a continuing basis as soon
as two comparable periods were available. The increases for each of the two broad occu-
pational groups were obtained by averaging the increases of the occupations within the group.
The increases for all survey occupations were determined by averaging the increases for
the two broad occupational groups. The annual increases were then linked together to ob-
tain the changes that had occurred since this series began and to compute average annual
rates of increase for each occupation and group, and all occupations combined. The 1961-70
percent increases for selected occupations are shown in chart 1.

4 The increases since 1965 relate to establishments in metropolitan areas and nommetropolitan counties; all others relate to
metropolitan areas only. Establishments employing fewer then 250 workers were excluded before 1966.
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Chief accountants 49.2 |

Clerical employees 413

Chart 1. Cumulative Rise in Average (Mean ) Salaries
for Selected Occupational Groups, 1961 to 1970
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Average

anmua,
rate of
Percent increases in average salaries increase
1969 1968 1967 1966 1965 1964 1963 1962 1961 1961
to to to to 4 to o to to to to
Occupation and group 1970 1969 1968 1967 1966 1965 1964 1963 1962 1970
Professional, administrative, and
technical support:
Accountants 6.7 7.0 5.7 4.6 3.8 3.5 2,8 3.3 2,8 4,5
Auditors ——— 7.0 7.2 5.5 4.8 3.8 3.9 3.1 3.6 2,9 4.6
Chief accountants --e-==m===s-==-e-——== 7.1 5.8 5.5 5.1 3.3 3,9 4.8 2.8 2.6 4,5
Attorneys ~==== 7.1 ) 5.3 3.2 4,0 4.2 3.3 4,6 3,2 (3)
BUYETS - sammmmeommmmess e wammm o 6.1 0.6 4,9 4.2 4 (4) { )5 54) {4) (4}
Job amalysts - 4,1 2,1 7.0 3,4 5,4 4.3 3, .6 .4 3,
Directors of pessonngl —===rmm———————=== 7.4 5.4 5.4 3.8 3.6 3.5 4.6 3,0 3.7 4,5
Chemists ==mr—————-——=====rm——=— ~- §,9 6.5 S.1 4,4 4,8 3.9 3.3 3.8 3.9 4.6
Engineers ~e—wm=eom—mm——=——am=———— -- 5.5 6,2 5.4 4.3 3.7 3.2 2.9 4,4 2,6 4,2
Engineering technicians - -- 6.3 5.8 5.1 3.7 2,8 2,3 3.6 2.9 3 54,1
Drafting »-re---mm—== o -- 4.9 5.8 5.3 3.5 1.5 {- 2.6 3,6 3.2 (3g
Average percent increase’ —m==—-r-e-=-=---s 6,2 5.8 5.5 4.2 3.6 2. 3.4 3.3 3.0 4,
Clerical:
Accounting clerks —w--smmmnmmcmcomm—ae 6,2 4.7 4.7 3.3 3.0 2,2 2,8 2,5 3,0 3.6
File clerks 5,5 5.5 6,8 5.1 2.9 2,2 3.1 2.6 4 4.2
Keypunch operators 6,4 5.3 4,9 5.2 3.7 2.3 2.7 2.5 (4} 4,1
gﬁ};ce boys or gitls —=-=-~-eommmm—————— g.i g.g g. % 5‘14 2;8 3.0 2;3 248 2‘.16 4;2
ecretaries w--- —— . 3 .
Stenographers =—---—=~== m——————————— 5.8 5.9 4,9 &.}5 é. L é. }- é. 21 é. E { ;- 513.}9
Switchboard operators -- 5.8 4.8 4.8 4.3 3.0 (3 2,4 3.0 2.8 %)
Tabulating-machine operators —~-----~== 7.1 5.4 5.0 4.8 3.2 2,3 2,5 2,4 2.3 3,9
Typists -——= 6.0 5.7 5.8 5.4 2.6 2.5 2,6 2.6 2.5 4,0
Average percent increage® —e--cosmmeeena—- 6.2 5,5 5.3 4.8 3,0 2.4 2,7 2.6 23 3.9

All survey occupations:
Aveérage percent increase® ---—--mmmee——- 6.2 5.7 5.4 4.5 3.3 3.1 3.1 3.0 2.9 4.1

1 Actmal survey-to-survey increases have been prorated to 2 12-month period because changes in timing had lengthenedthe period
between the 1966 and 1967 surveys.
2 Comparable data not available for both years, .
3 Comparison over this period was not possible because of changes in the definition of the occupation.
4 Not surveyed.
& First surveyed -in 1962; therefore, the average annual rate of increase relates to the 1962 to 1970 period,
Data for one administrative occupation, managess of office services last su:vezed in 1968, and one clerical occupation,
bookkeeping-machine operators last surveyed in f964, not shown above, are included in the average percent increases for the periods
_ during which they were surveyed. -

In the 196970 period, increases in average salaries for 9 of the 11 professional,
administrative, and technical support occupations ranged from 5.5 to 7.4 percent, while 8 of
the 9 clerical occupations advanced between 5.5 and 6.4 percent: Increases were generally
higher than had been recorded for any other year period since 1961—62, when the Bureau
began measuring occupational wage trends on a national basis.

To examine the changes in salaries that have occurred since 1961 for - different levels
of work, all of the occupational classifications were grouped into the three broad categories
described in the tabulation which follows. The year-to-year percent increases for each
group were determined by adding average salaries for all occupations in the group for 2 con-
secutive years, and dividing the latter sum by the earlier sum., The resultant relative, less
100, shows the percent of increase. Changes in the scope of the survey or in the occupa-
tional definitions were incorporated into the series as soon as comparable data for Z con-
secutive periods were available. The 9 year trends were cbtained by linking changes for the
individual periods. '

Percent increases in average salaries
1969 1968 1967 1966 1965 1964 1963 1962 1961 1961
o t t to ts

1 t0Q to o 0, 0 0 o .
Work level categories 1970 1969 1968 1967 1966 1965 1964 1963 1962 1970
Group A (GS grades 1-4 in appendix D) ~-—- 6,2 5.5 5.1 4.5 2,9 2.2 . 2.7 2.7 2.8 40,3
Group B (GS grades 5-10 in appendix D}D--- 6.3 6.5 5,8 4.8 3.7 3.3 2.6 4.0 2.6 47,2
Group C (GS grades 11-15 in appendix D) -- 6.4 5.9 4.7 4.1 4,2 4.2 3.5 3.7 3,5 48.1

! Work levels used for computing 1969 te 1970 Increases are: )

Group A~-All levels of accounting clerks, file clerks, keypunch operators, stemographers, switchboard operators, tabulaﬁnﬁ-
machine operators, and typists; and office boys or girls, secretaries 1, draftsmen-tracers, draftsmen I, and engineeri technicians I and 1L

Croup B--Accountants I, I, and III; attorneys I; auditors I, TI, and III; buyers I, I, 2nd II; chemists I, and III; draftsmen
11 and 1II; engineers I, II, and Ifl; engineering technicians 1IL IV, and V: job analysts I, II, and II; and secretaries IL Ih, and IV,

Group C--Accountants IV and Vg, attorneys II, III, IV, {I', and VI; auditors IV; buyers 1V; chemists IV, V, VI, {VTI, apd VIII;
chief accountants I, II, LI, and IV; directoss of personnel L, II, 1M, and IV; engineers IV, V, VI, VII, and V’III; and job analysts IV,

2 Actual survey-to-survey incredses have been prorated to a 12-month period because cﬁanges in timing had lengthened the
period between the 1966 and 1967 surveys, )
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Average salaries increased more for the higher occupational levels (group C), than
for the other two groupings from 1961 through 1966, with the exception of the 1962-63 period,
During the periods between 1966 and 1969, however, while all three groups showed succes-
sively higher year-to-year increase, group B (middle occupational levels) reported larger
increases than either group A or C. Between 1969 and 1970, the increases for. all three
groups were nearly identical; the increase for group C was slightly greater than the other two,

Beginning with the 1965-66 period, pay entry and developmental level professional and
administrative positions increased each year at a faster pace tham for clerical, techmical
support, or experienced professional and administrative positions. In the 1969-70 period,
however, although again showing the highest percent increase, the entry and developmental
group was the only one which increased at a lesser rate than the previous year. By grouping
survey occupational levels into the four categories mentioned above, differesnces in the rate
of change in average salaries since 1961 can be illustrated. *  Relative salary levels were
computed in the same manner as the percent increases in the foregoing table and were plotted
using a ratio scale. {See chart 2.)

Average salaries of clerical and technical support workers increased over the 9-vyear
period by practically identical percentage amounts, but have not maintained pace with in-
creases for the two professional and administrative occupational groups. For the clerical
and technical support groups, salaries increased at an average annual rate of 3.9 percent
over the period. For the two professional and administrative categories, the average rates
of increase were 4.4 percent for the experienced group and 4.8 percent for the entry and
developmental employee group.

Changes in average salaries reflect not only general salary increases and merit or
other increases given to individuals while in the same work level category, but they also
may reflect other factors such as employee turnover, expansions or reductions in the work
force, and changes in staffing patterns within establishments with different salary levels,
For example, an expansion in force may increase the .proportion of employees at the mini-
mum of the salary range established for a work level, which would tend to lower the average,
whereas, a reduction or a low turnover in the work force may have the opposite effect.
Similarly, year-to-year promotions of employees to higher work levels of professional and
administrative occupations may affect average salaries, lowering or raising the average.
For example, the established sala¥y ranges for such occupations are relatively wide, and
promoted employees, who may have been paid the maximum of the salary scale for the
lower level, are likely to be replaced by less experienced employees who may be paid the
minimum; or vacancies may exist at the time of the resurvey. Occupations most likely to
reflect such changes in the salary averages are the higher levels of professional and admin-
istrative occugat_ions and single-incumbent positions such as chief accountant and director
of personnel.

Average Salaries, June 1970

: Average monthly salaries for the occupations included in this report ranged from $343
for file clerks I to $2,753 for the toplevel of attorney surveyed (table 1}. These extrermes

5 The base year 1967=100 is used to conform with uniform Federal statistical practice.

Work levels used for computing 1969-70 increase were:

Clerical - All clerical levels for which data are shown in table 1,

Technical support - All level of draftsmen and engineering technicians for which data are shown in table 1.

Entry and developmental professional and administrative = Accountants I and I; auditors I and Ii; attorneys I; job andlysts I and II;
chemists 1 and II; and engineers I and 11,

Experienced professional and administrative - Accountants IJI, IV, and V; auditors III and IV; chief accountants I, I, I, and .
IV; attormeys II, III, IV, V, and VI; job amalysts NI and IV; directors of personnel I, M, III, and IV; chemists 1M, IV, V, VI, VI,
and VIII; and engineers III, IV, V, VI, VI, and VI, :

A few swvey levels, not readily identifiable with any of.the four occupatienal categories, were not used,

The 1966-67 increases were prorated to a 12-month period. A change in survey timing in 1967 resulted in 2 longer period
between surveys,

& These types of occupations also may be subject to greater sampling error, as explained in the last paragraph of appendix A.
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Chart 2. Rates of Salary Changes for Selected
Occupational Groups, 19671 to 1970
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reflect the wide range of duties and responsibilities represented by the occupational work
levels surveyed. Average salaries for the occupational levels, and a brief indication of the
duties and responsibilities they represent, are summarized in the following paragraphs. '

Among the five levels of . accountants surveyed, average monthly salaries ranged from
$709 for accountants I to $1,290 for accountants V. Auditors in the four levels defined for
survey had average salaries ranging from $741 a month for auditors I to $1, 170 for audi
tors IV. Level I in both the accounting and auditing series included trainees who had
bachelor's degrees in accounting or the equivalent in education and experience combined,
At each corresponding level, average salaries were higher for auditors than for accountants.
For level III, the most heavily populated group in both series, monthly salaries averaged
$891 for accountants and $956 for auditors., Whereas almost 70 percent of the accountants
were employed in manufacturing, this industry division employed slightly less than 40 per-
cent of the auditors. ® Other industry divisions which accounted for large numbers of
auditors were finance, insurance, and real estate (29 percent), and public utilities (17 per-
cent). The proportion of employees in each major industry division within scope of the
survey is shown by occupation in table 7 and presented graphically in chart 5, page 14,

Chief accountants were surveyed separately from accountants and included those who
develop or adapt and direct the accounting program for a company or an establishment
(plant) of a company. Level classification was determined by the extent of delegated au-
thority and responsibility; the technical complexity of the system; and, to a lesser degree,
the size of the professional staff directed. Chief accountants at level I, who have authority
to adapt the accounting system, established at higher levels, to meet the needs of an es-
tablishment of a company with relatively few and stable functions and work processes (direc
ting one or two accountants), averaged $1,160 2 month. Chief accountants IV, ° who have
authority to establish and maintain the accounting program, subject to general policy guide-
lines, for a company with numerous and varied functions and work process (directing as
many as 40 accountants), averaged $1,928 a month, Almost threeofifths of the chief ac-
countants who met the requirements of the definitions for these four levels were employed
in manufacturing industries, while almost one-sixth were in the finance, insurance, and
real estate divisions.

Attorneys. were classified into six levels based upon the difficulty of their assignments
and their responsibilities. '® Attorneys I which included new law graduates with bar mem-
bership and those performing work that was relatively uncomplicated due to clearly applicable
precedents and well established facts averaged $988 a month. Attorneys in the top level
surveyed, level VI, earned an average of $2,753 a month, These attorneys dealt with legal
matters of critical importance to their organizations, and were usually subordinate only
to the general counsel or his immediate deputy in very large firms. Finance, insurance,
and real estate industries employed over four-tenths of the attorneys; manufacturing indus-
tries employed almost three-tenths; and a high proportion of the rermainder were employed
in public utilities (almost one-fifth).

Buyers ' averaged $709 a month at level I, which included those who purchased Hofi-the-
shelf'" and readily available items and services from local sources.. Buyers IV, who pur-
chased large amounts of highly complex and technical items, materials, or services were
paid monthly salaries averaging $1,158.1% Manufacturing industries accounted for 86 per-
cent of the buyers in the four levels.

In the personnel management field, four work levels of  job analyst and five levels of
directors of personnel were studied, ¥ Job analysts I, defined to include trainees under imme-
diate supervision, averaged $745, compared with $1,086 for job analysts IV, who analyze

7 Classification of employees in the ‘occupations and work levels surveyed was based on factors detziled in the definitions in
appendix C, :
- 8 Establishments primarily engaged in peoviding accounting and auditing services were excluded from the survey,
9 Although level V was swveyed, ss defimed in appendix C, too few employees met requirements for this level to warrant

presentation of salary figures, :
" 10 Establishments primarily engaged in offering legal advice or legal services were excluded from the survey.

1‘1-A1though Buyers V were swrveyed, as defined in appendix D, too few employees met requirements for this level to warrant

sentation of salary figures. . . 3 )
e 12 Although dri’:'ect;so!é of personnel V were surveyed, =5 defined in appendix D, too few employees met requirements for this

Tevel to warraut pyesentation of salary figrires.




and evaluate a variety of the more difficult jobs under general supervision and who may
participate in the development and installation.of evaluation or compensation systems. Di-
rectors of personnel were limited by definition to those who had programs that included,
at & minimum, responsibility for administering a job evaluation system, employment and
placement functions, and employee relations and services functions. Those with significant
responsibility for actual contract negotiation with labor unions as the principal company
respresentative were excluded. Provisions were made in the definition for weighing var-
jous combinations of duties and responsibilities to determine the lével classification. Among
personnel directors with job functions as specified for the four levels of responsibility,
average monthly salaries ranged from $1,049 for level I to $1,827 for level IV. Manu-
facturing industries accounted for 65 percent of the job analysts and 69 percent of the
directors of personnel included in the ‘study; the finance, insurance, and real estate in-
dyustries ranked next, with 23 percent of the job analysts and 14 percent of the directors
of personnel, ' o

Chemists and engineers each were surveyed in eight levels. Both series started with
‘a professional trainee level, typically requiring a B.S. degree., The highest level sur-
veyed involved either full responsibility over a very broad and highly complex and diver-
sified engineering or chemical program, with several subordinates each directing large
and important segments of the program; or individual research and consultation in difficult
problem areas where the engineer or chemist was a recognized authority and where solu-
tions would represent a major scientific or technological advance. !* Average monthly sal.
aries ranged from $85]1 for engineers I to $2,116 for engineers VIII, and from $764 for
chemists I to $2,311 for chemists VIII, Although, at level I, the average salaries of
engineers exceeded those for chemists by 11 percent, at level IV the difference narrowed
to 3 percent, and at level VIII, the average salaries of chemists exceeded those for engi-
neers by 9 percent, Level IV, the largest group in each series, included professional
employees who were fully competent in all technical aspects of their assignments, worked
with considerable independence, and, in some cases, supervised a few professional and
technical workers. Manufacturing industries accounted for almost 80 percent of all engi-
neers and 91 percent of all chemists; public utilities, 10 and less than 1 percent, respec-
tively; and the surveyed engineering and scientific services employed virtually all of the
others.

"By definition, the five-level series for engineering technicians was limited to employees
providing semiprofessional technical support to engineers engaged in such areas as re-
search, design, development, testing, or manufacturing process improvement, and whose
work pertained to electrical, electronic, or mechanical components or equipment. Tech-
nicians engaged primarily in production or maintenance work were excluded. Engineering
technicians I, who performed simple, routine tasks under close supervision, or from de«
tailed procedures, were paid monthly salaries averaging $525. Engineering technicians V,
the highest level surveyed, averaged $%20 a month. That level included fully experienced -
technicians performing more complex assignments involving responsibility for planning and
conducting a complete project of relatively limited scope, or a portion of a larger and
more diverse project, in accordance with objectives, requirements, and design approaches
as outlined by the superviser or a professional engineer, -Averages for intermediate levels
III and IV, at which a -majority of the technicians surveyed were classified, were $712
and $820, respectively. As might be expected, nearly -all of the technicians. as defined
were employed in manufacturing {77 percent) and in the scientific services industries studied
{15 percent), Although the ratio of such technicians to engineers studied was about 1 to
4 in all manufacturing industries, higher ratios of approximately 1 to 3 were found in es-
tablishments manufacturing mechanical and electrical equipment and. 1l to 2 in - research,
development, and testing laboratories,

In the drafting field, the definitions used in the survey covered four levels of work—
draftsmen-tracers, and draftsmen I, 1I, and IIL Monthly salaries averaged $473 for
draftsmen-tracers and ranged from $567 to $850 among the three levels- of draftsmen,

13 o I~ - ' '
i It was recognized in the definition that top positions of some companies with unusally extensive and complex -engineering or :
chemical programs were above that level, )




Draftsmen-tracers copy plans and drawings prepared by others. or prepare simple or re-
petitive drawings of easily visualized items., The three draftsmen levels as -defined ranged
from employees preparing detail drawings of single units or parts (level I} to those who,
working in close support with the design originator, plan the graphic presentation of com-
plex items having distinctive design features, and either prepare or direct the prepara-
tion of the drawings {level III). The drafting employees were distributed by industry in
about the same proportion as engineers, with 78 percent in manufacturing, 7 percent in
public utilities, and 13 percent in the selected engineering and scientific services indus-
tries studied.

Keypunch supervisors, studied for the first time this year, were classified on -the basis
of combinations of three elements—Ilevel of supervisory responsibility, difficulty of keypunch
work supervised, and number of employees supervised. Keypunch supervisors I, who were
responsible for the day-to-day supervision of fewer than 20 operators performing routine
keypunching operations, averaged $574 a month. At level IV, the highest level reported, 14
keypunch supervisors averaged $824. Individuals classified at this level had greater re-
sponsibilities because they Supervised more complex keypunching operations, larger num-
bers of operators, and/or performed at a higher level of supervisory authority.

o Among the 21 olerical jobs included in this study, average monthly salaries for secre-
taries, the most heavily populated clerical occupation studied, ranged from &$522 at level I
to $679 =t level IV, For other large groups, average salaries of $456 and $521 were
reported for general and senior stenographers; $439 and $568 for accounting clerks I and
1I; and the two levels of typists averaged $393 and $456. Generally, average salaries for
clerical workers were highest in public utilities and manufacturing industries and lowest
in the finance, . insurance, and real estate, and retail trade divisions, Employment in
manufacturing exceeded that in any of the nonmanufacturing divisions within scope of the
survey in 14 of the 21 clerical work levels; highest employment totals in the other sevén
.levels were in the finance, .insurance, and real estate division. Women accounted for
95 percent or more of the employees in 14 of the clerical work levels, and men accounted
for one—)hali or more in four (tabulating-machine operators I, II, and III, and office boys
or girls). ‘

Median monthly salaries (the amount below and above which 50 percent of the employ-
ees were found) for most of the work levels were slightly lower than the weighted averages
(means) cited above (i-e., the salaries in the upper halves of the arrays had a greater
effect on the averages than did the salaries in the lower halves). The relative difference
between the median and the mean was less than 3 percent for 67 of the 81 work levels
and as much as 3 but less than 5 percent in the 14 other levels.

Salary Levels in Metropolitan. Areas

In most of the occupational work levels, average salaries for employees in metro-
politan areas (table 2) were either identical to or slightly higher than average salaries
for employees in all establishments within full scope of the survey (table 1). Employ-
ment in the survey occupations in metropeolitan areas accounted for almost nine-tenths of
the total nationwide employment reported in these occupations. The proportions varied,
however, among occupations and work levels. Nearly all of the attorneys at each level,
for example, were employed in metropolitan areas, whereas the proportion of chief ac-
countants and directors of persommel for all levels combined was approximately four-fifths
.and seven-tenths, respectively, with a smaller proportion at the lowest levels, In 64 of
the 8l work levels studied, 85 percent or more of the employment was in ‘metropolitan
areas. It is apparent, therefore, that although average salaries usually were ldwer in
nonmetropolitan counties, in.those work levels in- which nearly all of the employment was

14 Although keypunch supervisors V were surveyed, as defined in appendix D, too few employees met requirements for this level]
to warrant presentation of salary figures.




in metropolitan areas, nonmetropolitan counties could have little effect upon the averages
for all establishments combined. Only in five of the 81 work levels studied were aver-
age salaries more than 1.5 (but not more than 2.5) percent higher in metropolitan areas
than in all areas combined; in all of these cases the proportion of the total employment
within nonmetropolitan counties ranged approximately between one-tenth and one-third.

Increases in average salaries in metropolitan area establishments from June 1969
to June 1970 were within one-half percentage point of increases reported for all areas
studied in 67 of the 77 levels for which year-to-year increases were reported, The year-
to-year increases in metropolitan areas compared with all areas were larger for 32, smaller
for 30 levels, and the same for 15,

.Salary_ Levels in Large Establishments

It was possible to present separate data for 75 of the 81 occupation work levels for
all establishments with 2,500 employees or more (table 3). Comparisons between eme
ployments and relative salary levels in these establishments and all establishments com-
bined also are presented, Establishments employing 2,500 or more accounted for almost
three-eighths of the employment in professional, administrative, supervisory, -and clerical
occupations within scope of the survey, and nearly two-fifths of total employment in the
selected occupations studied. Large establishments accounted for varying proportions of
“total employment in the 75 occupational work levels shown in table 3, ranging from 16 to
75 percent (file clerks I and job analysts IV, respectively).

The salary levels in large establishments, expressed as a percent of levels in all
establishments combined ranged from 99 for buyers IV, and attorneys VI to 116 for direc-
tors of personnel III. As shown in the following tabulation, salary averages for large es-
tablishments exceeded the all establishment averages by 5 percent or more in 19 of 2lclerical
jobs, bui in only 22 of 54 nmonclerical jobs.

Number of job categories

Pay levels in large

establishments as Professional,
percent of all administrative,
establishment average and technical Clerical
Total —~--wmm e e 54 - 21
95100 -—vrmmm e 3 -
1012104 mmom oo e 29 2
105-109 —-mewrom e 15 12
110 and gver ---- —e—— 7 F

The relative salary levels in large establishments tended to be highest for work levels
in which such establishments accounted for the smallest proportion of the total employment.
Thus, while the degree of employment concentration in large establishments ranged from
16 to 46 percent for clerical jobs, such firms contributed 40 percent or more of the em-
ployment in almeost three-fifths of the nonclerical jobs.

Salary Distribution

Percent distributions of employees by monthly salaries are presented for the profes-
sional and administrative occupations in table 4, and for engineering technicians and key-
punch supervisors in table 5; distributions by weekly salaries are shown for employees in
drafting and clerical occupations in table 6. !5 Within almost all of the 81 occupation work
levels, salary rates for some of the highest paid employees were twice those of the lowest

15 Technica] consideratious dictated the summarization of employee distributions by weekly salaries for drafting and clerical jobs.
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paid employees. The absolute spread between highest and lowest paid workers within given
work levels tended to widen with each successive work level for most occupations in which
two levels or more were surveyed, All occupations in which two levels or more of work
were surveyed showed a substantial degree of overlapping of individual salaries between work
levels In the same occupation. Ranges in salary rates of employees in established pay
grades or work levels within salary structures of individual firmsalso overlapped substantially,

The middle 50 and 80 percent of the range, and the median salary for each occupation
work level have been charted {charts 3 and 4) to point up occupational pay relationships as
well as the typically greater degree of salary dispersion associated with the higher work
levels in each occupational series.

Distribution of work levels by degree of dispersion
{salary range of middle 50 percent of employees
expressed as a percent of median salary)

15 20 25
and and and 30
Under under under under and
Qccupational group Total 15 20 25 30 over
All levels memmmmmmm—————— 81 4 23 38 15 1
ACCOUNtANLS === —m=mm mmmm e e 5 4 1
Anditors - -— 4 2 2
Chief accounts ——-———=-~rer—ne-m= 4 1 2 1
Attorneys - 6 1 4 1
Buyers —— 4 1 3
Job analysts ———~———eem e e 4 2 z
Directors of personnel ===mmumm——uw 4 3 1
Chemists - - 8 1 2 5
Engineers ——— 8 3 4 1
Engineering technicians—----=mamam 5 4 1
Drafting — a4 1 2 1
Keypunch supervisors ———e—e==amuen 4 1 3
Clerical re—mamen—rrrnem— e ———— 21 1 11 8 1

Expressing the salary range of the middle 50 percent of employees in each work level
as a percent of the median salary permiited comparison of salary ranges on the same basis
and eliminated extreme low and high salaries from each comparison. As shown in the tab-
ulation, the degree of dispersion was between 15 and 30 percent of the median salary in all
but five work levels (11.1, 12.0, and 14,6 for engineers I, II, and [II, respectively, 14,9 for
chemists IT, and 30.4 for switchboard operators I). This relative spread tended to be smaller
for the professional, administrative, and engineering technician work levels than for the

clerical and drafting levels studied,

Differences in the range of salaries paid individuals within work levels surveyed re-
flect a variety of factors other than differences in the range of duties and responsibilities
encompassed by the various work level definitions. Two of these factors are salary struc-
tures within establishments which provide for a range of rates for each grade level and
regional variations, particularly in the clerical levels (clerical employees are usually re-
cruited locally, while the job field tends to be broader regionally, often national in scope,
for the professional and administrative occupations).!®* As pointed out earlier (and indicated
in table 7 and chart 5), employment in the various industries within the scope of the survey
varies comsiderably from occupation to occupation. These variations in employment are
reflected also in salary levels and distributions to the extent that salaries differ by industry,
as explained in the following section.

