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Preface

This bulletin summarizes the results of the Bureau’s
annual salary survey of selected professional, ad-
ministrative, technical, and clerical occupations in
private industry, The nationwide salary information,
relating to March 1983, is representative of

establishments in a broad spectrum of industries -

throughout the United States, except Alaska and Hawaii.

The results of the national white-collar salary survey
are used for a number of purposes, including general
economic analysis and wage and salary administration by
private and public employers. One important use is to
provide the basis for setting Federal white-collar salaries
under the provisions of the Federal Pay Comparability
Act of 1970. Under this act, the President has designated
the Secretary of Labor, the Director.of the Office of
Management and Budget, and the Director of the Office
of Personnel Management to serve jointly as his agent to
establish pay for Federal white-collar employees.

The President’s agent specifies the geographic scope
of the survey, the industries to be studied, the minimum
establishment size to be included, and the survey oe-
cupations. The agent also formulates comparability
procedures, uses the survey results to develop statistical
paylines, and recommends comparability pay ad-
justments to the President.

The Bureau of Labor Statistics, under the Federal

Pay Comparability Act of 1970, is responsible for con-
ducting the survey and advising on the feasibility of pro-
posed survey changes. The Bureau prepares a list of
establishments covered by the survey, draws a
probability-based sample from this list, collects,
tabulates, and reports the data. As mentioned above,
however, the survey design is the responsibility of the
President’s Pay Agent. It should also be emphasized
that this survey, like other salary surveys, does not pro-
vide mechanical answers to pay policy guestions.

The occupations studied span a wide range of duties
and responsibilities. The occupations selected were
judged to be (a) surveyable in industry within the
framework of a broad survey design, (b) representative
of occupational groups which generally are numerically
important in industry as well as in the Federal Service,
and (c) essentially of the same nature in both the Federal
and private sectors. '

Occupational definitions used to collect salary data
(appendix C) reflect duties and responsibilities in private
industry; however, they are also designed to be

iii

translatable to specific General Schedule (GS) grades
applying to Federal employees, Thus, the definitions of
some occupations and work levels were limited to
specific elements that could be classified uniformly
among establishments. The Bureau of Labor Statistics
and the Office of Personnel Management worked joint-
ly to prepare the definitions.

The survey could not have been conducted without
the cooperation of the many firms whose salary data
provide the basis for the statistical information in this
builetin. The Bureau, on its own behalf and on behalf of
the other Federal agencies that contributed to survey
planning, wishes to express appreciation for the
cooperation it has received.

This survey was conducted in-the Bureau’s Office of
Wages and Industrial Relations by the Division of Oc-
cupational Pay and Employee Benefit Levels. Mark S.
Sieling prepared the analysis in this bulletin. Computer
programming and tabulation of data were developed by
Richard S. Schidt under the direction of Richard W.
Maylott, Office of Statistical Operations. Terry
Burdette and Larry Huff, of the Office of Survey
Design, were responsible for the sampling design and
other statistical procedures. Field work and data collec-
tion for the survey were directed by the Bureau’s Assis-
tant Regional Commissioners for Operations.

Although only nationwide salary data are presented
in this bulletin, salary data for clerical occupations and
for drafters and some computer occupations are
available for each metropolitan area in which the
Bureau conducts area wage surveys. These area reports
also include information on the incidence of employee
benefits such as paid vacations, holidays, and health, in-
surance, and pension plans for nonsupervisory office
workers. .

In 1982, a survey of employee benefits in private in-
dustry covered the same scope as the national survey of
professional, administrative, technical, and clerical pay.
The findings of the survey appear in Employee Benefits
in Medium and Large Firms, 1982, Bulletin 2176
(Bureau of Labor Statistics, 1983). Copies are for sale
from the Government Printing Office or the Bureau’s
regional offices listed on the inside back cover of this
bulletin,

Material in this publication is in the public domain
and, with appropriate credit, may be reproduced
without permission.




Contents

Page
B 11111 1 1 .Y b, 1
Characteristics Of the SUIVEY . .ot i ittt e ittt et sttt tr s an e neaans 1
211003 (35 1= 1| g G PP 1
Changesinsalarylevels . ... ... it i e it iraa s 1
Averagesalaries, March 1983 ......... ... .. i 2
Salary levels in metropolitan @reas . .. .. ... ...t it e i 4
Salarylevelsin large establishments . . ... ...t iiiiiiin i i i e 5
Salary distributions ........cc.ieunir ittt i it 5
Pay differences by inQustry .. ..o ittt it i e 5
Average standard weekly hours . ...t i e 6
Text tables: :
1. Percent increases in average salaries by occupation, 1973-83........... ... ... 2
2. Percent increases in average salaries by work level category, 1973-83........... 2
3. Distribution of work levels by degree of salary dispersion, March 1983 ......... 6
Reference tables:
Average salaries:
L, United StaLeS . . vttt ir ittt ettt it e 10
2. Metropolitan areas ... .......ocveiniiiniiiinaiaienons N 12
3. Establishments employing 2,500 WOTKEIS OF NOTE ... .\vurerrennrnnincrneenses 14 .
Employment distribution by salary:
4, Professional and administrative occupations ..............ooiiiiiiiiii. 16
5. Technical support occupations .........c.oiiiiirivnnaieannsa- I 24
6. Clerical OCCUPALIONS .+« o\ v ottt et et n it rn e et i aiiaca s iia e as 26
7. Occupational employment distribution: By industry division ................. 29
8. Relative salary levels: Qccupation by industry division ...................... 29
9. Average weekly hours: Occupation by industry division ..................... 30
Charts:
1. Salaries in professional and technical occupations, March 1983 ............... 7
2. Salaries in administrative occupations, March 1983 ... ................ s 8
3. Salaries in clerical occupations, March 1983 .. ... ... ... .. i 8
4. Relative employment in selected occupational groups by industry division,
March 1983 ..ottt it ittt et st e 9
Appendixes:
A. Scopeandmethodofsurvey..... ...l 31
B. Jobmatch validation ............ e e e 35
C. Occupational definitions....... SR S 36
D. Comparison of salaries in private industry with salaries of Federal
employees under the Genaral Schedule ................. il 76




Professional, Administrative,
Technical, and Clerical Pay,
March 1983

Summary
Average salaries for selected white-collar occupations

in medium- and large-size establishments increased less -

in the year ended March 1983 than in the previous 2
years.' For the 24 occupations included in the survey,
increases ranged from 4.2 percent to 9.7 percent. For all
but two of the occupations, the increases were below
those recorded in 1981 or 1982.

-Average monthly salaries for the 101 occupational
levels studied ranged from $809 for clerks performing
routine filing to $7,076 for the highest level of attorneys
surveyed. For most occupations, salary levels in
‘metropolitan -areas and in large establishments were
higher than the average for all establishments within the
scope of the survey. Among the industry divisions
represented in the survey, public utilities usually
reported the highest salaries while finance, insurance,
and real estate industries generally reported the lowest
salaries and the shortest standard weekly hours.

Characteristics of the survey

This survey—24th in an annual series—provides na-
tionwide salary data for 24 occupations spanning 101
work level categories. This information was collected
from establishments in-all areas of the United States, ex-
cept Alaska and Hawaii, The following major industrial
groups were surveyed: Mining; construction; manufac-
turing; transportation communications, electric, gas,
and sanitary services; wholesale trade; retail trade;
finance, insurance, and real estate; and selected ser-
. vices. The minimum size of the establishments studied
was either 50, 100, or 250 employees, depending on the
industry.?

Occupations are divided into appropriate work levels
based on duties and responsibilities (see appendix C).
The number of work levels—designated by roman
numerals, with level “I’’ the lowest—varies from oc-
cupation to occupation, as do degrees of difficulty and
responsibility.*

-1 For results of the 1981 and 1982 surveys, see BLS Bulletins 2108
and 2145,

2 See appendix A for a full description of the scope of the survey.

* The roman numerals do not necessarily identify equal levels of

work among occupations. For example, public accountant levels 1 to

1V equate to accountant levels II to V while attorney I equates to ac-

countant ITI arid public accountant II. For more mformanon, sec ap-
pendix D.

“work levels,

The number of levels in each occupation ranges from
one for messengers to eight for engineers. These work
levels, however, are not intended to represent all the
workers in a specific occupation. Thus, the survey does
not present comparisons of overall occupational salary
levels, such as between accountants as a group and
engineers.

The approximately 44,000 establishments within the
scope of the survey employed slightly over 22 million
workers; just over 45 percent were professional, ad-
ministrative, technical, and clerical employees. Of these
white-collar workers, 18 percent were in occupations for
which salary data were developed. The survey presents
separate occupational data for metropolitan
areas—where over nine-tenths of the white-collar
workers were employed—and for establishiments
employing 2,500 workers or more.

Employment

Occupational employment varied widely, reflecting
both actual differences among occupations and dif-
ferences in the range of duties and responsibilities
covered by the definitions. For example, there were
528,000 incumbents in the eight levels of engineers, ac-
counting for about seven-tenths of the 738,000 profes-
sional employees; corporate attorneys, in- contrast,
numbered under 14,000—a figure that does not include
those in legal firms. The occupation of program- .
mer/programmer analyst had 139,000 employees in five
or approximately seven-tenths of the
employees in all administrative jobs surveyed, which
also include buyers, job analysts, and directors of per-
sonnel. Engineering technicians accounted for about
two-fifths of the 265,400 technical workers, followed by
drafters (three-tenths) and computer operators (approx-
imately one-fourth). Secretaries constituted the largest
clerical occupation, accounting for just over two-fifths
of the 695,400 clerical work force. The next largest
clerical occupation was accounting clerk with almost
three-tenths of the total.

Changes in salary levels

Following substantial increases in both 1980 81 and
1981-82, salary levels for most of the survey jobs rose
moderately in the year ended March 1983. (See text.
table 1.) All but two of the 1983 increases, which ranged




Text table 1. Percent increases in average salarles by occupation, 1973-83

1979 1980

1973 1974 1975 1976 1977 1978 1981 | 1982
QOccupation to to to to to fo to 1o to to
1974 1975 1976 1977 1978 1979 1980 1981 1982 1983
Professiconal, administrative, ard techni-
cal support:
Accountants. ............ ... ... .. 6.1 9.8 6.4 7.8 83 8.0 9.2 10.0 96 6.9
Chiefaccountants ........... ... .. 7.2 8.6 6.6 10,5 8.0 7.7 1.3 95 11.4 4.2
Auditors .. .o . ... 5.2 6.8 55 6.8 8.2 8.5 88 10.3 9.4 6.1
Publicaccountants ... ...... ....... @] G] 6] @ ) @) (%) 4.2 7.9 6.6 71
Jobanalysts .................. | osa 75 . 6.0 6.5 7.2 BB 8.1 16 82 [ &7
Directorsofpersennel . ....... ... 7.2 6.1 7.8 9.1 16.0 75 11.2 1.4 9.6 8.3
Atorneys ................ .. .. .. 5.8 76 6.1 54 941 8.9 9.3 9.8 11.4 7.6
Buyers . ............... ... o 6.0 9.2 6.7 70 7.8 7.0 8.1 9.8 9.4 6.2
Chemists ................... ... 74 101 66 7.0 8.0 . 76 9.8 9.4 10.4 58
Engineers . ..... ... T 5.4 8.4 68 6.4 9.0 8.4 98 10.9 10.2 7.1
Engineering technicians. ... ........ 6.0 9.0 8.1 7.2 7.1 76 11.0 10.2 9.4 59
Drafters . .................. B 87 - 8.0 7.4 6.0 74 &) 11.8 10.9 84 7.6
Computercperators .. ............. ® ] ® 5.4 85 7.2 83 0] 8.9 6.8
Photographers . .................. @ ® ® 6] @) ® (G} [J) 9.7 8.1
Programmers/programmer :
analysts .. ........ .. ... ... .. (6] G ® ® ® %) 0 ) C® 8.5
Clerical:
Accountingclerks. . ............... 6.9 7.7 7.2 8.9 6.2 & 8.9 96 8.9 8.1
o Flleelerks .. ............ ... ...... 5.4 9.6 6.4 55 9.7 55 9.3 8.0 7.2 6.4
:Keyentryoperators . ........... ... 73 0.9 76 59 7.1 6.8 9.1 8.2 94 73
Messengers . ...... ... ........... 5.6 10.1 7.4 75 6.0 6.8 55 9.7 6.4 82
Personnei clerksiassistants ... ... . ;. ® ® ® @ ® [G8 86 ® 10.2 9.7
Purchasing asgistants .. ... ... .. .. Gl @ ® @ .M ROl ] ] Q] 93
Secretaries ... ... .............. .. ) &) * 6.4 65 7.3 9.6 @ 8.2 7.1
Stencgraphers ...... ... .. e 6.5 116 8.0 79 8.2 121 101 2.1 138 86
Typists ... ... ... L. B.7 99 7.1 6.2 8.0 85 8.9 10.2 10.1 6.8

' For data on survey periods from 1960 to 1870, see the 1979 edition of this
publication, Bulletin 2045; for 1970-73, see the 1982 edition, Bulletin 2145.
z Not surveyed.

from 4.2 percent for chief accountants to 9.7 percent for
personnel clerks/assistanis, were below those recorded
in either of the previous two years, (Messengers and
public accountants were the exceptions.) Most of the oc-
cupational increases fell between 6.0 and 8.5 percent in
1983 compared to 9-10 percent in 1982 and 9-11 percent
in 1981. '

During the 1982-83 period, average salaries increased
at about the same pace for three groupings of occupa-
tional work levels which equate to various grades of the
Federal Government’s General Salary Schedule— GS

1-4; GS 59; and GS 11-15 (text table 2). Since 1973,

however, cumulative increases have been largest for the
journeyman and senior levels of professional and ad-
ministrative occupations (grades 11-15) and smallest for
the middle group of work levels (grades 5-9).

Average salaries, March 1983

Reflecting the wide range of duties and respon-
sibilities covered by the occupations studied, average
monthly salaries ranged from $809 for file clerks I to
$7,076 for the top level of attorneys (table 1).* The

* Despite this wide difference, salary averages for jobs of
equivalent levels of work often fell within a relatively narrow band.
For example, monthly averages for the following work level
equivalents (Federal grade level 13) differed by $189 or 4 percent: Ac-
countant VI ($4,317); chief accountant II ($4,441); attorney IV
{84,432); director of personnel I11 (34,275); chemist VI ($4,252); and
engineer VI ($4,288), ’

s Comparable data for both years not available.

NOTE: For method of computation, see appendix A.
N

following paragraphs summarize the various occupa-
tions studied.

Accountants’ average monthly salaries ranged from
$1,627 for beginning professional accountants (level I)
to $4,317 for specialists in complex accounting systems
(level VI). Salaries of the most populated group (level
II1) averaged $2,279 a month. Nearly three-fifths of the
accountants surveyed were in manufacturing industries;

Text table 2. Percent increases In average salaries by work
level category,' 1973-83

Period? Group A Group B Group C .
(GS grades 1-4) | (GS grades 5-9} ((GS grades 11-15}

1973-83 . ... 116.4 1135 1220
1973-74 .. .. ... 6.2 57 6.2
1974-75 . .. .. 9.1 8.6 8.8
1975-76 ... ... .. 786 6.4 6.5
1976-77 ... .. .. 6.9 6.3 7.7
1977-78 ........ 7.5 8.0 8.8
1978-79 .. .. ... 7.2 75 8.0
1979-80 .. ... .. 9.1 161 9.3
1980-81........ 98 9.6 10.2
1981-82 ... ... . 95 94 104
1982-83 ... . .... 7.4 7.3 7.2

' Group A contains survey classifications equating to GS grades 1-4 of the
Federal Government’s General Salary Schedule; Group B covers GS grades
5-9,and Group C, GS grades 11-15. See appendix D, table D-1, fora listing of
survey levels that equate to each GS grade.

* For data on survey periods from 1960 to 1970, see the 1979 edition of this
publication, Bulletin 2045; for 1970-73, see the 1982 edition, Bulletin 2145,




public utilities and the finance, insurance, and real
estate sector each accounted for about one-tenth.

Chief accountants who adapt accounting systems
with only a few and relatively stable functions and work
processes (level I) averaged $2,807 a month. At level IV,
those who have authority to establish and maintain the
accounting program, subject to general policy
guidelines, for a company with numerous and varied
functions and work processes averaged $5,660 a month.*

Work levels for chief accountants are determined by
the degree of authority and responsibility, the technical
complexity of the accounting system, and, to a lesser
degree, the size of the professional staff (usually 1-2 ac-
counts at the first levels to as many as 40 accountants at
level IV). Of the chief accountants surveyed, about SIX-
tenths were employed in manufacturing industries and
just over one-eighth in the fmance insurance, and real
estate sector.

Auditors at the trainee level (level 1) averaged $1,560
.a month and auditors IV, who conduct complex finan-
cial audits, averaged $2,841. Manufacturing industries
employed about two-fifths of the auditors while the
finance, insurance, and real estate sector employed one-

“third.

Public accountants at the entry Jevel, who receive
practical experience in applying the principles, theories,
and concepts of accounting and auditing (level I),
averaged $1,556 a month, The highest level of public ac-
‘countants (level IV), who direct the fieldwork for large
or complex audits, averaged $2,428 a month. This oc-
cupation was only found in public accounting firms,

" which are a part of the selected services industry group.

Attorneys are classified based upon the difficulty of
their assignments and responsibilities. Attorneys I, who
include new law graduates with bar membership and
those whose work is relatively uncomplicated due to
clearly applicable precedents and well-established facts,
averaged $2,343 a month. Attorneys in the top level
surveyed (VI) averaged $7,076. These attorneys deal
with legal matters of major importance to the organiza-
tion {(or corporatlon), and usually report only to general

‘counsels or, in very large firms, to their immediate
deputies. Finance, insurance, and real estate industries
. employed "nearly two-fifths of the attorneys and
manufacturing industries employed just over three-
tenths.*

Buyers who purchase “‘off-the-shelf’” and readily
available items and services from local sources (level I)
averaged $1,593 a month. Buyers IV, who purchase
large amounts of highly complex and technical items,
materials, or services, averaged $2,964. Approximately
four-fifths of the buyers studied were employed by
manufacturing industries.

s Data for chief accountants V, directors of personnel V; chemists
VIiI; photographers I and V; and personnel clerks/assistants V did
not meet publication criteria for this survey.

¢ The survey excludes establishments primarily offering legal ad-
vice or services.

Programmers/programmer analysts at the trainee
level who are developing basic programming skills (level
I) averaged $1,648 a month. Those at level V, who are
either supervisors, team leaders, staff specialists, or
consultants responsible for complex programming in-
volving some systems analyst work, averaged $3,177 a
month, Manufacturing industries employed two-fifths
of all programmers/programmer analysts surveyed;
finance, insurance, and real estate, just over one-fourth;
and selected services and public utilities about one-tenth
each.

Personnel management occupatmns are répresented
by four levels of job analysts and five levels of directors
of personnel. Job analysts I averaged $1,658 a month
compared with $2,757 for level IV. Under general super-
vision, iob analysts IV analyze and evaluate a variety of
the more difficult jobs and may participate in the
development and installation of job evaluation and
compensation systems. Directors of personnel are '
fimited by definition to those who, at a minimum, are
responsible for administering a job evaluation system,
employment and placement functions, and employee
relations and services. Those with significant respon-
sibility for administering actual contract negotiations
with labor unions as the principal company represen-
tative are excluded. Various combinations of duties and
responsibilities determine the work level.

Among personnel directors, average monthly salaries
ranged from $2,723 for level I to $5,220 for level IV.’

~ Manufacturing industries employed about one-half of

the job analysts and two-thirds of the directors of per-
sonnel included in the study; the finance, insurance, and
real estate industries ranked next with nearly three-
tenths of the job analysts and one-seventh of the direc-
tors of personnel.

Chemists and engineers each are surveyed in eight
levels? starting with a professional trainee level typically
requiring a B.S. degree. The highest level surveyed in-
volves either full responsibility over a broad, complex,
and diversified chemical or engineering program, with
several subordinates each directing large and important
segments of the program, or individual research and
consultation in problem areas where the chemist or
engineer is a recognized authority and where solutions
represent a major scientific or technological advance.’
Average monthly salaries ranged from $1,780 for
chemists I to $5,039 for chemists V11, the highest level
for which data could be published, and from $2,130 for
engineers I to $4,847 for engineers VII and $5,578 for
engineers VIII.

Level IV chemists and engineers, the largest groups in
each profession and representing fully experienced
employees, averaged $2,953 and $3,061 a month respec-

* See footnote 5.

* See footnote 5.

s The definition recognizes that top positions in some companies
with unusually extensive and complex chemical or engineering pro-
grams exceed this level,




tively. Employment of chemists and engineers was
highly concenirated in manufacturing industries (89 per-
cent of the chemists and 70 percent of the engineers).
Most of the remaining chemists were associated with
research and development laboratories. Engineers were
also found in significant numbers in establishments
engaged in research and development, project demgn
and public utilities,

Engineering technician is a five-level series limited to
employees providing sem:professmnal technical support

to engineers, These technicians work with engineers in

such areas as research, design, development, testing, or
manufacturing process improvement, and utilize elec-
trical, electronic, or mechnical components or equip-
ment. Technicians involved in production or
maintenance work are excluded., Engineering techni-
cians I, who perform simple routine tasks under close
supervision or from detailed procedures, averaged
$1,304 a month. Engineering technicians V, who work
on more complex projects under general guidelines sup-
plied by a supervisor or professional engineer, averaged
$2,360. Salaries for intermediate levels III and IV, con-
taining a majority of the technicians surveyed, averaged
$1,799 and $2,088, respectively.

. About three-fourths of the engineering technicians
were employed in manufacturing and just over one-sixth
in selected services, The ratio of technicians to engineers
was about 1 to 4 in all manufacturing industries combin-
ed. In public utilities, the ratio was 1 to 6; in mechanical
and electrical equipment manufacturing, it was 1 to 3;
and in research, development, and testing laboratories,
2to 5. _

Drafter salary levels ranged from $1,012 a month for
level I, who trace or copy finished drawings, to $2,316
for level V, who work closely with design originators in
preparing unusual, complex, or original designs. Slight-
ly under two-thirds of the drafters were in manufactur-
ing firms and one-fifth in selected services.

. Computer operators are classified on the basis of
responsibility for problem solving, variability of
assignments, and relative sophistication of their equip-
ment. Computer operators I, whose work consists of
on-the-job training, averaged $1,040 a month. The
largest group surveyed, level IIl, averaged $1,416, and
the highest level {VI) averaged $2,100. Approximately
two-fifths of all computer operators surveyed were
located in manufacturing industries; about one-fourth
in finance, insurance, and real estate; and just over one-
tenth in selected services,

- Photographers studied in the survey range from those
who used standard still cameras to take pictures involv-
ing limited problems of speed, motion, contrast, or
lighting (level IT} to those using special-purpose cameras
under technically demanding conditions (level IV).!*
Photographers workmg for media establishments, such

¢ See footnote 5.

as newspapers or advertising agencies, were excluded.
The average monthly salary for level II photographers
was $1,703 compared with $2,235 for level IV’s,
Manufacturing industries employed almost three-
fourths of the photographers studied.

Among the survey’s nine clerical jobs, secretary was
the most heavily populated. Average monthly salaries
ranged from $1,228 for level I secretaries to $1,928 for
level V's. Average salaries of $1,359 and $1,614 were
reported for stenographers I and II. Typists I averaged
$952 and those at level II, $1,257 a month.

Accounting clerks performing simple and routine
clerical accounting operations (level I) averaged $933 a
month. Level IV clerks who maintain journals or sub-
sidiary ledgers averaged $1,621, Three-fourths of all ac-
counting clerks were classified in levels 11 and III, which
averaged $1,122 and $1,339 a month, respectively.

Personnel clerks/assistants who perform routine
tasks requiring a knowledge of personnel rules and pro-
cedures (level I) averaged $1,075 a month. Level IV
assistants, who provide paraprofessional support such
as interviewing and recommending placement for well-
defined occupations, averaged $1,683." _

Level I purchasing assistants examine and review
routine purchasing agreements. Their monthly average
of $1,236 compares with $2,005 for top level III
assistants, who prepare complicated purchase
documents, expedite the purchase of highly specialized
items, or provide detailed technical support to buyers.