Pay Differences by Vlndu.stry

The survey was planned to permit publication of national salary estimates by level of
work. By combining the data for all levels of work studied in each occupation, it was
possible to present comparisons between relative salary levels in major industry divisions

1é For an analysis of interarea pay differentials in clerical salaries, see Area Wage Survey; Metropolitan Areas, United States
and Regional Summaries, 1968—69 (BLS Bulletin 1625-91, 1870).
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Chart 3. Salaries in Professional and Technical
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Chart 4. Salaries in Administrative and Clerical
Occupations, June, 1970
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Chart 5. Relative Employment in Selected
Occupational Groups by Industry Division, June 1970
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and all industries combined (table 8). To obtain relative salary levels, the all-industry
employment in each work level was used as a constant employment weight to compute
aggregates in each industry division to eliminate the influence of differences among industry
divisions in the proportion of employment in various work levels. The industry division
aggregates for work levels within an occupation were combined and expressed as percentages
of the corresponding aggregates in all industries combined.

The relative salary levels for most of the professional, administrative, clerical super-
visory, and technical support occupations tended to be nearest 100 percent of the all-industry
levels in manufacturing, which had 57 to 91 percent of the employees in 9 of the 12 occu-
pations. Relative salary levels in the public utilities and selected services industries were
generally the "highest. For engineers, however, the figures were 97 percent for public
utilities, 98 pércent for selected services, and 101 percent for manufacturing,. Coenversely,
for engineering technicians, public utilities showed a relative salary of 107, while selected
services reported 102, and manufacturing 99. Relative salary levels for 8 of the 9 clerical
occcupations were highest in the public utilities industries..

For all of the clerical occupations studied, and for a majority of the professional and
administrative occupations in which comparisons could be made, relative salary levels were
lower in retail trade and in finance, insurance, and real estate than in other industry divi-
sions. It is apparent, therefore, that in those occupations in which retail trade and the
finance industries include a substantial proportion of the total employment, the average
salaries for all industries combined are lowered, and the relative levels in industries such
as manufacturing and public utilities tend to be well above 100 percent of the all-industry
level. For example, relative pay levels for file clerks of 108 percent in manufacturing
and 121 percent in public utilities reflect the influence of lower salaries for the high pro-
portion (59 percent) of all-industry employment included in the finance industries. The
finance industries, however, also reported lower average standard weekly hours than in
the other industries surveyed, as shown in table 9.

Average Standard Weekly Hours

The length of the standard workweek, on which the regular straight-time salary was
based, was obtained for individual employees in the occupations studied. When individual
weekly hours were not available, particularly for some higher level professional and admin-
istrative positions, the predominant workweek of the office work force was used as fhe
standard workweek, The distribution of average weekly hours (rounded to the nearest
half hour) is presented in table 9 for all work levels of each occupation combined in major
industry divisions surveyed. Average weekly hours were lower in finance, insurance, and
real estate than in the other industry divisions. Thus, in finance industries, workweeks
averaged 38 hours for a majority of the occupations, compared to 39 or 39.5 hours in the
remaining industries surveyed.!?

17 For information on schedule weekly hours of office workers employed in metropolitan areas, see Azes Wage Survey: "Selected
Metropolitan Areas, 1968=69 (BLS Bulletin 1625-90, 1970). )
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Tab.li: L Average saleries: United States

{Employment and average salaries for selected professional, administrative, technical, and-¢lerical occupations

in private industry, ! United States except Alaska and Hawaii, June 1970, and percent increase in

mean salavies during the year?)

Apnual salaries*

Monthly salaries * Percent
. Number - - i

. Occupation and class . 5 ) S increage
" (See definitions in appendix C) ern .ﬁ_f ces? | M di Middle range M Medi Middle range in

Py ean edian oot T Thivd ean edian [—Frot T Thirg |, MeRn

quartile |quartile quartile | quartile | salaries

Accountants and auditers X .
Acceu.ntants 1 4, 795 $709 $710 $650 $765 |[B8, 503 ¥8, 520 $7, 800 $9, 180 6,3
Accountants 11 10, 414 801 800 T30 871 9, 609 9, 600 . 8,760 10, 452 6,6
Accountants IIT 2B, 777 &g1 875 800 973 |10, €86 10, 500 9, 600 11, 676 6.6
Acce s IV 17, 559 1, 063 1, 050 955 | 1,166 |12,755 | 12,600 - | 11,460 | 13,992 [ 6.6
Accountants V 6, 331 1, 290 1, 260 1,151 1,400 |15, 477 | 15,120 | 13,812 [ 16,800 7.7
Auditors I 804 741 726 674 816 8, 894 - 8,712 8, 088 9, 792 6.3
Auditors IT 1,842 830 800 135 L7 9,955 9, 600 8,820 11, 004 7.2
Auditors IIT 4, 323 956 937 850 1, 041 11, 475 11, 244 10, 200 12,492 7.0
Auditers IV Z, 243 1,170 1, 166 1,042 1,274 14, 044 13,992 12, 528 15, 288 o
Chief accountanis I 599 1,160 1,166 1, 000 1,295 |[:3,917 | 13,992 | 12,000 | 15,540 5.3
Chief 2ccountants I ~m—rm————eee———— 1, 260 1, 304 1, 308 1,123 1426 |15,647 | 15,696 | 13,476 [ 17,112 | 6.9
Chief accountants 11 — 702 1, 565 1, 540 1, 390 1,667 18, 780 18, 489 16, 680 20,004 6.0
Chief accountants IV —-—rmr———— 287 1,928 1,933 1, 666 2104 [23,133 | 23,196 | 19,992 | 25,248 | 12,4
Attorneys .
Attorneys 1 634 988 1, 000 8‘56 1,083 (11, 859 12, 00¢ 10, 272 12,996 7.6
Attorneys I 1, 249 1,132 1,110 978 1-250 [13,585 1 13,320 | 11,736 | 15,000 | 6.3
Attorneys L 1,775 1, 407 1, 403 1, 250 1,518 |16,284 | 16,836 | 15,000 } 18,216 6.3
Attorneys IV 1, 659 1,692 1, 666 1, 456 1, 8§75 20, 304 19,992 17, 472 22,500 6.0
Attorngys V 793 2,116 2, 083 1,845 2,332 |25,391 24,996 22,140 27,984 7.2
Attorneys ¥I 458 2,753 2,667, 2, 414 3, 073 33,032 32, 604 28,968 36, 876 12,3
Buyers
Buyers 1 2, 490 709 696 639 775 8,512 g, 352 7, 668 9, 300 8.1
Buyers II 10, 137 813 800 723 895 9, 759 9, 600 8, 676 10, 740 5.3
Buyers Il 13,091 972 958 870 1,069 11,665 | 11,496 | 10,440 | 12,828 6.6
Buyers IV 4, 968 ‘1, 158 1,135 1,025 . 1,274 (13,895 13,620 12,300 15, 288 5.7
Personnel manager}xenr.
Job analysts I — - 123 745 736 666 835 8, 938 8,832 7,992 19, 020 ) 9,8
Job analysts Il 370 798 803 725 862 9, 571 9, 636 8,700 10, 344 5 4
Job analysts III 609 932 924, a39 1, 026 11,183 1%, D88 10, 068 12,312 5.5
Job analysts IV 626 1,086 1, 091 983 1,191 (13,035 13, 092 11, 796 14,292 1.6
Directors of personnel ] ————- 1, 057 1, 049 1, 050 925 1,15¢ |12,5%93 12, 600 i1,1¢0 13,800, 6,3
Directors of personnel II —e—sncnnrammmo——.- 1,963 1, 236 1,188 1, 096 1,350 |14,832 14, 256 13,152 16, 200 6.5
Directors of personnel LI =—-——————wworen 1, 035 1, 535 1, 477 1, 356 1,686 |ig, 419 | 17,724 | 16,272 | 19,992 | 10.0
Directors of personnel IV ———swer——— 409 1,827 1, 833 1, 550 2,013 {21,920 | 21, 996 18, 600 24, 156 6,5,
Chemists and engineers
Chemists I 1, 602 764 Th5 700 825 9, 164 9,180 8, 400 g, 900 4,9
Chemists I 5211 853 850 784 g1t |10,232 | 16,200 | o 208 | 10,922 | 6.3
Chemists ITI 9, 158 978 965 880 1, 060 1i, 737 11, 580 19, 560 12,720 -
Chemists IV 11,143 1,185 1,175 i, 055 1, 307 14, 218 14, 100 12, 660 15, 684 6, 4
Chemists ¥V 7, 407 1,422 1, 408 1,275 1,558 17,066 | 16,896 | 15,300 | 18,696 6.1
Chemists VI 4, 249 1,642 1, 625 1, 480 1,813 19, 700 14, 500 17,760 21, 756 6.3
Chemists VII 1, 706G 1,911 1,843 1,675 z,081 22,937 22,116 20,100 24,972 2.1
Chemists VII 483 2,311 2, 249 2, 037 2z 542 127,731 | 26,988 | 24,444 | 30,504 | 2.4
Engineers I 13,028 851 850 806 900 10,209 10, 200 9,672 10,800 5.7
Enginesrs I 32,117 923 L7 B6S 975 11,077 11,004 16G, 380 11, 700 5.9
Engineers 11 85, 759 1,029 1, 025 950 1,100 |12, 350 | 1z 300 | 11,400 | 13,200 55
Engineers IV 114, 365 1,225 1,216 1,117 i, 320 14, 695 14,592 13, 404 15, 840 5.8
Engincers V 78, 391 1, 417 1,412 1,275 1,540 |17,004 | 14,944 [ 15,300 | 18,480 5.6
Engineers VI 41, 259 1,623 1,621 1, 465 1, 760 19,471 19, 452 17, 580 21,120 4, 8
Engineers VII 15, 450 1,861 1,850 1, 674 2,020 |22,328 | 22,200 | 20,088 | 24,240 5.3
Engineers VIII 3,884 2,116 | 2,068 1,851 Z,300 125,393 | 24,816 |22, 212 | 27,600 | 5.7
Technical support

Engineering technicians I -——mmmsmmvrsmn= 4, 685 525 525 469 576 | 6,298 6, 300 5, b28 6,912 6.0
Engineering technicians If —-r—mmm———— 14, 546 527 619 570 678 | 7,520 1, 428 &, 340 B, 136 | T.3
Engineering technicians IIT 26,998 T2 706 650 769 8, 541 8,472 "7, 800 9, 228 6.2
Engineering technicians IV ——-————rrmn 31, 478 320 815 . 747 883 9, 837 9,780 8, 964 10, 596 5.8
Engineering technicians V --—-——————rr-— 16, 621 920 gls 846 991 11, 043 10, 980 19, 152 11,892 7.0

See footnotes at end of table.
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Table 1. Average salaries: United States——Continued

[Employ'ment and average salaries for selected professiondl, administrative, technical, and clerical occupations
in private industry,’ United States except Alaska and Hawaii, June 1970, and percent increase in
mean salaries during the year_z} . . .

Monthly salaries* Annual salaries * Percent

Qceupation and class Nlm:?el’ Middle range ® Middle range i ine rit;ase

(se.e definitione in appendix C) employses * [ Mean Median Tirst Third Mean | Median g0y Third mean

) quartile | quartile gquartile | quartile salaries
Technical support—~Centinued
Draftsmen-tracers 4,992 $473 $458 $407 $525 $5,5675 | $5,501 $4, 883 $6, 299 7.1
Draftsmen I - 19,932 567 560 491 626 6, 805 . 6,719 5,892 7,510 5.4
Draftsmen II 32,752 697 688 624 765 8, 364 8, 254 7, 486 9,177 4.7
Draftemen I 28, 343 850 833 756 916 10, 204 9,930 9,072 | 16,993 4.6
Clerical supervisory
Keypunch supervisors I —-~- e e 1,190 574 570 500 650 6, 883 6, B40 &, 000 7,800 %)
Keypunch supervisors II 1,444 647 62s 563 7356 7, 763 7, 500 6, 756 8,820 (6)
Keypunch supervisors I ——————-——— 889 691 666 595 769 8, 297 7,992 7,140 9,228 {8}
Keypunch supervisors IV - 281 824 815 726 L7 G, 894 9, 7180 8,712 11, 004 %)
Clerical

" Clerks, zccounting | —m—on—————— 87, 609 439 424 374 489 5,268 5, 087 4, 484 5,866 6.6
Clerks, accounting I —m—M8M8M8Mm8m ™ ————— 60, 169 568 554 485 641 6, 815 6, 648 5, 826 7, 691 5.7
Clerks, file I 31, 145 343 331 305 369 4,119 3,968 3, 659 4,432 5.1
Clerks, file IT 29, 941 381 369 330 4i3 4, 571 4, 432- 3,963 4,953 5.6
Clerks, file HI 8,772 459 446 388 517 5, 508 5, 347 4, 659 6, 207 B
Keypunch operators I --—-—-————————— 64, 645 426 412 366 469 5,114 4,945 4, 391 5,631 6.6
49, 024 485 478 430 534 5, 820 5,735 5, 159 6, 403 6.2
Office bOys OF Girls wrmemm—mivemmmsmuima s 28, 845 379 369 33z ail 4, 548 4, 432 3,983 4,934 6.3
Secretaries L - 90, 862 522 520 460 579 6, 259 6, 239 5, 524 6,943 6.6
Secretaries II a0, 995 582 578 513 652 6,979 6,935 6, 153 7,821 6.0
Secretaries III 51, 723 625 623 543 700 T, 506 7, 471 6, 518 8, 398 6,7
Secretaries IV 15,991 679 675 582 766 8, 147 8, 098 6, 987 9,188 5.8
Stenographers, general —--—---———-—-—-—- 68, 301 456 448 394 513 5, 478 5,370 4, 727 6, 155 5.5
Stenographers, senior - e e 58,912 521 515 455 587 6, 247 6,179 5, 459 7,039 6, 2
Switchbozard operators 1 —-—s————reamneaeoeon 14, 146 426 417 359 486 S, 109 5, 005 4, 311 5,830 6.0
Switchboard operators II —-————-mm——————mn 11,641 501 497 435 556 b, 010 5, 965 8,219 6,674 5.6
Tabulating-machine Operators I m—smmmrm-—— 3,515 461 445 200 504 5, 531 5,339 4,799 6, 048 10.2
Tabulating-machine operators I ——--———— 7,950 538 529 474 00 6, 462 6, 351 5, 683 7,195 6.6
Tabulating-machine operators I --—————vm= 4, 328 651 639 576 704 7,813 7, 665 6,911 8, 447 6.0
Typists I 83,788 393 385 348 428 4, 717 4, 614 4,171 5, 140 6,0
Typists II 45, 156 456 445 400 499 5, 471 5, 339 4, 799 5,987 6.1

1
2
3

For scope of study, see table in appendix 4.

For limitations of percent increase in average salaries as a measure of change in salary scales, see p. 5 of text.

Occupational employment estimates relate to the total in all establishments within scope of the survey and not to the number actnally sur-
veyed. For further explanation, see p. 35.

% Salaries reported relate to the standard salaries that were paid for standard work schedules; i.e., the straight-time salary corresponding
to the employee's normal work schedule excluding overtime hours. Nonproduction bonuses are excluded, but cost-of-living. payments and incentive
earnin§s are included. -

. The middle range (interquartile} used here is the central part of the array excluding the upper and lower fourths of the employee distribution.

® Not suerveyed in 1969,
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Table 2. Average salaries: Metropolitan areas

{Employrent and average salaries for selected professional, administrative,

metropolitan areas, ! June 1970)

techaical, and cierical pccupations in private industry,

Monthly salaries?

Anmzal salaries

3

. Number
Oc}:‘u;_:a_tmn and Clasz. ¢ of Middle range* Middie range®
{See definitions in appendix C} employeea? Mean Median Firot iiTa Mean Median Firat Thied
guartile guartile _quartile quartile
Accountants and auditors
Accountants I 4, 189 71z $715 5652 5769 $8,547 $8;580 $7,824 $9, 228
Accountants II 9, 232 805 805 735 8580 9,665 9, 660 8,820 10, 560
Accountants II1 21,446 893 877 800 977 10,722 10,524 9, 600 11,724
Agcountants IV 14,994 1, 064 1,051 956 1, 166 12,762 12,612 11,472 13,992
Accountants V 5,447 1,291 1,267 1, 166 1, 400 15, 487 - 15, 204 13,992 16, 800
Auditors 1 782 T47 730 675 824 8,962 8,760 8, 100 9, 888
Auditers IT 1,702 534 860 737 925 10,002 9, 60 8, 844 11, 100
Auditors I 4,004 958 - 937 850 1,041 11, 463 11, 244 10, z00 12, 492
Aunditors IV. 2,067 1,173 1, 166 1,058 1,274 14,074 12,992 12, 696 15, 288
Chief accountants [ e 477 1,181 1, 166 1,000 1, 308 14, 167 13,992 12,000 15,696
Chief accountants IT coepnernee . 968 1, 307 1,312 1, 104 1,425 15,681 15,744 13,248 17, 100
Chief accountants Il .. ___ e 626 1,569 1,537 1,412 i, 667 18,829 18, 444 16, 944 20,004
Chief accountants IV .eeee.. 258 1,925 1,933 1,458 2,137 23,106 23,196 19, 89¢ 25, 644
Attorneys
Attorneys 1 600 958 1,004 850 1,083 11,859 12,048 10, 200 12,996
Attorneys 1L 1,189 1,132 1,110 978 1,256 13, 582 13, 320 11,736 i5,072
Attorneys I 1,665 1,413 3,412 1,250 1,541 16, 958 16,944 15, 000 18, 492
Attorneys IV 1,617 1,692 1,666 1,456 1,875 20, 307 19,992 17, 472 22,500
Attorneys V 746 2,119 2,084 1,845 2,335 25,433 25,008 22, 140 28,020
Attorneys VI 453 2, 754 2,699 2, 406 3,082 33,043 32, 388 28,872 36,984
Buygrs
Buyers I 2,136 717 701 650 T84 8,599 8,412 7,800 9,408
Buyers II 7,924 827 816 740 g0z 9,920 9,792 8,880 10,824
Buyers III 10,814 975 960 875 1,07z 11,702 11,520 10, 500 12,864
Buyers IV 4,491 1,161 1,139 1,025 1, 27¢ 13,926 13,668 12, 300 15,312
Personnel management
Job analysts 1 123 T45 736 666 835 8,938 8,832 7.992 10,020
Job analysts I 358 799 804 731 862 9,583 9,648 8,77z 10, 344
Job analysts T 525 939 935 839 1,036 11, 269 12,220 i0, 068 12,432
Job analysts IV 574 1,081 1,083 983 1; 182 12, 966 12, 396 11, 796 14, 184
Directors of personnel I 690 1,075 1,083 948 1, 160 12,899 12,996 11, 376 13,92¢
Directors of personne? II .. 1,517 1,242 1, 200 1,09 1, 360 14,902 14, 406G 13,152 16, 320
Directors of persennet Il 803 1,545 1,499 1,355 1,673 18,534 17,968 16, 260 20,076
Directors of personnel IV —meee.... 313 1,819 1,833 1,550 2,013 21,833 21,996 18, 600 24, 156
Chemists and engineers
Chemista I 1,374 763 766 688 825 9,151 9,132 8,256 9,900
Chemists II 4,438 856 854 790 911 10,273 10, 248 9, 480 10,932
Ghemists IT1 7,667 935 275 886 1,075 11,822 11,700 10,632 12, 900
Chemists IV 9,299 i, 1591 1,183 1,061 1, 315 14,295 14, 196 12,732 15,780
Chemists V 6,277 1,428 1,416 1, 28¢ 1,566 17, t41 16,992 18, 360 18,792
Chemists VI 3,688 1, 648 1,624 1,480 1,820 19,771 19, 488 17,760 21, 840
Chemists VII 1,462 1,927 1,863 1,681 2,083 23,128 22,356 20, 172 24, 996
Chemigte VIII 443 2, 3285 2,250 Z,041 2,600 27,903 27,000 24,492 31,200
Engineers I 12,122 851 350 808 906 10,218 16, 200 9,696 10,800
Engineers II 29,215 926 919 866 978 11,110 11,028 10, 392 11,736
Engineexs [I 76, 354 1,035 - 1,032 958 1, 105 12, 420 12, 384 11,496 13, 260
Engineers IV 109, 930 1,233 1,225 1, 128 1,326 14, 795 14,700 13, 536 15, 912
Engineers Vv 70, 297 1,426 1,417 1,286 1,549 17,111 17,004 15,432 18, 588
Engineers VI 36, 580 1, 628 1,625 1,475 1,763 19,534 19,500 17,760 21, 156
Engineers VII 14,062 1,863 1,853 1,683 2,020 22,351 22, 236 20, 196 24, 240
Engineers VIII 3,484 2,128 2,083 1,868 2, 307 25,530 24, 996 22,416 27,684
Technical support .
Engineering techniciang 1o 3,889 531 53¢ 476 580 6, 366 &, 360 5,712 6, 960
Engineering techiicians Moo ... ___ 11,635 631 621 578 682 7.572 7,452 6,900 8,184
Engineering technicians [To. . 22,524 714 716 652 772 8,571 8,520 7,824 9, 264
Engineering technicians IV . __ 27,620 825 819 750 830 9,897 9,828 9,000 10,680
Engineering technicians Voo wee o 14,687 921 915 845 992 11,053 10, 980 10, 140 11,904

See footnotes at end of table.
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Table 2. Average salaries: Metropolitan areas—Continved

{Employment and average salaries for selected professional, administrative, technical, and clerical occupations in private industry,
metropolitan areas, ! June 1970}

. Monthly salaries? Annual salaries®
. Number - - -
{ Cécc;‘_).p'a!:wn and dasiﬁx ) of Middle range® Middle range®
See definitions in appen employees? Mean Median TS Third Mean Median Fivat Third
gquartile quartile - guartile guartile

Technical support—Continued
Draftsmen-tracers mmmmmmm e 4,272 $472 $453 $401 $526 $5,659 $5,431 $4,818 $6,317
Draftsmen I 16,696 570 563 498 £30 6,838 &, 755 5,970 7,558
Draiftsmen II 26,850 704 695 630 169 8,449 8, 342 7,560 9,229
Draftsmen IIL 24,956 858 840 763 93c 10, 298 1¢,078 9, 156 i1, 157

Clerical supexvisory
Keypunch supervisors I .. — — 1,024 582 576 S00 652 6,988 6,912 6,000 7,824
Keypunch supervisors I mmreerer—rem-. —_— 1,318 650 626 574 729 7,795 7.512 6,888 8,748
Keypunch supervisors IIT —. 765 700 678 606 T85 8, 402 8,136 7,272 9, 420
Keypurch supervisors IV 255 82z 815 734 891 9,863 9,780 8,808 10,692
Clerical

Clerks, accounting I - scsscsvmsummanresrnemen 74,081 445 430 375 4937 5,335 5,162 4,503 5,965
Clerks, accounting 30 — 51,318 572 559 493 645 6,869 &, 707 5,920 7,738
Clerks, file I 26,121 346 335 09 373 4,152 4,019 3,707 4,472
Clerks, file IT | 26, 285 384 369 335 415 4, 606 4,432 4,015 4,979
Clerks, file III 7,925 461 449 388 521 5,537 5,394 4,659 6,257
Keypunch operators T e 55, 320 434 417 374 478 5,212 5,005 4, 484 5,735
Keypunch operators Il coiesservesvsvscinasrsn= 42,523 491 483 435 541 5,897 &, 795 5,214 6, 486
Qifice boys or girls e 26,605 380 369 335 412 4,554 4,432 4,015 4,943
Secretaries 1 81,033 527 521 469 584 6,323 &, 2657 5,625 7,008
Secretaries 11 82,097 586 583 520 653 7,035 6,994 6,239 7,842
Secretaries 1II 46,713 633 630 552 704 7,601 7,558 6,622 8, 447
Secretaries IV 14, 39z 691 691 595 T8 8,294 8,290 7,138 9,298
Stenographers, ZENeTal rsresrrarcrsvsssnsnr—a— 59, 355 461 450 400 518 5,526 5, 406 4,797 6,219
Stenographers, SEDIOT wmmmmmamme oo 51, 359 526 521 461 590 6,315 6, 257 5,527 7,079
Switchboard operators 1 12,715 430 424 349 491 5,162 5,084 4, 425 5,892
Switchboard operators I oo 10,537 505 500 443 558 6,056 5,996 5,318 6,702
Tabulating-machine operators I - 3,137 463 445 402 505 5,563 5,339 4,823 6,063
Tabulating-machine operators II — 7,363 540 530 474 600 6,476 &, 358 5,684 1,198
Tabulating-machine operators Il —ee—eeeee 3,917 654 637 576 715 7,848 7,649 6,911 8,578
Typiats I 72,517 396 388 250 433 1,754 4,659 4,199 5,195
Typists LI 41,490 457 446 402 500 5, 488 8,351 4,623 5,996

I

% For scope of study, see table in appendix A.

Occupational employment estimates relate to the total in all establishments within scope of the survey and not to the mumber actually sur-
veyed. For further explanation, see P-

4 Balaries reported relate to the standard salaries that were paid for standard work schedules; i.e., the straight-time salary cerresponding
to the employee' s normal work schedule excluding overtime hours. Nonproduction boruses are excluded, but cost-of-living payments and incentive
eaznin‘gs are included. .

‘The middle range (interquartile) used here is the ceatral part of the array excluding the upper and. lower fourths of the employee distribution.
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Table 3. Average salaries: Establishments employing 2,500 or more

(Employment and average monthly salaries for selected professional, adminigtrative, technical, and clerical oceupations in private industry

in establishments employing 2, 560 workers or more, ? United States except Alaska and Hawaii, June 1970, percent increase in mean

salaries during the year, ? and comparison with levels in all establishimeents combined) .

Monthly salaries ? Percent Levels in larpe establishments
Occtpation and class Number — increase expressed as percent of those
(See doti g o of . Middle range © in in 21l estzblishments combined
by PP employees 4| Mean Median = T mean
- First Third salzries | Employment Mean
quartile Juartile Yy galaries
Accountants and auditors
Accountants I 1,501 $ 751 $750 $700 $805 7.5 40 106
Accountants II 5,494 837 835 T75 912 6.9 53 104
Aceountants I 7,548 935 931 843 1,027 6.2 31 105
Accountants IV 5,073 1,099 1,097 991 1,198 6.1 29 163
Accountants V 2,579 1,307 1, 290 1, 183 1,434 7.4 41 101
Auditors T 388 786 775 700 860 2.7 48 106
Auditors I 822 877 850 T66 990 5.6 45 106
Auditors I3 1,579 991 975 864 1, 100 77 37 104
Auditera IV 1,014 1,174 1,175 1,063 1,275 6.7 45 100
Chief accountants 111 182 1,717 1, 707 1,526 1, 880 7.1 24 110
Chief tants IV 115 2z, 004 1, 99% 1,673 2, 208 1,7 40 104
Attorneys
Attorneys 1 143 1,132 1, 155 1,000 i, 250 1.9 23 115 B
Attorneys II 356 1,277 1,258 1,125 i,41s6 8.1 29 i13
Attorneys Il 522 1,553 1,542 1,333 1, 700 8.7 29 ilo
Attorneys IV 517 1,820 1,780 1, 600 2,000 9.8 31 108
Attorneys V .. 337 2,155 2, 132 1, 846 2,457 5.7 42 10z
Attorneys VI 240 2,726 2, 667 2, 395 2,999 8.0 52 9
Buyers

Buyers 1 757 787 782 713 850 9.0 30 1
Buyers II 2,673 867 853 769 941 6.8 26 107
Buyers III 5, 149 1, 005 997 899 1,126 7.6 39 103
Buyers IV 2,918 1,151 1,128 1,017 1,254 5.8 59 99

Personnel managerment
Job analysts II 206 gls 810 735 890 6.0 56 102
Job analysts IH 361 946 935 850 1,026 7.4 59 102
Jab analysts IV 470 1, 106 1,112 1,004 1, 200 2.7 75 102
Directors of personnel I .- 210 1,783 1, 740 1,486 2,095 9.8 20 116
Directers of personnel IV 130 2,014 1, 934 1,792 2,227 6.9 32 110-

Chemists and engineers -
Chemists 1 364 827 826 773 a75 6,4 23 108
Chemists II 1, 829 894 830 824 995 5.8 35 105
Chemists III 3, 1oc 1,043 1,041 940 1,134 6. 8 34 107
Chemists 1V 3,972 1,243 1, 245 1,111 1,373 6.4 36 105
Chemists V 2,781 1,480 i,474 1,333 1,625 6.3 38 lo4
Chemists VI 1,733 i, 6719 i, 650 1, 500 1, 830 6.3 41 102
Chemists VII 7l2 1,984 1,925 1,741 2, 164 6.9 42 104
Chemists VIII 251 2,380 2,313 2,085 2,616 5.8 52 103
Engineers I 7,320 859 865 816 205 5.8 56 101
Engineers II 19,072 933 925 875 981 6.5 59 101
Engineers I 49, 869 1,048 1,043 975 1,117 5.6 58 loz
Engineers 1V 69,542 1, 255 1, 247 i, 158 1,345 6.0 51 102
Engineers V 45,553 1,456 1,450 1, 325 1,575 é.1 58 103
Engineers VI 22,969 1,678 1, 670 1, 540 1, 800 5.4 56 103
Engineers VII 8,547 1,934 1,912 1,766 z,083 6.1 55 104
Engineers VIIL 2,097 2,260 2,137 I, 968 2, 360 6.0 54 104

Technical support

Engineering technicians T — 2,291 540 534 490 594 3.7 49 103
Engineering technicians II —n 7,275 €43 633 584 695 7.2 50 103
Engineering technicians 01 . S— 13,485 721 713 660 777 4.8 50 101
Engineering technicians IV 18, 186 833 826 756 895 5.8 58 102
FEngineering technicians V o auemmmeeee. 10, 988 930 4925 857 1, 002 6.8 65 101

See footnotes at end of table.
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Table 3. Average salaries: Establishments employing 2,500 or more—Continued

(Employment and average monthly salaries for selected professional, administrative, technical, and clerical occupations in private industry !
in establishments employing 2, 500 workers or more, * United States except Alaska and Hawaii, June 1970, percent increase in mean
salaries during the year, * and comparison with levels in all establishments cambined}

Monthly salaries * Percent Lewvels in large establishments

. Mumber increase expressed ag percent of those

(See?iicf":npiat;?:: ai:da;;ae::ﬁx 1o of i Middle range § in in all establishments combined

employees Mean Median o - mean
irek Third salaries 3] Employment Mean
quartile quartile proymen salaries
‘Technical support——Continned
Draftsmen-tracers 2, 129 $496 $280 $419 8571 4.5 43 195
Draftsmen I 6, 264 6056 600 539 665 6.9 31 107
Draftsmen II 11,198 q27 74 650 795 5.2 34 104
Draftamen III 12,002 aps 878 791 1,003 7.1 42 106
Clerical supervisory
Keypunch supervisors I 289 700 675 616 791 (") 20 108
Keypunch supervisors Il — 232 742 739 652 838 ) 26 io7
Keypunch supervisors IV ___________ 127 850 855 726 948 (" 45 103
Clerical

Clerks, acecounting T e i6,698 480 470 400 546 4.8 19 1190
Clerks, accounting Il cemi cees— oo e 14, 128 617 610 526 696 5.0 23 109
Clerka, file I 5,070 381 373 339 412 5.7 16 11l
Clerks, file IT 5,051 427 113 371 478 6.5 20 liz
Clerks, file II Z, 608 505 500 430 575 2.5 30 1io
Keypunch operators I oo 16,527 470 455 395 542 6.9 26 110
Keypunch aperators I armecmcacccscnrensensan 14,492 524 520 461 586 6.7 30 108
Qffice boys or girls 7, 252 404 384 354 439 6.3 25 107
Secretaries I 24, 849 550 544 495 403 6,1 27 105
Secretaries I 34, 683 626 625 561 685 6.5 38 108
Secretaries ITI . 13,663 702 691 &25 773 6.5 26 11z
Secretaries 1Y 2, 88¢ 762 742 687 826 6.7 24 112
Stenographers, general 2),614 491 486 430 554 5.8 32 108
Stenographers, senior . 21,671 556 555 1495 624 6.5 37 107
Switchboard operators I 3,034 483 442 391 515 6. 2 21 106
Switchboard operators IT .. 3,541 534 539 470 602 [ 30 107
Tabulating -machire operators 1 I,612 487 474 417 556 5.6 46 06
Tabulating ~machine operators I oo 3,532 553 546 482 617 6.4 44 103
Tabilating -machine operators I ______________ 1,781 690 663 602 765 7.4 41 106
Typists I 18, 338 428 413 380 464 6.0 2z 109
Typists I1 H 16,521 476 460 415 527 6.0 37 104

! For scope of study, see table in appendix A.
? Includes data for a few establishments with less than 2,500 employees of 6 large companies studied that provided cempanywide data uniden-
tified by size of establishment. This applies only to data for occupations other than drafting and clerical,

For limitations of percent increase in average salaries as a measure of change in salary scales, see p. 5.

% Occupational employment estimates relate to the total in all establishments within scope of the survey and not to the nunber actually surveyed.
For further explanation, see p. 35.

Salaries reported relate to the standard salaries that were paid for standard work schedules; i.e., the straight-time salary corresponding
to the employee’s normal work schedule excluding overtime hours. Nonproduction bonuses are excluded, but cost-of-living payments and incentive
earnings are included,

The middle range (interquartile) used here is the central part of the array excluding the upper and lower fourths of the employee distribution,

? Neot surveyed in 1969,




Table 4. Employment distribution by salary: Professional and administrative occapations

(Percent distribution of employees in selected professional and administrative cccupations, by average monthly salaries,
United States except Alaska and Hawaii, ! June 1970)

Average monthly salaries

Accountants

Auditors

Chief accountants

i v

11

jiss

v

II I

IV

$425 and under $450
$450 and under $475
$475 and under $500

$500 and under $525
$525 and under $550 1ormirnmancooe— e
$550 and under $595 —
3575 and under $600 _

$600 and under $625
$625 and under §650
$650 and under $675 .o
$675 and under 35700 e

$700 and under $725
$725 and onder $750 muwecmecmioe—
$750 and under $775
$775 and undex $800

$3800 and under $825 mmmemuicruee——
$525 and under $850
$850 and under $875 e
$875 and under 3900 .

$900 and under $925 e
$925 and under $950 o
$950 and under $975
$975 and under $1,000 — ...

$1,000 ard under $1,050 oo
$1,050 and under $1, 100 wueceee
$1,100 and under $1, 150 .
$1,150 and under $1,200 . _____
$1, 200 and under §$1, 250 mrweeee

$1),250 and under $1,300 ...
$1,300 and under $1,350 ___
$1, 350 and under $1,400 .. -
$1,400 and under $1,450 e
$1,450 and under 31,500 e

$1, 506 and under
$1,556 and under $1,600 ol
$1, 600 and under $1, 650 _____

$1, 650 and under
$1, 700 and under

$1, 750 and under
$1,800 and under
$1,850 and vnder
$1,900 and under
$1,950 and under

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

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

$1,700 cenmer—
$1,750 oo

$1,800 .
1,850

1,900 _
3,950 oo
2,000 cemeemes

$2,050 oo
2,100 _
2,150 _
2,200
2, 250 eeneeeem

2,300
23 350 qmeacaine
2,400 (e

$2,500

$2,500 and under $2,5850 o ______
$2,550 and under 32,600 o
$2,600 and under $2, 650
$2, 650 and vnder $2, 700
$2, 700 and under $2, 750 conmunuruiancs

$2,750andover .
Total oo
Number of employees — oo

Average monthly salaries cmme s

See footnote at end of table.

-

=~ Mgt
NWANE el QDo

—

MMM e OWw

Bwo—

—
'
v

[ X =RV ] (LY =]

A}n[\;.—-

-
w5

[ RO}
W b

—_
—NNO

= < Wk o

=
v

—=T
[ Y ]
]

L%
1

NENw ot
wao

[SECE N

[=J NEEpN- [N

LN )

————
D R

R

eGSR

—
o toin
SwmNm

[
oy

[N ]
Eronoa

s
"o

_
PEwn
O =1

-

-
YN

(= N

L kRO
[ SUNT BT 3

~o o

[ I B | '

Proa e

=)
fal

[LEN-¥- "y

FEmam snw
NN =

-

W o
G It

A=) W ooooa B

MANOWw Wi

[T |

moNe panR
0000 ~F

(=R E-)

—

[T AT AR
Loww LI REY, )

—

L I '] 1

ety
L= = N ) W

—

Yttt e
R~ o

._
[
MWD

-
e

e

e
@ B WN
EEULG Gna;-d

Lo
1

[N

e
wy

B tn e
[=IEX - RN N3
—
-

-0 O
O b DR
—

N ot

-
WhB o koW

B

: -
NomEe

=R
R NI I M)

B e e
~NogohWw

[
Fal
W -

1
——

Ve
'

B

LR ]

1
MO O™ NONME® o

-
3 D

R

e NmA N

~Na W ow

T —
OO -~oo

(=3

100.0

100.0

100,0 100. 0

100.0

100.0Q

100,0

100.0

100. 0

100.0

100, 0 100. 0

100. 0

4,795
8709

10,414

$801

25,777

$89l

17,559
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Table 4. Employment distributior by salary: Professional and administrative oecupations—Continued

{Percent distribution of employees in selected professional and administrative coccupations, by average monthly salaries,
United States except Alaska and Hawaii, ! June 1970}

Average monthly salaries

Attorneys

Buyers

I

v

Vi

- |

=
-

$475 and under $500 ________________ —

$500 and under $525 oo
$525 and under $550 commmreva
$550 and under $5¥5 o _
$575 and undex $600 _

$600 and under $625 . ____
$625 and under $650
$650 and under $675 .
$675 and under $700

$700 and under $725
3725 and under $750
$750 and under $775
$775 and undexr $800

$800 and under $825
$825 and under $850
$850 and under $875 .
$875 and under $900

$900 and under $925
$925 and under $950
$950 and under $975
$975 and under $1,000

$1,000 and under $1,050 ____
$1, 050 2nd under $1, 100 __
$1, 100 and under $1, 150 .
$1, 150 and under $1,200 o ________
$1, 200 and under $1, 250 _.

$1,250 and under $1,300
$1, 300 and under $1, 350 ___
$1, 350 and under $1,400
$1,400 and under $1,450
$1,450 and under $1,500

$1,500 and under $1,550 oo ____
$1,550 and under $ 1, 600 _.
$1, 600 and under $1, 650 _.___.
$1, 650 and under $1, 70C ._.

31, 700 and under $1, 750 oemu..

$1,750 and under $1, 800 .
$ 1,800 and under $1,850 __
$1,850 and under $1,900 ____
$1,900 and under $1,950 o _.____
$1,950 and under $2,000 coeemee .

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

$2,250 and under $2,300 ________
$2, 300 and under $2, 350
$2,350 and under $2,400

$2,450 and undexr $2,506 .

$2, 500 and under $2,550 ____
$ 2,550 and under $2, 600 — rmr e
$2, 600 and under $2, 650 ___
$2, 650 and under $2, 760

$2, 700 and under $2, 750 ____

$2,750 and undex $2,800 ___
$2, 800 and under $2, 850 _
$2,850 and under $2,900 .
$2,900 and under $2,950 .
$2,950 and under $3, 000 _

$3,000 and under $3,050 _____
$3,050 and under $3,100 ___________
$3, 100 and under $3, 150 ccvmrare_
$3, 150 and under §3, 200 _.
$3, 200 and under $3, 256

$3, 250 and under $3,300 ..
$3, 300 and under $3, 350 _ -
$3, 350 and under $3;400 ...,
$3,400 and wnder $3, 450—— .
$3,450 and under $3,500 s

$3,500 and under $3,550 .
$3,550 and OVer fmee

Total

Number of employees oo o

Averapge monthly salaries e ___

See footmote at end of table.
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Table 4. Employment distribution by salary:

{Percent distribution of employees in selected professional and zdministrative occupations, by average monthly salaries,

United States exccpt Alaska and Hawaii, © June 1970}

Professional and administrative occupations—Continued

Average monthly salaries

Job analysts

Lirectors of personnel

I

aug

v

I

1L

v

$500 and under $525
%525 and under $550
$550 apd under $575
$575 and under 3600

$600 and under $625
8625 apnd under $650
5650 and under $675
$675 and under $700

$700 and under $725
725 and under $750
$750 and under $775
$775 and under $800

5800 and under 3825
£825 and under $850
$850 and under $875
$875 and under $900

$900 and under $925
$925 and under 3950
5950 and under $975
$975 and under $1, 000 -

%1, 000 and under $1, 050
$1, 050 and under $1,100
$1, 100 and under $1,150
$1, 150 and under $1,200
$1, 200 and under §1, 250

$1, 250 and under §1, 300
$1, 300 and under %1, 350
$1, 350 and under $1, 4C0
£1, 400 and under $1, 450
$1,450 and under $1, 500

%1, 500 and under $1, 550
§1, 550 and under $1, 600
§1, 600 and under $1, 650
§1, 650 and under $1,700
$1, 700 and under $1, 750

51, 750 and under $1, 800
$1, 300 and under $1,850
$1, 850 and under $1, 900
1,900 a2nd under $1,950
# 1,950 and under $2, 000

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

%2, 259 and ander $2, 300
$2,300 and under $2, 350
$2, 350 and under $2, 400
$2, 400 apd under $2, 450
§2, 450 and under $2, 500 -

52,500 and under $2, 550 —mm—mnmmmmmmmeneer—s -
$2, 550 and over -

Total

Number of employees =-r=r—r=-mmmm=——=mm—n—

Average monthly salaries —=----em————-————-—

See footnote at end of table.
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Table 4. Employment distribution by salary:  Professional and administrative occupations—Continued

{Percent distribution of employees in selccted professional and administrative cccupations, by average monthly salaries, -
United States except Alaska and Hawaii, ' June 1970) )

Chemists
Average monthly salaries

I i i v v Vi

v

Vil

Under 8550
$550 and under $575 --
$575 and under $600

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

§700 and under $725
$725 and under §$750
$750 and under $775
$775 and under $800

$800 and under $825
$825 and under $850
$850 and under $875
$875 and under $900

$900 and under §925
$925 and under $950 -
$950 and undexr $975 -
$975 and under $1, 000

$1, 000 and under $1, 050
$1, 050 and under §1,100
$1,100 and under $1,150 -
81, 150 and under §1, 206 ~
$1, 200 and under $1, 250 -- -

$1, 250 and under $1, 300 --— - -
$1, 300 and under $1, 350
$1, 350 and under $1, 400
$1, 400 and under $1, 450
$1, 450 and under $1, 500

$1.500 and under $1,550
81, 550 and under $1, 600
$1, 600 and under $1, 650
%1, 650 and under $1, 700
%1, 700 and under $1, 750

$1, 750 and under §1, 800
41, 800 and under §1, 850
$1,850 and under $1,900
31,900 and under $1,950
$1, 950 and under $2, 000

$2, 000 and under $2, 050
$2, 050 and under 52,100
$2, 100 and under $2, 150
$2, 150 and undexr $2, 200
$2, 200 and under $2, 250

32, 250 and under §2, 300
32,300 and under $Z, 350
$2,350 and under $2. 400
$2,400 and under $2, 450
$2,450 and under $2, 500

$2, 500 and under $2, 550
$2, 550 and under $2, 600
52, 600 and under $2, 650
$2, 650 and under %2, 700
$2, 700 and under $2, 750

$2, 750 and under $2, 800
%2, 800 and under $2, 850
$2, 850 and under $2, 900
$2, 900 and under $2,950
$2, 950 and under $3,000

$3, 000 and under $3, 050
$3, 050 and under $3, 100
$3,100 and under $3,150
$3, 150 and under $3, 200
$3, 200 and under $3, 250

$3, 250 and under §3, 300 —
$3,300 and under §3, 350 -
53,350 and under $3, 400 —-
$3, 400 and aver - - - - ~ -
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Total 100, 0 100, 0 100, 0 100.0 100, 0 100.0

100.0

100.0

Number of employees ==-r-—ssssr—rerio e e 1, 601 5,211 9,158 11,143 7,407 4, 249
Average menthly salaries ————-——r——mr—— $764 $853 $978 31,185 $1,422 1, 642

1,700
$1,911

$2,311

Sce footnote at end of tuble.
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Table 4. Employment distribution by salary:  Professional and administrative occupations—Continoed

(Percent distribution of employees in selected professional and administrative occupations, by average monthly salaries,
United States except Alaska and Hawaii, ' June 1970)

Engineers

Average rnonthly salaries
1 il 1 v v Vi VII VIII

$650 and under $875 o (1.9} - - - - - - -
$675 and undexr $700 .. 1.2 - - - - - - -

%700 and under $ 725 cnmsuremmcmunemam——— e 1.8
$725 and undey $750 o 2.3
$750 andunder $775 oo 4.5
$775 and under 8800 e 6.9

-
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it
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'

'

)

'

$800 and under $825 (o0 ______ 12.3
$825 and under $850 .
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$875 and under $900 Cirneriurimrammsnnmma——an 14.4
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, 500 and under $1, 550
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1
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1
1
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1, 750 and under $1, 800 ___
1, 800 and under $1, 850 .
1,850 and under $ I, 900 rmmsimmemna.
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$2,000 and under $2,050 o ___ - -
$2,050 and under $2, 100
$2,100 and under 32,150
$2, 150 and under $2, 200
$2,200 and under $2, 250
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$2, 250 and under $2, 300
$2, 300 and under $2, 350
$2, 350 and under $2,400
$2,400 and undey $2,450
$2,450 and under $2, 500
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= ——r

P
W o O = D oo O =1

$2,500 and under $2,550 - - - -
$2,550 and under 32, 600 reammemiomn -
$2,600 and under $2,650 —— - - - -
$2, 650 and vnder $2, 700 oo mcrmnr—rm——an - - - -
$2,700 and under $2, 750 aeere e - - - -

P
'
[
[
[N NN K]

o
.S

%2,750 and over - - - - - - -

Total 100. ¢ 100, 0 100.0 100. 0 100. 0 160. 0 100. 0 100, O

Number of employees pmmeoo 13,028 32,117 85, 759 114, 365 78, 391 41, 259 15,460 3, 884

Average monthly salaries e oooeeeeen $851 $923 $1,029 $1,225 $1,417 $1,623 $1,861 $2, 116

! For scepe of study, see table in appendix A. To avoid showing small proportions of ernployees scattered at or near the extremes of the dis-

tribution for some occupations, the percentages of employees in these intervals have been accumulated and are shown in the interval above or below the
extreme interval containing at least 1 percent. The percentages representing these employees are shown in parentheses.

NOTE: Because of rounding, sums of individual items may not equal 100,
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Table 5. Employment distribution by salary:

Engincering technicians and keypunch supervisors

{Percent distribution of engineering technicians and keypunch supervisors, by average monthly salaries,
United States except Alaska and Hawaii, ! June 1970}

Average monthly salaries

Engineering technicians

Keypunch supervisors

jud

JLtS

Iv

I

ais

v

Under 3375 e
$ 375 and under $400 ...

3400 and under $425
$425 and under $450
$450 and under 3475
3475 and under $500 _

$ 500 and ander $525 _
$525 and under $550
$550 and under $575
$575 and under $600

$ 600 and under $ 625
%625 and under $450
% 650 and under $675
$675 and under $700 _.

§ 700 and under $725
$725 and under $750
$ 750 and under $775
$ 775 and under $ 800

$ 800 and under $825
§ 825 and under %850
$ 850 and under $875
$875

$ 900
$925 and under $950
$950 and under $975
$975 and under $ 1, 000_

$ 1,000 and under $1,050 .
$1,050 and under $1, 100
$ 1,100 and under $1, 150 -
$1,150 and under $1, 200
$1,200 and overo._ . —

Total _.
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—o
5 =3

00

[ S PR,
L.
—s

e
[ RN JEN N oo o

[
D On Lh
—hRow N

oo

T e b
cak o

——
oWt

El
o

0

hp_
NEmw
[=N- NV N B -l o S

L
N ® o

= b
[LEER-1

=
[CR=

WHmEU LW e
LR E Ll ] Eal -l

—

=whRo WD

B W

——
mNoo ooun

E =~
W s

woun hwp

-]
(LRI )

W o

=1 O

-

=
WD OO W

[CWENT. S T )

[N

o~ (SRR
Bom wuaan

'

e -
o
[=piEN R V) - O (Y- W ]

oo en
B L

[EEVy N
MO ko

[
WO L O W -
RS- N

[SR<PRETY

N =
Wos N os =D o

[ NN

by
o

zwwn

b

LN
LN

man»..
SPEREEY

el
L=l N A )

—
o0 BT

o h o n

LY AN
[=X- NN

N

B e B

100. 0

0.0

106, 0

106.0

100. 0

100. 0

100, 0

100, 0

4, 685

$525

14,546

5627

26, 998

$712

31,478

$820

1,190

$574

1,444

5647

889
$691

$824

1

these employees are shown in parentheses.

NOTE: Because of rounding, sums of individual items may not equal 100.
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Table 6. Employment distribution by salary: Drafting and clerical occupations

{Percent distribution of employees in selected drafting and clerical occupations, by average weekly salaries, United States excepl
Alaska and Hawaii, T June 1970)
Draftsmen Clerks, Clerks, Keypunck Office
Average weekly [Draftsmen=— accounting file aperators boys
salaries tracers or
I I I I I I o i g I I girls
Under $60 .. - - - - - ~ 0.2 0.1 - - - 0.1
$60 and under $65 —_— - - - - 0.4 - 4.4 1.5 - 0.1 - 2.7
$65 and under $70_ ~ - - 1.9 - 14.9 5.5 {0.4) 2,1 - 5.7
$70 and under $75 .. (1. 8) - - - 4.1 - 22,2 3.9 1.3 4.5 (0.5) 12,3
$75 and under $80 1.9 - - - 6.4 (0.5) i9.0 13.5 5.2 7.7 1.0 12.0
$80 and under %85 5.5 {9.4) - . 9.4 1.1 13.9 15.4 7.8 11.2 3.5 16.7
585 and under $90 7.0 1.0 - - 10.6 1.5 2.6 12,7 1.3 12.0 4.5 15.5
$96 and under 395 10.3 1.9 - - 11,5 3.5 6.8 12.1 10.1 12.5 8.1 10.5
$95 and under $100__ 10.2 3.6 - - 9.7 3.9 3.8 6.8 8.4 10.6 8.9 7.3
5100 and under $105 __ 11.8 5.8 - - 9.5 5.4 2.1 5,1 10,1 9.6 11.4 5.2
105 and under $110 7.1 6.4 “ - 7.3 6,1 (3.00 3.5 7.8 6.7 11,5 2.9
$11¢ and under $115 4.2 7.4 {1.7} - 6.1 6.3 - 3.3 6.8 5.3 10.6 3.1
115 and under $120 _______ 6.7 8.3 1.9 - 5.4 7.7 - 1.8 6.4, 3.5 10.3 2,2
120 and under $125 _______ 6.8 8.6 2.9 - 3.8 8.9 - 1.6 6.2 3.4 7.2 1.5
125 and vnder $130 __ 4.5 7.7 3,4 - 3.1 8.2 - 1.0 3.7 2.4 5.8 i.¢
130 and under $135 6.2 8.8 4.6 - 2,6 7.1 - 1.0 4.5 2.5 4.8 {1.3)
135 and under $140 __ 2,7 5.4 5.7 {1.5) 2.6 5.6 M (1. 1) 3,0 2.6 4,1 -
140 and under $145 __ 3.2 7.5 7.4 1.4 2.0 5.8 - 2.4 1.1 3.6 -
145 and under $150 __ 1.4 5.6 T.5 .5 1.3 5.8 - - 2.5 .5 1.7 -
§150 and under $160 __ 2.3 8.0 i7.2 5.1 1,6 8.2 - - 1.1 1.2 1.5 -
5160 and under $170 __ 1,0 4.1 14.4 9.5 (.9 6.4 - - (.8} {.3) {.9) -
170 and under $180 _______ .4 2.9 12.5 12.7 - 3.5 - - - - - -
180 2nd under $190 - 2.2 8.8 15,4 - 2.7 - - - -
190 and under $200 - (1.4) 4,3 14.1 - {1, 9 - - - - - -
$200 and under $210 _._.__, - - 3.7 12.0 - - . - - - - -
$210 and under $220 _____. - - i.8 g.3 - - - - - - - -
$220 and under $230 - - 1.4 4. 8 - - - - - - - -
$230 and under $240 - - (.8} 3.6 - - - - . - - -
$240 and under $250 __ - - - 2.2 - - - - - - - -
$250 and under $260 _______ - = M 2.4 - - - - - . - -
$260 and under $270 - - - 2.0 - u - - = - .
$270 and under $280 - - - 2.5 - - - - - N - -
$280 and over __________ - - - 1.0 - - - - - - " -
Total ___ 106,0 160.6 100.0 100.0 190.0 100.0 100.9 10G6. ¢ 100. 0 100.0 100.0 106, 0
Number of employees _____. 4,992 19,932 32,752 28,343 | 87,609 60, 169 31, 145 29,941 8,772 64, 645 49,024 28, 845
Average weekly salaries._. $109 $131 $160 $19¢6 5101 $131 879 588 $106 $o8 $112 $87

See footnote at end of table,
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Table 6. Employment distribution by salary: Drafting and clerical occupations—Continned

FPercent distribution of employees in selected drafting and clerical occupations, by average weekly salaries, United States cxcept
ploy g e
Alaska and Hawaii, ? June 15470)

: Switchboard Tabulating-machine
Secretaries Stenc- Steno - Typists
Average weekly salaries graphers,|graphers, operators operators
1 Ir ur 1y |general | senior 1 I 1 I it I o

Under $60 .._ _______ - - - - - 0.3 - - - - 0.2 _
$60 and under $65 _ - - - - - - 2.5 B - - - .5 -
$65 and under $70 _ - - - - (0. 7) - 2.7 - - - - 2.9 -
$70 and under $75 - - - - 2.7 - 5.5 .l (Ly - - 8.5 (0. 9)
$75 and under $80 ___ (1.1 - - - 4,2 (1.4) 6.8 1.3 3.4 (0.6) . 10.8 2.9
$80 and under $85._ 1.6 (1.3) {0.7) - 6.5 1.6 9.7 2.3 7.5 1.7 - 15,2 5.7
$85 and under $96 2.7 1.0 1.1 - 8.5 3.0 L 8.0 3.6 9.6 2.4 - 15,5 9.0
$90 and under $95 _ - 4.4 1.8 1.5 - 11.2 5.0 10,3 6.8 8.4 3.1 - 13.1 iz2,0
$95 and under $100_.____________ __ 5.5 2.3 1.7 (2.8) 9.7 5.6 10,4 7.6 11.6 4.9 - 10.2 12.8
$1060 and under $105 __ 7.5 4.0 2.9 1.1 10. 4 8.9 9.8 9.4 12.5 6.1 (2.1} 7.9 12.6
$§105 and under $110 8.7 4,2 2.9 2,3 7.9 8.3 5.3 2.3 8.3 7.7 1.8 5,2 10.8
$110 and under $115 8.4 5.2 3.0 1.8 8.4 8,1 7.1 G.1 10.2 8,6 2.2 3,3 8.3
$115 and under $120 10.8 7.2 4,7 3.4 6.5 10,0 6.0 9.3 6.4 19.1 3,2 2.0 6,4
$120 and under $125 __ 9.9 8.1 5.4 4,7 5.6 8.0 5.3 9.1 3.6 10.6 6.9 1.8 5.1
$125 and under $130 . 8.6 8.8 6.2 3.8 5.1 7.8 4.8 9.1 4,2 7.9 4,9 1.1 3,5
$130 and under 3135 7.7 8.8 7.4 5,7 4,2 7.2 i.9 5.9 2.8 7.4 8.8 i.0 3.1
$135 and under $140 _ 6.4 7.9 7.7 6.4 4.2 6.7 1.5 4,2 2.8 6.5 8.0 {.8) Z.3
$ 140 and under $145 _ 5.4 7.7 7.3 5.5 1.7 7.7 {1.8) 3.7 3.6 7.3 8.0 - 1.9
$145 and under $150 _ ENy 6.4 6.9 5.4 .8 3.5 - 2.9 1.5 3.1 3.8 - 1.1
$150 and under $160 _ 4.8 1.7 13,4 Il.2 1,1 4.2 - 3.7 1.5 5.5 15,3 - 1.3
$166 and under $170 _ 1.6 6.9 10.3 i3, b {.2) 2.3 - 1.2 (.9} 3.7 8.8 - {.9)
$170 and under $180 (1,0) 3.9 6.9 10.5 - {(.7) u (. 4} - 1.8 7.1 -
$180 and under $150 _ - 2.0 4,5 7.5 - - - - - 1.4 3.5 - -
$190 and under $200.__ - (.8) 2.3 5.4 - - - - L1 4,4 - -
$200 and under $210 ... ___ - 1. 3.5 - - - - - 2,1 - -
$210 and under $220 _ - (1.8} 2,5 - - - - - - 1.4 - -
$220 and under $230_ - - - 1.1 - - - - - - 1.5 - -
$230 and over _________ - - - 1,7 - - - - - - .2 - .