Clerical workers generally were highest paid in
manufacturing, mining, and public utilities and lowest
paid in finance, insurance, real estate, and retail trade.
Slightly more than two-fifths of the clerical employees
surveyed were employed in manufacturing industries.
The finance, insurance, and real estate industries and
public utilities also employed large numbers of clerical
workers, accounting for about one-fourth and one-
tenth of the total, respectively.

Salary levels in metropolitan areas

For most occupational levels, average salaries in
metropolitan areas (table 2) were slightly higher than
national averages (table 1). In only 10 instances,
however, did these differences exceed 1 percent,

About: nine-tenths of the employees surveyed were
located in metropolitan areas. The proportion,
however, varied among occupations and work levels.
More than 95 percent of public accountants, attorneys,
job analysts, and messengers were in metropolitan
areas. In 75 of the 101 work levels providing publishable
data, at least 90 percent of the workers were in
metropolitan areas. It is apparent, therefore, that for
most work levels, average salaries in metropolitan areas
were almost the same as those for all areas combined.

"1 See footnote 5.




Salary levels in large establishments

Large establishments—those employing 2,500

workers or more—accounted for 37 percent of all
employees in the 91 occupational work levels for which

comparisons were possible (table 3), The proportion of

workers in large establishments ranged from about one-
tenth of file clerks I to just over three-fourths of
photographers IV. Large establishments commonly
employed a majority of the workers at the highest levels
of professional, administrative, and technical support
occupations. Among clerical occupations, however,
they employed a majority of only purchasing assistants
IiI’s and both levels of stenographers. \

Salary levels in large establishments expressed as
percents of levels in all establishments combined ranged
from 97 to 126. Salary levels in large establishments
were higher than the all-establishment average by 5 per-
cent or more in all but 3 of the clerical levels (both
stenographer levels and purchasing assistants III), but
for two-fifths of the 65 nonclerical levels, as shown in
- the following tabulation (the all-establishment average
- for each occupational level=100):

Professionai, -
administrative, and Clerical
technical
Total number of levels ...... 65 26
95-99percent ........oiaiean-n 3 -
100-t04 percent .. .......convnne 37 3
105-109 percent . ...onveeiinrsns : 18 8
110-114percent ... ...vveennnn 6 9
115 percentandover ..........-¢ ' 1 6

As expected, pay relatives were close to 100 for those
work levels where large establishments contributed
heavily to total employment and, consequently, to the
all-establishment average. '

Salary distributions

Employee distributions of monthly salaries for pro-
fessional and administrative occupations are presented
in table 4, for technical support occupations in table 5,
and for clerical occupations in table 6. Within most
work levels, the highest salary rates were more than
twice as large as the lowest rates. As illustrated in charts
1-3, these differences tended to increase with each rise in
the work level, Salary ranges of specific work levels in
an occupation also tended to overlap each other. This
reflects both salary differences among establishments
and the frequent overlapping of salary ranges within in-
dividual firms. -

Median monthly salaries for most work levels were
slightly lower than the mean average salaries.'?
Hence, salaries in the upper halves of the arrays affected

12 Median monthly salaries are the amounts below @nd above
which 50 percent of the employees are found. The mean salary is the
weighted average of all salaries.

the means more than salaries in the lower halves. The
relative difference between the mean and the median
was less than 2 percent for 48 of the 101 work levels
surveyed, from 2 to 4 percent in 37 levels, and from over
4.0 to 8.1 percent in the other 16 levels.

The degree of salary dispersion tended to be larger for
clerical occupations than for professional, ad-
ministrative, or technical occupations. These disper-
sions, shown in text table 3, reflect the middle 50 per-
cent of employees in each work level expressed as a per-
cent of the median salary. This eliminates the extremely
low and high salaries for each comparison. In about
nine-tenths of the 101 publishable work levels, the
degree of dispersion ranged between 15 and 30 percent.

Salary differences within work levels refiect a variety
of factors other than duties and responsibilities. These
include salary structures within establishments which
provide for a range of rates for each grade level; varia-
tions in occupational employment among industries
(table 7 and chart 4); and regional salary differences,
especially for clerical occupations.!* Clerical
employees usually are recruited locally, while profes-
sional and _administrative positions tend to be recruited
on a broader regional or national basis.

Pay differences by industry :

Relative occupational salary levels in major industry
divisions were compared to each other and to the all-
industry average (table 8). Salary levels for professional,
administrative, and technical occupations in manufac-
turing industries tended to be closest to the all-industry
average,. Manufacturing, however, accounted for more
employment than any other sector, except in the case of
attorneys and public accountants. Relative salary levels
were generally highest in mining and public utilities.

For most occupations studied, relative salary levels
were lowest in the retail trade and finance, insurance,
and real estate industries. Where these industries
employed a substantial proportion of workers in an oc-
cupation, the all-industry average was dampened; con-
sequently, relative levels in such industries as manufac-
turing and public utilities tended to be elevated above
the all-industry average. For example, relative pay levels
of messengers in manufacturing (110 percent of the all-
industry average) and public utilities (120 percent)
reflect the influence of lower salaries for about two-
fifths of these workers employed in finance, insurance,
and real estate industries. These industries, however,
also reported slightly shorter average standard
workweeks than other industries.

15 For analyses of interarea pay differentials in clericai salaries,
see Wage Differences Among Metropolitan Areas, 1982, BLS Sum-
mary 83-5, and Mark Sieling, *Clerical Pay Differences in
Metropolitan Areas, 1961-80,” Monthily Labor Review, July 1982,
pp. 10-14.




Text table 3. Distribution of work levels by degree of salary dispersion, March 1983

QOccupation

Number of
work levels

- Number of levels having degree of dispersion' of—

Under 1%
percent

15 and under
20 percent

20 and under
25 percent”’

25 and under
30 percent

30 percent
and over

" Alfoceupations ... ..., 0 .. ... 101 5

Accountants . . . .. R
Chiefaccountants ....... ... ... .. ..,
Auditors ................ ... Y

Jobanalysts ........... .. ... ...
Directorsof personnel . ................
Aftorneys ............. ... ... ...
Buyers .......... ... L.
Chemists ..................... e
Engineers . ............ . ... ... ... ...
Engineering technicians . . . .. .......... |
Drafters ............,. .. VTR
Computeroperators . .. ... ........ ...
Photographers . .................. ...
Programmers/programmer analysts .. . .7 .

Moo~ aSSbE R AELD

i)
=}
1

Clericalworkers . ....................|

22 23 6

P
L]

sl b g

Mt ol ol
~ R~ bw! we o oo non
1
|

' Degree of dispersion equals the salary range of the middle So'percent of
employees in a work level expressed as a percent of the median salary for
that level.

Average standard weekly hours

The distribution of average weekly hours (rounded to
the nearest half hour) is shown in table 9 for each oc-
cupation by major industry division. Average weekly
hours were lower in finance, insurance, and real estate
(about 38 hours for most occupations) than in other in-
dustries (39 to 40 hours). Average weekly hours have
been fairly stable over the past decade.’* Standard
weekly hours, the base for regular straight-time salary,
were obtained for individual employees in the occupa-

tions studied. When individual hours were not
available, particularly for some higher level professional
and administrative positions, the predominant.
workweek of the office work force was used as the stan-
dard workweek.

** For information on scheduled weekly hours of office workers
employed in metropolitan areas, see Area Wage Surveys, Selected .
Metropolitan Areas, 1981, Bulletin 3010-72 (Bureau of Labor
Statistics, 1983).




Chart 1. Salaries in professional and technical occupations, March 1983

{Mean monthly salaries and ranges within which fell 80 percant of amployees}

Occupation and leval
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Chart 2, Salaries in administrative occupations, March 1983
(Mean monthiy salaries and ranges within which fail 80 percent of employees)

Oceupation and level
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_programmer anlysts z [ I R A
n : S ) : : : ;
w B Su R
v Ny R
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Chart 3. Salaries in clerical occupations, March. 1983
{Maan monthly salaries and ranges within which fall 80 percent of employees)

Occupation and level
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Chart 4. Relative employment in selected occupational groups by industry division, March 1983

Qceupational group Percent
0 10 20 30 40 50 60 70 80 90 100
Accountants and
chief accountants® //
Auditors / // %
Attorneys - /// /
/]
Buyers
: £
Programmers/
program analysts A
Dirsctors of personnet ////
' A
Chemists
Engineers
Engineering technicians
and drafters
_Computer operators // /
7
Photographers
A
Clerical employees // /
7.
BOOOOCOOO0
st rtetetete%0%0% 0%
IS CS5050020¢0¢00¢8
et ete % ete e % e % /)
Mining Manufacturing Public Finance, Trade and
and utilities fnsurancs, selected
construction and real estate sarvices

' Public accountants are not inciuded, This cccupation is found only in accounting, auditing, and bookkeeping services in the

selected services industry group, -




Table 1. Average salaries: United States

(Empleyment and average galaries for

United States except Alaska and Hawali, | March 1983)

al, administrative, technlcal, and clerical occupations in private industry,!

MENTHLY SALARIES 4/ ANNUAL SALARIES 4/
HUMBER
OCCUPATION AND LEVEL 2/ MIDDLE RANGE 5/ MIDDLE RAMGES/
-~ EMPLOYEES 3/| MEAN MEDIAN MEAN MEDIAN
FIRST THIRD EIRST THIRD
QUARTILE {QUARYILE RUARTILE |QUARTILE
ACCOUNTANTS AND AUDITORS l
ACCOUNTANTS I ............. 16,446 | 81,627 81,627 51,474 61,791 {$19,519 | 619,525 | 817,693 | 821,491
ACCOURTANTS II ... . 24,627 1,939 1,895 1,708 1136 23,264 22,740 0,496 25,632
ACCOUNTANTS III .. . 38,490 2,279 2,269 2,002 2,50% 27,346 26,989 24,022 30,050
ACCOUNTANTS IV ... . 22,037 2,854 2,782 2,523 3,149 34,244 33,384 50,276 37,785
ACCOUNTANTS V ... . 7,31% 3,439 3,416 3.099 3,800 41;862 40,992 37,185 45,600
ACCOUNTANYS ¥I ..iiuivvneaininninnn 1,423 4,317 4,248 3,832 4,750 51,798 51,981 65,982 57,000
AUDITORS I ....uue.n. 1,578 1,560 1,550 1,374 | - 1,749 18.723 18,600 16,493 20,992
AUDITORS II , 3,530 1,841 1,945 1,708 2,166 23,293 235,340 20,500 25,990
AUDITORS III 4,762 2,354 2,345 2,083 2,532 28,2453 28,140 24,996 30,988
AUDITORS IV .., .0vvvennn. 2,431 2,841 2,782 2,500 3,110 36,091 35,387 30,000 37,322
PUBLIC ACCOUNTAWTS I ... . 10,806 1:556 ,541 1,466 L.624 18,5669 18,493 17,593 19,492
PUBLIC ACCOUNTAKTS II . .. 11,168 715 1,667 1,599 1,833 204575 20,004 19,192 21,991
PUBLIG ACCOUHTARTS III .. 8,698 2,023 1,974 1,821 2,167 24,278 23,691 21,838 26,000
PUBLIC ACCOUNTANTS 1V .. .. 5,395 2,428 2,375 2,166 2,650 29,134 28,489 25,998 31,800
CHIEF ACCOUNTANTS T . 85 2,807 2,811 2,495 3,099 33,683 33,737 29,940 37,185
CHIEF ACCOUHTANTS II E,195 3,472 3,416 3,165 3,749 41,664 | ©0,992 37,985 44, 952
CHIEF ACCOUNTANTS IYI 741 4,441 4,372 4,048 4,815 53,286 52,464 48,581 57,777
CHIEF ACCOUNTANTS IV .. 246 5,660 5,555 5,044 6:475 67,919 66,650 60,528 77,700
ATTORNEYS
ATTORNEYS 1,311 2,343 5291 2,041 2,666 28,119 27,489 25,490 31,937
ATTORMEYS 2,905 2,875 2,799 2,528 3,167 34,502 33,589 30,300 35,004
ATTORNEYS 3,518 3,523 3,438 3,108 5,869 42,271 41,258 37,2396 46,428
ATTORHEYS I 3,342 4,432 4,382 3,955 4,871 53,18% 52,579 47,456 58,440
ATTORNEYS ¥ 1,851 5,467 5,331 4,833 6,079 65,607 63,974 57,996 72,840
ATTORREYS 49 7,076 6,997 5.225 7,916 84,917 83,966 74,709 94,992
o BUYERS
BUYERS I tuvnsnncinncrrornnacanns 6,726 1,593 1,550 1.408 1,750 19,120 18,500 16,896 | 21,002
BUYERS I1 . . 18,096 1,969 1,927 1,749 2,150 23,633 23,128 20,992 25,800
BUYERS ILI . 16,259 2,419 2,380 2:151 2,628 29,033 28,558 25,807 31,537
BUYERS IV ... 5,366 2,964 2,916 2,608 3,261 35,570 34,992 31,302 39,134
PROGRAMMERSANALYSTS
PROGRAIMERS/PROGRAMMER ARALYSTS I ..... 14,660 1,648 1624 1,516 1,874 19,777 19,492 16,993 22,491
PROGRAMMERS/PROGRAMMER ANALYSTS I ... 35,2673 1,846 1,811 1,615 2,041 22,148 21,734 19,389 24,490
PROGRAMMERS/PROGRAMMER ANALYSTS IIT . 51,033 2,185 2,166 1,951 2,388 26,224 25,990 23,614 28,654
PROGRAMMERS/PROGRAMMER ANALYSTS EV . 29,142 2,620 2,608 2,374 2,844 31,448 35,300 28,489 34,128
PROGRAPMERS/PROGRAMMER AHALYSTS ¥ . 9,654 3,177 3,152 2,915 3,415 38,125 .| 37,824 34,982 40,930
PERSONHEL MARAGEMENT
JOB AHALYSTS I ............. 140 1,658 1541 1,440 1,999 19,896 18,493 17,280 23,990
JOB AHALYSTS II ... 443 1,833 1,749 1,624 2,609 21,952 20,992 19,492 26,108
JOB ARALYSTS ITY ... 537 2.202 2,142 1,915 2,503 26,427 25,704 22,982 30,036
JOB ANALYSTS IV .........ccevns 561 2,757 2,769 2,383 3,412 33,084 32,879 28,598 36,147
DIRECTORS OF PERSONNEL I .......... . 1,528 2,723 2,649 2,499 2,921 32,678 31,787 29,988 33,057
DIRECTORS OF PERSOMNEL II .. . 2,659 3,504 3,522 3,150 3,846 42,045 42,255 37,800 46,152
DIRECTORS OF PERSONREL IXI .... . 1,082 4,275 4,201 3,873 4, 51,29 50,413 46,481 |, 54,804
DYRECTORS OF PERSORNEL I¥ ............. 308 5,220 5,165 4,748 5,625 62,645 61,975 56,977 62,560
CHEMISTS AND ENGINEERS
CHEMISTS I ... 2,653 1,780 1,731 1,543 1,940 21,368 20,777 18,511 23,280
CHEMISTS II . 5,255 2z, 028 1,999 1,816 2,247 26,341 23,990 21,796 26,488
CHEMISTS IIX . :197 2,451 2,413 2,183 2,710 29,413 28,962 26,158 32,520
CHEMISTS I\r 2,413 2,953 2,932 2,651 3,215 35,439 35,136 31,816 38,535
CHEMISTS 6,850 3,57% 3,515 3,212 3,830 42,892 42,183 3E,544 46,580 .
CHEMISTS v 2,312 4,252 4,170 3,873 4,520 51,028 50,050 46,481 548,840
CHEMISTS VII ©179 5,039 5,785 ®,482 5,591 60,471 57,613 53,778 67,092
ENGINEERS I . 52,588 2,130 2,139 2,004 2,257 25,556 25,668 24,48 z1,084
ENGEINEERS I 65,490 2,314 2,308 2,150 2,483 27,769 27,400 23,300 29.3580
ENGINEERS IEI 131,048 2.609 2,599 2,374 2,827 31,307 31,198 23,489 33,924
ENGINEERS IV 138,586 3,061 5,155 2,792 3,315 36,726 36,660 35,506 39,784
ERQIRE R 99,586 3,643 3,623 3,328 3,959 43,720 43,476 39,934 47,263
ENGINEERS VI 46,426 4,288 4,223 3,861 4,635 51,460 50,680 46,332 55,861
ENGINEERS VII ... 12,383 4,847 2736 5,358 5,200 58,167 56,332 52,209 62,500
ERGINEERS VIII . 3,125 5,578 615 5,081 5,831 66,938 84,974 64,976 69,972

See footnotes at and of table.




Table 1. Continued—Average salarles: Unlted States

(Empligp 1 and ge salarles for sslectad professional, administrative, technical, and clerlcal cocupations In private Induststy,*
Unl!e:] States except Alaska and Hawail, March 1883) . . _ o
MONTHLY SALARIESS/ ANNUAL SALARIES G/
NUMBER
OGCCUPATION AMD LEVEL2/ aF MIDDLE RANGE 5/ MIDDLE RANGE 5/
EMPLOYEES3/ | MEAM MEDIAN MEAN MEDIAN
FERST THIRD FIRST THIRD
QUARTILE |QUARTILE QUARTILE [QUARTILE
TECHNICAL SUPPORT
ENaIHEERINﬂ TECHNICIANS I ......... 4,996 1,304 1,283 1,135 1,448 15,445 15,391 (. 13,623 17.340
ENG 18,416 1,508 . 1,483 1,350 1,650 18,077 17,794 16,200 15,800
31,731 1,788 1,756 1,581 [© 1,960 21,460 25,900 13,968 23,520
35,260 2,088 2,183 1.89% 2,253 25,062 25,008 22,791 27,036
20,431 2,360 2,361 2,174 2,539 25,320 28,332 26,083 30,470
2,029 1,012 276 889 1,100 12,142 11,710 10,670 13,205
11,234 1,302 1,257 1,125 1,510 15,628 15,07% 13,500 18,120
22,217 1,533 1,49% 1,333 1,705 18.401 17,991 15,994 20,460
264,714 1,871 1,833 1,647 2,075 22,454 21,991 19,758 26,906
DRAFTERS ¥ . 20,170 2,316 Z,266 2,069 2,549 27,795 27,19 24,833 30,588
COMPUTER OPERATORS . &,003 1,040 1,000 910 1,146 12,431 21,995 10,916 13,630
COMPUTER OPERATORS . 17,903/ 1,221 1,165 1,052 1,343 14,848 i3.980 12,625 15,119
COMPUTER OPERATORS . 29,576 1.416 1,372 1,216 1,566 16,938 16,464 14,59% 18,792
COMPUTER OPERATODRS - 15,171 1,727 1.682 | ° 1,530 1,933 20,727 20,184 18,000 23,190
COMPUTER OPERATORS 3,136 2,028 1,966 1,762 2,307 24.307 23,592 21,139 27,4688
COMFUTER OPERATORS VI ..... 477 2,100 2,037 1,895 2,261 25,206 24,438 22,746 27,132
705 1,703 1,693 1,485 1,397 20,439 20,322 17,820 22,759
. 738 2,035 2,034 1,347 2,253 24,425 24,410 22,162 27,036
PHOTOGRAPHERS IV .....ivvnvrrenrnnnnnns 397 2,235 2:19% 1,932 2,504 26,815 25,324 23,183 30,048
CLERICAL .
ACCOUNTING CLERKS I ..o.vevvrannvannnns 26,763 933 879 780 |¢ 1,012 11,190 10,554 9,359 12,146
ACCOUNTING CLERKS II ....vuns . 87,578 1,122 1,078 950 1,239 13,466 12,937 11,395 14,871
ACCOUNTING CLERKS III ., 59,324 1,339 1,287 1.128 1,512 16,4973 15,443 | 13,536 15,149
ACCOUHTING CLERKS IV 21,355 1,62t 1,5_6-‘. 1,351 1,824 19,455 19,005 16,327 21,8%0
‘FIEE CLERKS X .. .ivvuervrnrnsnninnssens 19,738 807 775 697 877 9,702 9,360 8,364 10,524
FILE CLERKS EI .. 10,926 911 850 762 975 10,928 10,196 9,143 11,495
FILE CLERKS IIT ........covuvnnnnn 3,457 E,162 1,049 936 1,249 13,899 12,583 11,231 14,991
KEY ENTRY DPERATORS I ....vvvnincinvcnns 52,682 1,049 957 875 1.148 12,583 11,968 10,503 13,779
KEY ENTRY OPERATORS II ...... 32,483 1,255 1,201 1.045 1,404 15,066 ;| 1%.413 12,540 16,847
MESSEHBERS .vvvovurrrarannrsinenedannnn 11,746 910 B 11] 764 50 10,915 16,320 9,172 it,as0
PERSONNEL CLERKS-/ASSISTANTS I . 1,605 1,075 1,062 913 1,170 12,898 12,739 10,956 14,039
PERSDNNEL CLERKS/ASSESTANTS IT 3,575 286 1,204 1.052 1,426 15,428 14,450 | - 13,193 17.117
RSONNEL CLERKS/ASSISTANTS III ..... 3,234 1,442 1.408 1,262 1,596 17,310 16,899 15,144 19,158
PERSONNEL CLERKS/ASSISTANTS IV ...... 1,328 1,683 1,624 1.458 1,952 20,193 19,486 17,693 23,412
PURCHASING ASSISTANTS I .......vvvauus. 3,883 1,238 1,175 1,018 1,342 14,827 18,0941 12,219 16,10%
PURCHASING ASSISTAKTS II _........ 3,987 1,587 1,533 1,317 1,795 18,801 13,396 15,807 21,549
PURCHASING ASSISTARTS III ....o..uueeu.. 1,135 2,005 2,016 1735 2,229 24,066 24,132 20,819 26,750
SECRETARIES ¥ ......... 57,779 1,228 1:170 1,013 1,359 ke, 732 14, 040 12,21% 16,308
SECRETARIES II ..... ces §1,133 1,338 1,300 1,165 1,473 16,031 15,4600 13,580 17,679
SEcR-TnRIES 53 S 102,687 1,521 1,491 1,300 1,690 12,254 17,887 15,400 20,280
TARIES IV .,......... 45,266 1,686 1,666 1,456 1,881 20,232 19,992 17,471 22,566
SECRETARIEE [, 20,993 1,928 1,506 1,663 2,161 23,137 22,872 19,960 25,932
STEMOBRAPHERS I ...ivviiiaiuinnrnnancanan 13,635 1,359 |. 1,335 1,100 1,553 16,307 16,015 13,201 18,642
STEROGRAPHERS FT 4. .vvvvvnunincinonnnas 8,162 1,614 1,621 1,416 1:811 19,367 | 19,452 16,993 Z1.734
TYPISTS I vvrvnvnniimmninnnrnneannnas . 26:832 952 901 302 1,023 15,428 10,815 9,619 12,271
TYPISTS IT cvvuvnrvesrannntisomnanennns 13,827 1,257 1,175 994 1:510 15,085 14,094 21,928 18,120
1 For écopn of study, see table A-1 in appendlx A. l.e., the straighttime salary corresponding to the employes’s normal work
* Qccupatlonal definltions appear in appendix . schadule excluding overtime hours. Nonproduction' benuses are excluded, but
* Qeceupational employment estimates relate to the total in all establishments cost-of-living payments and Ircentlve earnings are included.
within the scope of the survey and not to the number actually survayed. For fur- ® The middle range (interquartlle) is tha central part of the array excluding the
ther explanation, sse gppendIx A. upper and tower fourths of the employee distribution,

* Batarles reported are standard satarles pald for standard work schedules;




Table 2. Average salaries: Metrfopolitan areas

(Employment and average salaries for selected professional, adminlstrative, technical, and clerical occunatlons in prlvate Industry, metropalitan areas,’

Itad States exceEt Alaska and Hawail, March 1983) .

R MONTRLY SALARIES 47 =m0 ayuaL sALARTES S/
. HUMBER .
,OCCUPATION AND LEVEL 2/ MIDDLE RANGEE]_ . MIDDLE I’lnﬂi‘iGEi"I
: = EMPLOYEES 3/| mEan MEDIAN MEAN MEDIAN :
FIRST - THIRD FIRST THIRDG
QUARYILE | QUARTILE |- QUARTILE | QUARTILE

R

""" TACCOUNTANTS AND AUDITORS
619,536 | 817,886 | 821,491

13,016 $L.6351 %1,628 $1,487 | 81,791

ACCOUHTAHTS I ..