Total el i00.0 100.0 100.0 i100,0 100.0 100, ¢ 100.0 100.0 100.¢ 100.0 100.90 100.0 100.0
Number of employees ... | 96,862 | 90,995 | 51,723 | 15,991 | 68, 301 58,912 14,146 11,641 ] 3,515 | 7,950 | 4,328 |83,788 | 45, 156
Average weekly salaries ._________ $120 i34 $144 3156 $105 $120 $98 $115 $166 $124 3150 $90 $105

! For scope of study, see table in appendix A. To awvoid showing srnall propertions of employees scattered at or near the extremes of the
distribution for some occupations, the percentages of employees in these intervals have been accumulated and are shown in the interval above or
below the extreme interval containing at least 1 percent. The percentages representing these employeces are shown in parentheses.

NOTE: Because of rounding, sums of individual items may not equal 100,




Table 7. Occupational employment distribution: By indusery division

(Percent distribution of employecs in selected professional, administrative, technical, and elerical eccupations, 1
by industry division,? United States sxcept Alasks and Hawaii, June 1970)

Finance,
: Manu- Public Wholesale Retail insurance, Selected
Oecupation facturing utilities® trade trade and services?
real egstate
Professional and administrative
Accountant 68 iz 7 *) E] %)
Auditors 38 17 3 7 z9 (%)
Chief accountants 57 8 10 7 15 (%)
Attorneys 28 18 5 (%) 44 {5)
Buyers 86 6 (%) (%) %) (%)
Job analysts 65 5 (%) *) 23 4
Directors of personnel o rvemmsmammcnmmmnm e 49 () 7 & 14 (%)
Chemista 91 %) (%) (%) (%) 3
Engineers 78 io (*} {*} %) i3
Technical support
Engineering technican 77 8 (%} {*} {5 15
Draftsmen 78 7 ) *) *) 13
Clerical supervisory
Keypunch superviSors e e 30 7 14 7 40 (*)
Cierical
Clerks, accounting . 39 14 13 12 21 (%)
Clerks, file 19 5 7 8 59 (%}
Keypunch operators 41 10 12 9 27 (%)
Office boys or girls 33 13 El 4 38 %)
Secretaries 50 8 7 5 26 L3
Stenographers 49 4 8 %) 25 %)
Switchboard operator 32 13 7 14 32 )
Tabulating -machine 0perators am . 41 16 10 4 28 (%)
Typists 39 7 5 4 42 )

! Each occupation includes the work levels, as defined for the survey, for which employment estimates in all industries within scope of the study
are shown in table 1.
For scope of study, see table in appendix A,
* Transportation (iimited to railroad, loczl znd suburban passenger, deep sea water, and air transportation industries), communication, electric,
gas, and sanitary services.
Engineering and architectural services; and commercially cperated research, development, and testing laberatories only,

5 L.ess than 4 percent,




Table 8. Relative salary levels: Occupation by industry division

(Relative salary levels for selected professional, administrative, technical, and clerical accupations, !

by industry division, ? United States except Alaska and Hawaii, June 1 970)

Average salary for each occupation in all industries= 100)

Finance,
- Manu- Puhblic Wholesale Retail insurance, Selected
Occupation faciuring utilities? trade trade and servicest
real estate
Professional and administrative
Accountant 100 103 98 28 97 99
Anditor s 104 100 13 g5 94 15
Chief accountants 102 102 %} {%) 99 (%)
Attorneys 106 163 113 98 96 106
Buyers 100 104 109 109 %) 98
Job analysts 103 108 %) *) 88 113
Directors of personnel oo ______________ — 100 107 94 103 101 104
Chemists 100 (%) {5} (%) (% 106
Enginccrs 101 97 (%) () (%) 98
Technical support
Engineering technician 99 107 (] (%) *) 102
Draftamen 180 100 101 9 101 99
Clerical supervisory
Keypunch supervisers . 10z 116 102 1on 94 107
Clerical
Clerks, accounting 104 io7 o4 92 91 104
Clerks, file 108 121 162 97 95 110
Keypunch operators 102 110 1ot a7 94 104
Office boys or gitls lo4 109 29 97 34 log
Secretaries 102 109 103 92 93 104
Stenographers i02 106 102 97 3l 99
Switchboard Operators ae o 105 112 105 36 96 106
Tabulating .machine operators.-— oo, 105 101 100 g3 95 98
Typists 10g 108 02 38 95 101

i

3
gas, and sanitary services,

Engineering and architectural services; and commercially operated research, development, and testing laboratories only,
Insuificient empleyment in 1 work level or more to warrant separate presentation of data.

5

Transportation (limited to railroad, tocal and suburban

3

Each occupation includes the work levels, as defined for the survey, for which data are presented in table .

In computing relative salary levels
for each occupation by industry division, the total employment in each work level in 21l industries surveyed was used as a constant employment weight
to eliminate the effect of differences in the proportion of empleyment in various work levels within éach occupation,

For scope of study, see table in appendix A.

passenger, deep sea water, and air trznsportation industries), communication, electric,




'Table 9. Average standard weekly hours: Occupation by industry division

{Average weekly hourst for employees in selected professional, administrative, technical, and clerical cccupations, ? by industry division,?
United States except Alaska and Hawaii, June 1970)

Publ: 1 i e
N Manu- ic Wholesale Retail insurance Selected
Oecupation facturing utilities * trade trade and services ¥

real sstate

Professional and administrative

Accountants 39.5 39.5 39,5 39,5 38,0 39.5
Auditors 39.0 39.5 39,8 40,0 38,0 39,5
Chief accountants 39,5 39,5 {&) Q] 38.0 (&)
Attorneys 38.5 39.5 37.5 40,0 37,5 39.0
Buyers 40,0 39,5 39,0 39,5 (¢) 39.5
Job analysts 39.5 3%.5 (%) (%) 38.0 40,0
Directors of personnel _.________ . __ 40,0 39.5 38,5 40,5 39.0 40,0
Chemists 39,5 (%) E‘-) &) () 39,5
Engineers 40.0 39,5 6) (¢} {¢} 3.5

Technical support

Engineering technicians .. ________________ 40,0 39.5 &) %) (&) 39.5
Draftsmen 40,0 3% 5 39.5 38,0 38.5 349.5

Clerical supervisory

Keypunch supervisors . _________________ 39.5 29,0 9.5 39.0 38.5 39.0
Clerical
Clerks, accounting 39.5 39.0 39.5 39,5 38.5 39.5
Clerks, file 39.0 38.5 39,0 39.5 38.0 39.0
Keypunch operators 39.5 39.0 39,5 39.5 38,0 39.5
Office boys or giris 39.0 38.5 39.0 39,0 38.0 39,0
Secretaries 39,0 38.5 38.5 39,0 38,0 39,5
Stenographers 39.5 39.5 39.0 39.0 38,0 39.5
Switchbeard operators ... 39.5 39.5% 39,0 39.5 38.0 39,5
Tabulating-machine operators._. 39.5 39.0 39.5 39,5 37.5 39.5
Typists 39.5 39.0 39.0 35.0 38.0 39.5

! Based on the standard workweek for which employees receive their regular straightetime salary. If standard hours were not available,
the standard hours applicable for a majority of the office work force in the establishment were used. The average for each job catagory was
rounded to the nearest half hour,

Each occupation includes the work levels, as defined for the survey, for which datz are presented in table 1,

} For scape of study, see table in appendix A.

? Transportation (limited to railread, local and suburban passenger, deep sca water, and air transportation industries}, communication,
electric, gas, and sanitary services.

Engineering and architectural services; and commercially operated research, development, and testing laboratories only.

& Insufficient employment in 1 work level or more to warrant separate presentation of data.

32




Appendix A. Scope and Method of Survey

Scope of Survey

The survey relates to establishments in the United States except Alaska and Hawaii
in the following industries: Manufacturing; transportation, comrmunication, electrie, gas,
and sanitary services; wholesale trade; retail trade: finance, insurance, and real estate;
engineering and architectural services; and commercially operated research, development,
and testing laboratories. Excluded are establishments employing fewer than the minimum
number of workers, as indicated in the accompanying table for each indeustry division, at
the time of reference of the universe data (generally, first quarter of 1969), The variable
minimum employment size, which was adopted in the 1966 survey, more nearly equalizes
the minimum white-collar employment of establishments among the various industry divisions.

The estimated number of establishments and the total employment within scope of this
survey, and within the samples actually studied, are shown for each major industry division
in the accompanying table. These estimates also are shown separately for establishments
employing 2,500 workers or more and those located in Standard Metropolitan Statistical

Areas, !

As indicated in the table, the scope of the study was the same for all occupations;
however, the clerical and drafting occupations were studied in a larger number of establish-
ments than were the professional, administrative, engineering technician, and keypunch super-
visor occupations.” The sampling methods used for studying each of these occupational groups
are described in detajl under Sampling and Estimating Procedures.

Timing of Survey

Survey data collection was planned so that the data would reflect an average reference
period of June 1970.% The data for the professional, administrative, engineering techni-’
cian, and keypunch supervisor occupations were obtained from a nationwide sample of estab-
lishments contacted largely between March and September. ’

The average reference month for clerical and drafting occupations was also June 1970,
Data for these occupations were obtained from two sources: The Bureau's occupational
wage studies in 44 metropolitan areas which had reference dates of March through
September 1970; and in all other areas, from the same sample of establishments that were
visited for the professional and administrative occupations.

Method of Collection

Data were obtained by Bureau field economists, largely by personal visits, from rep-
resentative establishments within the scope of the survey, 3 Employees were classified
according to occupation and level, with the assistance of company cfficials, on the basis of
the BLS job definitions which. appear in appendix C. In comparing actual-duties and respon-
sibilities of employees with those in the survey definitions, extensive use was made of com-
pany occupational descriptions, organization charts, and other personnel records.

) The metropolitan area data in the 1970 survey relate to all 229 SMSA's (within the 48 States swrveyed) as revised through
January 1968 by the Bureau of the Budget, Earlier surveys represented SMSA's ranging in numbers from 188 in 1962 and earlier surveys
to 227|in the 1969 swvey. '
. 2 Prior to the 1967 study, the average reference period for clerical and drafting jobs was February, and it was March for all
oth.er occupations, Until 1963, reports listed "Winter" as the reference period. From 1963 through 1966, the more specific degig~
nation, "February-March, " was used, Beginning with 1967, the reference period was changed to June,

3 The surveys in metropolitan areas, used to develop the nationwide estimates for the drafting and clerical occnpations, pro-
vide for collection by a combination of mail and persomal visits in alternate years.




Number of establishments and workers within scope of survey' and number studied by industry division, jume 1970

Within scope of survey ! Studied for professional Studied for draflting
Minimum and administrative and clerical
employment . Workers in establishments occupations accupations ?
Industry division in estab- Number : ]
lishments o Professional, Tt Toral Total
in scope of | O °5tab- administracive | LnDer arkers Hum bex Revs
o P lishmnents Total o of estab- Jrarkes of estab- workers
survey Supervisary, lishments in estal- 1ishments in estab-
and clerical ® lishments lishments
United States-—all industries ! 33,003 19,837,209 7,396,199 3,042 6,806, 384 5,690 8,316,598
Manufaciuring _. 250 14, 266 12,310,793 3,454,058 1,631 4,542,042 2,822 5,340,802
Nonmanuiacturin
Trangportation, # comrmunication,
electric, gas, and sanifary
services .. . 100 2,781 z,160,1z2 | 1,011,078 305 1,023, 144 £61 1, 258,540
Whelesale trade - 100 4,264 963,564 469, 862 186 79,443 519 183,737
Retail trade _____ 250 2,495 z,237,282 464,636 Z23 546,013 660 72, 686

Finance, insurance, and
real estate e 53 8,680 1,924,791 1,831,072 400 478,110 875 605, 93G
Services:

Engineering and architectural
services; and commercially
cperated research,
development, and testing

laberarories only . 100 517 240G, 657 165,493 a7 137,632 153 154,808
Metropolitan areas—all industries > .| 25,154 15,840,795 | 46,490,327 2, 447 6,100,687 5,093 7,810,901
Manufacturing Y 250 5,246 8,918,595 2,829,459 1,343 3,889,473 2,334 4,688, 326
Nopmanufacturin
Transportation, * commupication,
i tary
- 100 2,010 1,953, 3858 937, 502 271 1,007,038 b27 1,242,434
Wholeszle trade - 100 3,807 £74,814 435,829 170 75,173 503 179,467
Retail trade .. 230 2,229 2,104, 501 442,094 21z 538,271 649 964,246
Firance, insu
real estate e 50 7,560 1,770,760 1,681,993 264 471,243 839 599,063
Services!
Engineering and architectural
services: and commercialiy :
operated research, develop- !
ment, and testing P
laborateries only mmmeemeecenoen 100 502 218,710 153, 450 87 115,489 143 136,665
Hstablishrments employing 2, 500 i
workers or more—all industries e 1,153 6,727,808 2,521,306 709 5,139,313 782 5,269,459
Manufacturing e - 764 4,513,035 1,524,920 461 3,510,001 478 3,565,819

1 The study relates to establishments in industries listed, with total employment at or above the minlmum limitation indicated in the first
column, in the United States except Alaska and Hawali.

2 The drafting and clerical occupations were studied in the same sample of establishments as were the professional and administrative occupa-
tions, sxcept in SMS5A's. For these areas, the drafting and clerical data were obtained from the Bureau's more intensively sampled surveys of
separate metropolitan zreas, {For a more detailed explanation, see Sampling and Estimating Procedures, p. 36.) .

5 Includes exzecurive, administrative, professienal, supervisory, and clerical employees, but excludes technicians and drafismen, and sales

erconnel,
? % Limited to railread, lccal and suburban passenger, deep sea water {icreign and domestic}, and air transportation industries as defined in
the 1967 edition of the Standard Industrial Classification Manual,

Standard Metropolitan Statistical Areas in the United States, except Alaska and Hawaii, as revised through January 1968 by the Bureau of
the Budget.
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Nature of Data Collected and Presented

The reported salaries relate to standard salaries paid for standard work schedules,
i.e., to the straight-time salary corresponding to the employee's normal work schedule
excluding overtime hours. Nonproduction bonuses are excluded, but cost-of-living payments
and incentive earnings are included. The average salaries presented relate to full-time
employees for whom salary data were available.

About 5 percent of the establishments asked to supply data cn professional, admin.
istrative, engineering technician, and keypunch supervisor occupations would not do so.
These corresponded to an estimated total in the universe studied of approximately 1,004,000
-workers, about 5 percent of 19,837,000, A lower refusal rate was found in the surveys of
clerical and drafting occupations. The roncooperating units were replaced by others in the
same industry-size-location classes. Where no such substitutes were available, since all
similar units were already in the sample, the weights of the included establishments were
increased to account for the missing units.

Under established policies of some companies, officials were not authorized to pro-
vide information relating. to salaries for all occupations studied. In nearly all instances,
however, information was provided on the number of such employees and the appropriate
occupational classification. It was thus possible to estimate the proportion of employees
for whom salary data were not available. These policies more often related to the higher
level positions, mainly because of policies not to disclose pay data for employees considered
& part of the management group or classified in occupational levels involving a single
employee,

Percent of employees classified in professional,
administrative, and engineering technician
occupations surveyed for whom salary
Number of job categories data were not available

U U 10 percent or more
Directors of persommel IV {19 percent)

L U, 5 to 9.9 percent
o Chief accountants II
Directors of personnel III

Chemists VII

Engineers VIII
18 e 1 to 4.9 percent
33 el Less than 1 percent

Comparisons between establishments that provided salary data for each specific oc-
cupation level and those not doing so indicated that the two classes of establishments did
not differ materially in industries represented, employment, or salary levels for other jobs
in this series for which data were- available.

Occupational employment estimates relate to the total in all establishments within the
scope of the survey and not the number actually surveyed. Employees for whom salary data
were not available were not taken into account in the estimates. * These estimates were
derived by weighting full-time employees in the occupations studied in each sample establish-
ment in proportion to the number of establishments it represented within the ccope of the
survey. For example, if the sample establishment was selected from a group of four estab-
lishments with similar employment in the same industry and region, each full-time employee
found in an occupation studied was counted as four employees in compiling the employment

Also not taken into account were a few instances in whichk salary data were available for employees in an occupation, but
where there was no satisfactory basis for classifying the employees by the appropriate work levals.
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estimates for the occupations. In addition, the professional and administrative occupations
were limited to employees meeting the specific criteria in each survey definition and were
not intended to include all employees in each field of work. * For these reasons, and
because of differences in occupational structure among establishments, the estimates of
occupational employment obtained from the sample of establishments studied serve only to
indicate the relative importance of the occupations and levels as defined for the survey.
These qualifications of the employment estimates do not materially affect the accuracy of
the earnings data.

Wherever possible, data were collected for men and women identified by sex. If sepa-

rate identification of individuals was not possible, all workers were reported as the predom-

‘inant sex. In the professional, administrative, and technical support occupations, men were
sufficiently predominant to preclude presentation of separate data by sex, For those clerical
occupations in which both men and women are commonly employed, separate data by sex
are available from the area wage survey reports compiled by metropolitan area. The occu-
pations and work levels included in this study, and in which women accounted for 5 percent
or more of the employment, were distributed according to the proportion of wornen employ-
ees, as follows:

Women (percent) Occupation and level
95 Or MOrE===nemmmum———— File cleyks I and II, all levels of keypunch operatoss,
secretaries, stenographers, switchboard operators,
and typists
90-94 cimrrsammmm Accounting clerks I, file clerks Il and keypunch

supervisors 1
Keypunch supervisors 1I
Keypunch supervisors III
Accounting clerks II
Keypunch supervisors 1V
Office boys or girls
Tabulating~machine operators I
Tabulating~machine operators 1I
Job analysts 1
Draftsmen-~tracers, engineering technicians I, and
tabulating-machine operators III
Job analysts II
Chemists I and II
Accountants I, buyers }, job analysts II, and
engineering technicians II
B5e 9 ermrmad s e ———— Accountants II, 2uditors I, attorneys II, job
analysts IV, directors of personnel [ and II,
chemists III, and draftsmen I

Sampling and Estimating Procedures

As indicated earlier, this survey relates to all establishments in the United States,
except Alaska and Hawali, within the industry and minimum size scope. Although one sample
of establishments was selected for studying the professional, administrative, engineering
technician, and keypunch supervisor occupations, and another for the drafting and clerical
occupations, both relate to the same population of geographic, industry, and size-of-estab-
lishment characteristics. The procedures used for selecting samples for these two groups
of occupations are explained in the following paragraphs.

Professional, Administrative, Engineering Technician, and Keypunch Supervisor Occupa-
tions. The sampling procedures called for the detailed stratification of all establishrments
within scope of the survey by location, industry, and size of employment, From this uni-
verse, a nationwide sample of about 3,000 establishments (not companies) was selected
systematically, ® Bach industry was sampled separately, the sampling rates dependent on
the importance of the industry as an employer having the survey jobs. Within each industry, a

5 Engineers, for example, ave defined to permit classification of employces engaged in engineering work within a band of
eight levels, starting with inexperienced engineering graduates and excluding conly those within certain fields of specialization or in
positions above those covered by level VIILL By way of contrast, such occupations as chief accountants and directors of personnel
are defined to include only those with responsibility for a specified program and with duties and responsibilities as indicated for each
of the more limited number of work levels selected for study.

6 A few of the largest employers, together employing approximately one and a quarter million workers, gave data on 2 company-
wide basis. These companies were eliminated from the universe to which the preceding procedure applies. The sample count includes
the establishments of these companies within the scope of the survey.
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greater proportion of large than of small establishments was included. In combining the
data, each establishment was weighted according to its probability of selec¢tion, so that un-
biased estimates were generated. To illustrate the process, where one establishment out
of four was selected, it was given a weight of 4, thus representing itself plus three others.
In instances where data were not available for the original sample member, an alternate
of the same original probability of selection was chosen in the same industry~-size classifi-
cation. Where there was no suitable substitution for the original sample member, the
missing unit was accounted for by assigning additional weight to an existing sample member
that was as nearly similar as possible to the missing unit.

Clerical and Drafting Occupations. The nationwide estimates for the clerical and draft-
ing occupations are, in large part, a byproduct of the Bureau's surveys of these occupations
in 89 metropolitan areas. Data from 44 of these area wage surveys were adjusted to the
scope of the national survey and were included to represent themselves.’ The sampling
of establishments within each of these areas was designed to yield estimates of the area
as a whole, and for major industry divisions within the area. As described in the pre-
ceding section, the establishments were stratified by industry and employment size, and
sample members selected at random for each stratum.

For all remaining areas, clerical and drafting data were obtained from the same nation-
wide sample of establishments used for the professional, administrative, engineering tech-
nician, and keypunch supervisor occupations., Within this sample there were approximately
750 establishments in areas where locality studies had been done between October 1969 and
February 1970, Where possible, clerical and drafting data reported in these studies were
updated to reflect general increases occurring to the time professional and administrative.
data were collected. In all other establishments, clerical and drafting data were collected in
conjunction with professional and administrative data.

Conversion of Salary Rates

Salary data for the selected occupations were collected in the form in which it was
most readily available from company records, i.e., on a weekly, biweekly, semimonthly,
monthly, or annual basis, For the initial tabulations, the salary data were first converted
to a weekly basis for the clerical and drafting occupations and to a monthly basis for the
professional, administrative, and engineering technician occupations. The factors used to
convert these data for the two groups of occupations were as follows:

Salaries for professional
and administrative occupa-
tions and for engineering

Time interval Salaries for clerical and technicians and keypunch
represented by drafting occupations to supervisors to
salary weekly basis monthly basis
Weekly-ramemem e 1. 0000 4, 3450
Biweekly - ————-mem e . 5600 2. 1725
Semimonthly «--n--~-rnmmaea- . 4602 2.0000
Monthly ===mcemeammaa oo . 2301 1, 0000
Annual es—-—cemm e .0192 . 0833

Average monthly salaries presented in tablesl, 2, and 3 and annual salaries presented in
tables 1 and 2 for the clerical and drafting occupations are derived from the average weekly
salaries (to the nearest penny) by use of factors 4.345 and 52. 14, respectively, and round-
ing results to the nearest dollar. Average weekly salaries for these occupations, presented
in table 6, are rounded to the nearest half dollar., Average monthly salaries presented in
tables 1, 2, and 3 for the professional and administrative occupations and for engineering
technicians are rounded to the nearest dollar. To obtain the annual salaries, average
monthly salaries (to the nearest penny) are multiplied by 12 and rounded to the nearest dollar.

7 These were the 44 area wage surveys (excluding Cleveland, Kamsas City {Mo, ), Omaha, San Jose, Sioux Falls, and Trenton)
which had payroll reference dates of March through September 1970, and were, therefore, representative of the same collection time
period that applied for the national suevey.
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Method of Determining Median and Quartile Values

Median and quartile values presented in this - report were derived from distributions
of employees by salary using $1 class intervals, Weekly salary class intervals were used
for draftsmen and clerical occupations and monthly salary class intervals were used for all
other occupations. The weekly values were multiplied by 4.345 to obtain monthly values
and by 52.14 to obtain annual values. The annual values for other than draftsmen and
clerical occupations were obtained by multiplying monthly values by 1.

Estimates of Sampling Error

The survey procedure yields estimates with widely varying sampling errors, depending
on the frequency with which the job occurs, and the dispersion of salaries. Thus, for the
professional, administrative, engineering technician, and keypunch supervisor occupation work
levels, the relative sampling errors of the average salaries were distributed as follows: 32
were under 2 percent; 14 were 2 and under 4 percent; 5 were 4 and under 6 percent; and 5°
were b percent and over,® The nationwide estimates for the clerical and drafting room oc-
cupations, based on the much larger sample, are subject to smaller sampling error—2 percent
or less in all cases except for accounting clerks I (2.7 percent), file clerks I, II, and III
(2.4, 4.3, 3.8 percent, respectively), and switchboard operators 1 (2.5 percent), These
gampling errors measure the validity of the band within which the true average is tikely to
fall, Thus, for an occupation with a sample average monthly salary of $1,000 and a sam-
pling error of 4 percent, the chances are 19 out of 20 that the true average lies within the
band from $960 and $1, 040,

8 The 6 percent and over group included: Keypunch supervisor I1-9 percent; chief accountant f--8 percent; attormey 1-7.%
percent; keypunch supervisor I—7.2 percent; and attorpey VI--6,1 percent,




Appendix B. Survey Changes in 1970

Change in Occupational Coverage

A five-level keypunch supervisor occupation was added to the survey. See appendix C
for the definition used to classify the cccupation.




Appendix C.  Occupational Definitions

The primary purpose of preparing job definitions for the
Bureau's wage surveys is to assist its field staff in classifying into
appropriate occupations, or levels within occupations, workers who
are employed under a variety of payroll titles and different work
arrangements from establishment to establishment and from area to
area. This permits the grouping of occupational wage rates repre-
senting comparable job content. To secure comparability of job
content, some occupations and work levels are defined to include
only those workers meeting specific criteria as to training, job
functions, and responsibilities. Because of this emphasis on inter-
establishment and. interarea comparability of occupational content,
the Bureau's occupational definitions may differ significantly from
those in use in individual establishments or those prepared for other
purposes. Also see note referring to the definitions for the drafting
and clerical occupations on page 78,

ACCOUNTANTS AND AUDITORS

ACCOUNTANT

Performs professional accounting work requiring knowledge of the theory and prac-
tice of recording, classifying, examining, and analyzing the data and records of financial
transactions. The work generally requires a bachelor's degree in accounting or, in rare
instances, equivalent experience and education combined. Positions covered by this definition
are characterized by the inclusion of work that is analytical, creative, evaluative, and ad-
visory in nature. The work draws upon and requires a thorough knowledge of the funda-
mental doctrines, theories, principles, and terminology of accountancy, and often entails
some understanding of such related fields as business law, statistics, and general manage-
ment. (See also chief accountant.)

Professional responsibilities in accountant positions above the entry and develop-
mental levels include several such duties as:

Analyzing the effects of transactions upon account relationships;
Evaluating alternative means of treating transactions;
Planning the manner in which account structures should be developed or modified;

Assuring the adequacy of the accounting system as the basis for reporting to
management; -

Considering the need for new or changed controls;

Projecting accounting data to show the effects of proposed plans on capital invest-
ments, incorne, cash position, and overall financial condition;

Interpreting the meaning of accounting records, reports, and statements;
Advising operating officials on accounting matters; and

Recommending improvements, adaptations, or revisions in the accounting system
and procedures.

{Entry and developmental level positions provide opportunity to develop ability to perform pro-
fessional duties such as those enumerated above.) :
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ACCOUNTANT—Continued

In addition to such professional work, most accountants are also responsible for
assuring the proper recording and documentation of transactions in the accounts. They,
therefore, frequently direct nonprofessional personnel in the actual day-to-day maintenance
of books of accounts, the accumulation of cost or other comparable data, the preparation
of standard reports and statements, and similar work. ({Positions involving such supervisory
work but not including professional duties as described above, are not included in ‘this
description.)

Excluded are accountants whose principal or sole duties consist of designing or
improving accounting systems or other nonoperating staff work, e.g., financial analysis,
financial forecasting, tax advising, etc. (The criteria that follow for distinguishing among
the several levels of work are inappropriate for such jobs.) Note, however, that profes-
sional accountant positions with responsibility for recording or reporting accounting data
relative to taxes are included, as are operating or cost accountants whose work includes,
but is not limited to, improvement of the accounting system.

Some accountants use electronic data processing equipment to process, record, and
report accounting data. In some such cases the machine unit is a subordinate segment of
the accounting sysfem; in others it is a separate entity or is attached to some other organi-
zation. In either instance, providing the primary responsibility of the position is profes-
sional accounting work of the type otherwise included, the use of data processing equipment
of any type does not of itself exclude a position from the accountant description nor does it
change its level.

Accountant I

General characteristics. At this beginning professional level, the accountant learns
to apply the principles, theories, and concepts of accounting to a specific system. The
Position is distinguishable from nonprofessional positions by the variety of assignments; rate
and scope of development expected of the incumbent; and the existence, implicit or explicit,
of a planned training program designed to give the entering accountant practical experience.
(Terminal positions are excluded.)

Direction received. Works under close supervision of an experienced accountant
whose guidance is directed primarily to the development of the trainee's professional ability
and to the evaluation of his potential for advancement. Limits of assignments are clearly
defined, methods of procedure are specified, and kinds of items to be noted and referred
to supervisor are identified.

Typical duties and responsibilities. Performs a variety of accounting fasks such
as: Examining a variety of financial statements for completeness, internal accuracy, and
conformance with uniform accounting classifications or other specific accounting require-
ments; reconciling reports and Ifinancial data with financial statements already on file, and
pointing out apparent inconsistencies or érrors; carrying out assigned steps in an accounting
analysis, such as computing standard ratios; assembling and summarizing accounting litera-
ture on a given subject; preparing relatively simple financial statements, not involving prob-
lems of analysis or presentation; and preparing charts, tables, and other exhibits to be used
in reports. In addition to such work, may alsoc perform some nonprofessional tasks for
training purposes.

Responsibility for direction of others. Usually none.

Accountant I

General characteristics. At this continuing developmental level the professional
accountant makes practical applications of technical accounting practices and concepts beyond
the mere application of detailed rules and instructions. Assignments are designed to expand
his practical experience and to develop his professional judgment in the application of basic
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ACCOUNTANT-—Continued

accounting techniques to simple professional problems. He is expected to he competent in
the application of standard procedures and requirements to routine transactions, to raise
questions about unusual or guestionable items, and to suggest solutioms. (Terminal positions
are excluded,)

Direction received. Work is reviewed closely to verify its general accuracy and
coverage of unusual problems, to insure conformance with required procedures and special
instructions, and to assure his professional growth. His progress is evaluated in terms of
his ability to apply his professional knowledge to basic accounting problems in the day-to-day
operations of an established accounting system.

Typical duties and responsibilities. Performs a variety of accounting tasks, e.g.,
prepares routine working papers, schedules, exhibits, and summaries indicating the extent of
his examination, and presenting and supporting his findings and recommendations. Examines
a variety of accounting documents to verify accuracy of corhputations and to ascertain that
all transactions are properly supported, are in accordance with pertinent policies and proce-
dures, and are classified and recorded according to acceptable accounting standards.

Responsibility for direction of others. Usually none, although he may supervise
a few clerks. ' : .

Accountant III

General characteristics.” Performs professional operating or cost accounting work
requiring the standardized application of well established accounting principles, theories,
concepts, and practices. Receives detailed instructions concerning the overall accounting
system and its objectives, the policies and procedures under which it is operated, and the
nature of changes in the system or its operation., Characteristically, the accounting system
or assigned segment is stable and well established (i.e., the basic chart of accounts, clas-
sifications, the nature of the cost accounting systermn, the report requirements, and the pro-
cedures are changed infrequently).

Depending upon the workload involved, the accountant may have such assignments
as supervision of the day-to-day operation of; (a) The entire system of a subordinate es-
tablishment, or (b) a major segment (e.g., general accounting; cost accounting; or financial
statements and reports) of a somewhat larger system, or (¢) in a very large and complex
system, may be assigned to a relatively narrow and specialized segment dealing with some
problem, function, or portion of work which is itself of the level of difficulty characteristic
of this level. :

Direction received. A higher level professional accountant normally is available
to furnish advice and assistance as needed. Work is reviewed for techmical accuracy, ade-
quacy of professional judgment, and compliance with instructions through spot checks, ap-
praisal of results, subsequent processing, analysis of reports and statements, and other
appropriate means.

Typical duties and responsibilities. The primary responsibility of most positions
at this level is to assure that the assigned day-to-day operations are carried out in accord-
ance with established accounting principles, policies, and objectives. The accountant periorms
such professional work as: Developing nonstandard reports and staterments (e.g., those con-
taining cash forecasts reflecting the interrelations of accounting, cost budgeting, or compa-
rable information); interpreting and pointing out trends or deviations from standards; pro-
jectung data into the future; predicting the effects of changes in operating programs; or
identifying management informational needs, and refining account siructures or reporis
accordingly. ' : : . :
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Within the limits of his delegated responsibility, makes day-to-day decisions con-
cerning the accounting treatment of financial transactions. Is expected to recommend solu-
tions to complex problems and propose changes in the accounting system for approval at
higher levels. Such recommendations are derived from his own knowledge of the application
of well-established principles and practices.

Responsibility for the direction of others. In most instances he directs the work
of a subordinate nonprofessional staff.

Accountant IV

General characteristics. Performs professional operating or cost accounting work
which requires the application of well-established accounting principles, theories, concepts,
and practices to a wide variety of difficult problems. Receives instructions concerning the
objectives and operatiens of the overall accounting system. At this level, compared with
level I, the accounting systemn or assigned segment is tnore complex, i.e., () is relatively
unstable, (b) must adjust to new or changing company operations, {(c) serves organizations
of unusually large size, or (d) is complicated by the need to provide and coordinate separate
or specialized accounting treatment and reporting {e.g., cost accounting using standard cost,
Process cost, and job order techniques) for different operations or divisions of company.

Depending upon the workload and degree of coordination involved, the accountant IV
may have such assignments as the supervision of the day-to-day operation of: {a) The entire
accounting system of a subordinate establishment; or (b} a major segment (e.g., general
accounting; cost accounting; or financial statements and reports) of an accounting system
serving a larger and more complex establishment, or (c} the entire accounting system of
a large (e.g., employing several thousand persons) subordinate establishment which in other
respects has an accounting system of the complexity that characterizes level III.

Direction received. A higher level accountant normally is available to furnish advice
and assistance as needed, Work is reviewed by spot checks and appraisal of results for
adequacy of professional judgment, compliance with instructions, and overall accuracy and
quality.

Typical duties and responsibilities. As at level III, a primary characteristic of
most positions at this level is the responsibility of operating an accounting system or major
segment of a system in the intended manner.

The accountant IV exercises professional judgment in making frequent appropriate
recommendations for: New accounts; revisions in the account structure; new types of ledgers;
revisions in reporting system or subsidiary records; changes in instructions regarding the
use of accounts; new or refined account classifications or definitions; etc. He also makes
day-to-day decisions concerning the accounting treatment of financial transactions and is
expected to recommend solutions to complex problems beyond the scope of his responsibility.

Responsibility for’direction of others. Accounting staff he supervises, if any, may
include professional accountants,

Accountant V

General characteristics. Performs professional operating or cost accounting work
which is of greater than average professional difficulty and responsibility because of the
. bresence of unusual and novel problems or the unusual magnitude or impact of the accounting
program. Typically this level of difficulty arises from {a) the large size of the a.cc'ounting
and operating organization, (b) the atypical nature of the accounting problems encountered,
or (¢} the wunusually great involvement in accountiig systems design and development.

Examples of assignments characteristic of this level are the supervision of the
day-to-day operation of: (a) The entire accounting system of a subordinate establishment
having an unusually novel and complex accounting system, or (b} the entire accounting system
of a large {e.g., employing several thousand persons) subordinate establishment which in
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other respecis has an accounting system of the complexity that characterizes level IV, or
(¢} the entire accounting system of a company or corporation that has a relatively stable
and conventional accounting system and employs several thousand persons and has a few
subordinate establishments which include accounting units, or {d) a major segment of an
accounting system that substantially exceeds the characteristics described in any cne of the
preceding examples.

Direction received. An accountant of higher level normally is available to furnish
advice and assistance as needed. Work is reviewed for adequacy of professional judgment,
compliance with instructions, and overall quality.

Typical duties and responsibility. The work is characterized by its unusual difficulty
or responsibility. Accountants V typically are directly concerned on a relatively continuous
basis with what the nature of the accounting system should be, with the devising or revising
of the operating accounting policies and procedures that are necessary, and with the mana-
gerial as well as the accounting meaning of the reports and statements for which he is re-
sponsible. Accountants V are necessarily deeply involved in fundamental and complex ac-
counting matftters and in the managerial problems that are affected.

Responsibility for direction of others. Accounting staff he supervises generally in-
cludes professional accountants.

AUDITOR

Performs professional auditing work requiring a bachelor's degree in accounting or,
in rare instances, equivalent experience and education combined. Audits the financial records
and practices of a company, or of divisions or components of the company, to appraise
systematically and verify the accounting accuracy of records and reporis and to assure the
consistent application of accepted accounting principles. Evaluates the adequacy of the ac-
counting system and internal financial control. Makes appropriate recommendations for
improvement as necessary. To the extent determined necessary, examines the transactions
entering into the balance sheet and the transactions entering into income, expense, and cost
accounts. Determines:

{1) The existence of recorded assets (including the observation of the taking of
physical inventories) and the all-inclusiveness of recorded liabilities.

{2) The accuracy of financial statements or reports and the fairness of presentation
of facts therein.

(3) The propriety or legality of transactions.

(4) The degree of compliance with established policies and procedures concerning
financial transactions.

Excluded are positions which do not require full professional accounting training
because the work is confined on a relatively permanent basis to repetitive examinations of
a limited area of company operations and accounting processes, e.g., only accounts payable
and receivable; demurrage records and related functions, or station operations only of a rail-
road company; branch offices which do not engage in the full range of banking and accounting
activities of the main bank; warehouse operations only of a mail order company; checking
transactions to determine whether or not they conform to prescribed routines or procedures.
{(Examinations of such repetitive or limited nature normally do not requlre or permit pro-
fessional audit work to be performed.)
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Auditor I

General characteristics. As a trainee auditor at the entering professional level,
performs a variety of routine assignments, Typically, he is rotated through a variety of
tasks under a planned training program designed to provide practical experience in applying
the principles, theories, and concepts of accounting and auditing to specific situations.
{Terminal positions are excluded.}

Direction received. Works under close supervision of an experienced auditor whose
guidance is directed primarily to the development of the trainee!s professional ability and to
the evaluation of his potential for advancement. Limits of assignments are clearly defined,
methods of procedure are specified, and kinds of items to be noted and referred to super-
visor are identified.

Typical duties and responsibilities. Assists in making audits by performing such
tasks as: Verification of the accuracy of the balances in various records; examination of
a variety of types of documents and vouchers for accuracy of computations; checking trans-
actions to assure they are properly documented and have been recorded in accordance with
correct accounting classifications; verifying the count of inventories; preparing detailed
statements, schedules, and standard audit working papers; counting cash and other assets;
preparing sirmple reconciliations; and similar functions.

Auditor II

General characteristics. At this continuing developmental level the professional
auditor serves as a junior member of .an audit team, independently performing selected por-
tions of the audit which are limited in scope and complexity. Auditors at this level typically
have acquired knowledge of company operations, policies, and procedures. (Terminal posi-
tions are excluded.)

Direction received. Detailed instructions are furnished and the work is reviewed
to the extent necessary to verify its general accuracy and coverage of unusual problems, to
insure conformance with required procedures and special instructions, and to assure the
auditorfs professional growth. Any technical problems not covered by instructions are
brought to the attention of a superior. His progress is evaluated in terms of his ability to
apply his professional knowledge to basic auditing situations.

Typical duties and responsibilities. . Applies knowledge of accounting theory and
audit practices to a variety of relatively simple professional problems in his audit assign-
ments, inciuding such tasks as!: The verification of reports against source accounts and
records to determine their reliability; reconciliation of bank and other accounts and veri-
fying the detail of recorded transactions; detailed examinations of cash receipts and dishurse-
ment vouchers, payroll records, requisitions, work orders, receiving reports, and other
accounting documents to ascertain that transactions are properly supported and are recorded
correctly from an accounting or regulatory standpoint; or preparing working papers, sched-
ules, and summaries.

Aunditor II1

General characteristics. Work at this level consists of the audit of operations and
accounting processes that are relatively stable, well-established, and typical of the industry.
The audits primarily involve the collection and analysis of readily available findings; there is
previous audit experience that is directly applicabie; the audit reports are normally prepared
in a prescribed format using a standard method of presentation; and few if any major prob-
lems are anticipated. The work performed requires the application of substantial knowledges
of accounting principles and practices, e.g., bases for distinguishing among capital main-
tenance and operating expenses; accruing reserves for taxes; and other accounting considera-
tions of an equivalent nature.
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Direction received. Work is normally within an established audit program and
supervision 1s provided by a higher level auditor who outlines and discusses assignments.
Work is spot-checked in progress. Completed assignments are reviewed for adequacy of
coverage, soundness of judgment, compliance with professional standards, and adherence
to policies.

Typical duties and responsibilities. The auditor examines transactions and verifies
accounts; observes and evaluates accounting procedures and internal controls; prepares audit
working papers and submits an audit report in the required pattern containing recommenda-
tions for needed changes or improvements. He is usually responsible for selecting the de-
tailed audit methods to follow, choosing the audit sample and its size, deftermining the extent
to which discrepancies need to be investigated, and deciding the depth of the analyses required
to support reported findings and conclusions.

Examples of assignments involving work of this level;

{1} As a team leader or working alone, independently conducts audits of the com-
plete accounts and related operations of smaller or less complex companies {e.g., in-
volving a centralized accounting system with few or no subordinate, subsidiary, or branch
accounting records) or of comparable segments of larger companies.

(2} As a member of an audit team independently accomplishes varied audit assign-
ments of the above described characteristics, typically major segments of complete
audits, or assignments otherwise limited in scope of larger and more complex companies
{e.g., complex in that the accounting system entails cost, inventory, and comparable
specialized systems integrated with the general accounting system).

Hlustrative of such assignments are the audit and initial review of accounting treatment and
validity of reporting of overhead expenses in a large manufacturing or maintenance organi-
zation {e.g., major repair yard of a railroad); or, the checking, verification, and balancing
of all accounts receivable and accounts payable; or, the analysis and verification of assets
and reserves; or, the inspection and evaluation of accounting controls and procedures.

Auditor IV

General characteristics. Auditors at this level are experienced professionals who
apply thorough knowledge of accounting principles and theory in connection with a variety of
audits. Work at this level is characterized by the audit of organizations and accounting
processes which are complex and difficult because of such factors as: Presence of new or
changed programs and accounting systems; existence of major specialized accounting functicons
{e.g., cost accounting, inventory accounting, sales accounting), in addition to general ac-
counting; need to consider extensive and complicated regulatory requirements; lack of or
difficulty in obtaining information; and other similar factors. Typically, a variety of different
assignments are encountered over a period of time, e.g., 1 year. The audit reports prepared
are comprehensive, explain irregularities, cite rules or regulations viclated, recommend
remedial actions, and contain analyses of items of special importance or interest to company
management.

Direction received. Within an established audit program, have responsibility for
independently planning and executing audits. Unusually difficult problems are discussed with
the supervisor who also reviews completed assignments for adherence to principles and
standards and the soundness’ of conclusions.

Typical duties and responsibilities. Auditors at this level have full responsibility
for planning the audit, including determination of the aspects to emphasize, methods fo be
used, development of nonstandard or specialized audit aids such as questionnaires, etc.,
where previous audit experience and plans are of limited applicability,
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Included in the scope of work that characterizes this level are such functions as:
Evaluation of methods used for determining depreciation rates of equipment; evaluation of
assets where original costs are unknown; evaluation of the reliability of accounting and re-
porting systems; analysis of cost accounting systems and cost reports to evaluate the basis
for cost and price setting; evaluation of accounting procurement and supply management
records, controls, and procedures; and many others.

Examples of assignments involving work at this level:

(1) As a team leader or working alone, independently plans and conducts audits of
the complete accounts and related operations of relatively large and complex companies
{e.g.. complex in that the accounting system entails cost, inventory, and comparable
specialized accounting systems integrated with the general accounting system) or of com-
pany branch, subsidiary, or affiliated organizations which are individually of comparable
size and complexity, or

(2) As a member of an audit team independently plans and accomplishes audit as-
signments that constitute major segments of audits of very large and complex organiza-
tions, for example, those with financial responsibilities so great as to involve specialized
subordinate, subsidiary, or affiliate accounting systems that are complete in themselves.

NOTE: Excluded from level IV are auditors who, as team leader or working alone,
conduct complete audits of very large and complex organizations, for example, those with
financial responsibilities so great as to involve specialized subordinate, subsidiary, or af-
filiate accounting systems that are complete in themselves; or are team members assigned
tc major segments of audits of even larger or more complex organizations,

CHIEF ACCOUNTANT

As the top technical expert in accounting, is responsible for directing the accounting
program for a company or for amn establishment of a company. The minimum accounting
program includes: (1) General accounting (assets, liabilities, income, expense, and capital
accounts, including responsibility for profit and loss and balance sheet statements); and
(2} at least one other major accounting activity, typically tax accounting, cost accounting,
property accounting, or sales accounting. It may also include such other activities as payroll
and timekeeping, and mechanical or electronic data processing operations which are an adjunct
of the a.c)counting system. (Responsibility for an internal audit program is typically not
included.

The responsibilities of the chief accountant include 2all of the following:

{1) On own responsibility, developing or adapting or revising an accounting system
to meet the needs of the organization.

(2) Supervising, either directly or through subordinate supervisors, the operation
of the system with full management responsibility for the quality and quantity of work
performed, training and development of subordinates, work scheduling and review, co-
ordination with other parts of the organization served, etc.

(3) Providing directly or through an official such as a comptroller, advisory serv-
ices to the top management officials of the organization served as to:

(a) The status of financial resources and the financial trends or results of
operations as revealed by accounting data, and selecting a manner of presentation
that is meaningful to management.

{b} Methods for improving operations as suggested by his expert knowledge

of accounting, e.g., proposals for improving cost control, property management,
credit and collection, tax reduction, or similiar programs.
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Excluded are positions with responsibility for the accounting program if they also
include (as a major part of the job) responsibility for budgeting; work measurement; organi-
zation, methods and procedures studies; or similar nonaccounting functions. (Positions of
such breadth are sometimes titled compiroller, budget and accounting manager, financial
manager, etc.)

Some positions responsible for supervising general accounting and one or more other
major accounting activities but which do not fully meet all of the responsibilities of a chief
accountant specified above may be covered by the descriptions for accountant.

Chief accountant jobs which meet the above characteristics are classified by level!
of work according to (a) authority and responsibility and (b) technical complexity, using the
chart which follows the definitions below.

Authority and Responsibility

AR-1. The accounting system {i.e., accounts, procedures, and reports to be used)
has been prescribed in considerable detail by higher levels in the company or crganization.
The chief accountant has final, unreviewed authority within the prescribed system, to expand
it to fit the particular needs of the organization served, e.g., in the following or compa-
rable ways:

Provides greater detail in accounts and reports or financial statements;

Establishes additional accounting contrels, accounts, subaccounts, and subsidiary
records; and

. Provides special or interim réports and statements needed by the manager respon-
sible for the day-to-day operations of the organization served,

AR-2. The basic accounting systermn is prescribed in broad outlines rather than in
specific detail, While certain major financial reports, overall accounts, and general policies
are required by the basic system, the chief accountant has broad latitude and authority to
decide the specific methods, procedures, accounts, wveports, etc.—to be used within the
organizational segment served. He must secure prior approval from higher levels for only
those changes which would basically affect the broad requirements prescribed by such higher
levels. Typical responsibilities include:

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

Extending cost accounting operations to areas not previously covered;
Changing from one cost accounting methed to another;
Expanding the utilization of computers within the accounting process; and

Preparing accounting reports and statements reflecting the events and progress of
the entire organization for which he is responsible; often consolidating data submitted by
subordinate segments.

This degree of authority is most typically found at intermediate organizational levels such as
regional offices, or division or subsidiary headquarters. It is also found in some company
level situations where the authority of the chief accountant is less extensive than is described
in AR-3. More rarely it is found in plant level chief accountants who have been delegated
more authority than usual for such positions as described in AR-1.

1 Insufficient data were obtained for level V to warrant presentation of average salaries.
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AR-3. Has complete responsibility for establishing and maintaining the framework
for the basic accounting system used in the company, subject only to general policy guidance
and control froem a higher level company official responsible for general financial manage-
ment. Typical responsibilities include:

Determining the basic characteristics of the company's accounting system and the
specific accounts to be used; :

Devising and preparing accounting reports and statements required to meet manage-
ment's needs for data;

Establishing basic accounting policies, interpretations, and procedures;

Reviewing and taking action on proposed revisions to the company’s accounting sys-
tem suggested by subordinate units; and

Taking final action on all technical accounting matters.

Characteristically, participates extensively in broad company management processes
by providing accounting advice, interpretdtions, or recommendations based on data accumu-
lated in the accounting system and on his professional judgment and experience.

Technical Complexity

TC-1. The organization which the accounting program serves has relatively few
functions, products, work processes, etc., and these tend to be stable and unchanging. The
accounting system operates in accordance with well-established principles and practices or
those of equivalent difficulty which are typical of that industry.

TC-2. The organization which the accounting program serves has a relatively large
number of functions, products, work processes, etc., which require substantial and frequent
adaptations of the basic system to meet management needs (e.g., adoption of new accounts,
subaccounts, and subsidiary records; revision of instructions for the use of accounts; im-
provement or expansion of methods for accumulating and reporting cost data in.connection
with new or changed work processes).

TC-3. The organization which the accounting program serves puts a heavy demand
on the accounting organization for specialized and extensive adaptations of the basic system
to meet management needs. Such demands arise because the functions, products, work
processes, etc., of the organization are very numerous, diverse, unique, or specialized, or
there are other comparable complexities. Consequently, the accounting system, to a consid-
erable degree, is developed well beyond established principles and accounting practices in
order to:

Provide for the solution of problems for which no clear precedeats exist; or

Provide for the development or extension of accounting theories and practices to
deal with problems to which these theories and practices have not previocusly been applied.

Subordinate Staff

In the chart that follows, the number of professional accountants supervised is rec-
ognized to be a relatively crude criterion for distinguishing between various classes. It is
to be considered less important in the matching process than the other criteria. In addition
to the staff of professional accountants in the system for which the chief accountant is re-
sponsible, there are clerical, machine operation, bookkeeping, and related personnel.
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Authority
Class and )
responsibility ™

Technical
complexity !

Subordinate staff of professional accountants in
the system for which he is responsible.

I AR-1

TC-1

Only one or two professiomnal accountants, who
do not exceed the accountant III job defirition.

il AR-1

AR-2Z

AR-3

TC-2

TC-1

TC-1

About 5 to 10 professional accountants, with at
least one or two matching the accountant IV
job definition,

About 5 to 10 professional accountants, Most
of these match the accountant III job definition,
but one or two may match the accountant IV
job definition.

Only one or two professional accountants, who
do not exceed the accountant IV job definition.

Ii1 AR-1

AR-Z

AR-3

TC-3

TC-2

TC-1

About 15 to 20 professicmal accountants, At
least one or two match the accountant V job
definition.

About 15 to 20 professional accountants, Many
of these match the accountant IV job definition,
but some may match the accountant V job definition.

About 5 fo 10 professional accountants, Most of
these match the accountant III job definition, but
one or two may match as high as accountant V.

AR-3

TC-3

TC-2

About 25 to 40 professional accountants., Many
of these match the accountant V job definition,
but several may exceed that level.

About 15 to 20 professional accountants, Most of
these match the accountant IV job definition, but
several may match the accountant V and one or
two may exceed that level.

v AR-3

TC-3

About 25 to 40 professional accountants. Many
of these match the accountant V job definition,
but several may exceed that level.

* 'AR-—&‘, -2, and -3; and TC-1, -2, and =3 are explained on the preceding pages.
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ATTORNEYS

ATTORNEY

Performs consuliation and advisory work and carries out the legal processes nec-
essary to effect the rights, privileges, and obligations of the company. The work performed
requires completion of law school with an LL.B. degree (or the equivalent) and admission
to the bar. Responsibilities or functions include one or more of the following or compara-
ble duties:

Preparing and reviewing various legal instruments and documents, such as contracts,
leases, licenses, purchases, sales, real estate, etc.;

Acting as agent of the company in its transactions;

Examining material (e.g., advertisements, publications, etc.) for legal implica-
tions; advising officials of proposed legislation which might affect the company;

Applying for patents, copyrights, or registration of company's products, processes,
devices and trademarks; advising whether to instigate or defend lawsuits;

Conducting pre-trial preparations; defending the company in lawsuits; and
Advising officials on tax matters, Government regulations, and/or corporate rights.
Excluded from this definition are:

Patent work which requires professional training in addition to legal training (typ-
ically, a degree in engineering or in a science);

Claims examining, claims investigating or similar work for which professional legal
training and bar membership is not essential;

Attorneys, frequently titled "general counsel" (and their immediate full associates
or deputies), who serve as company officers or the equivalent and are responsible for
participating in the overall management and formulation of policy for the company in
addition to directing its legal work. (The duties and responsibilities of such positions
exceed level VI as described below.)

Attorney jebs which meet the above definitions are to be classified and coded in
accordance with the chart below.

Difficulty level Responsibility : .
Class of legal work® level of job* Experience required
I This is the entry level. The duties Completion of law school with an LL. B,
and responsibilities after initial ori- or J.D. degree plus admission to the
entation and training are those de- bar.
scribed in D-1 and R-1.
II D-1 R-2 Sufficient professional experience {at
or least I year, usually more) at the "D-1"
— level to assure competence as an at-
D-2 R-1 torney
It or D-z R-2 At least 1 year, usually more, of pro-
— D-3 R-1 fessional experience at the "D-2" level.
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Difficulty level Responsibility . .
Class of legal work * level of job * Experience required
Iv or D-2 R-3 Extensive professional experience at the
- D-3 R-2 ""D-2" or a higher level.
v D-3 R-3 Extensive professional experience at the
HD-3" level.
Vi D-3 R-4 Extensive professional experience at the

"D-3" and "R-3" levels.

* D.l, D~2, D-3, and R-1, R-2, R-3, and R-4 are explained below.

D-1. Legal questions are characterized by: Facts that are well-established; clearly
apphcable legal precedents; and matters not of substantial importance to the organization.
{Usually relatively limited sums of money, e.g., a few thousand dollars, are involved.)