ACCOUMTANTS II-. 22,576 1,944 1,900 1,712 2,144 ZZ;EDD 2“.538 5,732
ACCOUNTANTS ITI 35,025 2,279 2,249 2,902 2,502 26,989 24,022 30,028
ACCOUNTANTS IV 20,105 2,855 2,791 2,52% 3,149 33,487 30,288 37,789
ACCOUNTANTS V¢ G769 1,492 418 3:09% 3,798 61,036 37,185 45,582

3 3
ACCOUNTANTS VIo.. 1,349 4,302 4,255 3,823 4,750 |- 51,619 _50.53!! 45,882 57,000
. 1

AUDITORS I 1,508 1,558 559 1,374 749 | 18,690 13.600 16,693 ae,992
AUDITORS II 3,358 1,937 1,930 1,702 2,186 23,261 - 23,1460 20,622 | 25,999
AUDITORS I1I 4,447 2,352 2,358 2,083 2,582 |1 gs,22% 28,292 24,990 30,938
AUBTITORS IV - 2,315 2,862 2.791 2,499 3:107 |- 34,105 33,487 29,985 37,285
PUBLIC ACCOUNTAHTS I .iciureavnvaaneans 10,887 1,557 1,541 1490 1,624 18,681 18,493 17,880 | - 19,492
PUBLIC ACCOUNTANTS II ....vvvvvvrrrennn 11.077 1,716 1,683 1,5%% 1,833 2B,59! 20,190 19,192 21,991
PUBLIC ACCOUNTAHTS III . . 8,607 2,92% 1,974 1,828 2,167 24,305 23,091 21,940 26,000
PUBLIC -ACCOUNTARTS /IV 5,309 2,429 2,374 2,166 2,650 29:143 28,459 25,9%0 31,300
CHIEF ACCOUNTANTS I . 793 ‘2,818 2,843 2,495 3,099 33,811 34,117 29,940 37,185
CHIES ACCOUNTANTS II . 1,053 3,474 3,400 3,161 3,750 41,886 40,800 37.929 45,008
LHIEF ACCODUNTANTS III - (113 %:45% 4,372 14,082 4,815 33,449 52,464 48,980 57,177
cH!EF ACCOUNTANTS IV ...vvivinniiananas 2z6 5,653 5,555 5,044 6,497 67,834 66,660 60,528 77,969
ATTORKEYS
1,236 . 2,341 2,291 2,027 2,666 25,093 271439 24,319 31,987
2,832 2,876 2,800 2,525 3,167 3%,516 33,600 30,3040 ‘35,000
3.400 3,521 3;450 3:101 3,850 42,258 41,400 37.21% 45,208
3,297 4,492 4,407 3,993 4,873 53,301 52,879 47,914 58,477
1,758 5,448 5,284 4,831 5,998 65,330 63,408 57,977 71,97%
480 7,085 6,997 6,225 7,925 |- 85,014 83,960 74,700 95,100
3,841 1,604 1,550 1,415 1.772 19,243 . 18,5600 16,980 21,266
15,287 1,980 1,944 1.755 2,154 23,757 23,323 21,060 25,848
14,611 2,433 2,400 2,170 T2,636 | 29,133 28,800 26,040 3l.62%
BUYERS IV ... - 5,066 2,968 | 2,322 2,609 3. 35,617 35,064 31,307 39,240
e PREGRAMMERS/ARALYSTS
PRUGRAMMERS/PROGRAMMER ARALYSTS T ..... 13,452 1,635 1,603 1:408 1,842 19,621 19,239 | 16,893 22,098
PROGRAMMERS/PROGRAMMER ARALYSTS II .... 32,535 1,852 1,320 1,624 2,047 22,229 21,838 19,492 24,563 -
PROGRAMMERS/PROGRAMMER ARALYSTS III . 48,454 2,188 2,167 1,958 ‘2,391 | 26,258 25,998 23,491 28,692
PROGRAMMERS/FRDGRAMMER AKALYSTS IV 28,065 2,628 2,620 2,375 2,884 |- 31,532 31,440 28,503 534,245
‘PROGRAHNERS/PRUGR“HHER ANALYSTS ¥ ..., 2,322 3,183 5.158 2,916 3,430 38,196 37,898 34,987 41,163
. PERSOHNEL MANAGEMENT
JOB ANALYSTS T . va 140 1,658 1,541 1,440 1,999 19,894 ‘18,493 17,280 23,990
JOB. AHALYSTS IT 434 1,837 1,758 1,62% 2,009 22,053 21,097 19,4592 24,108
JOB:AHALYSTS -I1X vean . . 785 2,211 2,166 1,95 2,525 26,527 25,990 22,860 30,300
JOBEARALYSTS "IV ...veevnennannininanes 558 2,755 2,737 2,383 S.012 | 33,058 32844 28,598 36,147
DIRECTORS OF PERSONNEL 1,128 2,73% 2,649 2,512 2,916 32,872 31,787 30,139 3%, 986
DIRECTORS OF PERSOMNES, 2,227 3,487 3.499 3.:124% 3,817 41,8%2 61,992 37,483 55,808
DIRECTORS OF SFERSOMNEL 1,058 4,262 4,167 3,873 G592 51,134 50,004 46,4381 54,504
DIRECTORS OF :PERSONHEL IV ...ivivarvrans 285 5,Z14 5.165 4,706 5,625 62,517 61,975 56,477 67,504
i CHEF'IISTS AND ENGIHEERS
CHENI,. ,TS 1 2,212 1,783 1,739 1,5%3 1,930 S 21,601 . 20,872 18,511 23,1560
CHEMISTS 5,537 2,031 1,958 1,816 2,207 24,369 - 23,976 21,796 26,489
7,855 2,434 2,505 2,168 2.700 29,203 25,895 26,716 52,400
7.838 2.951 - 2,938 2,666 3,213 35,409 35,256 31,937 38,556
5,376 3,566 3,521 3263 3,866 | 62,793 42,253 39,156 46,392
1,764 4,275 4,196 3,873 © 4,538 | 51,296 50,356 496,451 53,178
623 5,114 4,938 4,482 5,700 | * 61,371 59,228 | 53,778 ‘68,400
ENGINEERS 29,624 2,120 2,135 2,000 2,24% 25,437 25,620 24,001 26,98%
EMGIHEERS I - 53,603 2,306 2.299 Z,14% 2,456 274676 27589 25,790 29.472
EMGIHEER - 117,206 2:610 £:599 2,375 2,825 31,317 31,188 28,500 35,901
EMGIHEER . 127,662 3,069 3,066 2,800 3,32 36,832 36,787 33,600 39,840
ENGINEERS . 93,869 3,646 3,626 3,332 3,9% 43,749 43,507 37,984 47,316
EMGIHEERS - 493,949 4,291 4,229 3,879 4,65 51,487 50,748 46,440 55,8%6
EHGIHEERS . 11,997 4,849 4,742 4,359 3.20 58,199 56,904 52,200 62,508
EMGINEERS VIIY ........... 2,872 5.5%0 5,425 5,081 5,81 67,083 65,100 60,976 69,779

See footnotes at end of table,
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Table 2. Coniinued—Average salaries: Metropolilan areas

{Employment and average salarles for select d professi al, administative, technical, and clerical occupations In private industry, metropolitan areas,
tnHed States except Alaska and Hawall, March 1983} R
’ - MONTHLY SALBARIES 47 ANNUAL SALARIES &/
NUMBER :
OCCUPATION AND LEVEL 2/ MIDDLE RANGE .5/ MIDDLE RANGE 5/
T EMPLOYEESI/| MEAN MEDIAN MEAN MEDTAN
' FIRST THIRD FIRST THIRD
QUARTILE |QUARTILE QUARTILE QUARTILE
TECHHICAL SUPPORT
ENGIHEERING TECHNICIARS I ..... 4,490 1,317 1,293 1,148 1:474 15,803 15,522 13,776 -1
ENGIHEERING TECHNICIANS II . 16,207 1,519 1,491 1,352 1,665 13,224 17,887 16,228
EHGIHEERIHG TECHHICIAMS ITI 27,406 1,807 1,788 1,395 1,938 21,687 21,350 | 1%.140
GIHEERING TECHRICIANS n' 32,079 2,096 2,094 1,911 2.255 25.157 25,128 22,930 -
ENGINEERIHG TECHHICIANS ¥ .. 19,421 2,362 2,367 2,186 2,5¢3 28, 344 28,404 26,206
DRAFTERS 1,857 1,015. 975 905 1,100 12,179 11,695 10,857
DRAFTERS 9,583 1,310 1,258 1,130 1.515 [ 15,722 15,100 13,560
DRAFTERS 19,210 1.558 1,519 1,360 1,733 18,497 18,228 16,520
DRAFTERS 21,402 1,880 1,847 1,657 2,083 22,557 22,163 19,237 -
DRAFTERS ¥ 18,754 2,326 2,266 2,080 2,569 27,913 27,196 24,958
CCMPUTER DPERATORS 5.522 1,084 1.000 910 1,140 12,533 1z, 08 10,916
COMPUTER GPERATORS 15,875 1,24} 1,179 1,070 1,573 14,883 14,4949 12,840
COMPUTER DPERATDRS 27,188 1,424 1,378 1:225 1,573 17,091 16,535 14,715
CCMPUTER OPERATOR 14,129 1,733 1,690 1,505 1,937 24,792 20,278 18,060
COMPUTEK DPERATORS 2,971 2,028 1,964 1,762 2,307 24,333 23,365 21,141
COMPUTER OPERATORS 4G4 2,093 2,030 1,895 2,251 25,119 24,360 22,741
PHOTOGRAPHERS II .......... 665 1,698 1,693 1,458 1.397 20,376 20,322 17,493
PHOTOGRAPHERS III .. . caaes 659 2,061 2,074 1,886 2,267 24,735 24,883 22,632
PHOTOGRAPHERS IV ...... 361 2,274 2,268 2,060 2,546 27,289 26,976 26,476
CLERICAL -
ACCOUNHTING CLERKS I 24,792 932 576 tI80 1,017 11,178 10,508 9,361 12,204
ACCOUNTING CLERKS II . 79,342 1,128 1,083 953 1,241 13,531 12,995 11.455 14,892
ACCOUNTING CLERKS IIT 54,590 1,341 1,291 1,138 1,513 16,091 15,495 13,555 18,156
AGGOUNTING CLERKS IV . 19,839 1,621 1,585 1,357 1,825 19,451 19,020 16,2849 21,900
FILE CLERKS I ., 19,087 511 b 700 ar7 9,736 9,356 #.400 10,529
FILE CLERKS II 9,861 917 350 771 975 11,015 10,280 9,252 11,895
FILE CLERKS III .... 3,339 1,141 1,649 . 935 1,249 13,687 12,583 11,224 14,991
KEY ENTRY QPERATORS I ..........000uunn 42,489 1,854 i.004 87% 1,157 12,645 12,046 10,548 13,583
KEY ENTRY OPERATORS II +....vuuiaciauns 30,503 1,262 1,205 1,050 1,404 15,139 14,460 12,595 16:853
MESSENGERS iviuiisinivnerrsracana 11,25% 13 866 763 951 10,952 10,398 $,1586 11,8%5
PERSONNEL CLERNS/ASSISTANTS I 1.400 1,067 1,050 913 1,166 12,806 |- 12,600 10,956 13,994
PERSOHHEL CLERXB-/ASSISTANTS II .. SR 975 1,304 1,213 1,116 1,462 15:644 14,559 :
PERSONNEL CLERKS/ASSISTARTS IIT ..,. 2,785 1,644 1:408 1,262 1,596 17,329 16,899
PERSONNEL CLERKS/ASSISTARTS IV ........ 1,312 1,691 | 1,633 1,458 1,98% 20,292 19,591
FURCHASING ASSISTANTS I ...... 3,420 1,25% 1,19% 1,031 1,374 15,950 14,340
PURCHASING ASSISTANTS II .. 3,609 1,586 %569 1.333 1,817 19,035 18,719
PURCHASING ASSISTANTS III ....vveeunnna 1,167 2,01} 2,016 1,745 2,241 26,134 24,192 20,944 26,289
SECRETARIES I o\vivivuvinernannnnnnnns . 54,661 Lzso.|  1.170 1,018 1,385 | 14,782 | 14.03¢ | 12,219 16,379
SECRETARIES IJ ... ees 57,079 1,336 1,305 1,166 1,676 16,431 15,661 13,994 17,693,
SECRETARIES III . 96,842 1,825 1,492 1,300 1,700 18,295 17,899 | 15,600 20,400
SECRETARIES IV 43,082 1,692 1,670 1,662 1,890 20,303 20,038 17,544 22,630
SECRETARIES ¥ e 20,172 1,951 1,910 1,664 2,186 23,175 22,929 19,968 = 25,990
STENOGRAPHERS I . 12,538 1,360 1,34} 1,095 “1:1565 15,31% 16,098 13,168 . 18,784
STENOGRAPHERS It . . 7,753 1,620 1,624 1,463 1,381 1%,4%5 19,493 17,316- . 21,814
TYPISTS I ...... . 25,1352 969 200 799 1,018 11,383 10,798 9.593. - 12,120
TYPISTS II ..... . 13,484 1,238 1,175 994 1,510 15,098 14,100 11;922 18,120
1 For scopa of atudy, see table A-1 in appendix A. Le., the straighttime salary comesponding to the employee's. normal work
1 Ocoupational definltiens appear in appendix C. schedule excluding overtime hours. Non-praduction bonuses are exc!udsd but
? Occupationai smployment aatimates ralate to the total In all establighments cost-of-living payments end Incentive earnings are included. :
within the scope ot the survey and not to the number actually surveyed. For fur- ® The middle range {Interquariite) is the central part of the array excluding me
- ther explanation, sea appendlx A, upper and tower fourths of the employes distribution. S .

“Salaries raported are utandarg larigs pald for standard work schedules;
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Table 3. Average salaries: Establishments employing 2,500 workers or more

for

(Employment and ge monthly

D '1Io_ris in private industry,’

al
o n ea!nbllshmenis emplnylng 2,500 workers or more,! Unlted S!aias m(cepi Alaska and Hawail, March 1883}

MONTHLY SALARYESS/

LEVELS IN ESTABLISHMENTS

See foolnotes at end of table.

. HUMBER EMPLOYING 2,500 WORKERS
OCGUPATION AND LEVEL 3/ oF - MIBDLE RANGES/ OR MDRE EXPRESSED AS
N = EMPLOYEES 4/ | MEAN MEDIAN PERCENT OF THOSE IR ALL
FIRST THIRD ESTABLISHMENTS COMBINED
QUARTILE QUARTILE
EMPLOYMENT MEAN
o : SALARIES
ACCOUNTANTS AND AUDITORS
ACCOUNTANTS T o0\ ievnnceneeronnnnnnnnees 3,217 1,673 81,649 $1,539 1,500 23 103
ACCOUNTARTS Tr . 7,614 2:119 . 083 L8565 138 31 109
ACCOUNT ARTS -III 9,424 3,403 2,378 2,102 2,711 25 105
ACCOUNTARTS IV . 6410 2,912 2,891 2,569 3,207 29 102
ACCOUNTARTS U 2,388 3,551 3,481 3.120 3,585 33 101
ACCOUNTARTS VI 798 4,324 4,207 3,832 s1729 56 00
AUDITORS I . 489 1,891 1,359 1,408 1,749 31 102
AUDITORS 1,240 1:996 1,942 1,749 2,231 3 163
AUDITORS 11’ 1,748 2,430 3,387 2,093 2716 37 103
AUDITORS IV . 959 2,955 2,922 2.588 5,238 i 104
CHIEF ACCOUNTANTS IIT .. 84 5,380 4,218 4,000 5,773 1 99
CHIEF AGCOUNTANTS Tv .10.1l1001 93 5,511 5,383 4,902 6,083 39 97
) ATTORNEYS
ATTORMEYS I 430 2,639 2,617 2.300 2,999 23 113
ATTORNEYS 213 3,124 3,083 2,774 3,050 z8 109
ATTORREYS 1,266 3,541 3,532 3.217 3,998 A 103
ATTORHEYS 1,153 4,528 4,473 3,934 4,950 35 162
ATTORNEYS ¥ 225 5,544 5,415 4,816 6,167 45 111
ATTORHEYS 245 7.3m 7,167 4,414 ba 50 193
BUYERS '
BUYERS T 4 tauaisnssssissnnnsnaneeeesnnns 1,313 1,782 1,733 1,502 1,008 20 12
BUYERS 11 .. ! 4,209 2,133 2,039 1834 2,265 23 10
BUYERS 111, 6,108 2,476 2,416 2,185 2,734 3 102
BUYERS TV ... oolllliliiiiiiiiiiion ,247 2,930 2,873 2,535 3,225 &1 99
PROGRAMMERS/ANALYSTS )
PROGRAMMERS/PROGRAMMER ANALYSTS I . 5,156 1,783 LT84 1.550 1,999 35 108
PROGRAMMERS/PROGRAMMER ANALYSTS 11 11,194 1,971 1,933 1,749 2,176 32 107
PROGRANMERS/PROGRANTIER ANALYSTS' 111 18,291 2,287 2,250 2,082 2,455 3 105
PROGRAMIERS/PROGRAMMER ANALYSTS 13,752 2,708 2,695 2,485 z.919 47 103
PROGRAMMERS./PROGRAMMER ANALYSTS A &,350 ,258 3200 2,991 3,457 66 103
- PERSONNEL MANAGEMENT
JOB ANALYSTS II 192 1,864 1.852 1,666 2,046 43 102
JOB ANALYSTS ITI ... b : 328 2,350 2,275 1,963 2,634 39 108
J0B AHALYSTS IV ..oovmionnensiomcnnnnn, 338 V851 2,858 Z, 530 3133 &0 103
DIRECTORS OF PERSONMEL IIT ............. 124 4,838 4,515 4,025 4,813 11 106
DIRECTORS OF PERSOMMEL IV-........ .00 0. 134 5,409 5,35 5,012 5,714 S 104
CHEMISTS AND ENGINEERS
53 1,925 1,930 1,727 2,125 20 108
1,574 2,191 2,187 1,907 3,404 50 108
2,535 2,636 2,666 2.320 3.020 22 e
2,327 171 3,095 2,509 3,540 30 107
2,235 3,70 3620 3,240 4,080 32 0%
837 G, 266 4,110 3,650 4,750 38 100
57 5.123 4 B45 4,315 5,800 1 10z
ENGINEERS 1 16,571 2,170 2,167 2,080 2,205 51 102
ENGINEERS - 29,200 2,357 2,350 3,211 3,591 46 102
ENGINEERS 61,892 2,669 2,562 2,457 2:871 47 102
ENGINEERS. 70,321 11 3,120 2,560 3,338 51 102
EHGIHEERS. 56,015 3,68) 5,665 3,375 3,985 56 101
ENGINEERS 28,720 §,330 5,268 3,273 4,703 &2 101
ENGINEERS 7,156 4,868 4, 744 71355 5,243 58 100
ENGINEERS 1,678 5,640 5,425 5,041 5,938 54 101
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Table 3. Continued—Average salaries: Establishments employing 2,500 workers or more .

ative, tachnical, and clerlcal occupatlons In private Industry,!

{Employmant and average monthly satarles for

p
in establlshments employlng 2,500 workers or more.? Unlted States excepl Alagka and Hawail, March 1983)

: NUMBER

MONTHLY SALARIESS/

LEVELS IN 'ESTABLISHMEHTS

g EMPLOYING 2,500 WCR
OCCUPATIOR AND LEVEL 3/ . . MIDDLE RAKGES/ or NERE EXPRESSED h5
ha EHPLOYEESi’ MEAN MEBIAN PE! OF THOSE TN ALl
. FIRST THIRD ESTABLISHHENTS COMBINED
QUARTILE QUARTILE
EMPLOYMENT MEAN

SALARIES

TECHHICAL SUPPORT e s
ENGINEERING TECHNICIANS I .vevuinsararan 1,173 1,354 1,300 1,162 1,568 23
ENGIHEERIHG TECHHICIANS II . 1,588 1,565 1.387 1,755 37
ENGIHNEERIMG TECHNICIARS III 1,832 1,811 1,61% 2,045 -4l
ENGINEERING TECHNICIANS IV Z.110 2,113 1,928 2,296 52
ENGIHEERING TECHNICIANS V 2,373 2,366 »182 2,563 64
DRAFTERS I . 1,103 1,080 944 1,241 15
DRAFTERS II 1,428 1,495 1,218 1,631 25
DRAFTERS III 1,663 1,617 1,410 1,883 25
DRAFTERS IV 1,952 1,927 1,738 2,151 31
DRAFTERS ¥V . 2,379 2,390 2.:130 2:615 44
COMFUTER DPERATORS I 1,146 1,090 973 1,280 27
COMPUTER OPERATORS II . 1.462 1,513 1,211 1,631 2%
COMPUTER OFERATORS III 1,587 1,968 1:355 1,777 26
COMPUTER OPERATORS IV . 1,872 1,855 1,625 2,065 T 38
COMFUTER OFERATORS ¥ .. 2,157 2,167 1,874 2:34% 53
COMPUTER OPERATORS VI ...........c.ucuss 2,107 2,100 1,913 2,296 5
PHOTOGRAPHERS EI svuvuvennnnnnrrrrrreree ats 1,834 1,825 1,568 2,023 29
PHOTOGRAPHERS III ... . 353 2,056 2:077 1,842 2,267 48
PHOTOGRAPHERS IV . .veavavnnarrrnrnrrares 302 2,176 2,145 1,838 2,482 76

CLERICAL

ACCOUNTING CLERKS I . 3,552 1,176 1,103 895 1,497 13
ACCOUNTING CLERKS II 15,054 1,310 1,248 1,075 1,549 17
AGCOUNTING CLERKS EIT . 15,358 1,489 1,499 1,250 1,681 26
ACCOUNTING CLERKS iV . - 8,297 1,768 1,731 1,525 2,031 39
FILE CLERKS II 1,963 1,033 9% 814 1,203 18
FILE CLERKS ITI 833 1.252 1,153 958 1.528 C 2%
KEY ERTRY ODPERATORS [ .. 10,452 1,250 1,200 1,499 29
KEY ENTRY DFERATORS II’ »33 1.420 1,348 1.140 1,631 29
MESSENGERS +0vsvaunvannararrriannsnsnns 3.011 1,027 953 828 1,173 26
PERSONKEL CLERKS/ASSISTANTS I 231 1,137 1,106 950 1,213 14
PERSCHREL CLERKS/ASSISTARTS II 627 1,670 1,435 1,205 1,700 18
PERSGHHEE CLERKS/ASSISTANTS III .. 598 1,587 1,580 1,374 1,820 18
FERSONHEL CLERKS/ASSISTARTS IV . 413 1,957 1,994 1,899 2,083 27
PURCHASIKG ASSISTAHTS I (uivivawuas . 775 1,531 1,419 1,222 1,833 21
PURCHASIRG ASSISTAHYS I ... 1,483 1,763 1,811 1,521 2,00 37
PURCHASING ASSISTAHTS IEI .............. 972 2,083 2,079 +913 2,269 82
SECRETARIES . 16,432 1,%1% 1,315 136 1,633 28
SECRETARIES . 20,567 1,415 1,380 1,230 1,566 3%
SECRETARIES . . . 37,810 1,657 1,633 1,617 1,872 37
SECRETARIES I . 16,15% 1,812 1,810 1,589 2,011 36
SECRETARIES ¥ .iiuininiainnnrianrraninas 1,235 2,108 2,102 1,855 2,331 3%
STEHOGRAPHERS I ....iuciiiininnienannaan 7,896 1,601 1,419 1,122 1,595 58
STENOGRAPHERS LI 5:250 1,632 »642 1,649 1,799 a4
TYPISTS I . . 51747 1,083 92 £71 1,245 21
TYPISTS II . B 5,847 1,358 1,355 1,060 1,5%0 42

1 For scope of study, see table A-1 in appendix A.-

2 In¢ludes data from some Jarge companles that provide companywide data not

identified by size of establishment.

? Qcoupational definltions appsar In appendlx G .

* Qceoupational employment estimates relate to the io.tal In all establishments
within the scope of the survey and not the number actually surveyed. For fur-

15

ther explanation, ses appendix A.

t Salaties reported are standard galaries pald for standard work snhedulas,

1.8, the stralght-time satary corresponding to nonproduction konuise:
ed. but cost-of-iving payments and incentive earnings are Include:

¢ The middie range {interquartlie) is the centrzal part of the array ¢
spper and lower fourths of the employee distribution,

‘exclud-
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Table 4. Employment distribution by salary: Professional and administrative occupations

(Percent distrlbution of employess in selecled professional and adminlstrative oceupations by monihiy salary,
Uniled Siates except Alaska and Hawaii,' March 1883} . R e

: - ACCOUNTANTS CHIEF ACCOUNTANTS
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TOTAL hrrraraeeraaiaaans 100.0 1GG. 6 100.0 lg0.0 0.0 1l00.0 100.0 1o00.0 100.0 .0

NUMBER GF EMPLOYEES.....e0u...0.| 14446.0 |24627.0 318490.0 22037.0 7319.0 1423.0 357.0 1195.0 741.0 246.0
AVERAGE MONTHLY SALARY.......... $1625.6 51938.7 |$2278.9 (§2853.6 |[53488.5 |54316.5 [52806.9% |$3472.0 |4§44%0.5 |55659.9

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

(Pejeent distribution of employees In selested professional and administeative occupations by monihly salary,
United Statas except Alaska and Hawall,'March 1983) L e

AUDITORS PUBLIC ACCOUNTANTS
MONTHLY SALARY
o1 11 111 v I b§ 111 v
1,000 - - - - - - -
1,050 - - - - - - -
1,100 .n - - - - - -
E,150 2.3 - - - - - - =
1,200 3.6 - - - - - - -
1,250 6.0 (1.2) - - (2.0} - -0
1,300 7.8 1.8 - - 3.7 (L.0) - .
1.350 9.7 2.5 - - 3lg i -
1.400 4.3 2.0 - - 3.6 30 - :
1,450 5.0 3.8 {0.4) - 14.8 5.7 IR
1,560 §.8 2.3 1.1 - 24.1 5.8 0.9 -
1,550 9.8 35 F) - 11.3 5.2 2.7 -
1,600 5.9 3.1 g - 7.2 18.2 5.3 -
1,650 5.8 55 1.2 - £.6 9.8 3.5 -
1,700 8.7 5.3 1.4 - 7.3 9.2 $.3 -
1,750 AND UNDER 31,800......... 9.3 5.1 1.7 - 5.8 6.6 5.3 (1.5)
1,500 1.8 9.3 5.6 2.9 - 3z 7.7 289 1.1
1:850 [ 5.6 33 - 1.3 5.7 6.1 1.2
1,900 1.0 5.9 2.7 - (1.3} 5.5 8.6 2.2
1,950 1.4 32 2.6 - 3 8.5 7.9 5.6
$2.000 2.2 5.5 2.8 - .1 2.0 5.7 2.3
§2,050 (3.0) 3.9 4.3 2.1y e 19 7.1 46
82,100 - 4.3 3.8 L N 1.1 4.9 4.7
$2,150 - 3.9 3.6 .9 0 (2.2} 5.2 5.7
$2,200 - 4.4 7.0 1.4 - 8 4.6 %
2,250 - 3.6 6.5 1.9 - .6 2.9 7.1
21300 - 2.1 5.0 5.9 - 1 2.5 . 6.6
2,159 - 1.7 3.5 ile - a 176 ‘62
2,400 - 3.1 5.2 36 - .8 1.4 6.8
2,450 AND UNDER $2 - 2.2 5.8 5.2 - - 2.4 5.6
2,500 AHD UNDER $2 - 2.3 11.9 3.6 - .0 203 6.0
2,600 AND UNDER $2 - 1.6 5.5 8.6 - - 1.3 5.4
2,700 AHD UNDER $2 - (1.5 6.0 8.1 - - 1.5 5.8
2,300 ARD UNDER 52 - - 39 7.8 - - 20 L &.E
2,900 AND UNDER $3 - - 1.8 9.8 - - 5 )
3,000 AND UNDER $3,% - - 1.2 6.1 - - L2
3,100 AND UND 3,2 - - (3.9 7.4 - - - A1
3,200 AND UNDER 83,3 - - .9 5.2 - - S
3,300 AND UND 3,400 - - .5 2.3 - - NS
3,400 AND UNDER $3,5 - - 7 32 - - 1
3.500 AND UNDER 83,60 “ - - ‘1.9 - - b
3,600 AND UNDER 23,70 - - - 2.4 - - -
3,700 AND UNDER 53,80 - - - i1 - - -
3,500 AND UNBER 83,90 - - - K] - - -
5,900 AND UNDER $%,000 - - - .5 “ - -
64,000 AND UNDER $4,100......... - - - 1.5 - - - -
$4,100 AND. UNDER 64,200......... - - (1.1 - . )
TOTAL 100.0 106.0 130.0 100.0 100.0 109.0 100.0 100.0
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AVERAGE MONTHLY SALARY..........| $1560.3 $1961.1 32353.8 $2640.9 $1555.7 §1714.6 $2023.2 | $2427.3

Sea footnotes at end of table,
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Tabie 4. Continued—Employment distribution by salary: Professional and adminstrative occupations

{Percent distribution of employees in selected professlonal and adinistrative occupations by monthly salary,
United States, except Alaska and Hawail,' March 1983} T

. MONTHLY SALARY

JOB AMALYSTS

DIRECTORS OF PERSONNEL

11 IIE

H
<

-

II

IEI

-
<

AHD UHDER
ARD UHDER
AND UNDER
(ARD UKDER
ARD UHDER
AND UNDER ¢
ARD UNDER

100

150

200

300

350

%00

450

500 ANE URDER

550 AND UHDER

600 L UHDER

650 AND UHDER

790

750

800

asn

900

950

oce

050

100

150
L]

anan

AND UNDER 61,750..
AND URDER €1,800........
D UNDER

»

AND URDER
AHD UMBER
D UNDE
AHD UNDER
AHD UNDER

RNON e e e

< v

2,250 AMD UNDER $2,300
2,300 AND UNDER $2,350
2,350 AND UNDER $2,400
2+400 ARD UMDER $2,451

UHDER $2,580.

$2,500 AND BHDER $2.500
$2,600 AHD UNDER $2,700

ARD UNDER $2.,800
$2,800 AND UNDER $2,900
£2,900 AND UHDER $3.000

R $3,100.. ...,

43,500 AHD UNBER .
3.7

$3,900 AKD UNDER

$4.008 AND UNDER
$4,100 AND UHDER
$4,200 AHD UNDER
64,300 AHD UNDER
$4.400 AHD UNDER

4,500 AHD UNDER
$4,600 AND UHDER
$4,700 AND UNDER
$4,800 AND UHDER
$4,900 AHD UNDER

$5,000 AHD UNDER
KD UHDER
$5,200 AND UNHDER

HD UNDER
$5.400 AND UHDER

$5,500 AND UNDER
$5,600 AHD UNDER
$5,700 AND UNDER

’ D UHDER
€5,900 AND UNDER

$6.400 AND UNDER

$6,500 AHD UNDER
$6,600 AHD UNDER
$6,700 AHD UNHDER
$6,800 AND UHDER
$6.900 AHD UNDER

MIEAGAD - W a8

[=TL LT AT U
-

—

L T T T T T T O T A T T T T T T T T T T T 2 I T Y B I I R R O B B I |

[t
Tl

- 1
WD NSRS SPUo N

i

oo
DO MUY RNENG GNWRN Goams ol

b=

Bl
ow

A RMNNES HNRNOAR eNWRS NN

(I S TR T T T T O T A T T T N T T T T I Y IR B BB Y |
LI T T T T T T T O N T T 2 T O I I N Ve 8

IR
[

ET-

N WO RO OoRY owuokm Ofmeln G

—

—~
e

5]

bt

WG N oL MRS e R

-

o
NR N

L T T e I T R T I T A T O A A T |

AP O oA AR WL SN D

=

~

ta

e

[
=

n

HWamUS wrRoWmS BN o 0 Wk P

L ORNES SRR Dl e N e

b

~
SR
Wi
=

E T T T T S I PO I T T O T O R O T B B N A |

LI T T T T I T O O I B A |

[ B A |

~lr
M UMD A INe BRUO R NG R

~

Mr=kw PORow ot INEGORU NRBNY N

L1 LA
-

L~
or

LI T T T TN O T T T T O O S T A S B S BN O |

~l

1 —
OEUNUNY HEOOW DWW MR-
~

MG R REXNN VIO WS ORGSO

~
Epll-l
-~

[ I S O O S B B

L T O T T Y T T T O T S A T 0 O IO B O A BN |

~E
+ e o

py

-
HoGs SR

MHRME HaEoe e PN W

Frau

1O & Qo WU e

[

1

,,
faiadal
—

FOTAL

100.0

100.0

100.0

100.0

100.4

-
=210 11
=
o

i00.0

1099

HUMBER OF EMPLOYEES.............
AVERAGE MONTHLY SALARY..........

140.0
$1657.3

443.0
$1832.7

£37.0
$2202.2
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$3503.7

1082.0
5427%.7

308.1
$5220.4

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

{Parcent distribution of employees in selected professional and adminlstrative pations by monthly salary,
Uinlted States, except Alagke and Hawail,' March 1983}
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See footnotes at end of table.
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Table 4. Continued— Employment distribution by salary: Professional and administrative bccupatlons

{Percent distribution of employees in selected professional and administrative cocupations by rnonlhiy salary,

MONTHLY SALARY

United Statos -axcapt Alaska and Hawall» March 1983)
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Table 4. Continued—Employment distribution by salary: Professional and administrative occupations

{Percent dlstributlon of employees in selected profe

United States, except Alaska and Hawall,* March 1983}

1al and ad

ative occupations by monthly galary,

MOMTHLY SALARY
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Table 4. Continued—Employment distributlon by salary: Professlonal and administrative occupations

{Percent distributlon of employeas in selscted professional and administrative occupatiens by monthly salary,
United States, excapt Alaska and Hawail,' March 1983)
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Sek footnotes at end of table,
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Tabls 4 Continued—Employment distribution by salary: Professional and administrative occupations

{Parcant distribution of employees In selectad profassianal and administrative occupations by monthly salary,

Unifed States, except Alaska and Hawall,' March 1883)
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Table 5. Employment distribution by salary: Technical support occupations

{Perceni distrlhulioﬁ of amployees in selscled technical support ocoupations by monthly satary, United States, except Alaska and Hawaii,* March 1983)
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62,800 AND UMDER $2,900...
$2,900 AMD UNDER $3,000.

63,000 AHD UHDER $3,lg00.
63,100 AHD UHDER %$3,200....
$3,200 AHD UHDER $3,300.... -
$3,300 AHD UHDER $3,%00.........
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(0.2)

TOTAL  iiiaiaiiiananns l00.¢ 100.0 108.4 100.9 100.0 100.0 100.0 100.0 106.9 160.9

HUMBER QF EMPLOYEES............. 4996. 0 1841&6.0 31731.0 35260.0 20491.0 2629.0 1l23a.0 2Z217.0 2471%.0 20170.4
AVERAGE MOKTHLY SALARY.......... $1303.9 $1506.4 | 51788.3 | $2088.% | $2360.0 | $1011.8 | $1302.%4 | $1533.¢ | $1871.2 | $2316.2

See foatnotes at end of table.




Table 5. Continued—Emptoyment distribution by salary: Technical support occupations

{Percent distributlon of employees In sefected technlcal support occipations by monthly salary, United States, except Alaska and Hawall,' March 1983)

COMPUTER DPERATORS : PHOTAGRAPHERS
MONTHLY SALARY

1 1 41 v v ¥I 34 111 iy
$709 AHD UNDER (0.5)]. - - - - - - - -
$725 AND UNDER 1.9 = - - - - - - -
§750 AND UNDER .4 (0.4) - - - - - - -
$775 AND URDER 2.2 1.0 - - - - - - -
$800 AND UNDER 4.3 .9 - - - - - - -
$325 AND LHDER 1.5 -9 - - - - - - -
$850 AND UNDER 5.9 z.0 - - - - - - -
$375 AND UHDER 4.6 1.0 - - - - - = -
$900 AHD UMDER $925.......... 6.3 1.4 - - - - - - -
%925 AND UNDER %$95C. . 5.0 2.0 - - - - - - -
$950 AHD UNDER $975.. . $.8 2.9 - - - - - - -
$575 AND UMDER $1,000......00.-. 5.5 3.8 (3.0 - - - - - -
61,000 AMD UNDER $1,05C......... 9.8 8.2 3.3 - - - - - -
$1,050 AND UNDER $1,300.. . 9.4 12.6 3.5 - - - 1.7 - -
$1.100 AND UHDER $1.150 7.3 9.4 5.3 - - - % - -
$1,150 AMD UNDER $t,20¢ 5.4 11.6 7.1 {1.2) - - 3.4 - -
61,200 AND UNDER $1,250 2.8 7.0 7.2 1,1 - - .3 - -
$1.250 AHD UHDER $i,300 4.3 4.3 8.7 3.4 - - 1.8 - -
81,300 AND UHDER $1,35¢0 3.1 5.8 8.4 3.3 - = 3.3 - -
61,350 AMD UNDER $1,400 2.3 3.3 7.9 5.8 1.4 - 2.4 - -
$1.400 AND UNDER $i.450 1.0 3.1 7.1 5.3 1.4 - 6.5 (0.6} -
$1.450 AND UNDER $1,500 (3.5) 2.2 7.0 5.9 .5 - 6.& 1.4 -
$1.500 AMD UMDER $1.550. - k.6 5.8 6.5 2.7 - 6.0 1.1 -
$1,550 AND UNDER $1;608. - 1.4 6.5 6.4 3.7 - 5.1 .7 3.3
$1.600 AND UNDER - 2.4 4.5 2.4 5.4 - 5.8 4.1 %.3
$1,650 AHD UNDER - is 3.4 6.3 4.1 (1.83 7.1 4.4 2.0
$1,700 AND UNDER - 2.8 2.4 5.0 4.5 4.4 16,4 2.9 5.5
$1,750 AND UNDER - 2.6 2.0 6.4 5.9 - 6.5 1.2 2.0
$1,890 AND UNDER - {1.3) 2.9 4.4 6.4 4.0 4.8 9.6 4.5
31,850 AND UHDER - .- 1.3 14 6.0 12.4 3.3 13.8 2.5
$1,900 AND UNDER . . - - 1.1 6.5 . 4.8 6.3 2.8 5.2 3.3
$1,950 ANB UHDER $2,000......... - - & 5.6 7.8 1.1 4.8 3.8 2.0
$2,000 ARD UNDER $2,050......... - - 1.0 6.2 4.1 10.5 1.0 2.7 5.8
$2,050 ANP UNDER $2,100........- - - (3.6) 2.2 3.6 4.2 7.5 8.4 2.0
$2.100 AND UNDER $2.159.. - - - Eg 2.6 5.5 .9 3.2 9.3
$2,150 AHD UNDER $2,200.. - - - 1.5 5.8 6.3 N 3.6 6.5
$2,200 AKD UNDER $2,250 - - - 1.2 2.6 6.8 - 1.8 2.4
$2,250 AND UNDER $2,300......... - - - .8 2.6 5.7 1.8 11.0 2,8
$2,300 AHD UNDER . . - - - 2.0 9.2 1.5 .3 7.8 6.8
$2,350 AND UHDER . - - - 1.3 2.0, 6.3 % 1.9 4.5
82,400 AND UHDER - - - - -4 1.6 5.9 .6 2.8 1.5
$2,450 AHD UKDER . - - - .5 2.0 1.5 .3 & 4.5
$2,500 AND UNDER - - - 1.5 3.0 .6 1.4 1.1 §.5
82,400 AND UNDER. - - - (0.6} 2.0 1.5 |- - (1.6) 6.3
$2,70C AND UNDER - - - - 1.9 1.3 - - 6.5
$2,800 AKD UNDER & - - - - 3.1 & - - 2.3
$2,900 AND UKDER - - - - 0.7 2.5 - - .5
$3,000 AND UKDER - - - - - - - - 5.3
) T0TAL e ileeeeaaas 106.0 100.0 100.0 100.0- 100.0 109.4 100.80 100.4 108.0
RBUMBER OF EMPLOYEES.............| B6003.0 17903.0 29576.0 15171.0 3136.0 477.0 705.0 750.0 397.0
AVERAGE MONTRLY SALARY....,..... $1040.1 $1220.7 $1615.7 $1727.3 $2025.6 §2108.5 $1703.3 42035.4 $2234.6

* For scope of study, see table A-1 In appendix A. employasa In these Intarvals have been accumulatad and are shown in the Inter-

7 val above cor below the extreme Interval contalning at least 1 percent. The
NOTE: To aveid showing small prepertions of amployees scattered at or near parcentages representing these employaes are shown |n parenthesas, Because
the extremes of the distributions for some ocsupatlons, the percentages of of rounding, sums of Individual Items may not equal 100,
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'I_'gbie 6. Employment distribution by salary: Clerical occupations

‘Péroont distributlon of employees in

h 1883}

MONTHLY SALARY

ted cletlgal occupations by monthly salary, United States, except Alaska and Hawall,' Mar

ACCOURTING CLERKS

FILE CLERKS

KEY ENTRY OPERATORS

- See footnotes at end of table.

I It 111 14 1 b3 II1 1 1
6550 AND UNDER 8575........00c0x (0.1} - - 0.1 |, - - -
575 AND UNDER 8603, ........... 1l0 - - - 1.8 - - -
$600 AND UNDER 1.9 - - - 4.1 (1.2) - - -
$625 AND UNDER 2.0 - - - 6.8 1.5 - - -
$650 AND UNDER 1.6 - - - 59 3.0 - L (1.1} -
$675 AND UNDER 3.7 - - - 7.1 il - 1.2
$700 AMD UNDER 5.5 (1.7} - - 8.5 6.6 - 1.4 -
€725 AMD UMDER 4.2 1 - - 8.0 7.1 (.7 2.6 -
£750 AND UNDER 5.7 1.2 - - 7.1 5.9 1.1 28 -
£775 AHD UMDER 5.2 2.4 - - 7.4 7.6 6 3z (1.5}
$800 AND UNDER 6.9 2.7 - - 5.2 5.8 2.2 3.7 1.3
4825 AND UNDER 5.7 2.2 - 3.1 7.8 2.3 34 1.7
§B5D AMD UNDER . 7.8 3.2 - - 5.3 7.1 2.5 5.2 . 2.2
#$875 AMD UNDER $900...cvvvvuensn 5.7 3. (2.8 - 3.7 6.6 5.9 4.0 2.3
4900 AHD UMDER $925. 5.0 4.0 1.3 - 9.4 5.1 5.2 5.6 2.5
§925 AND UNDER 8950 5.3 4.0 1.2 3.4 is 8.6 4.5 1.9
4950 ARD UNDER %975, 6.1 EN 1.9 - L.6 32 6.8 6.3 2.9
. $975 AND UNDER &1,000. 3.7 4.5 1.8 - 1.9 2.9 4.5 5.1 3.6
81,000 AND UHDER 6.0 10.0 6.0 {0.8) 5.1 4.5 8.8 9.7 §.0
$1,050 AND UMDER 5.1 9.5 6.1 1.2 1.3 3.3 6.6 3.6 7.3
$1,100 AND UNDER 3.0 9.4 6.7 220 1.1 1.9 8.3 5.5 9.4
51,150 AND UNDER 2.0 5.7 8.6 3.2 6.0} 1.2 3.8 N 7.0
81,200 AND UNDER 2.3 6.1 8.3 4.5 - 3.0 73 [ 7.3
81,250 AND WHDER 1.4 4.2 8.0 5.1 - .8 1.5 3.1 5.2
61,300 AHD UHDER $1,350.. . 1.2 3.1 7.6 5.8 - 1.0 5.7 2.9 5.2
41,3158 AHD UNDER $1.400.. . .2 2.5 6.0 5.8 - .8 1.6 ‘1.3 5.3
81,400 AND UNDER $1,450.. . & 1.9 4.0 5.9 - 5 1.7 k.4 3.3
81,456 AND UNDER $1,500......... 7 1.4 3.9 5.5 - % .8 1.2 3.6
$1,506 AHD UHDER $1.550......... 7 1.9 3.9 5.3 - .3 2.9 |, 3.0
41,550 AND UNDER . 9 1.9 a8 5.3 - 1 3.0 i.4 2.8
61,600 AND OUNDER $1,650.. . 1.9 1.4 2.7 5.4 - 7 1.2 .8 1.8
41,850 AHD EINDER €1,7100 (1.1 1.6 4.6 7.9 - .3 5 .9 18
81,700 AND UHDER $1,750..0...... - (A1 1.9 5.9 - 3 3 1.2 .9
$1,750 AND UNDER $1,8080......... - - 1.6 3.6 - @h .z (1,9 .9
‘41,800 AND UNDER §1,B50......... - - 1.3 iy - 3 E.5 - 1.0
41,85E AND UNDER $1.990......... - - 1.2 2.8 - 1.2 (24) - 1.8
.$1,900 AHD UNDER 81,958.. .. - - 1.7 2.4 - {0.3) . - 1.2
'$1,956 AHD UNDER §2,040.. - - (4.0) 2.5 - - 1.2 - {3.23
$2,000 AND UNDER $2,050 - - - 2.9 - - 1.4 - -
$2.050 AND UNDER $2,100 - L - 2.2 - - L. - -
£2,110 AND UNDER $2,158 - - - 2.5 - - N - -
$2,150 AND UNDER $2,200 - - - 1.9 - - (0.2) - -
$2,200. AND UNDER $2,250 - - - 1.8 - - - - -
$2,250 AND UNDER 42,300 . - - - 1.3 - - - - -
#2,300 AND UNDER $2,350.._...... - - - (2.4) - - - . -
rurﬁL T 100.0 109.0 100.0 100.8 108.0 109.0 108.9 100, % 1800
NOMBER OF EMPLOYEES.............[| 26763.0 | 87578.0 593260 21355.0 197380 119260 3457.40 52682.10 32483.0
AYERADE MONTHLY SALARY..........| $932.5 | $1r22.2 | $1339.4 | $1621.3 $808.5 $910.7 | §1163.6 | $lo048.6 | S1255.5
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Table 6. Continued—Employment distribution by salary: Clerlcal occupations

{Percent distribution of employses In gelacted olerlcal oocupatlons by monthly salary, Unlted States, oxcept Alaska and Hawali," March 1983)

MONTHLY SALARY

MESSENGERS

PERSONNEL CLERKS/ASSISTAHTS

PURCHASTIHG ASSISTANTS

If

III

v

I II

I

$575 AND UNDER
$500 AND UNDER
AND UNDER

%1, 000
$1,050
$1.100
$1,150
%$1.z00

31,250
£$1.300
$1,350
51,400

AND UHDER
AND iUNDER
AKD UKDER
UNDER
UKDER $1.230

URDER $1,340

AND UNDER

$1,450

$1,500 AHD UMDER
AHD UHDER

€1,600 AKD UNDER

AND UHDER

$1,700 AHD UNDER

$1,750 AND UNDER
$1,800 AND UNDER
61,850 AHD UHDER
1,900 AHD UHDER
$1,950 AND UNDER

$2,000 AND UNDER

$i.700
$1,750

$1.,300

$2,150
$2,200

2,250
$2,300

AKD UHDER
AHD UHDER

ARD UHDER
AND UNHDER
AND UHDER
AKD UNDER
$2,450 AND UHDER

52,580 UHDER 32,600
$2,-608 AND UHDER $2,700
$2,700 UHDER $2,30Q0
$2.800 UNDER $2,940
2,900 UNDER $3,000

TOTAL
HUMBER OF EMPLOYEES....

AVERAGE MONTHELY SALARY,

52,900,

e

Ses footnotes at end of table,
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166.0

100.0

160.0

190.0

100.9

lgo.0 160.0

11746.0
$909.6

1605.0
$1076.8

3575.0
$¥285.6

3235.0
§$1642.5

1528.9
$1683.1

3883.0
$1235.6

3987.0
$1566.8

1185.0
$2005.3
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Table 6. Continued—Employment distribution by salary: Clerical occupations

(Percent distribution of employees in selected clerical occupations by monthly salary, Unitad States, excapt Alaska and Hawali,! March 1883)

HMONTHLY SALARY

SECRETARIES

STEHOGRAFHERS

TYPISTS

—
-

o)
5
-

-
=

<

]

II

-

-
1

$600 AND UNDER $625..
€625 AND UNDER §650.
$650 ANMD UNDER $&75.
€675 AND UNDER $700..