Examples of D~1 work:

{a) Legal investigation, negotiation, and research preparatory to defending the or-
ganization in potential or actual lawsuits involving alleged negligence where the facts
can be firmly established and there are precedent cases directly applicable to the
gsituation.

(b) Searching case reports, legal documents, periodicals, textbooks, and other legal
references, and preparing draft opinions on employee compensation or benefit questions
when there is a substantial amount of clearly applicable statutory, regulatory, and case
material.

(c) Prawing up contracts and other legal documents in connection with real property
transactions requiring the development of detailed information but not involving serious
questions regarding titles to property or other major factual or legal issues.

D-2. Legal work is regularly difficult by reason of one or more of the following:
The absence of clear and directly applicable legal precedents; the different possible inter-
pretations that can be placed on either the facts, the laws, or the precedents involved; the
substantial importance of the legal matters to the organiz.ation (e.g., sums as large as $100,000
are generally directly or indirectly involved); the matter is being strongly pressed or con-
tested in formal proceedings or in negotiations by the individuals, corporations, or Govern-
ment agencies involved.

Examples of D-2 work:

(2) Advising on the legal implications of advertising representations when the facts
supporting the representations and the applicable precedent cases are subject to dif-
ferent interpretations.

(b) Reviewing and advising on the implications of new or revised laws affecting the
organization.

(c) Presenting the organization's defense in court in 2 negligence lawsuit which is
strongly pressed by counsel for an organized group.

(d) Providing legal counsel on tax questions complicated by the absence of prece-
dent decisions that are directly applicable to the organization's situation.

53




ATTORNEY—Continued

D-3. ILegal work is typically complex and difficult because of one or more of the
following: The questions are unigue and require a high order of original and creative legal
endeavor for their solution; the questions require extensive research and analysis and the
obtaining and evaluating of expert testimony regarding controversial issues in a scientific,
financial, corporate organization, engineering, or other highly technical area; the legal matter
is of critical importance to the organization and is being vigorously pressed or contested
{e.g., sums such as $1 million or more are generally directly or indirectly involved).

Examples of D-3 work:

(a) Advising on the legal aspects and implications of Federal antitrust laws to pro-
jected greatly expanded marketing operations involving joint ventures with several other
organizations.

{b} Planning legal strategy and representing a utility company in rate or Govern-
ment franchise cases involving a geographic area including parts or all of several States.

{c¢) Preparing and presenting a case before an appellate court where the case is
highly important to the future operation of the organization and is vigorously contested
by very distinguished {e.g., having a broad regiomal or national reputation] legal talent.

{d) Serving as the principal counsel to the officers and staff of an insurance com-
pany on the legal problems in the sale, underwriting, and administration of group con-
tracts involving nationwide or muliistate coverages and laws.

{e} Performing the principal legal work in a2 nonroutine major revision of the com-
pany's charter or in effectuating new major financing steps.

R-1. Responsibility for final action is usually limited to matters covered by legal
precedents and in which little deviation from standard practice is involved. Any decisions
or actions having a significant bearing on the organization's business are reviewed. (Is
given guidance in the initial stages of his assignment {e.g., in planning and organizing legal
research and studies). Assignments are then carried out with moderate independence although
guidance is generally available and is sought from time-to-time on problem points. )

R-2. Usually works independently in investigating the facts, searching legal prec-
edents, defining the legal and factual issues, drafting the necessary legal documents and
developing conclusions and recommendations. Decisions having an important bearing on the
organization’s business are reviewed. (Receives information from supervisor regarding
unusual circumsiances or important policy considerations pertaining to a legal problem.
If trials are involved, may receive guidance from a supervisor regarding presentation,
line of approach, possible line of opposition to be encountered, etc. In the case of non-
routine written presentations the final product is reviewed carefully, but primarily for over-
all soundmess of legal reasoning and consistency with organization policy. Some, but not
all attorneys, make assignments to one or more lower level attorneys, aids, or clerks.)

R-3. Carries out assignments independently and makes final legal determinations
in matters of substantial importance to his organization. Such determinations are sub-
ject to review only for consistency with company policy, possible precedent effect, and
overall effectiveness. To carry out his assignments he deals regularly with company offi-
cers and top level management officials and confers or negotiates regularly with senior
attorneys and officials in other companies or in Government agencies on various aspects
of his assigned work. {Receives little or no preliminary instruction on legal problems and
a minimum of technical legal supervision. May assign and review work of a few attorneys,
but this is not a primary responsibility.)

R-4. Carries out assignments which entail independently planning investigations
and negotiations on legal problems of the highest importance to his organization and devel-
oping completed briefs, opinions, contracts, or other legal products. To carry out his
assignments he represents his organization at conferences, hearings, or trials, and person-
ally confers and negotiates with top attorneys and top-ranking officials in private companies
or in Government agencies. Omn various aspects of his assigned work may give advice
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directly and personally to corporation officers and top level managers, or may work through
the general counsel of the company in advising officers. {Generally receives no preliminary
instruction on legal problems. On matters requiring the concentrated efforts of several
attorneys or other specialists, is responsible for directing, coordlnatlng and reviewing the
work of the attorneys involved.)

OR

As a primary responsibility, directs the work of a staff of attorneys, one, but usually
more, of whom regularly perform D-3 legal work. With respect to the work directed,
gives advice directly to corporation officers and top managerial officers, or may give
such advice through the general counsel. (Receives guidance as to organization policy
but no technical supervision or assistance except when he might request advice from,
or be briefed on, the overall approach to the most difficult; novel or important legal
questions, by the general counsel. Usually reports to the general counsel or his deputy.)

BUYERS
BUYER

Purchases materials, supplies, equipment, and services (e.g., utilities, maintenance,
and repair). In some instances items are of types that must be specially designed, produced,
or modified by the vendor in accordance with drawings or engineering specifications.

Solicits hids, analyzes quotations received, and selects or recommends supplier.
May interview prospective vendors. Purchases items and services at the most favorable
price consistent with quality, guantity, specification requirements, and other factors. Pre-
pares or supervises preparation of purchase orders from requisitions. May expedite delivery
and visit vendors' offices and planis. ‘

Neormally, purchases are unreviewed when they are consistent with past experience,
and are in confofmance with established rules and policies. Proposed purchase fransactions
that deviate from the usual or from past experience in terms of prices, gquality of items,
quantities, etc., or that may set precedents for future purchases, are reviewed by higher
authority prior to final action.

In addition to the work described above, some (but not all) buyers direct the work
of one or a few clerks who perform routine aspects of the work. As a secondary and sub-
sidiary duty, some buyers may also sell or dispose of surplus, salvage, or used materials,
equipment, or supplies,

NOTE: Some buyers are responsible for the purchasing of a variety of items and
materials, When the variety includes items and work described at more.than one of the
following levels, the position should be considered to equal the highest level that characterizes
at least a substantial portion of the buyer's time.

Excluded are:
(a.) Buyers of items for direct sale, either wholesale or retail;
(b} Brokers and dealers buying for clients or for investment purposes;

(¢} Positions that specifically require professional education and qualifications in
a physical science or in engineering (e.g., chemist, mechanical eng:'meer_‘);
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(d) Buyers who specialize in purchasing a single or a few related items of highly
variable quality such as raw cotton or wool, tobacco, cattle, or leather for shoe uppers,
etc. Expert personal knowledge of the item is required to judge the relative value of
the goods offered, and to decide the quantity, quality, and price of each purchase in
terms of its probable effect on the organization's profit and competitive status;

(e) Buyers whose principal respensibility is the supervision of other buyers or the
management, direction, or supervision of a purchasing program;

(f) Persons predominantly concerned with contract or subcontract administration;

(g) Persons whose major duties consist of ordering, reordering, or reguisitioning
items under existing contracts; and

{h) Positions restricted to the clerical functions or to purchase expediting work.

Buyer 1

Purchases ''off-the-shelf" types of readily available, commonly used materials, sup-
plies, tools, furniture, services, etc,

Transactions usually involve local retailers, wholesalers, jobbers, and manufac-
turers' sales representatives.

Quantities purchased are generally small amounts, e.g., those available from local
sources,

Examples of items purchased include: Common stationery and office supplies; stand-
ard types of office furniture and fixtures; standard nuts, bolts, screws; janitorial and
common building maintenance supplies; and common building maintenance or common
utility services,

Buyer II

Purchases '"off-the-shelf" types of standard, generally available technical items,
materials, and services.

Transactions wusually involve dealing directly with manufacturers, distributors,
jobbers, etc.

Quantities of items and materials purchased may be relatively large, particularly
in the case of contracts for continuing supply over a period of time.

May be responsible for locating or promoting possible new sources of supply. Usu-
ally is expected to keep abreast of market trends, changes in business practices in the
assigned markets, new or altered types of materials entering the market, etc,

Examples of items purchased include: Industrial types of handtools; electromic tube
and component test instruments; standard electronic parts and components; electric
motors; gasoline service station equipment; PBX or other specialized telephone services;
and routine purchases of common raw materials such as standard grades and sizes of
steel bars, rods, and angles.

Also included at this level are buyers of materials of the types described for buyer I when

the quantities purchased are large so that local socurces of supply are generally inadequate
and the buyer must deal directly with manufacturers on a broader than local scale.

Buyer III
Purchases items, materials, or services of a technical and specialized nature. The

items, while of a common general type, are usually made, altered, or customized to meet
the user's specific needs and specifications.
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Transactions usually require dealing with manufacturers. The number of potential
vendors is likely to be small and price differentials often reflect important factors (quality,
delivery dates, and places, etc.) that are difficult to evaluate.

The quantities purchased of any item or service may be large.

Many of the purchases involve one or more of such complications as: Specifications
that detail, in technical terms, the required physical, chemical, electrical, or other compa-
rable properties; special testing prior to acceptance; grouping of items for lot bidding and
awards; specialized processing, packing, or packaging requirements; export packs; overseas
port differentials; etc.

Is expected to keep abreast of market and product developments. May be required
to locate new sources of supply,

Some positions may involve assisting in the training or supervising of lower level
buyers or clerks.

Examples of items purchased include: Castings; special extruded shapes of normal
size and material; special formula paints; electric motors of special shape or speed;
special packaging of items; and raw materials in substantial quantities.

Buyer IV

Purchases highly complex and technical items, materials, or services, usually those
specially designed and manufactured exclusively for the purchaser,

Transactions require dealing with manufacturers and often involve persuading poten-
tial vendors to undertake the manufacturing of custom designed items according to complex
and rigid specifications.

Quantities of items and materials purchased are often large in order to satisfy the
requirements for an entire large organization for an extended period of time. Complex
schedules of delivery are often involved. Buyer determines appropriate quantities to be con-
tracted for at any given period of time.

Transactions are often complicated by the presence of one or more such matters as
inclusion of: Requirements for spare parts, preproduction samples and testing, or technical
literature; or patent and rovalty provisions,

Keeps abreast of market and product developments. Develops new sources of supply.

In addition to the work described above, a few positions mdy also require supervision
over a few lower level buyers or clerks. (No position is included in this level solely because
supervisory duties are performed.)

Examples of items purchased include: Special purpose high cost machine tools and
production {facilities; raw materials of critically irmportant characteristics or quality;
parts, subassemblies, components, etc., specially designed and made to order (e.g.,
communications equipment for installation in aircraft being manufactured; component
assemblies for missiles and rockets; and motor vehicle frames).

Buyer V ¢

Purchases items or materials, either techrical or nontechnical, in such unusually
large quantities that individual purchases can affect the overall market price of the com-
modity. (NOTE: Only the very largest organizations, e.g., those employing more than
10,000 persons, are able to buy in the quantities contemplated in this paragraph. Even in
the very large organizations this level of buying is often absent and even when present, is
restricted to a very few buyers or is assigned, not to a buyer but to some higher ranking
official.)

2 Insufficlent data were obtained for level V to warrant presentation of average salaries.
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Alternatively, may purchase items.of extraordinary techunical complexity (e.g., mis-
sile guidance systems; items that involve the outermost limits of the physical sciences or
engineering) or of unusually high individual value (e.g., rnultiengine jet aircraft; large ca-
pacity computers; and high capacity turbine-generators).

Usually is required to identify and consider all possible sources of supply.
The transactions are so large that they often affect a considerable portion of the
industry or trade concerned, resulting in complex scheduling and difficulty in negotiating

mutually acceptable arrangements.

‘Frequently is required to develop new sources of supply through persuasion of manu-
facturers or other concerns te expand or convert plants and facilities.

In addition to the work described above, a few positions may also require super-
vision over a few lower grade buyers or clerks. (No position is included in this level solely
because supervisory duties are performed,)

PERSONNEL MANAGEMENT

JOB ANALYST

Performs work invelved in collecting, analyzing, and developing occupational data
relative to jobs, job qualifications, and worker characteristics as a basis for compensating
employees in a fair, equitable; and uniform manner. Performs such duties as studying and
analyzing jobs and preparing descriptions of duties and responsibilities and of the physical
and mental requirements needed by workers; evaluating jobs and determining appropriate
wage or salary levels in accordance with their difficulty and responsibility; independently
conducting or participating with representatives of other companies in conducting compen-
sation surveys within a locality or labor market area; assisting in administering merit rating
program; reviewing changes in wages and salaries indicated by surveys and recommending
changes in pay scales; and auditing individual jobs to check the propriety of evaluations and
to apply current job classifications.

Job Analyst 1

As a trainee, performs work in designated areas and of limited cccupational scope.
Receives immediate supervision in assignments designed to provide training in the application
of established methods and techniques cof job analysis. Studies the least difficult jobs and
prepares reports for review by a job analyst of higher level,

Job Analyst II

Studies, describes, and evaluates jobs in accordance with established procedures.
Is usually assigned to the simpler kinds of both wage and salaried jobs in the establishment,
Works independently on such assignments but is limited by instructions of his superior and
by defined area of assignment.

Job Analyst III

Analyzes and evaluates a variety of wage and salaried jobs in accordance with
established evaluation systems and procedures. May conduct wage surveys within the locality
or participate in conducting surveys of broad compensation areas. May assist in developing
survey methods and plans. Receives general supervision but responsibility for final action
is limited.
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Job Analyst IV

Analyzes and evaluates a variety of jobs in accordance with established evaluation
systems and procedures, and is given assignment which regularly includes respounsibility for
the more difficult kinds of jobs. ('"More difficult' means jobs which consist of hard-to-
understand work processes; e.g., professional, scientific, administrative, or technical; or
jobs in new or emerging occupational fields; or jobs which are being established as part of
the creation of new organizations; or where other special considerations of these types apply. )
Receives general supervision, but responsibility for final action iz limited. May participate
in the development and installation of evaluation or compensation systems, which may include
those for merit rating programs. May plan survey methods and conduct or direct wage
surveys within a broad compensation area.

DIRECTOR OF PERSONNEIL

Directs a personnel management program for a company or a segment of a company.
Serves top management officials of the organization as the source of advice and assistance
on personnel management matters and problems generally; is typically consulted on the
personnel implications of planned changes in management policy or program, the effects on
the organization of economic or market trends, product or production method changes, etc.;
represents management in contacts with other companies, trade associations, government
agencies, etc,, dealing primarily with personnel management matters.

Typically the director of personnel for a company reports to a company officer in
charge of industrial relations and personnel management activities or an officer of similar
level. Below the company level the director of personnel typically reports to a company
officer or a high management official who has vesponsibility for the operation of a plant,
establishment, or other segment of the company.

For a job to be covered by this definition, the personnel management program must
include responsibility for all three of the following functions:

(1) Administering a job evaluation system; i.e., a system in which there are es-
tablished procedures by which jobs are analyzed and evaluated on the basis of their
duties, responsibilities, and qualification requirements in order to provide a foundation
for equitable compensation. Typically, such a system includes the use of one or more
sets of job evaluation factors and the preparation of formal job descriptions. It may
also include such related functions as wage and salary surveys or merit rating system
administration. The job evaluation system(s) does not necessarily cover all jobs in the
organization, but does cover a substantial portion of the organization.

{2) Employment and placement functions; i.e., recruiting actively for at least some
kinds of workers through a variety of sources {e.g., schools or colleges, employment
agencies, professional societies, etc.); evaluating applicants against demands of partic-
ular jobs by use of such techniques as job analysis to determine requirements, inter-
views, written tests of aptitude, knowledge, skill, reference checks, experience evalu-
ations, etc.; recommending selections and job placements to management, etc.

(3) Employee relations and services functions; i.e,, functions designed to maintain
employees' morale and productivity at a high level {for example administering a formal
or informal grievance procedure; identifying and recommending solutions for personnel
problems such as absenteeism, high turnover, low productivity, etc.; administration of
beneficial suggestions system, retirement, peasion, or insurance plans, merit rating
system, etc.; overseeing cafeteria operations, recreational programs, industrial health
and safety programs, etc.). .
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In addition, positions covered by this definition may, but do not necessarily, include
responsibilities in the following areas:

a2, KEmployee training and development

b. Labor relations activities which are confined mainly to the administration, inter-
pretation, and application of those aspects of labor union contracis that are essentially
of the type described under {3) above. May also participate in bargaining of a sub-
ordinate nature, e.g., to negotiate detailed settlement of such matters as specific rates,
job classifications, work rules, hiring or layoff procedures, ete., within the broad
terms of a general agreement reached at higher levels, or to supply advice and infor-
mation on technical points to the company's principal representative.

Excluded are positions in which responsibility - for actual contract negotiation with
labor unions as the principal company representative is a significant aspect of the job, i.e.,
a responsibility which serves as a primary basis for qualification requirements and com-
pensation.

Directors of personnel jobs which meet the above definition are classified by level 3
of work in accordance with the following tabulation:

"Operations level” "Development level”
personnel prograrn personnel program
TITYPe AII "Type Bll TIT.y.Pe AII I'T.y.pe BII’
Number of employees in organization organization organization organization
work force serviced serviced’ serviced serviced serviced ¥
250m7 50 + d o m o e e e 1 11 I I
1, C00-5, 000 —~~~n- S I m [ i\
65000212, 000 = - —— - — e mm cm oo e I1i v v v
15, 00025, 000 = < mmm e s mmmm oo v v v

1 "Operations level" personnel program—director of personnel servicing an organizational se ment (e, g.,, a plant) of a com-
13 2 g g 8y P

pany, where the basic personnel program policies, plans, objectives, etc., are established at company headquarters or at some other
higher level betweer the plant and the company headquarters level. The personnel director's responsibility is to put these into oper-
ation at the local level, insuch a mammer as to most effectively serve the local management needs,

2 "Development level" personnel program-——either:

(a} Director of personnel servicing an entire company (with or without subordinate establishments) where the personnel
director plays an important role in establishment of basic personnel policies, plans, objectives, etc., for the company, suoh-
ject to policy direction and control frem company officers, or

(b} Director of personnel servicing an intermediate organization below the company level, e.g., a division or a sub-
sidiary, to which a relatively complete delegation of persornel program planning and development responsibility is made, Ia
this situation only basic policy direction is given by the parent company and local officers, The director of personnel hag
essentially the same degree of latitude and responsibility for establishment of basic personnel policies, plans, objectives, etc.,
as described above in paragraph (a).

"Type A" - organization serviced——most jobs serviced do not present particularly difficult or unusual recruitment, job evalu-
ation, or training problems because the jobs consist of relatively easy-to-understand work processes, and an adeguate labor supply
is available. These conditions are most likely to be found in organizations in which the werk force and organizational structure are
relatively stable,

% wType B'" _ organization serviced—sa substantial number of jobs present difficult recruitment, job evaluation, or training prob-
lems because the jobs: Consist of hard-to-understand work processes (e. g, professional, scientific, administrative, or technical);
have hard-to-match skill requirements; are in new or emerging occupations; or are extremely hard to fill, These gpnditions are most
likely to be found in organiztions in which the work force, organizational structure, work processes or functions, etc., are comp-
licated or unstable,

NOTE: There are gaps between different degrees of all three elements sed to determine job level matches, These gaps have
been provided purposely to allew room for judgment in gerting the best overall job level match for each job. Thus, a job which
services a work force of 850 employees should be matched with level II if it is a personnel program operations level job where the
nature of the organization serviced seems to fall slightly below the definition for the type B degree. However, the same job should
be matched with level I if the nature of the organization serviced clearly falls well within the defirition for the type A degree,

3
Insufficient data were obtained for level V to warrant presentation of average salaries.
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CHEMISTS AND ENGINEERS

CHEMIST

Performs professional work in research, development, interpretation, and analysis
to determine the composition, molecular structure, and properties of substances; to develop
or investigate new materials and processes; and to investigate the transformation which
substances undergo. Work typically requires a B.S. degree in chemistry or equivalent in
appropriate and substantial college level study of chemistry plus experience.

Chemist E

General characteristics. This is the entry level of professional work requiring a
bachelor’s degree in chemistry and no experience, or the equivalent {to a degree) in appro-
priate education and experience, Performs assignments designed to develop professional
capabilities and to provide experience in the application of training in chemistry as it relates
to the company’s programs. May also receive formal classroom or seminar type training.
(Terminal positions are excluded.)

Direction received. Works under close supervision, Receives specific and detailed
instructions as to required tasks and results expected. Work is checked during progress,
and is reviewed for accuracy upon completion,

Typical duties and responsibilities. Performs a variety of routine tasks that are
planned to provide experience and familiarization with the chemistry- staff, methods, prac-
tices and programs of the company. The work includes a variety of routine qualitative and
guantitative analyses; physical tests to determine properties such as viscosity, tensile strength,
and melting point; and assisting more experienced chemists to gain additional knowledge through
personal observation and discussion.

Responsibility for the direction of others, Usually none.

Chemist II

General characteristics, At this continuing developmental level, performs routine
chemical work requiring selection and application of general and specialized methods, tech-
nigues, and instruments commonly used in the laboratory and the ability to carry out in-
structions when less common or proposed methods or procedures are necessary. Requires
work experience acquired in an entry level position, or appropriate graduate level study.
For trairing and developmental purposes, assignments may include some work that is typical
of a higher level. (Terminal positions are excluded, )

Direction received., Supervisor establishes the nature and extent of analysis re-
quired, specifies methods and criteria on new types of assignments, and reviews work for
thoroughness of application of methods and accuracy of results.

Typical duties and responsibilities. Carries out a wide variety of standardized
methods, tests, and procedures. In accordance with specific instructions may carry out
proposed and less common ones, Is expected to detect problems in using standardized pro-
cedures because of the condition of the sample, difficulties with the equipment, etc. Rec-
ommends modifications of procedures, e.g., extending or curtailing the analysis or using
alternate procedures, hased on his knowledge of the problem and pertinent available litera-
ture. Conducts specifiedphases of researchprojects as an assistant to an experienced chemist.

Responsibility for the direction of others. May be assisted by a few aids or
technicians,

Chemist III

General characteristics. Performs a broad range of chemical tests and proce-
dures utilized in the laboratory, using judgment in the independent evaluation, selection,
and adaptation of standard methods and technigques. May carry through a complete series
of tests on a product in its different process stages. - Some assignments require a spe-
cialized knowledge of one or two common categories of related substances. Performance
at this level requires developmental experience in a professional position, or equivalent
graduate level education,
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Direction received. On routine work, supervision is very general. Assistance is
furnished on unusual problems and work is reviewed for application of sound professional-
judgment.

Typical duties and responsibilities. In accordance with instructions as to the nature
of the problem, selects standard methods, tests or procedures; when necessary, develops
or works out alternate or modified methods with supervisoris concurrence. Assists in re-
search by analyzing samples or testing new procedures that reguire specialized training
because (a) standard methods are inapplicable, (b) analytical findings must be interpreted
in terms of compliance or noncompliance with standards, or {c) specialized and advanced
equipment and techmigues must be adapted.

Responsibility for the direction of others. May supervise or coordinate the work
of a few technicilans or aids, and be assisted by lower level chemists.

Chemist IV

General characteristics. As a fully competent chemist in all conventional aspects
of the subject-matter or the functional area of the assignments, plans and conducts work
requiring (a)} mastery of specialized technigues or ingenuity in selecting and evaluating ap-
proaches to unforeseen or novel problems, and {b) ability to apply a research approach to
the solution of a wide variety of problems and to assimilate the details and significance of
chemical and physical analyses, procedures, and tests. Requires sufficient professicnal
experience to assure competence as a fully trained worker; or, for positions primarily of
a2 regearch mature, completion of all requirements for a doctoral degree may be substituted
for experience.

Direction received. Independently performs most assignments with instructions as
to the general results expected. Receives technical guidance on unusual or complex prob-
lems and supervisory approval on proposed plans for projects.

Typical duties and responsibilities. Conducts laboratory assignments requiring the
determination and evaluation of alternative procedures and the sequence of performing them.
Performs complex, exacting, or unusual analytical assignments requiring specialized knowl-
edge of techniques or products. Interprets results, prepares reports, and may provide
technical advice in his specialized area.

Responsibility for the direction of others. May supervise a small staff of chemists
and technicians.

Chemist V

. General characteristics, Participates in planning laboratory programs on thé basis
of specialized knowledge of problems and methods and probable value of results. May serve
as an expert in a narrow specialty (e.g., class of chemical compounds, or a class of prod-
ucts), mmaking recommendations and conclusions which serve as the basis for undertaking
or rejecting important projects, Development of the knowledge and expertise required for
this level of work usually reflects progressive experience through chemist IV.

Direction received. Supervision and guidance relates largely to overall objectives,
critical issues, new concepts, and policy matters.” Consults with supervisor concerning
unusual problems and developments,

Typical duties and responsibilities. (One or both of the following. )

(1) In a supervisory capacity plans, organizes, and directs assigned laboratory
programs. Independently defines scope and critical elements of the projects and selects
approaches to be taken. A substantial portion of the work supervised is comparable to
that described for chemist IV.

(2) As individual researcher or worker, carries out projects requiring develop-

ment of new or highly modified scientific techniques and procedures, extensive knowl-
edge of his specialty, and knowledge of related scientific fields.
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Responsibility for the direction of others. Supervises, coordinates, and reviews
the work of a small staff of chemists and technicians engaged in varied research and de-
velopment projects, or a larger group performing routine analytical work., Estimates man-
power needs and schedules and assigns work to meet completion date. Or, as individual
researcher or worker, may be assisted on projects by other chemists or technicians,

Chemist VI

General characteristics. Performs work requiring leadership and expert knowl-
edge in a specialized field, product, or process. Formulates and conducts a systermatic
attack on a problem area of considerable scope and complexity which must be approached
through a series of complete and conceptually related studies, or a number of projects of
lesser scope. The problems are complex because they are difficult to define and require
unconventional or novel approaches or have other difficult features. Maintains liaison with
individuals and umits within and outside his organization with responsibility for acting in-
dependently on technical matters pertaining to his field. Work at this level usually requires
extensive progressive experience including work comparable to chemist V.

Direction received. Supervision received is essentially administrative, with assign~
ments given in terms of broad general objectives and limits.

Typical duties and responsibilities. (One or both of the following.)

(1) In a supervisory capacity {a) plans, develops, coordinates, and directs a num-
ber of large and important projects or a project of major scope and importance, or
(b) is responsible for the entire chemical program of a company, when the program is
of limited complexity and scope. Activities under his leadership are of a scope that
they require a few (3 to 5} subordinate supervisors or team leaders with at least one
in a position comparable to level V.

(2) As individual researcher or worker determines, conceives, plans, and conducts
projects of major importance to the company. Applies a high degree of originality and
ingenuity in adapting, extending, and synthesizing existing theory, principles, and tech-
nigues into original combinations and configurations. May serve as a consultant to other
chemists in his specialty.

Responsibility for the direction of others. Plans, organizes, and supervises the work
of a staff of chemists and technicians, Evaluates progress of the staff and results obtained,
and recommends major changes to achieve overall objectives., Or, as individual worker or
researcher may be assisted on individual projects by other chemists or technicians.