£725 AND UNDER
¢750 AND UMDER
$775 AND UHDER

5800 AND UNDER
€825 AHD. UHDER
$850 AND UHDER
$875 AND UHDER

$920 ANL UNDER
£92 UNDER
$950 AND UHDER
$975 AKD UNDER
$1.080 AND UHDER

1,050 UEHDER
1,190 AND UNDER

1:150 AND UNDER
1,200 AHMD UNDER

£2,000 AND UMDER
2,050 ARD UNDER

$2,200 AND UWDER

62,250 AND UHDER
$2,300 AND UNDER
$2,350 AND UHDER
$2,400 AHND UHDER
$2,5%50C AND UNDER

$2,500 AND UNDER
$2,600 AHD UKDER
$2,700 AND UNDER
$2,800 AND UKDER
$2,900 AND UKNDER

TOTAL  ...aaas

AKD UNDER $i.950..
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HUMBER OF EMPLOYEES.......00004s

AVERAGE MOHTHLY SALARY.....

100.0

100.0

100.6 "

100.0

100. ¢

100.0

100.0

100.0

190.0

57779.0
31227.7

€1183.4
$1335.9

102687.6
$1521.2

45266,0
$1686.0

20993.1
$1928.1

13635.0
§1358.9

8162.0
$1613.9

26832.0
§98z.4

13827.0
$1257.1

! For scope of study, see table A-1 In appendix A,

2 Less than 0.05 percent.

. NOTE: To aveid showling smail prepertions of employees scattered at or near
the extremes of the distributlon fer some cccupations, the percentages of

amployass In these intsrvals have been accumulated and are ghown in the in-
terval abave or betow the extrema interval containing at least 1 percent. The
percentages repragenting thage employess are shown In parentheses. Because
of rounding, sums of indlvidual Items may not egual 100,
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Table 7. Occupational employment distribution: By industry division,

(Percant distribution of employees in gslected professional, adminlstrative, tec

hnlcal, and clerical occupatiens,’

by industry divisien,? United States except Alaska and Hawall, March 1983)

FIHARCE,
MINING GONS= MAHU- PUBLIC WHOLESALE | REFAIL IHSURANCE SELECTED[“.v
~  OCCUPATIDN AND LEVEL TRUGTION FACTURING UTILITIES3/| “TRADE TRADE - MggTEjE'gL SERVICES -
PROFESSTONAL AND ADMINISTRATIVE
ACCOUNTANTS 10 (5) 57 11 5 (5) 10 %
AUDITORS & (52 38 14 s £5) 33 (5
PUELIC ACCOUNTANTS - - - - - = = 100
CHIEF ACCOUNTANTS 5} (5) 63 § ] (5 13 §
ATTDRREYS 9 £5) 31 11 ] 4 37 (5)
BUYERS £5) {5) a2 % 2 = {52 %
PROGRAMMERS/PROGRAMMER ANALYSTS 52 - 40 10 5 {(5) 26 12
JOB ANALYSTS = - 52 1 [+ (5) 29 5
DIRECTORS OF PERSONNEL 4 {5 &7 % (5 5 14 6
CHEMISTS (5} - &9 [4-3] {5} - - 7
ENGIHEERS (5} & 70 $ {52 - - 17
TECHNICAL SUPPORT
ENGIREERING TECHNICIANS €53 = 76 5 - - - 17
DRAFTERS {5 (5] 65 9 [$:3] - - 20
COMPUTER OPERATORS (5) - 41 10 & 4 24 11
PHOTOGRAPHERS (5 - 73 5 (5} 52 (5} 13
CLERICAL
ACCDUNTING CLERKS (5) (53 51 13 ¢ 10 13 5
FILE CLERKS {5) (5} 16 5 L3 5 67 £5)
KEY ENTRY OPERATORS £5) 5 L 8 Ed 9 25 9
MESSENGERS 4 - 26 10 5 4 41 9
PERSONHEL CLERKS/ASSISTANTS 4 - 62 & {5 L3 16 3
PURCHASING ASSISTANTS (5) - a4 5 {53 - 3 (5
SECRETARIES (5% 1 %5 9 5 (5} 23 -]
STENOSRAPHERS - = 43 40 (€3] (5} 5 6.
TYPISTS - (52 33 12 (5¥ L5} 43 L]

1 Each oooupation includes the waork levels shown in table 1.

2 For gcopa of stugy, see table A-1 In appendix A.

* Trangportation {except U.S, Postal Service), communications, electric, gas,
and sanitary services.

4 Limlted 1o englneering, architectural, and surveying services; commercially

aperated research, development, and testing laboratories; credit raporting and
collection agencles; computer and data processing services; management, con-
sultirg, and public and regearch organizations.

% Less than 4 percent.

i

Table B. Relative salary levals: Occupation by industry division

(Relatlve salary levels for selected professional, administrative, technical, and cleri¢al occupations,?

by industry division,? United States except Alaska and Hawail, March 1963}

{Average salary for each occupation in all industries = 100}

FINANCE,
MINING CONS- HAHU- PUBLIC | MHOLESALE | RETAIL INSURANCE | SELECTED
OCCUPATION ARD LEVEL TRUCTION | FAGTURING UTILITIES2/| TRADE TRADE AEgTREAL SERVICES
: ATE
PROFESSIONAL AND ADMENISTRATIVE
ACCOUNTANTS 113 99 99 106 97 98 91 96
AUDITORS 115 92 103 108 105 104 90 98
PUBLIC ACCOUNTANTS - - - - - - - 100
CHIEF ACCOUNTANTS (5) (5} 99 (5) (5) (51 99 78
ATTORREYS 114 (5) 103 101 103 98 95 93
BUYERS 122 95 99 107 i04 111 95 99
PROGRAMMERS/PROGRAMMER ANALYSTS 108 29 103 106 106 94 92 97
JOB AHALYSTS : {5) 84 107 106 (5) (5} 87 93
DIRECTORS OF PERSONNEL 114 [$3] 99 104 (5) 109 99 93
CHEMISTS 124 - 100 (5) (5) - 5) 95
ENGINEERS 124 105 100 104 €5) (5 (5) 98
TECHRICAL SUPPORT
ENGINEERING TECHRICIANS 121 - 99 112 (5} {53 (5} 100
BRAFTERS 113 96 97 108 5 92 (5% 104
COMPUTER OPERATORS 110 (5) 102 11% 161 (5} 91 44
PHOTOGRAPHERS 5 (5} 101 113 5 9l (5) 52
CLERICAL
ACCOUNTING CEERXS 117 94 101 122 95 9% 87 96
FILE CL 121 9% 112 137 98 103 93 104
#EY ENTRY OPERATORS 112 9% 185 126 99 98 88 83
MESSENGERS 105 99 119 120 98 93 89 101
PERSORREL CLERXS/ASSISTANTS 117 96 191 165 102 91 50 99
PURCHASING ASSISTANTS 119 i5) 180 106 (5} 40 51 98
SECRETARIES 111 99 1e2 114 101 91 89 109
STENOGRAPHERS 82 (5) 101 105 181 a5 70 92
TYPISTS 185 % 110 119 104 98 85 39

' Each oceupation includes the work levels shown In teble 1. In computing
relative salary levals for each occupation dy industry division, the total employ-
ment in each work level in all industiries surveyed as a constant employment
walght to eliminate the effect of differences in the proportion of employment in
various work levals within each ocoupation.

2 For scope of study, see table A1 in appendix A.

3 Transportation {excapt L1.S. Postal Servica), communlcations, electric, gas,

and sanitary services.

41 imited to engineering, architectural, and surveying services; commercially
operated ressarch, development, and testing laboraiorias; advertising; credit
reporting and collection agencies; computer and data processing services;
management, consulting, scientific, and research organizaticns.

% Insufficient employment in 1 work level or more to warrant separate present
ation of data.
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Table 9. Average weekly hours:. Qccupation by Industry division

(Average standard weekly hours' for employees in aslected professlonal, administrative, technical, and clerical occupations,?

by Industry division,* United States except Alaska and Hawall, March 1983)

FINANCE,
MINING CONS~ MANY~- FUBLIC 4 WHOLESALE | RETAIL IRSURANCE | SELECTED /
OCCUPATION AND LEVEL TRUCTIOR .| FACTURING UTILITIES3] TRADE TRADE ME|2T§$EL SERVICESS/
PROFESSTONAL AND ADMIRISTRATIVE
ACCOUNTANTS 40.0 40.0 9.9 39.5 39.5 39.5 38.0 39.5
AUDITORS 40.0 40.0 39.5 39.5 380 39.5 38.5 39.0
PUBLIC ACCOUHTAMTS - - - = - - - .3%.9
CHIEF ACCOUNTANTS (6) (6 39.5 6) (6) (6} 38.5 39.5
ATTORNEYS 40.0 16) 8.5 39.5 38.5 39.5 38.0 33.0
BUYERS ) 40,10 40.0 0.0 9.5 33,5 37.5 35.9 39:5
PROGRAMMERS/PROSRAMMER AHALYSTS 49.4 40.9 39.5 39.5 %0.0 39.5% 35.0 39.5
JOB ARALYSTS (6} 40.0 39.5 3¢5 16) [1]] 3%.0 39.0
GIRECTDRS OF PERSONNEL 9.9 (6) 39.5 40, {63 49.0 38, 39.5
CHEMISTS 40.0 - 39.5 (1] {62 - (6) 39.5
ENGINEERS 0.0 40.0 40.0 40.0 6) 13) L] 39.5
TECHRRICAL SUPPORT
ENGIHEERING TECHRICIANS 40.0 - 40.0 40.9 113 €6) €63 3%.5
DRAFTERS 40.0 40,10 40.0 359.4 (6} 38.0 (62 40.0
COMPUTER OPERATEORS 40.10 ({3] 3.9 3%.0 39.5 “(6) 3B.5 39.5
PHDTOGRAPHERS (62 [{}] 40.0 39.5 [1-H) 38.0 4.3 3%9.5
CLERICAL
ACCDURTING CLERKS 49.0 39.5 39.5 3%.5 39.5 40.0 38.5 39.5
FILE CLERKS 40.9 %0.9 39.5 39.5 39.0 39.5 3B.0 38.5
KEY ERTRY OPERATORS 40.0 39.5 39.5 39.5 39.5 39.5 38.0 39.5
MESSERGERS 40.0 40.0 39.0 39.0 39.0 39.5 38.5 38.%
PERSONHEL CLERKS/ASSISTANTS 40.0 40.0 39.5 46.0 38,t 40,0 38.5 39.1
PURCHASIHG ASSISTANTS 40.0 6) 40.0 40.0 (8) 39.5 38.0 39.5
SECRETARIES 40.0 40,0 39.5 39.5 39.¢6 39.0 38.¢ 39.5
STERDGRAFHERS 40.0 &) 40. 6 39.5 40.0 40.0 36.5 39.3
TYPISTS 40.0 40.0 39.5 39.5 39.e 39.5 3.0 39.9

* Based on the standard workwesk for which employess recelve thelr regular
stralght-time salary. If standard hours werg not avallable, the standard hours ap-
plicable for a majority of the oftice work force in the establishment were used.
The average for each job category was rounded to the nearest half hour.

* Each occupation includes thg work levels shown In table 1.

* For scope of study, see table A-1 In appendix A,

* Transportation (except U.S Pogtas Service, communications, electric, gas,
and sanitary services.

* Limited to enginearing, architectural, and surveying services; commercially
opsrated research, development, and testing laborataries; advertising; credlt
reporting and c¢ollection agencles; computer anc data processing sarvices;
management, consulting, and publlc relations sarvices; and noncommercial
aducatlonal, scientific, and research organizations,

¢ Insufflclent employment in 1 work level or meore 1o warrani separate prasan-
tation of data.
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Appendix A. Scope and
Method of Survey

Scope

The survey relates to establishments' in the United
States, except Alaska and Hawaii, employing at least a
specified minimum of workers, and engaged in the
following industries: Mining; construction; manufac-
turing; transportation, communications, electric, gas,
_and sanitary services (except the U.S. Postal Service and
governmental agencies, such as the Tennessee Valley
“Authority); wholesale trade; retail trade; finance, in-
surance, and real estate; and selected services (table
A-1). Establishments which employed fewer than the
minimum number of employees specified for each in-
"dustry division were excluded. Establishments which
met the minimum size criteria during the reference
period of the information used in compiling the survey
universe were included even if they employed fewer than
the specified minimum number of workers at the time of
‘the survey. Establishments found to be outside of the in-
<dustrial scope of the survey at the time of data collection
were excluded. _ '

Table A-1 shows the estimated number of
‘establishments and employees within the scope of the
* survey {the universe) and the number within the sample
actually studied for each major industry division.
Separate estimates are presented for establishments
.employing 2,500 workers or more and for those located
in Standard Metropolitan Statistical Areas (SMsA’s).?
Similar estimates of the number of full-time white-collar
employees are also provided.

Sampling frame

The list of establishments (the sampling frame) from
which the sample was selected was developed by up-
dating the 1982 survey sampling frame using data from
the most recently available (usually March 1981)
unemployment insurance reports for the 48 contiguous
States and the District of Columbia. During the update
process, some establishments were added, some were

+ For this survey, an establishment is an economic unit which pro-
duces goods or services, a central administrative office, or an auxiliary
unit providing support services to a company. In manufacturing in-
‘dustries, the establishment is usually a single physical location. In
‘nonmanufacturing industries, all locations of an individual company
within a Standard Metropolitan Statistical Area (SMSA) or within a
nonmetropolitan county are usually considered an establishment.

. * Metropolitan data relate to all 276 SMSA’s within the 48 con-
tiguous States as revised through June 1977 by the U.8. Office of
Management and Budget.

removed, and for some, address, employment, type of
industry, or other information was changed. '

Survey design

The design for a survey of this nature includes
methods of classifying individual establishments into
homogeneous groups or strata, determining the size of
the sample for each stratum, and selecting the sample of

‘establishments for each stratum.?

_ Establishments within the scope of the 1983 survey

were stratified by mdustry group and by total employ-

ment,

The sample size in a stratum was a functlon of the ex-
pected number of employees (based on previous
surveys) in all professional, administrative, technical,

- and clerical occupations in the stratum, That is, the
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larger the expected number of employees in all surveyed

occupations, the larger the sample in the stratum. Also,
an upward adjustment was made to the sample size in
those strata expected to have specified occupations
which had relatively high sampling errors in previous
surveys. (See ‘‘Relability of estimates” section for a
discussion of sampling errors.)

Data collection

Data for the survey were obtained primarily by per-
sonal visits of the Bureau’s ficld representatives to a na-
tionwide sample of establishments. Collection was
scheduled from January through mid-May to reflect an
average reference period of March 1983.4

Employees were classified by occupation and work
level using job descriptions (appendix C) prepared joint-
ly by the Bureau of Labor Statistics and the Office of
Personnel Management. Descriptions are designed to
reflect duties and responsibilities of employees in
private industry and to be translatable to specific
General Schedule grades applying to Federal employees
(appendix D). Thus, definitions of some occupations

* In 1983, a random sample was selected systematically to maximize
the probability of retaining establishments which were selected for the -
1982 survey. This method was & modification of the method introduc-
ed by Nathan Keyfitz in 1951 in his paper titled ‘“Sampling with Pro-
babilities Proportional to Size Adjusting for Changes in
Probabilities,” Journal of the American Statistical Association, No.
46, pp. 105-109.

+ The March payroll period has been used since the 1972 survey.
The 1970 and 1971 surveys had a June reference period,




and work levels were limited to specific elements which
could be classified uniformly among establishments. -

In comparing the actual duties and responsibilities of
employees with those enumerated in job descriptions,
the Bureau’s field representatives, with the assistance of
company officials, made extensive use of company posi-
tion descriptions, organization charts, and other per-
sonnel records.

Salaries reported for survey occupations were those
paid to full-time employees for standard work
schedules, i.e., the stralght-tlme salary corresponding to

the employee’s normal work schedule excluding over-

time hours. Nonproduction bonuses were excluded, but
_cost-of-living payments and incentive earnings were in-
cluded,

Survey nonresponse

" In the March 1983 survey, salary data were not
available from about 14 percenti of the sample
‘establishments (representing 3,243,000 employees in the
total universe covered by the survey). An additional 4
percent of the. sample establishments (representing
845,000 employees) were either out of business or out-
side the scope of the survey.

If data were not provided by the sample member, the
weights of responding sample establishments from the
same stratum were increased to adjust for the missing
data. No adjustment was made for establishments
‘which were out of business or out51de the scope of the
survey.

Some sampled comp‘anies had a policy of rot disclos-
ing salary data for certain employees. No adjustments
were made to salary estimates for the survey as a result
of these missing data, In all but three of the profes-
sional, administrative, technical, and clerical work
levels published, the proportion of employees for whom
salary data were not available was less than 5 percent.’

-Survey estimation methods

Data conversion. Salary data were collected from com-
pany records in the most readily available form, i.e.,
‘weekly, biweekly, semimonthly, monthly, or annual.
Before initial tabulations, all salary data were converted
to a monthly basis. The factors used to convert the
salary data are as follows:

Payroil basis Conversion factor
Weekly ..........co..... 4.3333
Biweekly................ 2.1725
Semimonthly ............ 2.0000
Monthly ................ : 1.0000
Annual ................. 0833

* Those with 5 percent or more were: Chief accountants 1V, 9 per-
cent; and dlrectors of personnel III and IV 15and 18 percent Tespec-
tively.
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Factors which reflect the normal work schedules for
the month were used to convert hourly rates to'a month-
ly basis.

Employment. Occupational employment counts
generated by the survey are estimates of the total for all
establishments within the scope of the survey and are
not limited to establishments actually studied. An oc-
cupational employment estimate was derived by
multiplying the full-time employment in the occupation
in each sample establishment by the establishment

- weight and then summing these results.

Salary averages. The mean salary (average wage rate)
for a specific occupational level was obtained by
dividing total wages for that level by the corresponding
total employment. Median and quartile values were
derived from distributions of employees by salary using
10-cent-an-hour class intervals. Al salary averages in
the tables were rounded to the nearest dollar. For all an-
nual salary calculations, indivdual monthly salaries (to
the nearest one-tenth cent) were multiplied by 12 before
performing the necessary data aggregation.

Salary trends. Percent increases for each occupation in
text table 1 were obtained by adding the aggregate month-
ly salaries for each level in each of two successive years
and dividing the later sum by the earlier sum. To
eliminate the effects of year-to-year employment shifts
in this computation, average salaries in each year were
multiplied by employment in the most recent year.

Year-to-year percent increases for each group
specified in text table 2 were determined by adding
average monthly salaries for all occupational levels in
the group for two consecutive years, and dividing the
later sum by the earlier sum. The trends in text table 2
were obtained by linking changes for the individual
period.

Changes in the scope of the survey and in occupa-
tional definitions were incorporated into the various
trends series as soon as two consecutive periods with
comparable data were available,

Limitations _

Survey 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.® Employees whose salary data were not
available, as well as those for whom there was no

¢ Engineers, for example, include employees engaged in engineer-
ing work within a band of eight levels, starting with inexperienced
engineering graduates and excluding only those within certain fields of
specialization or in positions above those covered by level VIII, In
contrast, occupations such as chief accountants and directors of per-
sonnel include only those with responsibility for a specified program
and with duties and responsibilities as indicated for each of the more
Iimited number of work levels selected for study.




satisfactory basis for classification by work level, were
not taken into account in the estimates. For these
reasons, and because of differences in occupational
structure among establishments, estimates of occupa-
‘tional employment obtained from the sample of
establishments studied indicate only the relative impor-
tance of occupations and levels as defined for the
survey. These qualifications of employment estimates
should not materially affect the accuracy of the earnings
data.

Data on year-to-year changes in average salaries are
subject to limitations which reflect the nature of the
data collected. Changes in average salaries reflect not
only general salary increases and merit or other in-
creases in the same work level category, but also other
factors such as employee -turnover, expansions or con-
tractions in the work force, and changes in staffing pat-
terns within establishments with different salary levels.
For example, an expansion in force may increase the
proportion of employees at the minimum salary range
for a work level, which would tend to lower the average;
a reduction or a low turnover in the work force may
have the opposite effect. Similarly, promotions of
employees to higher work levels of professional and ad-
ministrative occupations may affect the average of each
level. Established salary ranges for such occupations are
relatively wide, and 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, Occupations most likely to
reflect such changes are the higher levels of professional
and administrative occupations and single-incumbent
‘positions such as chief accountant and director of per-
sonnel,

Reliability of estimates

The statistics in the report are estimates derived from
a sample survey. There are two types of errors possible
in an estimate based on a sample survey—samplmg and
~ nonsampling.

Sampling errors .occur because observations come
only from a sample, not the entire population. The par-
ticular sample used in this survey is one of a large
number of all possible samples of the same size that
could have been selected using the same sample design.
Estimates derived from the different samples would dif-
fer from each other.

A measure of the variation among these differing
estimates is called the standard error or sampling error.”
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1t indicates the precision with which an estimate from a'
particular sample approximates the average result of all
possible samples. The relative standard error (RSE) is the
standard error divided by the value being estimated. The
smaller the RSE, the greater the reliability of the
estimate.

Estimates of relative standard errors for the 1983
survey vary among the occupational work levels depen-
ding on such factors as the frequency with which the job
occurs, the dispersion of salaries for the job, and the
survey design. For the 101 publishable work levels,
estimated relative . standard errors (RSE) for average
salary estimates were distributed as follows:

Relative standard error Number of occupational

work levels
Lessthan1percent.......... PR 42
1-2percent................ . 48
23percent. . ..cuerraranriaenonas 10
3percent OFMOTE .. oovuvnnnnnnaen 1

The Bureau evaluates the reliability of its estimates
based in part on the value of two relative standard er-
rors for an occupational level, For example, a
95-percent confidence interval* for accountants I
(survey estimate = $1,627 monthly) is from $1,589 to
$1,665. '

Nonsampling errors can come from many sources,
such as inability to obtain information from some
establishments; definitional difficulties; inability to pro-
vide correct information by respondents; mistakes in
recording or coding the data obtained; and other errors
of collection, response, coverage, and estimation for
missing data. Although not specifically measured, the
survey’s nonsampling errors are expected to be minimal
due to the high response rate and the extensive and con-
tinous training of field representatives, careful screening
of data at several levels of review, annual maintenance
and evaluation of the suitability of job definitions, and
thorough field testing of new or revised ]ob deflmtions
(See appendix B.)

7 A replication technique with 15 random groups was used to ob-
tain estimates of relative standard errors for the 1983 survey.

* A 95.percent confidence interval means that, if all possible
samples were selected and an estimate of the salary and its sampling
error were computed for each, then for approximately 95 percent of
the samples the interval from 2 standard errors below the estimate to 2
standard-errors above the estimate would include the average salary of
all possible samples, For accountants I, the two relanve standard er-
rors were 2.3 percent in 1983,
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Appendix B. Job Match
Validation

A quality control procedure was added to the 1983
PATC survey to measure and better control nonsamplmg
errors that occur during data collection, e.g., the ability
- of field representatives to properly match company jobs
to survey job classifications. (See appendix A, p. 31.)
The new procedure,. job match validation (JMV), was
designed to identify the frequency, reasons for, and
sources of incorrect -decisions made by Bureau: field
representatives in matching company jobs to survey job
categories. Once identified, the problems (e.g., faulty
interview techniques or complex job description) were
discussed promptly with the ficld representatives while
data were still being collected. Subsequently, the MV
results were tallied and reported to BLS staff and survey
users. They will become the basis for remedial action at
the annual training conferences on the survey.

For purposes of tabulating results, a sample of field
representatives with various experience levels among the

Bureau’s eight regional offices was selected at the start

of the IMV process. The *“full participants’ in IMV

. usually had one of their schedules (survey reporting

forms) selected at random for a structured review every

two weeks during the survey. Other field representatives

received the same type of review but less fre-

~ quently—once at the beginning and once near the end of
data collection. The JMV process was in addition to the
regular review to which all survey schedules are subject.
Its structured procedure, however, enables the amount
of mismatching in a random sample of schedules to be
quantified.

A key feature of the JMV process was a telephone
recontact with respondents by survey reviewers from the
regional offices. During this reinterview, they checked
questionable job matches, looked for valid job matches
inadvertently omitted, validated a subsample of job
matches that appeared to be correct, and attempted to
determine, in consultation with the respondent, the

" reason for any job match errofs that were found. The

reviewers then conferred with the field representative in-
volved to provide quick feedback on job match perfor-
mance and to discuss possible reasons for, and sources
of, discovered job match errors.

Tabulations of the MV process showed that about 7
percent of the nearly 3,100 job match decisions checked
with respondents were subsequently changed by survey
reviewers. Of those revised (229), half were either
original job matches that should have been excluded or
company jobs excluded by the field representative that
would have been matches for BLS. occupational work
levels. Most of the remaining errors were matching one
work level too high or too low within the appropriate
occupation, e.g., accountant IV instead of accountant
III. Among survey occupations, about one-fourth of the
uncovered job match errors related to accountants and
about one-tenth or less to any of the other 23 occupa-
tions.

Three primary reasons were mentioned for job match
errors: (1) The survey job description was not adequate-
ly discussed with respondents; (2) factors other than job
duties, such as years of work experience, were used; and
(3) exclusion of workers performing certain types of
functions (e.g., accountants who primarily design ac-
counting system) were not applied, or were misapplied.

~ Primary sources of job match error commonly cited by
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field representatives were their lack of a procedure for
analyzing the establishment’s occupational and
organizational structures preparatory to job matching;
the lack of guidance in assessing the adequacy of job
matches after the interview ends; vague delineation of
duties and responsibilities between some levels of survey
occupations; and insufficient emphasis on *“‘exclusion”
statements in survey definitions.

A comprehensive staff report on the JMV process will
be prepared later this year. Present plans call for the
process to be repeated in 1984, using data from a dif-
ferent sample of field representatives to tabulate results.




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 representing 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. Becausé of this emphasis on in-
terestablishment and interarea comparability of occupa-
tional content, the Bureau’s occupational definitions
may differ significantly from those in use in individual
establishments or those prepared for other purposes..

Accountants ahnd Auditors 5 \

ACCOUNTANT _

- Performs professional operating or cost accounting
work requiring knowledge of the theory and practice of
recording, classifying, examining, end 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 advisory in nature. The work
draws upon and reguires a thorough knowledge of the
fundamental doctrines, theories, principles, and ter-
minology of accountancy, and often entails some
understanding of such related fields as business law,
statistics, and general management (See also Chlef ac-
countant.)

" Professional responsibilities in accountant positions
‘above the entry and developmental levels include several
such duties as:

Analyzing the effects of transactions upon account
relanonshlps,

Evaluating altemat:ve 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 controis;

Projécting accounting data to show the effects of pro-
posed plans on capital investments, income, cash position,
and overall financial condition;

Interpreting the meaning of accounting records, reports,
and statements;

Advising operating officials on accounting matters; and

Recommending 1mprovements, adaptations, or revisions
in the accounting system and procedures.

(Entry and developmental level positions provide op-
portunity to develop ability to perform professional
duties such as those enumerated above.)

In addition to such professional work, most account-
ants are also responsible for assuring the proper record-
ing and documentation of transactions in the accounts.
They, therefore, frequently direct nonprofessional per-
sonnel 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, bt 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., budget
analysis, 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 professional accountant
positions with responsibility for recording or reporting
accounting data relative to taxes are included, as are
other operating or cost accountants whose work in-
cludes, but is not limited to, improvement of the ac-
counting system. ‘

Some accountants use e¢lectronic data processing
equipment to process, record, and report accounting
data. In some such cases, the machine unit is a subor-

"dinate segment of the accounting system; in others, it is
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a separate entity or is attached to some other organiza-
tion, In either instance, provided that the primary
responsibility of the position is professional accounting
work of the type otherwise included, the use of data
processing equipment of any type does not of itself ex-
clude a position from the accountant descnptlon nor
does it change its level,

Accountant |

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 nonprofes-
sional 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 prac-
tical 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 profes-
sional ability and to the evaluation of advancement
potential, 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 tasks such as: Examining a variety of
financial statements for completeness, internal ac-
curacy, and conformance with uniform accounting
classifications or other specmc accounting re-
quirements; reconciling reports and financial data with
financi;a/l statements already on file, and pointing out
apparent inconsistencies or errors; carrying out assigned
steps in an accounting analysis, such as computing stan-
dard ratios; assembling and summarizing accounting
literature on a given subject; preparing relatively simple
financial statements not involving problems of analysis
or presentation; and preparing charts, tables, and other
exhibits to be used in reports. In addition to such work,
may also perform some nonprofessional tasks for train-
ing purposes.

Responsibility for direction of others. Usually none.

Accountant Il

General characteristics. At this level, the accountant
makes . practical application of technical accounting
practices and concepts beyond the mere application of
detailed rules and instructions, as a phase in developing
greater professional competence. Initial assignments are
designed to expand practical experience and to develop
professional judgment in the application of basic ac-

counting techniques to simple problems. Is expected to
be competent in the application of standard procedures
and requirements to routine transactions, to raise ques-
tions about unusual or questionable items, and to sug-
gest solutions. (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 professional growth.
Progress is evaluated in terms of ability to apply profes-
sional knowledge to basic accounting probiems 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 the examination and presenting and sup-
porting findings and recommendations. Examines a
variety of accounting documents to verify accuracy of
computations and to ascertain that all transactions are
properly supported, are in accordance with pertinent

- policies and procedures, and are classified and recorded

according to acceptable accounting standards,

Responsibility Jor direction of others. Usually none,
although sometimes responsible for supervision of a few
clerks. :

Accountant Il

General characteristics. The accountant, at this level,
applies well-established accounting principles, theories,
concepts, and practices to moderately difficult prob-
lems. 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, classifications, the nature of the cost
accounting system, the report requirements, and the
procedures are changed infrequently).

Depending upon the workload involved, the account-
ant may have such assignments as supervision of the
day-to-day operation of: (a) The entire system of a
relatively small establishment, or (b} a major segment
(e.g., general accounting; cost accounting; or financial
statements and reports) of a somewhat larger system, or
() in a complex system, may be assigned to a relatively
narrow and specialized segment dealing with some prob-
lem, function, or portion of work which is itself of the
levet of difficulty characteristic of this level.

Direction received. A higher level professional account-
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Examples of assignments characteristic of this level
are supervision of the day-to-day operation of: (a) The
entire accounting system of an establishment having a
few relatively complex accounting segments, or (b) a
major segment of a larger and more complex accounting
system, or {c) the entire accounting system (or major
segment) of a company that has a relatively stable and
conventional accounting system when the work includes

- significant responsibility for accounting systems design
and development, or (d) in a 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. An accountant of higher level nor-
" mally 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 responsibilities. The accountant V.

performs such professional work as: Participating in the
development and coordinating the implementation of
new or revised accounting systems, and initiating
necessary instructions and procedures; assuring
accounting reporting systems and procedures are in
compliance with established company policies, regula-
tions, and acceptable accounting practices; providing
technical advice and services to operating managers, in-
terpreting accounting reports and statements, and iden-
tifying problem areas; evaluating completed
assighments for conformance with applicable policies,
regulations, and tax laws.

Responsibility for direction of others. Accounting staff
supervised generally includes professional accountants.

Accountant VI

General characteristics, At this level the accountant ap-
plies accounting principles, theories, concepts, and
practices to specialized, unique, or nonrecurring com-
plex problems (e.g., implementation of specialized
automated accounting systems). The work is substan-
tially more difficult and of greater responsibility than
level V because of the unusual nature, magnitude, im-
portance, or overall impact of the work on the account-
ing program, :

At this level the accounting system or segment is
usually complex, i.e., (a) is generally unstable, (b) must
adjust to the frequent changing needs of company
operations, or (c} is complicated by the need to provide
specialized or individualized reports.

Examples of assignments at this level are the supervi-
sion of the day-to-day operation of: (a) A large and

complex corporate accounting system, or (b) a major
segment (e.g., general accounting, property accounting,
etc.) of an unusually complex accounting system requir-
ing technical expertise in a particular accounting field
(e.g., cost accounting, tax accounting, etc.).

Direction received. A higher level professional account-
ant is normally available to furnish advice as needed.
Work is reviewed for adequacy of professional judg-
ment, compliance with instructions and policies, and
overall quality, '

Typical duties and responsibilities. Accountants at this
level are delegated complete responsibility from higher

- authority to establish and implement new or revised ac-
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counting policies and procedures. Typically, account-
ants VI participate in decisionmaking sessions with
operating managers who have policymaking authority

for their subordinate organizations or establishments; -

recommend management actions or alternatives which
can be taken when accounting data disclose unfavorable
trends, situations, or deviations; and assist management
officials in applying financial data and information to
the solution of administrative and operating problems.

Responsibility for direction of others. Accounting staff
supervised generally includes professional account-
ants.

NOTE: Excluded are accountnts above level VI whose
principal function is to direct, manage, or administer an
accounting program in that they are primarily concern-
ed with the administrative, budgetary, and policy mat-
ters of the program rather than the actual supervision of
the day-to-day operations of an accounting program.
This type of work requires extensive managerial ability
as well as superior professional competence in order to
cope with the technical accounting and managermnernt
problems encountered. Typically this level of work in-
volves responsibility for more than one accounting ac-
tivity (e.g., cost accounting, sales accounting, etc.).

CHIEF ACCOUNTANT

As the top technical expert in accounting, is responsi-
ble for directing the accounting program for a company
or for an establishment of a company. The minimum
accounting program includes: (1) General accounting
(assets, liabilities, income, expense, and capital ac-
counts, including responsibility for profit and loss and
balance sheet statements); and (2) at least one other ma-
Jjor accounting activity, typically tax accounting, cost
accounting, property accounting, or sales accounting. It

may also include such other activities as payroH and -

timekeeping, and mechanical or electronic data process-
ing operations which are an adjunct of the accounting




Table C-1. Criteria for matching chief accountants by level

Authority Technical i . .
!‘?‘f?! and . complexity! Subordinate professional accounting staff
responsibility’ :
I AR-1 TC-1 Only one or two professional accountants who do not exceed the accountant
II1 job definition.
1I AR-1 TC-2 About 5 to 10 professional accountants, with at least one or two matching the
E accountant IV job definition,
or
AR-2 TC-1 About 5 to 10 professional accountants, Most of these match the accountant
111 job definition, but one or two may match the accountant 1V job definition.
or
AR-3 TC-1 Only one or two professional accountants who do not exceed the accountant
1V job definition,
HI AR-1 TC-3 About 15 to 20 professional accountants. At least one or two match the
accountant V job definition.
or
AR-2 TC-2 About 15 to 20 professional accountants. Many of these match the accountant
1V job definition, but some may match the accountant V job definition.
*oor
AR-3 TC-1 About § to 10 professional accountants. Most of these match the accountant
111 job definition, but one or two may match as high as accountant V.
v AR-2 TC-3 About 25 to 40 professional accountants, Many of these match the accountant
V job definition, but several may exceed that level.
or
AR-3 TC-2 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-1, -2, -3, and TC-1, -2, and -3 are explained in the text,

system. (Responsibility for an internal audit program is
typically nof included.)

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

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

Supervising, either directly or through subordinate
supervisors, the operation of the system with full
‘management responsibility for the quality and quan-
tity of work performed, training and development of
subordinates, work scheduling and review, coordina-
tion with other parts of the organization served, etc.;

:Pr'ovidin'g directly, or through an official such as a
‘comptroller, advisory services to the top manage-
ment officials of the organization served as to:

The status of financial resources and the finan-
cial trends or results of operations as revealed

a.
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by accounting data, and selecting a manner of
presentation that is meaningful to manage-
ment; : _
Methods for improving operations as sug-
gested by an expert knowledge of accounting,
e.g., proposals for improving cost control,
property management, credit and collection,
tax reduction, or similar programs.

Excluded are positions with responsibility for the ac-
counting program if they also include (as a major part
of the job) responsibility for budgeting; work measure-
ment; organization, methods, and procedures studies;
or similar nonaccounting functions. (Positions of such
breadth are sometimes titled comptroller, budget and
accounting manager, financial manager, etc.)

Some positions responsible for supervising general ac-
courtting and one or more other major accounting ac-
tivities but which do not fully meet aif of the respon-




sibilities of a chief accountant specified above may be
covered by the descriptions for accountant.

Chief accountant jobs which meet the characteristics
described are classified by level of work! according to
(a) authority and responsibility and (b) technlcal com-
plexity, using table C-1,

Authority and Responsibility

AR-I. The accounting system (i.e., accounts, pro-
cedures, and reports to be used) has been prescribed in
considerable detail by higher levels in the company or
organization. The chief accountant has final, unreview-
ed authority, within the prescribed system, to expand it
to fit the particular needs of the organization served,
e.g., in the following or comparable ways:

Providing greater detail in accounts and reports or
financial statements;

Establisl'iing additional accounting controls, accounts,
subaccounts, and subsidiary records; and

Providing special or interim reports and statements
needed by the manager responsible for the day-fo-day
-operations of the organization served.

This degree of authority is typically found at a plant or
similar subordinate establishment.

AR-2. The basic accounting system is prescribed in -

broad outline rather than in specific detajl. While cer-
tain 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,
reports, etc., to be used within the organizational seg-
ment served. Approval must be secured from higher
levels only for those changes which would basically af-
fect the broad requirements prescribed by such higher
levels. Typical responsibilities include:

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

Extending cost acéounting operations to areas not
previously covered;

Instituting new cost accounting procedures;

Expanding the utilization of computers within the ac-
counting process; and

" Preparing accounting reports and statements reflecting
the events and progress of the entire organization for which
incumbent is responsible, often consolidating data sub-
mitted by subordinate segments.

This degree of authority is most typically found at in-
termediate 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 ac-
countants who have been delegated more authority than
usual for such positions as described in AR-1.

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 from a higher level com-
pany official responsible for general financial manage-
ment. Typical responsibilities include:

Determining the basic characteristics of the compaﬁy’s ac-
counting system and the specific accounts to be used;

Devising and preparing accounting reports and statements
required to meet management’s needs for data;

Establishing basic accounting policies, interpretations, and
procedures;

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

Taking final action on all technical accounting matters.

Characteristically, participates extensively in broad
company management processes by providing account-
ing advice, interpretations, or recommendations based
on data accumulated in the accounting system and on
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 unchang-
ing, 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, pro-
ducts, work processes, etc., which reguire substantial
and frequent adaptations of the basic system to meet
management needs (e.g., adoption of new accounts,
subaccounts, and subsidiary records; revision of in-
structions for the use of accounts; improvement or ex-
pansion 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 organiza-
tion for specialized and extensive adaptations of the
basic system to meet management needs. Such demands
arise because the functions, products, work processes,

! Insuffictent data were obtained for ievel V to warrant presentation of
average salaries.
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etc., of the organization are very numerous, diverse,
unique, or specialized, or there are other comparable
complexities. Consequently, the accounting system, toa
considerable degree, is developed well beyond establish-
ed principles and accounting practices in order to:

Provide for the solution of problems for which no clear
precedents 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 previously been applied.

Subordinate Staff

In table C-1, the number of professional accountants
supervised is recognized to be a relatively crude criterion
for distinguishing between various levels. 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 account-
ant is responsible, there are clerical, machine operation,
bookkeeping, and related personnel.

AUDITOR

‘Performs professmnal 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 reports and to assure the consistent applica-
tion of accepted accounting principles. Evaluates the
adequacy of the accounting system and internal finan-
cial controls. 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 in-
come, expense, and cost accounts. Determines:

1. Theexistence of recorded assets (including the obser-

vation of the taking of physical inventories) and the

all-inclusiveness of recorded liabilities.

The accuracy of financial statements or reports and
_the fairness of presentation of facts therein.

3. The propriety or legality of transactions.

The degree of compliance with established policies
and procedures concerning financial transactions,

Excluded from this definition are:

.a. Auditors primarily examining or reporting on the
financial management of company operations, These
auditors evaluate such matters as: (1) The operation’s
degree of compliance with the principles of sound
financia} management; and (2) the effectiveness of
management and operating controls.

Auditors assigned to audit programs which are con-
fined on a relatively permanent basis to repetitive ex-

amination of a limited area of company operations:

and accounting processes, e.g., accounts payable and
receivable; payroll; physical inventory; and branch

offices which do not have complete accounting
systems. This does not preclude positions respons1ble
for performing a segment of an audit (i.e., examining
individual items on a balance sheet, rather than the
entire balance sheet), as long as the work directly
relates to the financial audit program; and

¢. EDP auditors. These positions require an extensive
knowledge of computer systems, programming, etc.

Auditor |

General characteristics, As a trainee auditor at the
entering professional level, performs a variety of
routine assignments. Typically, the trainee is totated
through a variety of tasks under a planned training pro-
gram designed to provide practical experience in apply-
ing 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 primari-
ly to the development of the trainee’s professional abili-
ty and to the evaluation of advancement potential.
Limits of assighments 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. Assists in making.
audits by performing such tasks as: Verification of the
accuracy of the balances in various records; examina-
tion of a variety of types of documents and vouchers for
accuracy of computations; checking transactions 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 simple reconciliations and similar functions:

Auditor H

General characteristics. At this level the professional

auditor serves as a junior member of an audit team, in-
dependently performing selected portions of the audit
which are limited in scope and complexity, as a phase in
developing greater professional competence. Auditors
at this level typically have acquired knowledge of com-
pany operations, policies, and procedures. (Terminal
positions 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
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problems, to insure conformance with required pro-
cedures and special instructions, and to assure the
auditor’s professional growth, Any technical problems




not covered by instructions are brought to the attention
of a superior. Progress is evaluated in terms of ability to
apply professional knowledge to basic auditing situa-
tions.

Typical duties and responsibilities. Applies knowledge
- of accounting theory and audit practices to a variety of
relatively simple professional problems in audit
assignments, including such tasks as: The verification of
reports against source accounts and records to deter-
mine their reliability; reconciliation of bank and other
accounts and verifying the detail of recorded transac-
tions; detailed examinations of cash receipts and
disbursement 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 account-
ing or regulatory standpoini; or preparing working
papers, schedules, and summaries.

Auditor lli

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 applicable; the audit
reports are normally prepared in a prescribed format us-
ing a standard method of presentation; and few, if any,
major problems are anticipated. The work performed
requires the application of substantial knowledge of ac-
counting principles and practices, e.g., bases for
distinguishing among capital maintenance and
operating expenses; accruing reserves for taxes; and
other accounting considerations of an equivalent
nature, '

Direction received. Work is normally within an
established audit program and supervision is provided
by a higher level auditor who outlines and discusses
- assignments. Work is spot-checked in progress. Com-
pleted assignments are reviewed for adequacy of
coverage, soundness of judgment, compliance with pro-
fessional standards, and adherence to policies.

Typical duties and responsibilities. The auditor ex-
amines 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, Usually is
responsible for selecting the detailed audit methods to
follow, choosing the audit sample and its size, determin-
ing the extent to which discrepancies need to be in-
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vestigated, and deciding the depth of the analyses re-
quired to support reported findings and conclusions. _
Examples of assignments involving work at this level:

1. As a team leader or working alone, independently

conducts audits of the complete accounts and related
operations of smaller or less complex companies
(e.g., involving a centralized accounting system with
few or no subordinate, subsidiary, or branch
accounting records) or of comparable segments of
larger companies. '

As a member of an audit team, independently ac-
complishes varied audit assignments of the above
described characteristics, typically major segments of
complete audits, or assignments otherwise fimited in
scope, of larger and more complex companies (e.g.,
complex in that the accounting system entails cost,
inventory, and comparable specialized systems in-
tegrated with the general accounting system).

Illustrative of such assignments are the audit and initial
review of the accounting treatment and validity of
reporting of overhead expenses in a large manufacturing
or maintenance organization {(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 account controls and pro-
cedures.

Auditor IV

General characteristics. Auditors at this level are ex-
perienced professionals who apply thorough knowledge
of accounting principles and theory in connection with a
variety of audits. Work at this Ievel is characterized by
the aundit of organizations and accounting processes
which are complex and difficult because of such factors
as: Presence of new or changed programs and account-
ing systems; existence of major specialized accounting
functions (e.g., cost accounting, inventory accounting,
sales accounting), in addition to general accounting;
need to consider extensive and complicated regulatory
requirements; lack of or difficulty in obtaining informa-
tion; and other similar factors. Typically, a variety of
different assignments are encountered over a period of
time, e.g., one year. The audit reports prepared are
comprehensive, explain irregularities, cite rules and
regulations violated, recommend remedial actions, and
contain analyses of items of special importance or in-
terest t0 company management.

Direction received. Within an established audit pro-
gram, has responsibility for independently planning and
executing audits. Unusually difficult problems are
discussed with the supervisor who also reviews com-
pleted 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 to
be used, development of nonstandard or specialized
audit aids, such as questionnaires, etc., where previous
audit experience and plans are of limited applicability.

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 reporting
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 complex
companies (e.g., complex in that the accounting
system entails cost, inventory, and comparable
specialized accounting sysfems integrated with the
general accounting system) or of company branch,
subsidiary, or affiliated érganizations which are in-
dividually of comparable size and complexity.

As a member of an audit team independently plans
‘and accomplishes audit assignments that constitute
" major segments of audits of very large and complex
" organizations, 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 leaders or working alone, conduct complete audits
of very large and complex organizations, for example,
those with financial responsibilities so great as to in-
volve specialized subordinate, subsidiary, or affiliate ac-
counting systems that are complete in themselves; or are
team mernbers assigied to major segments of audits of
even larger or more complex organizations. Also ex-
cluded are positions primarily responsible for oversee-
ing multiple concurrent audits.

PUBLIC ACCOUNTANT

Performs professional auditing work in a public ac-
~ counting firm. Work requires at least a bachelor’s
degree in accounting. Participates in or conducts audits
to ascertain the fairness of financial representations
made by client companies. May also assist the client in
improving accounting procedures and operations.

Examines financial reports, accounting records, and
related documents and practices of clients. Determines
whether all important matters have been disclosed and
whether procedures are consistent and conform to ac-
ceptable practices. Samples and tests transactions, inter-
nal controls, and other elements of the accounting

system(s) as needed to render the accounting firm’s final
written opinion.

Excluded are positions which do not require full pro-
fessional accounting training. Also excluded are
specialist positions in tax or management advisory
services.

Public Accountant |

General characteristics. As an entry level public
accountant, serves as a junior member of an audit team.
Receives classroom and on-the-job training to provide
practical experience in applying the principles, theories,
and concepts of accounting and auditing to specific
situations. (Positions held by trainee public accountants
with advanced degrees, such as MBA’s, are excluded at
this level.) '

Direction received. Complete instructions are furnished
and work is reviewed to verify its accuracy, conform-
ance with required procedures and instructions, and
usefulness in facilitating the accountant’s professional
growth. Any technical problems not covered by instruc-
tions are brought to the attention of a superior.

Typical duties and responsibilities. Carries out basic
audit tests and procedures, such as: Verifying reports
against source accounts and records; reconciling bank
and other accounts; and examining cash receipts and

. disbursements, payroll records, requisitions, receiving

reports, and other accounting documents in detail to

- ascertain that transactions are properly supported and

recorded. Prepares selected portions of audit working
papers. :

Public Accountant 1

General characteristics. At this level, the public ac-
countant carries out routine audit functions and detail
work with relative independence. Serves as a member of
an audit team on assignments planned to provide ex-
posure to a variety of client organizations and audit
situations. Specific assignments depend upon the dif-
ficulty and complexity of the audit and whether the
client has been previously audited by the firm. On

" moderately complex audits where there is previous audit
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experience by the firm, accomplishes complete segments
of the audit (i.e., functional work areas such as cash,
receivables, eic.). When assigned to more complicated
audits, carries out activities similar to public accountant
I.

Direction received. Works under the supervision of a
higher level public accountant who provides instructions
and continuing direction as necessary. Work is spot
checked in progress and reviewed upon completion to




determine the adequacy of procedures, soundness of
judgment, compliance with professional standards, and
adherence to clearly established methods and techni-
ques. All interpretations are subject to close profes-
sional review.