Chemist VII

General characteristics., Makes decisions and recommendations that are recognized
as authoritative and have an important impact on extensive chemical activities, Initiates and
maintains extensive contacts with key chemists and officials of other organizations and com-
panies, requiring skill in persuasion and negotiation of critical issues. At this level indi-
viduals will have demonstrated creativity, foresight, and mature judgment in anticipating
and solving unprecedented chemical problems, determining program objectives and require-
ments, organizing programs and projects, and developing standards and guides for diverse
chemical activities,

Direction received. Receives general administrative direction.

Typical duties and responsibilities. (One or both of the following. )

(1) In a supervisory capacity is responsible for (a) an important segment of a
chemical program of a company with extensive and diversified scientific requirements,
or (b) the entire chemical program of a company where the program is more limited
in scope. The overall chemical program contains critical problems the solution of
which requires major technological advances and opens the way for extensive related
development. Makes authoritative technical recommendations concerning the scientific
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objectives and levels of work which will be most profitable in the light of company re-
quirements and scientific and industrial trends and developments. Recommends facil-
ities, personnel, and funds reguired. ’

(2) As individual researcher and consultant selects problems for research to
further the company's objectives. Conceives and plans investigations in which the
phenomena and principles are not adeguately understood, and where few or cohira-
dictory scientific precedents or results are available for reference. Outstanding crea-
tivity and mature judgment are required to devise hypotheses and techniques of experi-
mentation and to interpret results. As a leader and authority in his company, in a
broad area of specialization, or in a narrow but intensely specialized one, advises the
head of a large laboratory or company officials on complex aspects of extremely broad
and important pregrams. Has responsibility for exploring, evaluating, and justifying
proposed and current programs and projects and furnishing advice on unusually complex
and novel problems in the specialty field, Typically will have contributed innovations
(e.g., techniques, products, procedures) which are regarded as significant advances
in the field. :

Responsibility for the direction of others. Directs several subordinate supervisors
or team leaders, some of whom are in positions comparable to chemist VI; or, as indi-
vidual researcher and consultant, may be assisted on individuwal projects by other chemists
and technicians. :

Chemist VIII

General characteristics. Makes decisions and recommendations that are authoritative
and have a far-reaching impact on extensive chemical and related activities of the company.
Negotiates critical and controversial issues with top level chemists and officers of other
organizations and companies. Individuals at this level have demonstrated a high degres of
creativity, foresight, and mature judgment in planning, organizing, and guiding extensive
chemical programs and activities of outstanding novelty and importance.

Direction received. Receives general administrative direction.

Typical duties and responsibilities. (One or both of the following.)

(1) In a supervisory capacity is responsible for (a) the entire chemical program of
& company which is of moderate scope, or (b} an important segment of a chemical pro-
gram of a company with very extensive and highly diversified scientific requirements,
where programs are of such complexity and scope that they are of critical importance
to overall operations and include problems of extraordinary difficulty that have resisted
solution. Decides the kind and extent of chemical programs needed to accomplish the
objectives of the company, for choosing the scientific approaches, for planning and
organizing facilities and programs, and for interpreting results,

(2} As individual researcher and consultant formulates and guides the attack on
problems of exceptional difficulty and marked importance to the company and/or in-
dustry. Problems are characterized by the lack of scientific precedents and source
materials, or the lack of success of prior research and analysis so that their solution
would represent an advance of great significance and importance. Performs advisory
and consulting work for the company as a recognized authority for broad program areas
of considerable novelty and importance. Has made contributions such as new products
or techniques, development of processes, etc., which are regarded as majdr advances
in the field,

Responsibility for the direction of others. Supervises several subordinate super-
visors or team leaders some of whose positions are comparable to chemist VII or individual
researchers some of whose positions are comparable to chemist VII and sometimes chemist
VIII. As an individual researcher and consultant may be assisted on individual projects by
other chemists or technicians, :
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NOTE: Individuals in charge of a company's chemical program may match any of
"several of the survey job levels, depending on the size and complexity of chemical pro-
‘grams. - Excluded from level VIIL are chemists in charge of programs so extensive and
complex:(e.g., consisting of highly diversified or unusually novel products and procedures)
that one or more subordinate supervisory chemists are performing at level VIII. Also
excluded from level VIII are individual researchers and consultants who are recognized as
national and/or international authorities and scientific leaders in very broad areas of scientific
interest and investigation,

-ENGINEER

Performs professional work in research, development, design, testing, analysis,
production, construction, maintenance, operation, planning, survey, estimating, application,
or standardization of engineering facilities, systems, structures, processes, equipment
devices, or materials requiring knowledge of the science and art by which materials, natural
resources, and power are made useful. Work typically requires a B.S. degree in engi-
neering or the equivalent in combined education and experience, (Excluded are: Safety engi-
neers, industrial engineers, ghality control engineers, sales engineers, and engineers whose
primary responsibility is to be in charge of nonprofessional maintenance work.)

Engineer I

General characteristics. This is the entry level of professional work requiring a
bacheloris degree in engineei‘ing and no experience, or the equivalent (to a degree) in ap-
propriate education and experience. Performs assignments designed to develop professional
work knowledges and abilities. May also receive formal classroom or seminar type training.
(Terminal positions are excluded,)

Direction received. Works under close supervision. Receives specific and detailed
instructions as o required tasks and results expected. Work is checked during progress,
and is reviewed for accuracy upon completion.

Typical duties and responsibilities. Performs a variety of routine tasks that are
‘planned to provide experience and familiarization with the engineering staff, methods, prac-
tices, and programs of the company.

Responsibility for the direction of others. Usually none.

Engineer II

General characteristics. At this continuing developmental level, performs routine
engineering work requiring application of standard techniques, procedures, and criteria in
carrying out a sequence of related engineering tasks., Limited exercise of judgment is
required on details of work and in making preliminary selections and adaptations of engi-
neering -alternatives. Requires work experience acquired in an entry level position, or
appropriate graduate level study. For training and developmental purpeses, assignments
may include some work that is typical of a higher level. (Terminal positions are excluded.)

Direction received. Supervisor screens assignments for unusual or difficult prob-
lems and selects techniques and procedures to be applied on nonroutine work. Receives
close supervision on new aspects of assignments.

Typlcal duties and responsibilities. Using prescribed methods, performs specific
and limited portions of a broader assignment of an experienced éngineer. Applies standard
practices and techniques in 'specific situations, adjusts and correlates data, recogrizes dis-
crepancies in results, and follows operations through a series of related detailed steps or
processes.

: Responsibility for the direction of others. May be assisted by a few aids or
technicians,
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ENGINEER—Continued
Engineer II

General characteristics., Independently evaluates, selects, and applies standard
engineering techniques, procedures, and criteria, using judgment in making minor adapta-
tions and modifications. Assignments have clear and specified objectives and require the
investigation ofa limited number of variables. Performance at this level requires develop-
mental experience in a2 professional position, or equivalent graduate level education.

Direction received. Receives instructions on specific assignment objectives, com-
plex features, and possible solutions. Assistance is furnished on unusual problems and
work is reviewed for application of sound professional judgment.

Typical duties and responsibilities. Performs work which involves conventional
types of plans, investigations, surveys, structures, or equipment with relatively few com-
plex features for which there are precedents. Assignments usually include one or more of
the following: Equipment design and development, test of materials, preparation of speci-
fications, process study, research investigations, report preparation, and other activities
of limited scope requiring knowledge of principles and techniques commonly employed in the
specific narrow area of assighments.

Responsibility for the direction of others. May supervise or coordinate the work
of draftsmen, technicians, and others who assist in specific assignments,

Engineer IV

General characteristics. As a fully competent engineer in all conventional aspects
of the subject-matter or the functional area of the assignments, plans and conducts work
requiring judgment in the independent evaluation, selection, and substantial adaptation and
modification of standard techniques, procedures, and criteria. Devises new approaches
to problems encountered, Requires sufficient professional experience to assure competence
as a fully trained worker; or, for positions primarily of a research nature, completion of all
requirements for a doctoral degree may be substituted for experience.

Direction received. Independently performs most assignments with instructions as
to the general resulis expected. Recelves technical guidance on unusual or complex prob-
lems and supervisory approval on proposed plans for projects.

Typical duties and responsibilities. Plans, schedules, condicts, or coordinates
detailed phases of the engineering work in a part of a major project or in a total project
of moderate scope., Performs work which involves conventional engineering practice but
may include a variety of complex features such as conflicting design requirements, unsuita-
bility of standard materials, and difficult coordination requirements. Work requires a broad
knowledge of precedents in the specialty area and a good knowledge of principles and prac-
tices of related specialties, :

Responsibility for the direction of others. May supervise a few engineers or tech-
nicians on assigned work,

Engineer V

General charactéristics. Applies intensive and diversified knowledge of engineering
principles and practicés in broad areas of assignments and related ficlds, Makes decisions
independently on engineéring problems and methods, and represents the organization in con-
ferences to resolve important questions and to plan and coordinate work. Requires the use
of advanced techniques and the mecdification and extension of theories, precepts and prac-
tices of his field and related sciences and disciplines. The knowledge and expertise required
for this level of work usually results from progressive experience, including work comparable
to engineer IV,

Direction received. Supervision and guidance relates largely to overall objectives,
critical issues, new concepts, and policy matters. -Consults with supervisor -concerning
unusual problems and developments.,
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ENGINEER—Continued

Typical duties and responsibilities. (One or more of the following.)

(1) In a supervisory capacity plans, develops, coordinates, and directs a larpge
and important engineering project or a number of small projects with many complex
features. A substantial portion of the work supervised is comparable to that described
for engineer IV.

(2) As individual researcher or worker carries out complex or novel assignments
requiring the development of new or improved techniques and procedures. Work is ex-
pected to result in the development of new or refined equipment, materials, processes,
products, and/or scientific methods.

{3) As staff specialist develops and evaluates plans and criteria for a variety of
projects and activities to be carried out by others. Assesses the feasibility and sound-
ness of proposed engineering evaluation tests, products, or equipment when necessary
data are insufficient or confirmation by testing is advisable. Usually performs as a
staff advisor and consultant as te a technical specialty, a type of facility or equipment,
or a program function.

Responsibility for the direction of others. Supervises, coordinates, and reviews
the work of a small staff of engineers and techniclans; estimates manpower needs and sched-
ules and assigns work to meet completion date. Or, as individual researcher or staff spe-
cialist may be assisted on projects by other engineers or technicians,

Engineer VI

General characteristics. Has full technical responsibility for interpreting, organiz-
ing, executing, and coordinating assignments, Plans and develops engineering projects cen-
cerned with unique or controversial problems which have an important effect on major com-
pany programs. This involves exploration of subject area, definition of scope and selecticn
of problems for investigation, and development of novel concepts and approaches. Maintains
liaison with individuals and units within or outside his organization with responsibility for
acting independently on technical matters pertaining to his field, Work at this level usuaily
requires extensive progressive experience including work comparable to engineer V.

Direction received, Supervision received is essentially administrative, with assign-
ments given in terms of broad general objectives and limits,

Typical duties and responsibilities. (One or more of the following.)

(1) In a supervisory capacity (a) plans, develops, coordinates, and directs a num-
ber of large and important projects or a project of major scope and importance, or
(b} is responsible for the entire engineering program of a company when the program
is of limited complexity and scope. The extent of his responsibilities generally require
a few (3 to 5) subordinate supervisors or team leaders with at least one in a position
comparable to level V.

{2) As individual researcher or worker conceives, plans, and conducts research in
problem areas of considerable scope and complexity. The problems must be approached
through a series of complete and conceptually related studies, are difficult to define, re-
quire unconventional or novel appreoaches; and require sophisticated research techniques.
Available guides and precedents contain critical gaps, are only partially related to the
problem, or may be largely lacking due to the novel character of the project. At this
level, the individual researcher generally will have contributed inventions, new designs,
or techniques which are of material significance in the solution of important problems,

(3) As a stafi specidlist serves as the technical specialist for the organization
{division or company) in the application of advanced theories, concepts, principles, and
processes for an assigned area of responsibility (i.e., subject matter, function, type
of facility or equipment, or product), Keeps abreast oi new scientific methods and de-
velopments affecting his organization for the purpose of recommending changes in em-
phasis of programs or new programs warranted by such developments.
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Responsibility for the direction of others, Plans, organizes, and supervises the
work of a staff of engineers and technicians. Evaluates progress of the staff and resulis
obtained, and recommends major changes to achieve overall objectives. Or, as individual
researcher or staff specialist may be assisted on individual projects by other engineers or
technicians,

Engineer VII

General characteristics. Makes decisions and recommendations that are recognized
as authoritative and have an important impact on extensive engineering activities. Initiates
and maintains extensive contacts with key engineers and officials of other organizations and
companies, requiring skill in persuasion and negotiation of critical issues. At this level
individuals will have demonstrated creativity, foresight, and mature engineering judgment
in anticipating and selving unprecedented engineering problems, determining pregram ob-
jectives and requirements, organizing programs and projects, and developing standards and
guides for diverse engineering activities.

Direction received. Receives general administrative direction,

Typical duties and responsibilities. (One or both of the following.)

(1) In a supervisory capacity is responsible for (a) dn important segment of the
engineering program of a company with extensive and diversified englneerlng requlre-
ments, or (b) the entire engineering program of a company when it is more limited in
scope. The overall engineering program contains critical problems the solution of which
requires major technological advances and opens the way for extensive related develop-
ment. The extent of his responsibilities generally require several subordinate organi-
zational segments or teams., Recommends facilities, personnel, and funds required to
carry out programs which are directly related with and directed toward fulfillment of
overall company objectives.

(2) As individual researcher and consultant is a recognized leader and authority
in his company in a broad area of specialization or in a narrow but intensely specialized
field. Selects research problems to further the company's objectives. Conceives and
plans investigations of broad areas of considerable novelty and importance for which
engineering precedents are lacking in areas critical to the overall engineering program.
Is consulted extensively by associates and others with a high degree of reliance placed
on his scientific interpretations and advice. Typically, will have contributed inventions,
new designs, or techniques which are regarded as major advances in the field.

Responsibility for the direction of others. Directs several subordinate supervisors
or team leaders, some of whom are in positions comparable te engineer VI; or, as indi-
vidual researcher and consultant, may be assisted on individual projects by other eng1neers
and technicians.

Engineer VIII

General characteristics, Makes decisions and recommendations that are recognized
as authoTitative and have a far-reaching impact on extensive engineering and related activities
of the company. Negotiates critical and controversial issues with top level engineers and
officers of other organizations and companies. Individuzls at this level demonstrate a high
degree of creativity, foresight, and mature judgment in planning, organizing, and guiding
extensive engineering programs and activities of ocutstanding novelty and importance.

Direction received. Receives general administrative direction.

Typical duties and responsibilities. (One or both of the following.)

{1} In a supervisory capacity is responsible for (a) an important segment of a very
extensive and highly diversified engineering program of a company, or (b} the entire
engineering program of a company when the program is of moderate scope. The pro-
grams are of such complexity and scope that they are of critical impertance to overall
objectives, include problems of extraordmary difficulty that often have resisted solution,
and consist of several segments requiring subordinate supervisors. Is responsible for
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ENGINEER—Continued

deciding the kind and extent of engineering and related programs needed to accomplish
the objectives of the company, for choosing the scientific approaches, for planning and
organizing facilities and programs, and for interpreting results.

{2) As individual researcher and consultant formulates and guides the attack on prob-
lems of exceptional difficulty and marked importance to the company or industry. Prob-
lems are characterized by their lack of scientific precedents and source material, or
lack of success of prior research and analysis so that their solution would represent an
advance of great significance and importance. Performs advisory and consulting work
for the company as a recognized authority for broad program areas or in an intensely
specialized area of considerable novelty and importance.

Responsibility for the direction of others, Supervises several subordinate super-
visors or team leaders some of whose positions are comparable to engineer VII, or indi-
vidual researchers some of whose positions are comparable to emgineer VII and sometimes
engineer VIII, As an individual researcher and consultant may be assisted on individual
projects by other engineers or technicians.

NOTE: Individuals in charge of 2 company's engineering program may match any
of several of the survey job levels depending on the size and complexity of engineering pro-
grams. Excluded from level VIII are engineers in charge of programs so extensive and
complex (e.g., consisting of research and development on a variety of complex products or
systems with numerous novel components) that one or more subordinate supervisory engi-
neers are performing at level VIII. Also excluded from level VIII are individual researchers
and consultants who are recognized as national and/or international authorities and scientific
leaders in very broad areas of scientific .interest and investigation.

TECHNICAL SUPPORT

ENGINEERING TECHNICIAN

To be covered by these definitions, employees must meet all of the following criteria;

{1) Provides semiprofessional technical support for engineers working in such areas
as research, design, development, testing or manufacturing process Improvement.

(2) Work pertains to electrical, electronic, or mechanical components or equipment.
(3) Required to have some knowledge of science or engineering.

(Excludes production or maintenance workers, quality control testers, craftsmen,
draftsmen, designers, and engineers.)

Engineering Technician I

. Performs simple routine tasks under close supervision or from detailed procedures.
Work is checked in process or on completion. Performs at this level, one or a combina-
‘tien of such typical duties as:

Assembles or installs equipment or parts requiring simple wiring, soldering. or
connecting.

Performs simple or routine tasks or tests such as tensile or hardness tests; op-
erates, and adjusts simple test eguipment; records test data.

Gathers and maintains specified records of engineering data such as tests, and

drawings; performs computations by substituting numbers in specified formulas; plots
data and draws simple curves and graphs. :
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ENGINEERING TECHNICIAN—Continued

Engineering Technician II

Performs standardized or prescribed assignments, involving a sequence of related
operations. Follows standard work methods or explicit instructions; technical adequacy of
routine work is reviewed on completion; nonroutine work may alsc be reviewed in process.
Performs at this level, one or a combination of such typical duties as:

Assembles or constructs simple or standard equipment or parts. May service or
repair simple instruments or equipment.

Conducts a variety of standardized tests; may prepare test specimens; sets up and
operates standard test equipment; records test data.

Extracts engineering data from various prescribed. sources; processes the data fol-
lowing well defined methods; presents the data in prescribed form.

Engineering Technician III

Performs assignments that are not completely standardized or prescribed. Selects
or adapts standard procedures or equipment. Receives initial instructions, equipment re-
quirements and advice from supervisor or engineer; technical adequacy of completed work
is checked. Performs at this level, one or a combination of such typical duties as:

Constructs components, subunits or simple models or adapts standard equipment.
May troubleshoot and correct malfunctions,

Conducts various tests or experiments which may require minor modifications in
test setups or procedures; selects, sets up and operates standard test equipment and
records test data.

Extracts and compiles a variety of engineering data; processes or computes data
using specified formulas and procedures. Performs routine analysis to check appli-
cability, accuracy, and reasonableness of data.

Engineering Technician IV

Performs nonroutine assignments of substantial variety and complexity. Receives
objectives and technical advice from supervisor or engineer; work is reviewed for technical
adequacy. May be assisted by lower level technicians. Performs at this level, one or a
combination of such typical duties as:

Works on limited segment of development project; constructs experimental or pro-
totype models to meet engineering requirements; conducts tests or experiments; records
and evaluates data and reports findings.

Conducts tests or experiments requiring selection and adaptation or modification of
test equipment and test procedures; sets up and operates equipment; records data; ana-
lyzes data and prepares test reports.

Compiles and computes a wvariety of engineering data; may analyze test and design
data; develops or prepares schematics, designs, specifications, parts lists or makes
recommendations regarding these itermms. May review designs or specifications for
adequacy.

Engineering Technician V
Performs nonroutine and complex assignments involving responsibility for planning
and conducting a complete project of relatively limited scope or a portion of a larger and

more diverse project. Selects and adapts plans, techniques, designs or layouts. May co-
ordinate portions of overall assignment; reviews, analyzes and integrates the technical work
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of others. Supervisor or professional engineer outlines objectives, requirements and design
approaches; completed work is reviewed for technical adequacy and satisfaction of require-
ments. May be assisted by lower level technicians. Performs at this level, one or a com-
bination of such typical duties as:

Designs, develops and constructs major units, devices or equipment; conducts tests
or experiments; analyzes results and redesigns or modifies equipment to improve per-
formance; reports results.

Plans or assists in planning tests to evaluate equipment performance. Determines
test requirements, equipment modification and test procedures; conducts tests, analyzes
and evaluates data and prepares reports on findings and recommendations.

Reviews and analyzes a variety of engineering data to determine requirements to
meet engineering objectives; may calculate design data; prepares layouts, detailed speci-
fications, parts lists, estimates, procedures, etc. May check and analyze drawings
or equipment to determine adequacy of drawings and design.

DRAFTSMEN

Draftsman-tracer

Copies plans and drawings prepared by others by placing tracing cloth or paper
over drawings and tracing with pen or pencil. (Does not include tracing limited to plans
primarily consisting of straight lines and a large scale not requiring close delineation. )

and/or

Prepares simple or repetitive drawings of easily visualized items. Work is closely super-
vised during progress.

Draftsman I

Prepares detail drawings of single units or parts for engineering, construction,
manufacturing, or repair purposes. Types of drawings prepared include isometric projec-
tions (depicting three dimensions in accurate scale)  and sectional views to clarify positioning
of components and convey needed information. Consolidates details from a number of sources
and adjusts or transposes scale as required.

Draftsman II

Performs nonroutine and complex drafting assignments that require the application -
of most of the standardized drawing techniques regularly used. Duties typically involve such
work as: Prepares working drawings of subassemblies with irregular shapes, multiple
functions, and precise positional relationships between components; prepares architectural
drawings for construction of a building including detail drawings of foundations, wall sections,
floor plans, and roof. Uses accepted formulas and manuals in making necessary compu-
tations to determine quantities of materials to be used, load capacities, strengths, stresses,
etc. Receives initial instructions, requirements, and advice from supervisor, Completed
work is checked for techmical adequacy.

Draftsman IIT

Plans the graphic presentation of complex items having distinctive design features
that differ significantly from established drafting precedents. Works in close support with
the design originator, and may recommend minor design changes. Analyzes the effect of
each change on the details of form, function, and positional relationships of components and
parts. Works with a minimum of supervisory assistance. Completed work is reviewed by
design originator for consistency with prior engineering determinations. May either prepare
drawings, or direct their preparation by lower level draftsmen.
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CLERICAL SUPERVISORY

KEYPUNCH SUPERVISOR

Supervises three or more keypunch operators who keypunch or verify cards or tape for
computer or tabulating machine processing. Mayalso, as an incidental responsibility, supervise
the operation of other types of punching machines such as reproducers or gang punches.

Excluded are: (a) Positions also responsible for supervising the operation of equipment
such as computers, tabulating machines, or other kinds of office machines; (b) positions respon-
sible for supervising clerical work not directly related to the keypunch function; and (c) working
supervisors, group leaders, or other overseers with more limited supervisory responsibility

than is described below.

Keypunch supervisory positions are classified in five levels (I through V) on the basis of
combirations of three elements—Ilevel and kind of supervisory responsibility, difficulty of key-

punch work supervised, and number of employees supervised.

levels of supervision

In the following table, two

are described and each is followed by a brief chart that shows the

level of keypunch supervisor for each combination of the other two elements.

Level and Kind of Supervisory Responsibility

Lower

Upper

Is responsible for the day-to-day operations and
flow of work when the organization of the work,
assignment of employees to positions, the job
types and levels, instructions and procedures,
etc., are prescribed by higher authority. With-
in this prescribed framework, assigns work to
individual employees; instructs employees in
specific tasks and procedures; insures work
meets established standards of quality; checks
attendance; keeps production records; provides
informationtohigher levels for use in budgeting,
planning of personnel changes, adjusting to var-
iations in the workload, etc., reports problems
to ahigher level supervisor. {Exclude positions
in which keypunching rather than supervisory
responsibility is the most significant function.)

In addition to being responsiblefor the functions
of the lower level of supervisory responsibility,
plans and establishes the organization and flow
of work; plans changes to meet both short and
long-term worklead trends and changes; selects
employees and assigns them to positions; as-
signs and reviews work of subordinates, initiates
recommendations or formal actions such as re-
quests for staff, job evaluation actions, pro-
motions, ete.; approves absences and vacation
schedules; recommends disciplinary actions; in
some positions, assists programmers, project
planners, or other technical specialists in de-
signing card layouts and detailed punching in-
structions,

Number of Difficulty of keypunch work Difficuity of keypunch work
employees supervised supervised
supervised Less difficult! [More difficult 2 Less difficult! [ More difficult 2
Level of keypunch supervisor Level of keypunch supervisor
3-15 I 131 Ii I
20-40 II 208 III v
50 or more 1t w v v

1 Less difficult keypunch work - Work is toutine and repetitive,

Under close supervision or following specific procedures or

instructions, works from various standardized source documents which have been coded, follows specified procedures which have been

prescribed in detail and require little or no selecting, coding, or interpreting of data to be recorded.
(This level is the same as the BLS Class B Keypunch Operator, }

arising from erroneous items or codes or missing information.

Refers to supervisor preblems

2 More difficult keypunch work - Work requires the application of experience and judgment in selecting procedures to be fol-

lowed and in searching for, interpreting, selecting, or coding items to be keypunched from a variety of documents.
May train inexperienced keypunch operators.

may also perform some routine keypunch work.
Class A Keypunch Cperator, )

On occasion
{This level is the same as the BLS

NOTE: If the keypunch activities include both "more difficult” and "less difficult" work, classification should be on the basis of

the more difficult work provided that a significant proportion of the keypunch operators work at this level.

The number of keypunch

operators performing more difficult work is considered significant when at least 25 percent of the operators work at this level, provided
there are at least two such operators in units with a total of 3 or 4 employees, 3 such operators in units with a total of 5 to 12
employees, and 4 such operaters in units with a total of 13 or more operators.
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CLERICAL

CLERK, ACCOUNTING

Clerk, Accounting I

Under supervision, performs one or more routine accounting operations such as
posting simple journal vouchers or accounts payable vouchers, entering vouchers in voucher
registers; reconciling bank accounts; and posting subsidiary ledgers controlled by general
ledgers, or posting simple cost accounting data. This job does not require a knowledge of
accounting and bookkeeping principles, but is found in offices in which the more routine ac-
counting work is subdivided on a functional basis among several workers.

Clerk, Accounting I

Under general direction of a bookkeeper or accountant, has responsibility for keeping
one or more sections of a complete set of books or records relating to one phase of an
establishment's business transactions. Work involves posting and balancing subsidiary ledger
or ledgers such as accounts receivable or accounts payable; examining and coding invoices
or vouchers with proper accounting distribution; requires judgment and experience in making
proper assignationms and allocations. May assist in preparing, adjusting, and closing journal
entries; may direct accounting clerks L

CLERK, FILE

Clerk, File I

Performs routine filing of material that has already been classified or which is
easily classified in a simple serial classification system {e.g., alphabetical, chronological,
or numerical). As requested, locates readily available material in files and forwards ma-
terial; may fill out withdrawal charge. Performs simple clerical and manual tasks required
to maintain and service files.

‘Clerk, File II

Sorts, codes, and files unclassified material by simple {subject matter) headings
or partly classified material by finer subheadings. Prepares simple related index ahd
cross-reference aids. As requested, locates clearly identified material in files and forwards
material. May perform related clerical tasks required to maintain and service files.

Clerk, File IIL
In an established filing system containing a number of varied subject matter files,
classifies and indexes file material such as correspondence, reports, technical documents,

etc. May also file this material. May keep records of various types in comnjunction with
the files. May lead a small group of lower level file clerks.