Typical duties and responsibilities. Carries out a variety
of sampling and testing procedures in accordance with
the prescribed audit program, including the examina-
tion of transactions and verification of accounts, the
“analysis and evaluation of accounting practices and in-
ternal controls, and other detail work. Prepares a share
of the audit working papers and participates in drafting
reports. In moderately complex audits, may assist in
selecting appropriate tests, samples, and methods com-
monly applied by the firm and may serve as primary
assistant to the accountant in charge. In more com-
plicated audits concentrates on detail work. Occasional-
ly may be in charge of small, uncomplicated audits
which require only one or two other subordinate ac-
countants. Personal contacts usually involve only the
exchange of factual technical information and are
usually limited to the client’s operating accounting staff
and department heads. :

Public Accountant 1II

General characteristics. At this level the public account-
antant is in charge of a complete audit and may lead a
team of several subordinates. Audits are usually ac-
complished one at a time and are typically carried out at
a single location. The firms audited are typically
moderately complex and there is usually previous audit

experience by the firm. The audit conforms to standard

procedural guidelines, but is often tailored to fit the
client’s business activities. Routine procedures and
techniques are sometimes inadequate and require adap-
tation. Necessary data are not always readily available.
When assigned to more difficult and complex audits (see
level IV), the accountant may run the audit of a major
component or serve as the primary assistant to the ac-
countant in charge.

Direction received, Works under the general supervision
of a higher level public accountant who oversees the
operation of the audit. Work is performed independent-
ly, applying generally accepted accounting principles
and auditing standards, but assistance on difficult
technical matters is available. Work may be checked oc-
casionally during progress for appropriateness and
adherence to time requirements, but routine analyses,
methods, techniques, and procedures applied at the
work site are expected to be correct.

- Typical duties and responsibiliiies. Is responsible for
carrying out the technical features of the audit, leading
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team members and personally performing the most dif-
ficult work. Carries out field work in accordance with
the general format prescribed in the audit program, but
selects specific methods and types and sizes of samples
and tests. Assigns work to team members, furnishes
guidance, and adjusts workloads to accommodate daily
priorities. Thoroughly reviews work performed for
technical accuracy and adeguacy. Resolves anticipated
problems within established guidelines and priorities but
refers problems of unusual difficulty to superiors for
discussion and advice. Drafts financial statements, final
reports, management letters, and other <closing
memoranda. Discusses significant recommendations
with superiors and may serve as technical resource at
“closing’’ meetings with clients. Personal contacts are
usually with chief accountants and assistant controilers
of medium size companies and divisions of large cor-
porations to explain and interpret policies and pro-
cedures governing the audit process.

Public Accountant IV

General characteristics. At this level the public account-
ant directs field work including difficult audits, e.g.,
those involving initial audits of new clients, acquisi-
tions, or stock registrations—and may oversee a large
audit team split between several locations. The audit
team usually includes one or more level III public ac-
countants who handle major components of the audit.
The audits are complex and clients typically include
those engaged in projects which span accounting
pericds; highly regulated industries which have various
external reporting requirements; publicly held corpora-
tions; or businesses with very high dollar or transaction
volume. Clients are frequently large with a variety of
operations which may have different accounting
systems. Guidelines may be general or lacking and audit
programs are intricate, often requiring extensive tailor-
ing to meet atypical or novel situations,

Direction received. Works under general supervision.
The supervisor sets overall objectives and resource
limits but relies on the accountant to fully plan and
direct all technical phases of the audit. Issues not
covered by guidelines or known precedents are discussed
with the supervisor, but the accountant’s recommended
approaches and courses of action are normally approv-
ed. Work is reviewed for soundness of approach, com-
pleteness, and conformance with established policies of
the firm.

Typical duties and responsibilities. 1s responsible for
carrying out the operational and technical features of
the audit, directing the work of team members, and per-
sonally performing the most difficult work, Often par-
ticipates in the development of the audit scope, and




drafts complicated audit programs with a large number
of concurréntly executed phases. Independently
develops audit steps and detailed procedures, deviating
from traditional methods to the extent required. Makes

program adjustments as necessary once an audit has

begun; selects specific methods, types, and sizes of
- samples, the extent to which discrepancies need to be in-
" vestigated, and the depth of required analyses. Resolves
-most operatinal difficulties and unanticipated prob—
lems,

Assigns work to tearn members; reviews work for ap-

. propriateness, conformance to time requirements, and
adherence to generally accepted accounting principles

and auditing standards. Consolidates working papers,

draft reports, and findings; and prepares financial

statements, management letters, and other closing

.memoranda for management approval. Participates in
“*closing® meetings as a technical resource and may be
-called upon to sell or defend controversial and critical
observations and recommendations, Personal contacts

are extensive and typically include top executives of

-smaller clients and mid- to upper-level financial and
- management officers of large corporations, e.g., assis-
tant controllers or controllers. Such contacts involve

coordinating and advising on work efforts and resolvmg
operating problems.

NOTE: Excluded from this level are public account-
ants who direct field work associated with the complete
range of audits undertaken by the firm, lead the largest
and most difficult audits, and who frequently oversee
teams performing concurrent audits. This type of work
requires extensive knowledge of one or moré industries
to make subjective determinations on questi'ons'of tax,
law, accounting, and business practices. Audits may be
complicated by such factors as: The size and diversity of
the client organizations (e.g., multinational corpora-
tions .and conglomerates with a large number of
separate and distinct subsidiaries); accounting issues
where precedents are lacking or in conflict; and, in some
cases, clients who are encountering substantial financial
difficulties. They perform most work without technical
supervision, and completed audits are reviewed mainly
for propriety of recommendations and conformance
with general policies of the firm. Also excluded are
public accontants whose principal function is to
manage, rather than perform accounting work, and the
equity owners of the ﬁrm who have final approval
authority.

Personnel Management

JOB ANALYST

Performs work involved 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 re-
quirements needed by workers; evaluating jobs and
determining appropriate wage or salary levels in accord-
ance with their difficulty and responsibility, in-
dependently conducting or participating with represent-

atives of other companies in conducting compensation -

surveys within a locality or labor market area; assisting
in administering merit rating programs; reviewing
changes in wages and salaries indicated by surveys and
recommending changes in pay scales; and auditing in-
dividual jobs to check the propriety of evaluations and
‘to apply current job classifications.

 Excluded are: :

a. Positions also responsible for supplymg management
with a high technical level of advice regarding solu-

: tion of broad personnel management probiems;

b, Positions not requiring: (1) Three years of ad-

ministrative, technical, or substantive clerical ex-
perience; (2) a bachelor’s degree in any field; or (3}
any equivalent combination of experience and educa-
tion yielding basic skills in problem analysis and com-
munication.
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Job Analyst |

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

Job Analyst I _

Studies, describes, and evaluates jobs in accordance
with established procedures. Is usually assigned to the
simpler kinas of both wage and salaried jobs in the
establishment. Works independently on such
assignments but is limited by defined areas of assign-
ment and instructions of superior.

Job Analyst lll

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.

Job Analyst IV
Analyzes and evaluates a variety of jobs in accord-




ance with established evaluation systems and pro-
cedures, and is given assignments which regularly in-
clude responsibility for the more difficult kinds of jobs.
(‘‘More difficult”” means jobs which consists of hard-to-
understand work processes; e.g., professional, scien-
tific, administrative, or technical; or jobs in new or
emerging occupational ﬂe1d3° or jobs which are being
established as part of the creation of new organizations;
‘or where other special considerations of these types app-
ly.) Receives general supervision, but responsibility for
final action is limited. May participate in the develop-
ment and installation of evaluation or compensation
systems, which may include those for merit rating pro-
grams. May plan survey methods and conduct or direct
wage surveys within a broad compensation area.

DIRECTOR OF PERSONNEL

" Directs a personnel management program for a com-
pany or a segment of a company. Serves top manage-
ment officials of the organization as the source of ad-
vice and assistance on personnel management matters
and problems generally; is typicailly consulted on the
personnel implications of planned changes in manage-
ment policy or program, the effects on the organization
of economic or market trends, product or production
method changes, etc.; represents management in con-
tacts with other companies, trade associations, govern-
ment 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 rela-
tions 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 offical who has responsibility for the
operation of a plant, establishment, or other segment of
the company.

For a job to be covered by this definition, the person-
nel management program must include responsibility
for all three of the following functions;

l, "Administering a job evaluation system: ie.,, a
system in which there are established procedures by
which jobs are analyzed and evaluated on the basis of
their duties, responsibilities, and qualification re-
quirements in order to provide a foundation for
equitable compensation. Typically, such a system in-
cludes the use of one or more sets of job evaluation
factors and the preparation of formal job descrip-
tions. It may also include such related functions as
wage and salary surveys or merit rating system ad-
ministration. 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 function: i.e., recruiting
actively for at least some kinds of workers through a
variety of sources (¢.g., schools or colleges, employ-
ment agencies, professional societies, etc.);
evaluating applicants against demands of particular
jobs by use of such techniques as job analysis to
determine requirements, interviews, written tests of

Table C-2. Criterla for matching directors of personnel by level

“Operations level" “Development level'”
personnet program' personnel programe
Number of employees in Number of employees in
work force serviced “Type A” “Type B” work force serviced "Type A" “Type B”
' organization organization arganization organization
serviced servicecds senviced® serviced!
250-750 ... .. P e I I 250-750 ... il In
1,000-5000 ........... ...... Il 1] P000-5000 ... ...l Il v
6,000-12000 . ... ...... ... ... Nl v 6,000-12000 .... .......... v A
1500025000 ............... ) v v 15,000-25000 .............. v -

' “*Operations level’: personnel prograrm—direcior of personnel servicing

an organizational segment {e.g., a plant) of a company, where the basic per-
sonnel program policies, plans, objectives, etc., are established at company
headquarters or at some other higher level between the plant and the com-
pany headquarters level. The personnel director's responsibility is to put
these into operation at the local level, in such a manner as to most effectively
Serve the lecal management needs.

2 ' Development level'’ gersennel Qrogram—enher:

(a) Director of personnel servicing an entire company {with or without
subordinate establishments) whete the personnei director plays an im-
portant role in establishment of basic perscnne! policies, plans, objectives,
etc,, for the company subject to policy direction and control from com-

. pany officers; or (b) director of personnel servicing an intermediate
organization below the company level, e.g., a division or a subsidiary to
which a relatively complete delegation of personnel! program planning
- and development responsibility fs made: In this situation, only basic poticy
direction is given by the parent company and local officers. The director of
personnel has essentially the same degree of latitlude and responsibility
for basic personnel policies, plans objectives, etc., as described above in
(a).
#“Type A" organization serviced—most jobs serviced do not present par-
ticularly difficuit or unusual recruitment, job evaluation, or training problems

because the jobs consist of relatively easy-to-understand work processes,
and an adequate labor supply is available. These conditions are most likely to
be found in organizations in which the work force and organizational struc-
ture are relatively stable.

* “Type B" organization serviced—a substantial proportion of the jobs pre-
sent difflcult recruitment, job evaluation, or tralning problerns because the
jobs: Consist of hard-to-understand work processes {2.g., professional, sgien-
tific, administrative, or technical); have hard-to-match skill requirements; are
in new or emerging cccupations; or are extremely hard to fill. These condi-
tions are most likely to be found in organizations in which the work force,
organizational structure, work processes or functicns, etc., are complicated
or ungtable,

NOTE: There are gaps between different degrees of all three elements
used to determine job tevel matches, These gaps have been provided pur-
posely 1o allow room for judgment in getting the best overall job level maich -
for gach job. Thus, a job which services a work force of 850 employees
should be matched with level H if it is a personnel program operations levet
job where the nature of the organization serviced seems to fall slightly below
the definition for type B. However, the same job should be matched with level
Iif the nature of the organization serviced clearly falls wili within the definition
for type A.




aptitude, knowledge, or skill, reference checks, ex-
petience evaluations, etc.; recommending selections
and job placements to management, etc,

Employee relations and services function. i.e., func-
tions designed t¢ maintain employees’ morale and
productivity at a high level (e.g., 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, pension, or insurance plans, merit rating

system, etc.; overseeing cafeteria operations, recrea-

tional programs, industrial health and safety pro-
grams, etc.).

In addition, positions covered by this definition may,
but do not necessarily, include responsibilities in the
following areas:

described under (3) above. May also - par-
ticipate in bargaining of a subordinate nature,
e.g., to negotiate detailed settlement of such
matters as specific- rates, job classifications,
work rules, hiring or layoff procedures, etc.,
within the broad terms- of a general agreement
reached at higher levels, or to supply advice
and information on technical points to the
company’s principal representative;

Equal Employment Opportunity (EEQ);

Reporting under the Occupational Sqfery and
Heaith Act (OSHA).

Excluded are positions in which responsibility for ac-
tual contract negotiation with labor unions as the prin-
cipal company representative is a significant aspect of
the job, i.e., a responsibility which serves as a primary
basis for qualification requirements and compensation.

Director of personnel jobs which meet the above
definition are classified by level of work? in accordance
with the criteria shown in table C-2.

Attorneys

a. Employee training and development;
b.  Labor relations activities which are confined
‘ mainly to the administration, interpretation,
and application of those aspects of labor union
contracts that are essentially of the type
ATTORNEY

Performs consultation and advisory work and carries
out the legal processes necessary 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 comparable 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 implications; advising officials of proposed
legisiation which might affect the company;

Applying for patents, copyrights, or registration of
company’s products, processes, devices, and trade-
marks;

Advising whether to initiate or defend lawsuits;

Conductmg pre-trial preparations; defendmg the comp-
any in lawsuits; and

Advising officials on tax matters, government regula-
tions, and/or corporate rights.

Excluded from this definition ar. :

Patent work which requires professional training in ad- -

difion to legal training (typically a degree in engineering or
_ in a science);

Claims examining, ¢laims investigating, or similar work
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Jor 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 manggement and form-
ulation 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 jobs which meet the above definition are to be
classified in accordance with table C-3 and the defmmons
which follow.

Difficulty

D-1, Legal questions are characterized by: Facts that are well
established; clearly applicable légal 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:

Legal investigation, negotiation, and research pre-
paratory to  defending the organization in potential or
actual lawsuits involving alleged negligence where the facts
can be firmly established and there are precedent cases
directly applicable to the situation.

Searching case reports, legal documents, periodicals, text-
books, and other Iegal references, and preparing draft

? Insufficient data were obr.amed for level V to warrant presenr.auon of
average salaries, :




Table C-3. Criteria for matching attorneys by level

Level | o f?;gailc::g‘k‘ Resgic‘njl(s)lbb’ﬂlty Experience required

1 This is the entry level. The duties and re- | Completion of law school with an LL.B. or J.D. degree plus admission to the
sponsibilities after initial orientation and | bar.
training are those described in D-1 and R-1.

I ' D-1 R-2 Sufficient professional experience (at least I vear, usually more) at the “D-1"
or level to assure competence as an at.torncy. .

D-2 R-1 ‘

IiI . D-2 R-2 At least 1 year, usually more, of professional experience at the “‘D-2"" level.
o D-3 R-1 7

v D-2 R-3 Extensive professional experience at the ““D-2"* or higher level,
i D-3 R-2

v D-3 ’ R-3 Extensive professional experience at the *‘D-3"" level.

Vi D-3 i R4 Extensive professional experience at the “D-3" and “R-3"" levels.

1 D-i, -2, —'3, and R-1, -2, -3, and -4 are explained in the text.

opinions on employee compensation or benefit questions
when there is a substantial amount of clearly apphcable
statutory, regulatory, and case material.

Drawing up contracts and other legal documents in con-

nection with real property transactions requiring the

development of detailed information but not involving
serious questions regarding titles to property or ‘other ma-
_jor 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 possi-
ble interpretations that can be placed on the facts, the
laws, or the precedents involved; the substantial impor-
tance of the legal matters to the organization (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 government agencies in-
- volved.

Examples of D-2 work:

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

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

Presenting the organization s defense in court in a
negligence lawsuit which is strongly pressed by counsel for
.an organized group.

" Providing legal counsel on tax questions complicated by
the absence of precedent decisions that are directly ap-
plicable to the organization’s situation.

D-3. Legal work is typically complex and difficult
because of one or more of the following: The questions
are unique and require a high order of original and
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creative legal endeavor for their solution; the questions

require extensive research and analysis and the obtain-
ing and evaluation of expert testimony regarding con-
troversial 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 con-
tested (e.g., sums such as $1 million or more are general-

ly directly or indirectly involved).

Examples of D-3 work:
Advising on the legal aspects and implications of Federal

“antitrust laws to projected greatly expanded marketing

operations involving joint ventures with several other
organizations.

Planning legal strategy and representing a utility company
in rate or government franchise cases involving a geographic
area including parts or all of several States.

Preparing and presenting z 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 regional or natlonal
reputation) legal talent.

Serving as the principal counsel to the officers and staff of
an insurance company on the legal problems in the sale,
underwriting, and administration of group contracts in-
volving nationwide or multistate coverages and laws,

Performing the principal legal work in a nonroutine
major revision of the company’s charter or in effectuating
new major financing steps.

Responsibility

R-1. Responsibility for final action is usually limited to
matiers covered by legal precedents and in which little
deviation from standard practice is involved. Any deci-
sions or actions having a significant bearing on the
organization’s business are reviewed. (Is given guidance




in the initial stages of assignment, e.g., in planning and
organizing Iegal 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 precedents, defining the legal and
factual issues, drafting the necessary legal documents,
and developing conclusions and recommendations.
Decisions having an important bearing on the organiza-
tion’s business are reviewed. (Receives information
from supervisor regarding unusual circumstances or im-
portant policy considerations pertaining to a legal pro-
blem. 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 nonroutine written presentations, the final prod-
uct is reviewed carefully, but primarily for overall
soundness of legal reasoning and consistency with
organization policy. Some (but not all) aitorneys make
assignments to one or more lower level attorneys, aides,
or clerks.)

R-3. Carries out assignments independently and makes
final legal determinations in matters of substantial im-
portance to the organization. Such determinations are
subject to review only for consistency with company
policy, possible precedent effect, and overall effec-
tiveness. To carry out assignments, deals regularly with
company officers and top level management officials
and confers or negotiates regularly with senior attorneys
and officials in other companies or in government agen-
cies on various aspects of 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 prob-
lems of the highest importance to the organization and
developing completed briefs, opinions, contracts, or
other legal products. To carry out assignments,
represents the organization at conferences, hearings, or
trials and personally confers and negotiates with top at-
torneys and top-ranking officials in private companies
or in government agencies. On various aspects of assign-
ed work may give advice directly and personally to.cor-
poration 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 concen-
trated efforts of several attorneys or other specialists, is
responsible for directing, coordinating, 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 performs D-3 legal work. With respect to the
work directed, gives advice directly to corporation of-
ficers and top manageral officers, or may give such ad-
vice through the general counsel. (Receives guidance as
to organization policy but no- technical supervision or
assistance except when requesting advice from, or brief-
ing by, the general counsel on the overall approach to
the most difficult, novel, or important legal questions.
Usually reports to the general counsel or deputy.)

Computer Programmers/Programmer Analysts

This definition includes both programmers and pro-
grammer analysts. _

Performs programming services for establishments or
for outside organizations who may contract for services.
Converts specifications (precise descriptions) about
business or scientific problems, typically prepared by
(or with the assistance of) a computer systems analyst,
into a sequence of detailed instructions to solve prob-
lems by electronic data processing (EDP) equipment,
i.e., digital computers, Draws program flow charis to
describe the processing of data and develops the precise
steps and processing logic which, when entered into the
computer in coded language (COBOL, FORTRAN, or other
programming language), cause the manipulation of data

to achieve desired results. Tests and corrects programs -

and prepares instructions for operators who control the
computer during production runs. Analyzes and
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modifies programs to increase operating efficiency or to
respond to changes in work processes; maintains
records to document program development and revi-
sions.

At levels I, II, and III, some computer programmers
(typically called computer programmer analysts) may
also perform some systems analysis duties such as:
Gathering facts from users to define their business or
scientific problems and to investigate the feasibility of
solving problems through new or modified computer
programs; designing systems to resolve defined prob-
lems and providing specifications for data inputs, flow,
actions, decisions, and outputs; and participating on a
continuing basis in the overall program planning re-
quired, along with other EDP personnel and users,

In contrast, at levels IV and V some systems analysis
must be performed as part of the programming assign-




ment, The systems analysis duties are identified in a
separate paragraph at levels, I, II, I1I, and IV and are
part of each alternative described at level V.

Excluded are:

Positions which require a bachelor’s degree in a
specific scientific field (other than computer science),
such as an engineering, mathematics, physics, or
-chemistry degree; however, positions are potential
matches where the required degree may be from any
of several possible scientific fields;

a.

Computer systems analysts who primarily perform
the kinds of duties identified in the paragraphs ex-
plaining systems analysis duties;

¢. Computer programmers who perform level IV or V
programming duties but who perfrom no system
analysis;

Workers who primarily analyze and evaluate prob-

lems concerning computer equipment or its selection
 or utilization relative to meeting the organization’s

needs; : ' . .

e. Positions not requiring; (1) Three years of ad-
ministrative, technical, or substantive clerical ex-
perience; (2) a bachelor’s degree in any field; or (3)
any equivalent combination of experience and educa-
tion yielding basic skills in problem analysis and com-
munication.

- Computer systems programmers or analysts who
primarily write programs or analyze problems con-
cerning the system sofware, e.g., operating systems
compilers, assemblers, system utility routines, etc.,
which provide basic services for the use of all pro-
- grains and provide for the scheduling of the execu-
tion of programs; however, positions matching this
definition may develop a ‘‘total package’ which in-
cludes not only writing the program to process the
data but also selecting the computer equipment and
system software required; and

Employees who have significant responsibility for the
management or supervision of workers (e.g., systems
analysts) whose positions are not covered in this
definition; or employees with significant responsibili-
ty for other functions such as payroll, accounting,
the operation of the computer, the system software,
ete.

Positions are classified into levels based on the
following definitions.

Computer Programmer/Programmer Analyst |

At this trainee level, assignments are usually planned
to develop basic programming skills because in-
cumbents are typically inexperienced in applying such
skills on the job. Assists higher level staff by performing
elementary programming tasks which concern limited
and simple data items and steps and which closely
follow patterns of previous work done in the organiza-
tion, e.g., drawing flow chrts, writing operator instruc-
tions, or coding and testing routines to accumulate
counts, tallies, or summaries. May perform routine

progamming assignments (as described in level II) under
close supervision. _ '

In addition, as training and to assist a higher level
analyst, computer programmer analysts may perform
elementary fact-finding concerning a specified work
process, e.g., a file of clerical records which is treated as
a unit {invoices, requistions, or purchase orders, etc.);
reports findings to higher level analyst.

Incumbents at level I receive classroom and/or on-
the-job training in computer programming concepts,
methods, and techniques and in the basic requirements
of the subject-matter area, May receive training in
elementary fact-finding. Detailed, step-by-step instruc-
tions are given for each task and any deviation must be
authorized by a supervisor. Work is closely monitored
in progress and reviewed in detail upon completion.

Computer Programmer/Programmer Analyst il

At this level, initial assignments are designed to
develop competence in applying established programm-
ing procedures to routine problems. Performs routine
programming assignments that do not require skilled
background experience but do require knowledge of
established programming procedures and data process-
ing requirements. Works according to clear-cut and
complete specifications. The data are refined and the
format of the final product(s) is very similar to that of
the input or is well defined when significantly different,
i.e., there are few, if any, problems with interrelating
varied records and outputs.

Maintains and modifies routine programs. Makes ap-
proved changes by amending the program flow chart,
developing the detailed processing logic, and coding the
changes. Tests and documents modifications and writes
the operator instructions. May write routine new pro-
grams using prescribed specifications; may confer with
the EDP personnel to clarify procedures, processing
logics, etc.

In addition and as continued training, computer pro-
grammer analysts may evaluate simple interrelation-
ships in the immediate programming area, e.g., whether
a contemplated change in one part of a simple program
would cause unwanted results in a related part; confers

. with user representatives to gain an understanding of
_the situation sufficient to formulate the needed change;
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implements the change upon approval of the supervisor
or higher level analyst. A higher level analyst provides
the incumbent with charts, narrative description of the
functions performed, an approved statement of the pro-
duct desired (e.g., a change in a local establishment
report), and the inputs, outputs, and record formats.
Incumbents at level II review objectives and assign-
ment details with higher level staff to insure thorough
understanding; they use judgment in selecting among
authorized procedures and seek assistance when
guidelines are inadequate or significant deviations are




proposed, or when unanticipated problems arise, Work
is usually monitored in progress; all work is reviewed
upon completion for accuracy and compliance with
standards.