KEYPUNCH OPERATOR

Keypunch Operator I

Under close supervision or following specific procedures or instructions, transcribes
data from source documents to punched cards. Operates a numerical and/or alphabetical or
combination keypunch machine to keypunch tabulating cards. May verify cards. Working
from various standardized source documents, follows specified sequences which have been
coded or prescribed in detail and require little or no selecting, coding, or interpreting of
data to be punched. Problems arising from erroneous items or codes, missing information,
etc., are referred to supervisor.
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Keypunch Operator II

Operates a numerical and/or alphabetical or combination keypunch machine to tran-
scribe data from various source documents to keypunch tabulating cards. Performs same
tasks as lower level keypunch operator but in addition, work requires application of coding
skills and the making of some determinations, for example, locates on the source document
the items to be punched; extracts information from several documents; searches for and
interprets information on the document to determine information to be punched. May train
inexperienced operators. .

OFFICE BOY OR GIRL

Performs various routine duties such as running errands; operating minor office
machines, such as sealers or mailers; opening and distributing mail; and other minor
clerical work.

SECRETARY

Assigned as personal secretary, normally to one individual. Maintains a close and
highly responsive relationship to the day-to-day work activities of the supervisor. Works
fairly independently receiving a minimum of detailed supervision and guidance. Performs
varied clerical and secretarial duties, usually including most of the following:

(a) Receives telephone calls, personal callers, and incoming mail, answers routine
inquiries, and routes the technical inquiries to the proper persons;

(b) Establishes, maintains, and revises the supervisor's files;

(¢} Maintains the supervisor's calendar and makes appointments as instructed;

{d) Relays messages from supervisor to subordinates;

{e) Reviews correspondence, memoranda, and reports prepared by others for the
supervisor's signature to assure procedural and typographic accuracy;

{f) Performs stenographic and typing work.

May also perform other clerical and secretarial tasks of comparable nature and
difficulty. The work typically requires knowledge of office routine and understanding of the
organization, programs, and procedures related to the work of the supervisor.

Exclusions

Not all positions that are titled ''secretary! possess the above characteristics.
Examples of positions which are excluded from the definition are as follows:

(a) Positions which do not meet the "personal" secretary concept described above;

(b) Stenographers not fully trained in secretarial type duties;

(c) Stenographers serving as office assistants to a group of professional, technical,
or managerial persons;

(d) Secretary positions in which the duties are either substantially more routine or
substantially more complex and responsible than those characterized in the definition;

{e) Assistant type positions which involve more difficult or more responsible tech-
nical, administrative, supervisory, or specialized clerical duties which are not typical
of secretarial work. '

NOTE: The term ''corporate officer," used in the level definitions following, refers
to those officials who have a significant corporate-wide policymaking role with regard to
major company activities., The title ''vice president,' though normally indicative of this
role, does not in all cases identify such positions. Vice presidents whose primary respon-
gibility is fo act personally on individual cases or transactions (e.g., approve or deny indi-
vidual loan or credit actions; administer individual trust accounts; directly supervise a cleri-
cal staff) are not considered to be "corporate officers' for purposes of applying the following
level definitions:
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SECRETARY——Continued
Secretary 1

(a) Secretary to the supervisor or head of a small organizational unit (e.g., fewer
than about 25 or 30 persoms); or

(b) Secretary to a nonsupervisory staff specialist, professional employee, adminis-
trative officer, or assistant, skilled technician or expert. (NOTE: Many companies assign
stenographers, rather than secretaries as described above, to this level of supervisory or
nonsupervisory worker.)

Secretary 1II

(a) Secretary to an executive or managerial person whose responsibility is not
equivalent to one of the specific level situations in the definition for level III, but whose sub-
ordinate staff normally numbers at least several dozen employees and is usually divided inte
organizational segments which are often, in turn, further subdivided. In some companies,
this level includes a wide range of organiszational echelons; in others, only one or two; or

{b) Secretary to the head of an individual plant, factory, etc., (or other equivalent
level of official) that employs, in all, fewer than 5, 000 persons.

Secretary III

(a} Secretary to the chairman of the board or president of a company that employs,
in all, fewexr than 100 persomns; or

(b) Secretary to a corporate officer (other than chairman of the board or president)
of a company that employs, in all, over 100 but fewer than 5,000 persons; or

{c) Secretary to the head (immediately below the officer level) over either a major
corporate-wide functional activity (e.g., marketing, research, operations, industrial rela-
tions, etc.) or a major geographic or organizational segment (e.g., a regional headguarters;
a major division) of a company that employs, in all, over 5,000 but fewer than 25,000

employees; or

{(d) Secretary to the head of an individual plant, factory, etc. {or other equivalent
level of official) that employs, in all, over 5,000 persons; or

{e) Secretary to the head of a large and important organizational segment (e. g
a middle management supervisor of an organizational segment often involving as many as
several hundred persons) of -a company that employs, in all, over 25,000 petrsons.

Secretary IV

(a) Secretary to the chairman of the board or president of a company that employs,
in all, over 100 but fewer than 5,000 persons; or

{b) Secretary to a corporate officer {other than the chairman of the board or presi-
dent) of a company that employs, in all, over 5,000 but fewer than 25,000 persoms; or

(¢} Secretary to the head, immediately below the corporate officer level, of a
major segment or subsidiary of a company that employs, in all, over 25,000 persons.
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STENCGRAPHER, GENERAIL

Primary duty is to take and transcribe dictation from one or more persons either
in shorthand or by Stenctype or similar machine, involving a normal routine vocabulary.
May also type from written copy. May maintain files, keep simple records or perform other
relatively routine clerical tasks. May operate from a stenographic pool. Does not include
transcribing-.machine work.

STENCGRAPHER, SENIOR

Primary duty is to take and transcribe dictation from one or more persons either
in shorthand or by Stenotype or similar machine, involving a varied technical or specialized
vocabulary such as in legal briefs or reports on scientific research. May also type from
written copy. May also set up and maintain files, keep records, etc.

OR

Performs stenographic duties requiring significantly greater independence and re-
sponsibility than stenographer, general as evidenced by the following: Work requires high
. degree of stenographic speed and accuracy; a thorough working knowledge of general business
and office procedure and of the specific business operations, organization, policies, pro-
cedures, files, workflow, etc. Uses this knowledge in performing stenographic duties and
responsible clerical tasks such as maintaining followup files; assembling material for re-
ports, memorandums, and lefters; composing simple letters from general instructions;
reading and routing incoming mail; answering routine questions, ete., Doés not include
trangcribing-machine work.

NOTE: This job is distinguished from that of a secretary in that the secretary
normally works in a confidential relationship to only one manager or executive and performs
more responsible and discretionary tasks as described in that job definition.

SWITCHBOARD OFPERATOR

Switchboard Operator I

Operates a single- or multiple-position telephone switchboard handling incoming,
outgoing, intraplant or office calls. May handle routine long distance calls and record tolls.
May perform limited telephone information service. ("Limited" telephone information serv-
ice occurs if the functions of the establishment serviced are readily understandable for
telephone information purposes, or if the requests are routine, e. g., giving extension numbers
when specific names are furnished, or if complex calls are referred to another operator.)

Switchboard Operator II

Operates a single- or maultiple-~position telephone switchboard handling incoming,
cutgoing, intraplant or office calls. Performs full telephone information service ox handles
complex calls, such as conference, collect, overseas, or similar calls, either in addition
to doing routine work as described for switchboard operator I, or as a full-time assign-
ment. ("Full" telephone informatidn service occurs when the establishment has varied .func-
" tions that are rot readily understandable for telephone information purposes, e.g., because
- of overlapping or interrelated functions, and consequently present frequent problems as to
which extensions are appropriate for calls.) .
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TABULATING-MACHINE OPERATOR

Tabu-lating—Machine Ope rator I

Operates simple tabulating or electrical accounting machines, such as the sorter,
reproducing punch, collator, etc., with specific instructions. May include the performance
of some simple wiring from diagrams and some {iling work. The work typically involves
portions of a work umnit, for example, individual sorting or collating runs, or repetitive
operations. :

Tabulating-Machine Operator II

Operates meore difficult tabulating or electrical accounting machines, such as the
tabulator and calculator, in addition to the sorter, reproducer, and collator. This work is
performed under specific instructions and may include the performance of some wiring from’
diagrams. The work typically involves, for example, tabulations involving a repetitive ac-
counting exercise, a complete but small tabulating study, or parts of a longer and more
complex report. Such reports and studies are usually of a recurring nature where the pro-
cedures are well established. May also include the training of new employees in the basic
operation of the machine.

Tabulating-Machine Operator III

Operates a variety of tabulating or &lectrical accounting machines, typically in-
cluding such machines as the tabulator, calculator, interpreter, collator, and others. Per-
forms complete reporting assigmments without close supervision, and performs difficult
wiring as required. The complete reporting and tabulating assignments typically involve a
variety of long and complex reports which often are of irregular or nonrecurring type re-
quiring some planning and sequencing of steps to be taken. As a more experienced operator,
is typically involved in training new operators in machine operations, or partially trained
operators in wiring from diagrams and operating sequences of long and complex reports.
Does not include working supervisors performing tabulating-machine cperations and day-to-
day supervision of the work and production of 4 group of tabulating-machine operators.

TYPIST

Uses a typewriter to make copies of warious materials or to make out bills after
calculations have been made by another person. May include typing of stencils, mats, or
similar materials for use in duplicating processes. May do clerical work involving little
special training, such as keeping simple records, filing records and reports, or sorting
and distributing incoming mail.

Typist I

Performs one or more of the following: Copy typing from rough or clear drafts;
routine typing of forms, insurance policies, etc.; setting up simple standard tabulations,
or copying more complex tables already set up and spaced properly.

Typist II

Performs one or meore of the following: Typing material in final form when it in-
volves combining material from several sources or responsibility for correct spelling. syl-
labication, punctuation, etc., of technical or unusual words or foreign language material;
planning layout and typing of complicated statistical tables to maintain uniformity and balance
in spacing. May type routine form letters, varying details to suit circumstances.
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NOTE: The definitions for the drafting and clerical occupations shown in this bulletin
are the same as those used in the Bureau's program of occupational wage surveys in metro-
politan areas. (See the list of areas in the order form at the back of this bulletin,) The
level designations used in this bulletin, however, differ from those used in the area bulletins.
The equivalent level designations for the occupations concerned are as follows:

National Survey of Occupational
Professional, Admini- i Wage Surveys in
strative, Technical, and Metropolitan
Occupation Clerical Pay Areas
Draftsman ... ___________.__. I C
I B
i1 A
Clerk, accounting . _...__________ I B
I A
Clerk, file - I c
II B
IIT A
Keypunch operator ... I B
11 A
Secretary oo I b
1I C
I B
v A
Switchboard operator _.___________ I B
I A
Tabulating-machine
operator .oo__.____ : I C
. 1T B
III A
Typist - I B
II A

78




Appendix D. Comparison of Average Annual Salaries in Private

Industry, June 1970, with Corresponding Salary Rates for
Federal Employees Under The General Schedule

The survey was designed, among other uses, to provide a basis for comparing Federal
salaries under the General Schedule with general pay levels in private industry. To assure
compilation of pay data for work levels that would be equivalent to the Federal grades, the
Civil Service Commission collaborated with the Bureau of Labor Statistics to prepare the
occupation work level definitions used in the survey. Definitions were graded bythe Com-
mission according to standards established for each grade, Each occupation work level
surveyed by the Bureau of Labor Statistics and curremntly considered by the Commission to
be equivalent to a General Schedule grade is identified in the following table.
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Comparison of average annual salaries in pnvate industry," June 1970, with salary rates for Federal employees

under the Gcncral Schedule®

Average Salary rates for Federal employees under the General Schedule £
annual
Occupation and class salaries Per annum rates and steps ®
surveyed by BLS?> in private [Grade® il
industry i A 3 4 5 6 T 8 9 ¢

Clerks, file 1 $4,119 GS1 | $4,125; 54,262 | $4,399 | 84,536 | $4,673| $4,810] $4, 947 5, 084 | $5, 221 | $5, 358
Gifice boys or girls ————————-mmmmmome 4, 548
Glerks, fils I1 4, 571 GS 2 4, 621 4,775 4,929 5, 083 B, 237 5, 391 5, 545 5, 699 5,853 6, 007
Keypunch operators I ———--——=s-samemee——r 5, 114
Switchboard operators 1 ——-——————cacamn 5,109
Tabulating-machine operaters I -—-—--—m- 5, 531
Typists I 4,717
Clerks, accounting I e —mm—nmna 5, 268 G5 3 5,212 5, 386 5, 560 5,734 5,908 6,082 &, 256 6, 430 6, 604 6, 778
Clerks, file I 5, 508
Draftsmen-tracers e e e 5, 675
Engineering technicians I ~m—~—r—-—- 6, 298
Keypunch operators II --———--rmsmemcmm—o 5,820
Keypunch supervisors I -——-—-—-mammranen 6,883
Stenographers, general meswe-—————— . 5,478
Switehboard operators II —— ——— 6, 010
Tabulating-machine operators I —————-- 6, 462
Typists II 5, 471
Clerks, accounting JI =-——m-—m—n————mmmeee 6,815 GS 4 5853 | 6,048| 6,243| 6,438} 6,633 ¢,828) 7,023 7,218] 7,413 7,608
Draftsmen [ 6, 805
Engineering technicians IT -w——resemm———0n—— 7,520
Keypunch supervisors II ———m———— 7,763
Secretaries I 6, 259
Stenographers, senior —-——-————-vmrmroeme——n &, 247
T abulating-machine operators NI —-————- 7,813
Accountants 1 8, 503 GS 5 6, 548 6, 766 G, 984 7,202 T, 220 7, 638 7,856 8,074 8,292 g, 510
Anditors I 8, 894
Buyers I 8,512
Chemists 1 g, 164
Draftsmen II 8, 364
Engineers 1 10, 209
Engineering technicians JIJ «—————n- 8, 541
Job analysts 1 8,938
Keypunch supervisors III -———--reromm——0o0 8, 297
Secretaries 11 6,979
Keypunch supervisors IV ——-———mremme——— 9,894 G5 6 7,294 | 7,537 7,780 8,023 8, 266| 8,509 8,752 8,995 9. 238| 9,481
Secretaries III 7,506
Accountants IT 9, 609 GE 7 8, 098 8, 368 8, 638 B, 908 9,178 9, 448 9,718 9,988( 10, 258| 190, 528
Auditors II 9, 955
Buyers IT 9, 759
Chemists II 10, 233
Draftsmen I1T 10, 204
Engineers II i, 077
Engineering technicians IV ——————aemu 9,837
Job analysts I 9,571
Secretaries IV 8,147 G5 8 8, 956 9, 255 9, 554 9,853 | 10,152| 10,451 | 10,750| 11,049 11, 348 11,647
Accountants IIT 10, 686 G5 9 9, 881 | 10,210| 10,539 | 10,868 | 11,197 11,526} 11,455 12,184 12,513] 12,842
Attorneys [ 11, 859
Auvditors 10 11, 475
Buyers LI 11, 665
Chemists III 11,737
Engineers III 12, 35¢
Engineering techniciang ¥V ————vuuee 11,043
Job analysts III 11,183
Accountants IV 12,755 GS11) 11,905 12, 302| 12,699| 13,096 | 13, 493 13,890| 14,287 14, 684 15,081) 15,478
Attorneys II 13, 585
Auditors IV 14, 044
Buyers IV 13,895
Chemists IV 14,218
Chief accountants I se———mm-———meeeee e 13,917
Directors of personnel I ———-—---rummruu— 12,593
Engineers IV 14, 695
Job: analysts IV 13,035

See footnotes at end of table.




Comparison of average annual safaries in private industry,” June 1970, with salary rates for Federsl employees
under the General Schedule® ~—Continued

Average Szlary rates for Federzl employees under the General Schedule®
. amnual
Occupation and cla'fs salaries Per annum rates and steps®
surveyed by BLE in private|Grade®
industry * 1 2 3 4 5 [ 7 8 g 10

Accountants V $15,477 | GS 12 1§14, 192/ $14, 665 $15, 138 $15, 61116, 0841816, 557]$17, 030{$17, 503 |$17, 976 [$18, 449
Attorneys III 16, 884
Chemists ¥ 17, 066
Chief accountants IL 15, 647
Directors of personnel I —————— 14,832
Engineers V 17, 004
Attorneys IV 20, 204 G5 13 16, 766| 17,319 17,878 &8, 437| 18,996| 19,555| 20,114 20,673| 21,232| 2i, 791
Chemists V1 19, 7¢0
Chief accountants IT —————————————eermen 18, 780
Directers of personmel I —-w—uererrmmmmme——u- 18, 419
Engineers VI - 19, 471
Attorneys V- 25, 391 G514 19, 43| 20, 298 20,953 21, 608 22, 263 22, 918| 23,573 24, 228| 24,883 25,538
Chemists VII - 22,937
Chief accountants IV ————————r—- 23,133
Directors of persennel IV -= —_— 21, 920
Engineers VIL 22, 328
Attorneys VI 33,032 G515 22,885 23,648 24,41 25,174| 25,937 | 2b,700] 27,463| 28, 226| 28,989| 29,752
Chemists VIII 27, 731
Engineers VIII 25,393

! For scope of survey, see appendix A.

Salary rates in effect in June 1970, the reference date of the BLS survey, as established by Executive Order 11524 issued under authority of

the Federal Employees Salary Act of 1970, Public Law 91-231. .

? For definitions, see appendix G.
4 Survey findings a5 summarized in table 1 of this report.

5 Gorresponding grades in the General Schedule were suppiied by the U. S, Civil Service Commission.

¢ Section 5335 of title 5 of the U. S, Code provides for within-grade increases on condition that the employee's work is of an acceptable level
of competence as defined by the head of the agency, For employees who meet this condition, the service requirements are 52 calendar weeks each
for advancement to salary rates 2, 3, and 4; 104 weeks each for advancement to salary rates 5, 6, and 7; and 156 weeks each for advancement
to salary rates 8, 9, and 10. Section 5336 provides that an additional within-grade increase may be granted within any peried of 52 weeks in
recognition of high quality performance above that ordinarily found in the type of positien concerned.

Under Section 5303 of title 5 of the U.5. Code, higher minimum rates (but not exceeding the maxium salary rate
prescribed in the General Schedule for the grade or level) and a corresponding new salary range may be established for
positions or sccupations under certain conditions, The conditions include a finding that the salary rates in private industry
are so substantially above the salary rates of the statutery pay schedules as to handicap significantly the Government's
recruitrnent or retention of well-quatified persons. Such special pay scales have been established for specific grades or
levels of certain cccupations {including accountants, auditors, c¢hemists, and engineers), Information on special higher
pay scales currently in effect, and the occupations and areas to which they apply, may be obtained from the U.&. Civil
Service Commission, Washington, D.C. 20415, or its regional offices.
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Order Form

TO:
Superintendent of Documents or Buwreau of Labor Statistics--
U, S. Government Printing Office John F, Kennedy Federal Building,
Washingten, D.C, 20402 Government Center, Room 1603-B,

Boston, Mass, 02203
341 Ninth Ave., Rm. 1025, New York, N,Y, 10001
406 Penn Square Building,

1317 Filbert St., Philadelphia, Pa, 19107
1371 Peachtree St,, NE., Atlanta, Ga. 30309
911 Walnut 8t,, Kansas City, Mo, 64106
219 South Dearborn St., Chicago, Ill. 60604
337 Mayflower Building '

411 North Akard St., Dallas, Tex. 75201
450 Golden Gate Ave,, Box 36017,

San Francisco, Calif, 94102

Enclosed find $ in | ] check or | | money order. Make checks or money orders
payable to the Superintendent of Documents. (Twenty-five percent discount for bundle order of
100 copies or more, )

Please send me copies of bulletins as indicated,

Number

of
copies 1968-69 AREA WAGE SURVEY SUMMARY BULLETINS

Bulletin 1625-90, Area Wage Surveys, Selected Memropolitan Areas,
1968-69 (1970).

" Comsolidates information from the individual area bulletins for surveys made during
the period July 1968 to june 1969, Contains average weekly earnings for office oc-
cupations, average howly earnings for plant occupations, and establishment practices
and supplementary wage provisions by industry division and area. Price $1.

Bulletin 1625-91, Area Wage Surveys, Metropolitan Areas,
United States and Regional Swmmaries, 1968-69 (1970).

Presents information on occupational earnings for all metvopolitan areas combined apd
separately by industry division and region. Also provides analyses of wage differences
and trends of occupational earnings. FPrice $1. '




1969-70 AREA WAGE SURVEY BULLETINS:*

BLS
illetin
Area and payroll period number
Akron (July 1970) ==mmmam—e- 1660-88
Albany-Schenectady-Troy
{Feb, 1970) ————mmcemmrrmmm 1660-51

Albuquerque-{Mar, 1970) ~~w= 1660-55
Allentown=-Bethlehem-Easton

{May 1970) ———om e mmmm 1660-83
Atlanta (May 1970} =mem-uus 1660-76
Baltimore {Aug, 1969) =m=m-- 166011
Beaumont-Port Arthr- ’

Orange {May 1970} ---=r~u- 1660-84
Binghamton (July 1570)=m==== 16856
Birmingham (Mar. 1970)----- 1660~57
Boise City (Nov, 1969} =—a—a- 166034
Boston (Aug, 1970} «ww-mmeee 1685-11
Buffalo (Oct, 1969)wecaaaaanx 1660-29
Burlington {Mar. 1970) ----- 166053
Canton {May 1970} ~-—-——w-~~ 1660-81
Charleston {Apr, 1970} —-----~ 166068
Charlotte’ (Mar, 1970) ~-noume 1660=-61
Chattanooga (Sept. 1970) ---- 1685-10
Chicago (June 1970) ———ee-wa 1660-90
Cincinnati (Feb, 1970} ~-u-- 1660-49
Cleveland (Sept. 1960) ——-un- 1660-22
Columbus (Oct. 1969) —~rumam 1660-27
Dallas (Cct, 1969) =mmuu——— 1660-23
Davenport=-Rock Island

Moline (Oct. 1969} ~~—rre== 1660-20
Dayton (Dec, 1969) mmmmae——u 1660-32
Denver {Dec, 1969} --mmmae—- 1660-41
Des Moines (May 1970} =muaw— 1660-73
Detroit (Feb, 1970} —m—mmueus
Fort Worth {Oct. 1969)

Green Bay (July 1970) —~m—een
Greenville {May 1970}

Houston {Apr. 1970) ~—rommw=
Indianapolis (Oct, 1969) wan-w 1660-25
Jackson (Jan, 1970} —meceeeee 1660~39
Jacksonville (Dec, 1969) --~- 1660-35
Kansas City (Sept. 1969) ---- 1660-10
Lawrence-Haverhill

{June 1970) =mmmmmaoanaee 1660-82
Little Rock-Nosth Little ’

Rock {July 1970} memmmmmmw- 1685-1

Los Angeles-Long Beach and
Anaheim-Santa Ana-

Garden Grove

{Mar. 1970) ~-rrrammmcmaaa 1660-64
Louisville {(Nov, 1969} -=--u- 1660-28
Lubbock (Mar. 1970} -=-==== 1660-50
Manchester (July 1970) =-w--- 1685-2
Memphis (Nov, 1969) ----—- 1660-31
Miami {Nov, 1969} mmmmm==m 1660-32
Midland and Odessa

{Jan, 1970) ~~memmcmmaen 1660-44
Mikwaukee (May 1970} -- 166074
Minneapolis=St, Paul

{(Jan, 1970) cmmeommmmmmmen 1660-46

Price
(in

cents)
30

50

Number
of

copies
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I,

BLS
bulletin
Area and payroll period nuwber
Muskegon-Muskegon Heights
(June 1970) rrmcemcmcca—n— 1660-85
Newark and Jersey City
(Jan, 1570) ———miummmmm e 1660-47
New Haven (Jan, 1970) =ceeum  1660-40
New Orleans (Jan, 1570) —-nn-~ 1660-42
New York (Apr. 1970} —----= == 1660-89
Norfolk-Portsmouth and Newport
News-Hampton
(Jan. 1970) =mcae oo 1660-59
Oklahoma City (July 1970) —mer= 1685~5
Omzha (Sept. 1969) ——- —=—vnn 1660-12
Paterson~Clifton~Passaic
(June 1970} remme—e—- -————— 1660-87
Philadelphia {Nov, 1969} --uuun 1660-48
Phoenix (Mar, 1970} —~w-ccaaaaa 1660-~70
Pittsburgh (Jan, 1970) m—m---m—- 1660-60

Portland (Maine) {(Nov. 1969) ~- 1660-26
Fortland (Oreg. ) (May 1970} -=- 1660-77

Providence-Pawtucket=
Warwick {(May 1870} —--meeue 1660-72
Raleigh (Aug., 1970) meeeeeaa- 1685-12
Richmond {Mar, 1970} -- ~ 1660-65
Rochester (Aug, 1970) --- - 1685-7
Rockford (May 1970} --- - 1660-75
St, Louis (Mar, 1970} -~ - 1660~66
Sale Lake City {Nov. 1969) - 1660-30
San Antonic (May 1970) =em=mun 1660-71
San Bernardino-Riverside -~
Ontario {(Dec, 1969) ——mweuu-n 1660-43
San Diego (Nov, 1969) —memmmee 1660-36
San Francisco-Oakland
{Oct, 1969} ——- e mm——- 1660-33
San Jose {Aug, 1970} —wmemmeuma 1685-13
Savannah {(May 1970) ——--eeeam 1660-80
Scranton (July 1970) =r-me=meaa 1685.3
Seattle-Everett (Jan, 1970)w-——- 1660-52
Sioux Falls (Sept, 1969} —-—=n-n 1660=14
South Bend (Mar, 1970) -~eeme- 1660-62
Spokane (June 1970) ——cmecmwam 1660-86
" Syracuse (July 1970) nmeam=mna 1685-8

Tainpa-St, Petersburg

{Aug. 1969) ———-mvn --- 1660-7
Toledo (Feb, 1570) =mwmemuemmn 1660-56
Trenton {Sept, 1969} wmumemae— 1660-21
Utica-Rome (July 1970} ==r=na- 1685-9
Washington, D,C,-Md. ~Va,

(Septs 1969)mcmmun e 1660-18
Waterbury (Mar, 1970) ~—wm==== 1660-54
Waterloo {Jan, 1970} mmm=mvae—n 1660-45
Wichita (Apr, 1970} —~-momeemr 1660-69
Worcester (May 1970) mr=mmm=a= 166078
York (Feb, 1970) =mcocmmmmaaee 1660-63
Youngstown-Warren

(Nov, 1969) -=remmemecmaeen 1660-38

*Bulletins dated prior to July 1965 were entitled "Occupational Wage Surveys, "

Name
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City

State
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Price
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cents)

38

30
45
60
35
50
35
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BUREAU OF LABOR STATISTICS
REGIONAL OFFICES

Region |
*1603-A Federal Building
Government Center
Boston, Mass, 02203
Phone: 223-6762 (Area Code 617}

Region LI
341 Ninth Ave., Rm. 1025
New York, N.Y. 10001
Phone: 971-5405 {Area Code 212}

Region lil
406 Penn Square Building.
1317 Filbert St.
Philadelphia, Pa, 19107
Phone: 597-7796 (Area Code 215)

Region IV
. Suite 540
137 Peachtree 5t. NE,
Atlanta, Ga. 30309
Phone: 526-5418 (Area Code 404)

REGION VI

Region V
219 Souith Dearborn St
Chicago, |11, 60604
Phone: 353-7230 (Area Code 312}

Region VI
337 Mayflower Building
411 North Akard St.
Dallas, Tex. 75201
Phone: 749-3516 (Area Code 214)

Regions VI and VIII
Federal Office Building
911 Wainut St., 10th Floor
Kansas City, Mo. 64106
Phone: 374-2481 {Area Code 816)

Regions I1X and X
450 Golden Gate Ave.
Box 36017
San Francisco, Calif. 94102
Phone: 556-4678 (Area Code 415)

* Regions VIl and VIi| will be serviced by Kansas City.
** Regions | X and X will be serviced by San Francisco,

BR.

VIRGIN ISLANDS

iy

PUERTO RICO
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