Computer Programmer/Programmer Analyst Il

~ As a fully qualified computer programmer, applies
standard programmijng procedures and detailed
knowledge of pertinent subject matter (e.g., work pro-
cesses, governing rules, clerical procedures, etc.} in a
programming area such as: A recordkeeping operation
(supply, personnel and payroll, inventory, purchasing,
insurance payments, depositor accounts, etc.); a well-
defined statistical or scientific problem; or other stan-
dardized operation or problem. Works according to ap-
proved statements of requirements and detailed
specifications. While the data are clear-cut, related, and
equally available, there may be substantial interrelation-
ships of a variety of records, and several varied se-
quences or formats are usually produced. The programs
developed or modified typically are linked to several
other programs in that the output of one becomes the
input for another. Recognizes probable interactions of
other related programs with the assigned programs(s)
and is familar with related system software and com-
puter equipment. Solves conventional programming
problems. (In small organizations, may maintain pro-
grams which concern or combine several operations,
i.e., users, or develop programs where there is one
primary user and the others give input.)

Performs such duties as: Develops, modifies, and
maintains assigned programs; designs and implements
modifications to the interrelation of files and records
within the program in consultation with a higher level
analyst; monitors the operation of assigned programs
and responds to problems by diagnosing and correcting
errors in logic and coding; implements and/or main-
tains assigned portions of a scientific programming pro-
ject, applying established scientific programming
techniques to a well-defined mathematical, statistical,
engineering, or other scientific problem usually requir-
ing the translation of mathematical notation in
specifications into processing logic and code. (Scientific
programming includes assignments such as: The use of a
predetermined physical law expressed in mathematical
terms to relate one set of data to another set of data; the
routine storage and retrieval of field test data; the use of
procedures for real-time command and control, scien-
tific data reduction, signal processing, or similar areas.)
Tests and documents work and writes and maintains
operator instructions for assigned programs. Confers

with other EDP personnel to obtain or provide factual -

data,

In addition, computer programmer analysts may
carry out fact-find and analysis of a single activity or
routine problem, applying established procedures where
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the nature of the program, feasibility, computer equip-
ment, and programming language have already been
decided. May analyze present performance of a routine
program and take action to corect deficiencies based on
discussion with the user and consultation with and ap-
proval of the supervisor or higher level analyst. May -
assist in the review and analysis of detailed program
specifications and in program design to meet changes in
work processes,

Incumbents at level III work independently under
specified objectives; apply judgment in devising pro-
gram logic and in selecting and adapting standard pro-
gramming procedures; resolve problems and deviations
according to established practices; and obtain advice
where precedents are unclear or not available. Com-
pleted work is reviewed for conformance to standards,
timeliness, and efficiency. May guide or instruct lower
level programmers and/or programmer analysts; may
supervise technicians and others who assist in the
specific assignment. '

OR
%

Works on complex programs (as described in level IV)
under close direction of higher level staff or supervisor.
May assist higher level staff by independently perform-
ing less difficult tasks assigned, and performing more
difficult tasks under close supervision.

Computer Programmer/Programmer Analyst IV
Applies expertise in programming procedures to
assigned complex programs; recommends the redesign

of the programs, investigates and analyzes feasibility

and program requirements, and develops programming
specifications. Assigned complex programs typically af-
fect a broad multiuser computer system which meets the
data processing needs of a broad area (e.g,, manufac-
turing, logistics planning, finance management, human
resources, material management, etc.) or a computer
system for a project in engineering, research, accoun-
ting, statistics, etc, Plans the full range of programming
actions to produce several interrelated but different pro-
ducts from numerous and diverse data elements which
are usually from different sources; solves difficult pro-
gramming problems. Uses systems analysis techniques
relevant to the assignment and knowledge of pertinent
system software, computer equipment, work processes,
regulations, and management practices. As necessary,
integrates facets of the work performed by others,
Performs such duties as: Develops, modifies, and
maintains assigned complex programs; designs and im-
plements the interrelation of files and records within the
program which will effectively fit into the overall design
of the project; working with problems or concepts,
develops programs for the solution to major scientific
computational problems requiring the analysis and




development of logical or mathematical descriptions of
_functions to be programmed; develops a major program
system, e.g., a sales accounting system or a resources
planning system; develops occasional special programs,
e.g., a critical path analysis program to assist in manag-
ing a special project. Tests, documents, and writes
operating instructions for all work, Confers with other
BDP personnel to secure information, investigate and
resolve problems, and coordinate work efforts.

In addition, the computer programmer analyst per-
forms such duties as: Recommends the redesign of
assigned ' programs and carries out studies by in-

vestigating the feasibility of alternative design ap- -

proaches to determine the best balanced solution, e.g.,
one that will best satisfy immediate user needs, facilitate
subsequent modificaiton, and conserve resources; on
typical maintenance projects and smaller scale, limited
new projects, assists user personnel in defining the prob-
lem or need and determines how the work should be
organized, the necessary files and records, and their in-
terrelation within the program; or larger or more com-
plicated projects, usually participates as a team member
along with other EDP personnel and users “and is typlcal-
ly assigned a portion of the project.

Incumbents at level IV work 1ndependent1y under
overall objectives and direction, apprising the super-
visor about progress and unusual complications.
Modifies and adapts precedent solutions and proven ap-
proaches. Guidelines include constraints imposed by the
related programs with which the incumbent’s programs
must be meshed. Completed work is reviewed for
timeliness, compatibility with other work, and effec-
tiveness in meeting requirements. May function as team
leader or supervise a few lower level programmers
and/or programmer analysts or techmctans on assigned
work.

Computer Programmer/Programmer Analyst V

At level V, workers are typically either suprvisors,
team leaders, staff ‘specialists, or consultants. Some
systems . alyst work is included as a part of the pro-
gramming assignment. However, the overall system re-
quirements for broad new projects or for complex new
scientific systems are defined.by higher level analysts,
specialists, or scientists. Supervision and review are
similar to level IV.

Typical duties and responsibilities. One or more of the
following: ’

1. In a supervisory capacity, plans, develops, coor-
dinates, and directs a large and important program-
ming project (finance, manufacturing,
sales/marketing, human resources, or other broad
area) or a number of small programming projects
with complex features. A substantial portion of the
work supervised (usually 2 to 3 workers) is com-
parable to that described for level IV. Supervises,
coordinates and reviews the work of a small staff,
normally not more than 15 programmers, program- -
mer analysts, and technicians; estimates personnel
needs and schedules, assigns, and reviews work to
meet completion date. These day-to-day supervisors
evaluate performance, resolve complaints, and make
recommendations on curtailing projects, reorgamz-
ing, or reallocating resources.

2. As team leader, staff specialist, or consultant,
defines complex scientific problems (e.g., computa-
tional) or other highly complex programming prob-
lems {e.g., generating overall forecasts, projections,
or other new data fields widely different from source
data or untried at the scale proposed) and directs the
development of computer programs for their solu-
tion; or, designs improvements in complex pro-
grams where existing precedents provide little
guidance, such as an interrelated group of
mathematical/statistical programs which support
health insurance, natural resources, marketing
trends, or other research activities, and may lead a
design group responsible for maintaining and im-
proving the system. In conjunction with users (scient-
ists or specialists), defines major problems in the
subject-matter area and analyzes and revises existing
system logic difficulties, Contacts coworkers and
user personnel at various locations to plan and coor-
dinate project and gather data; devises ways to ob-
tain data not previously available; arbitrates dif-
ferences between various program users when con-
flicting requirements arise. May perform simulation
studies to determine effects of changes in computer
equipment or system software or may assess the
feasibility and soundness of proposed programming
projects which are novel and complex. Typically
develops programming techniques and procedures
where few precedent exist., May be assisted on proj-
ects by other program analysts, programmers or
technicians.

Note: Excluded are programmer/analysts above level.
V (working in the computer industries) who develop
technology for entirely new application systems for
future marketing (e.g., 5-8 years).

Buyers

BUYER

Purchases materials, supplies, equipment, and serv-
ices (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 accor-

dance with drawings or engineering specifications.
Solicits bids, analyzes quotations received, and selects

or recommends supplier., May interview. prospective




vendors. Purchases items and services at the most
favorable price consistent with quality, quantity,
specification requirements, and other factors. Prepares
or supervises preparation of purchase orders from req-
nisitions. May expedite delivery and visit vendors’ of-
fices and plants.

Normally, purchases are unreviewed when they are

consistent with past experience, and are in conformance

with established rules and policies. Proposed purchase -

transactions that deviate from the usual or from past ex-
perience in terms of prices, quality 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 second-
" ary and subsidiary duty, some buyers may also sell or

dispose of surplus, salvage, or used materials, equip-

ment, or supplies.

NOTE: Some buyers are responsible for the purchasing
of a variety of items and materials. When the variety in-
cludes 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 dirfect sale, either wholesale or
7 retail; :
b. Brokers and dealers buying for clients or for invest-

ment purposes;

. Positions that specifically require professional educa-
tion and qualifications in a physical science or in
engineering (e.g., chemist, mechanical engineer);

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 of-
fered, 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.

sion of a purchasing program;

Persons predominantly concerned with contract or
‘subcontract administration; -

Persons whose major duties consist of ordering,
reordering, or requisitioning items under existing
contracts; and

Positions restricted to clerical functions or to pur-
chase expediting work; and

i. - Positions not requiring: (1) Three years of ad-
ministrative, techmical, or substantive clerical ex-
perience; (2} a bachelor’s degree in any field; or (3)
any equivalent combination of experience and educa-
tion yielding basic skills in problem analyses and
communication. :

Buyvers whose principal responsibility is the supervi-
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Buyer |

Purchases ‘‘off-the-shelf’’ types of readily available,
commonly used matenals supplies, tools, furniture,
services, etc.

Transactions usually
wholesalers, jobbers, and manufacturers’
representatives

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

Examples of items purchased include: Common sta- -
tionery and office supplies; standard types of offlce fur-
niture and fixtures; standard nuts, bolts, screws;
janitorial and common building maintenance supplies;
or common utility services or office machine repair serv-
ices.

involve local retailers,
sales

Buyer I

Purchases ‘off- the-shelf ** types of standard, general-
Iy available technmical items, materials, and services.
Transactions may involve occasional modification of
standard and common usage items, materials, and serv-
ices, and include a few stipulations about unusual pack-
ing, marking, shipping, etc.

Transactions usually 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 possi-
ble new sources of supply. Usually 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.

Example of items purchased include: Standard in-
dustrial types of handtools; gloves and safety equip-
ment; standard electronic parts, components, and com-
ponent test instruments; electric motor; gasoline service
station equipment; PBX or other specialized telephone
services; special-purpose printing 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 pur-
chased are large so that local sources of supply are
generally inadequate and the buyer must deal directly
with manufacturers on a broader than local scale.

Buyor Hi

Purchases items, materials, or services of a teehmcal
and specialized nature. The items, wtnle of a common
general type, are usually made, al_tered or customized
to meet the user’s specific needs and specifications.

Transactions usually require dealing with manufac-
turers. The number of potential vendors is likely to be
small and price differentials often reflect important fac-




tors (quality, delivery dates and places, etc,) that are dif-

ficult 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 comparable properties; special testing prior to ac-
ceptance; grouping of items for lot bidding and awards;
specialized processing, packing, or packaging re-
quirements; 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 gssisting 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 speeds; production equipment; special packaging of _

items; and raw materials in substantial guantities or
with special characteristics,

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 potential 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. Com-
plex schedules of delivery are often involved. Buyer

determines appropriate quantities to be contracted 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 royalty provisions.

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

In addition to the work described above, a few posi-
tions may 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; specialized condensers, boilers, and turbines;
raw materials of critically important characteristics or
quality; parts, subassemblies, components, etc., special-
1y designed and made to order (e.g., communications
equipment for installation in aircraft being manufac-
tured; component assemblies for missiles and rockets;
and motor vehicle frames).

NOTE: Excluded are buying positions above level IV.
Some buyers above level IV make purchases in such.
unusually large quantities that they can affect the
market price of a commodity or produce other signifi-
cant effects on the industry or trade concerned. Others
may purchase items of either (1) extraordinary technical
complexity, e.g., involving the outermost limits of
science or engineering, or (2) unusually high individual
or unit value. Such buyers often persuade suppliers to
expand their plants or convert facilities to the produc-
tion of new items or services. These types of buying
functions are often performed by program managers or
company officials who have primary responsibilities
other than buying,

Chemists and Engineers |

CHEMIST

-Performs professional work in research, develop-.

ment, interpretation, and analysis to determine the com-
position, molecular structure, and properties of
substances; to develop or investigate new materials and
processes; and to investigate the transformations which
substances undergo, Work typically requires a B.S.
degree in chemistry or the equivalent in appropriate and
substantial college level study of chemistry plus ex-
perience.

Chemist |
General characteristics, This is the entry level of profes-

sional work requiring a bachelor’s degree in chemistry
and no experience, or the equivalent of a degree in ap-

propriate 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 instruction as to required
tasks and results expected. Work is checked during
progress, and is reviewed for accuracy upon comple-
tion. o

Typical duties and responsibilities. Performs a variety ..
of routine tasks that are planned to provide experience
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and familiarization with the chemistry staff, methods,
practices, and programs of the-company. The work in-

" cludes a variety of routine qualitative and quantitative
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 dlSCuS-
sion.,

Responsibility for direction of other,s;. Usually none.
Chemist Il

General characteristics., At this continuing developmen-
tal level, performs routine chemical work requiring
selection and application of general and specialized
. methods, techniques, and instruments commonly used
in the laboratory, and the ability to carry out instruc-
tions when less common or proposed methods or pro-
cedures are necessary. Requires work experience ac-
quired in an entry level position, or -appropriate
‘graduate level study. For training and developmental
purposes, assignments may include some work that
is typical of a higher level. (Termmal posmons are ex-
cluded.)

- Direction - received. Supervisor establishes the nature
and extent of analysis required, specifies methods and

criteria on new types of assignments, and reviews work
for thoroughness of application of methods and ac-
curacy 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 procedures because of
the condition of the sample, difficulties with the equip-
ment, etc. Recommends modifications of procedures,
e.g., extending or curtailing the analysis or using alter-
nate procedures, based on knowledge of the problem
and pertinent available literature. Conducts specified
phases of research projects as an assistant to an ex-
perienced chemist.

Responsibility for direction of others. May be assisted
by a few aides or technicians.

Chemist Hil

General characteristics. Performs a -broad range of
chemicat tests and procedures utilized in the laboratory,
using judgment in the independent evaluation, selec-
tion, and adaptation of standard methods and tech-
niques. May carry through a complete series of tests on
a product in its different process stages.

Some.

assignments require a specialized knowledge of one.or

two common categoties of related substances. Perform-

ance at this level requires developmental experience in a
professional position, or equivalent graduate level
education.

Direction received. On routine work, supervision is very

general. Assistance is furnished on unusual problems
and work is reviewed for application of sound profes-
sional judgment.

Typical duties and responsibilities. In accordance with i
instructions as to the nature of the problem, seiects‘_
standard methods, tests, or procedures; when necessary, .

develops or works out alternative or modlfied methods.

with supervisor’s concurrence. Assists in research by

analyzing samples or testing new procedures that re- .

quire specialized training because (a) standard methods -

are inapplicable, (b) analytical findings must be inter-
preted in terms of compliance or noncompliance with

standards, or (c) specialized and advanced equipment

and techniques must be adapted.

Responsibility for direction of others. May supervise or

coordinate the work of a few technicians or aides, and:

be assisted by lower level chemists.

Chemist IV

General characteristics. As a fully compeﬁeﬁt 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 techniques or

ingenuity in selecting and evaluating approaches to.un-
foreseen 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 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. o ,

Direction  received.
expected. Receives technical guidance on unusual or

complex problems and supervisory approval on propos-
ed plans for projects.

Independentiy performs most
assignments with instructions as to the general results

Typical duties and responsibilities. Condub_ts laboratoi'y '

assignments requiring the determination and evaluation
of alternative procedures and the sequence of perform-
ing them. Performs complex, exacting,

unusual

analytical assignments requiring specxahzed knowledge

of technigues or products Interprets results, prepares
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reports, and may provide technical advice in specialized
area. ' '

Responsibility for direction of others, May supemse a
small staff of chemists and technicians.

Chemist V

General characteristics. Participates in planning
laboratory programs on the basis of specialized
knowledge of problems and methods and probable
value of results. May serve as an expert in-a narrow
specidity (e.g., class of chemical compounds, or a class
of products), making recommendations and conclusions
which serve as the basis for undertaking or rejecting im-
portant projects. Development of the knowledge and
: expertxse required for this level of work usually reﬂects
progresswe experlence through chemlst IV

Direction received. Superv1s;on and guidance relate
largely to overall objectives, critical issues, new con-
cepts, and policy matters. Consults with supervisor con-
cerning 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. In-
dependently defines scope and critical elements of the
projects and selects approaches to be taken. A substan-
tial portion of the work supervised is comparable to that
déscribed for chemists IV. (2) As individual researcher
or-worker, carries out project requiring development of
new or highly modified scientific techniques and pro-
cedures, extensive knowledge of specialty, and
kiowledge of related scientific fields. '

Responsibility for direction of others. Supervises, ¢coor-
dinates, and reviews the work of a small staff of
chemists and technicians engaged in varied research and
development projects, or a larger group performing
routine analytical work, Estimates personnel 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 knowledge in a specialized field,
product, or process. Formulates and conducts a
systematic 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 units within and outside the organiza-
tion, with responsibility for acting independently:-on
technical matters pertaining to the field. Work at this
level usually requires extensive progressive expenence
mcludmg work comparable to chemist V.

Direction received. Supervision received is essentially
administrative, with assignments given m terms of
broad general objectives and fimits. '

Typical duties and responsibilities. One or both of the

following: (1) In a supervisory capacity (a) plans,
develops, coordinates, and directs a number of large
and important pI'O]ECtS ora project of major scope and
importance, or (b) is responsible for the entire chemcial
program of a company, when the program is of limited
complexity and scope. Activities supervised are of sugh
a scope that they require a few (3 to 5) subordinate
supervisors or team leaders with at least one in a posi-
tion comparable to level V. (2) As individual researcher
or worker, determines, conceives, plans, and conduets
projects of major irnportance to the c‘onipany" Applies a
high degree of originality and ingenuity in ‘adapting
techniques into original combinations and configura-
tions. May serve as a consuliant to other chemists in
specialty.

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

Chemist VII

General characteristics. Makes decisions and recom-
mendations that are recognized as authoritative and
have an important impact on extensive chemical ac-
tivities, Initiates and maintains extensive contacts with
key chemists 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 judg-
ment in anticipating and solving unprecedented - chemi-
ical problems, determining program objectives and re-
quirements, organizing programs and projects, and
developing standards and guldes for dlverse chemlcal
act1v1t1es

Direction received. Receives general admmlstratlve
direction.
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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 re-
quirements, 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 ad-
vances and opens the way for extensive related develop-
ment. Makes authoritative technical recommendations
concerning the scientific objectives and levels of work
which will be most profitable in light of company re-
quirements and scientific and industrial trends and
developments. Recommends facilities, personnel, and
funds required. (2) As individual researcher and consul-
tant, selects problems for research to further the comp-
any’s objectives, Conceives and plans investigations in
which the phenomena and principles are not adequately
understood, and where few or contradictory scientific
precedents or results are available for reference. Onit-
standing creativity and mature judgment are required to
devise hypotheses and techniques of experimentation
and to interpret results. As a leader and authority in the
company, in a broad area of specialization, or in a nar-
row but intensely specialized one, advises the head of a
large laboratory or company officials on complex
aspects of extremely broad and important programs.
Has responsibility for exploring, evaluating, and justi-
fying proposed and current programs and projects and
furnishing advice on unusually complex and novel prob-
lems in the specialty field. Typically will have con-
tributed' innovations (e.g., techniques, products, pro-
cedures) which are regarded as significant advances in
the field, '

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

Chemists Vi

General characteristics. Makes decisions and recom-
mendations that are authoritative and have a far-
reaching impact on extensive chemical and related ac-
tivities of the company. Negotiates critical and con-
troversial issues with top level chemists and officers of
other organizations and companies. Individuals at this
level have demonstrated a high degree of creativity,
foresight, and mature judgment in planning, organiz-
ing, and guiding extensive chemical programs and ac-
tivities 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 a company which
is of moderate scope, or (b} an important segment of a
chemical program of a company with very extensive and
highly diversified scientific requirements, where pro-
grams 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 ¢hemical pro-
grams needed to accomplish the objectives of the com-
pany, for planning and organizing facilities and pro-
grams, and for interpreting results, (2) As individual
researcher and consultant, formulates and guides the at-
tack on problems of exceptional difficulty and marked
importance to the company and/or industry. 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 con-
siderable novelty and importance. Has made contribu-
tions such as new products or techniques, development
of processes, etc., which are regarded as major advances
in the field, '

Responsibility for direction of others. Supervises several
subordinate supervisors 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 in-
dividual researcher and consultant, may be assisted on
individual projects by other chemists or technicians.

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
programs. Excluded from the definition are: (1)
Chemists in charge of programs so extensive and com-
plex (e.g., consisting of highly diversified or unusually
novel products and procedures) that one or more subor-
dinate supervisory chemists are performing. at level
VIII; (2) individuals whose decisions have direct and
substantial effect on setting policy for the organization
(included, however, are supervisors deciding the *‘kind
and extent of chemical program?’ within broad
guidelines set at higher levels); (3) 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, develop-

? Insufficlent data were obtained for level VIII to warrant presentation of
average salaries,
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ment, design, testing, analysis, production, construc-
tion, maintenance, operation, planning, survey,
estimating, application, or standardization of engineer-
ing 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 engineering or the equivalent in combined
education and experience. (Excluded are: Safety
engineers, industrial engineers, quality coatrol
engineers, sales engineers, and engineers whose primary
responsibility is to be in charge of nonprofessional
maintenance work.) '

Engineer |

General characteristics. This is the entry level of profes-
sional work requiring a bachelor’s degree in engineering
and no experience, or the equivalent of a degree in ap-
propriate education and experience. Performs
assignments designed to develop professional work
knowledge and abilities. May also receive formal
classroom or seminar-type training. (Terminal positions
are excluded.)

Direction received. Works under close supervision.
Receives specific and detatled 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 engineering stzff, methods,
practices, and programs of the company,

Responsibility for direction of others. Usually none.

Engineer |l

General characteristics. At this continuing developmen-
tal 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 engineering alternatives. Requires
work experience acquired in an entry level position, or
appropriate graduvate level study. For training and
developmental purposes, assignments may include some
work that is typical of a higher level. (Terminal posi-
tions are excluded.)

Direction received. Supervisor screens assignments for
unusual or difficult problems and selects techniques and
procedures to be applied on nonroutine work. Receives
close supervision on new aspects of assignments,
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Typical duties and responsibilities. Using prescribed
methods, performs specific and limited portions of a
broader assignment of an experienced engineer. Applies

-standard practices and techniques in specific sitiiations,

adjusts and correlates data, recognizes discrepancies in
results, and follows operations through a ser1es of
refated detailed steps or processes.

Responsibility for direction of others. May be assisted
by a few aides or technicians.

Engineer 11l

General characteristics. Independently evaluates,
selects, and applies standard engineering techniques,
procedures, and criteria, using judgment in making
minor adaptations and modifications. Assignments
have clear and specified objectives and require the in-
vestigation of a limited number of variables. Perform-
ance at this level requires developmental experience in a
professional position, or equivalent graduate level
education.

Direction received. Receives instructions on specific
assignment objectives, complex features, and possible
solutions. Assistance is furnished on unusual problems
and work is reviewed for apphcatlon of sound profes-
sional judgment,

Typical duties and responsibilities. Performs work
which involves conventional types of plans, investiga-
tions, surveys, structures, or equipment with relatively
few complex features for which there are precedents.
Assignments usually include one or more of the follow-
ing: Equipment design and development, test of
materials, preparation of specifications, process study,
research investigations, report preparation, and other
activities of limited scope requiring knowledge of prin-
ciples and techniques commonly employed in the
specific narrow area of assignments.

Responsibility for direction of others. May supervise or
coordinate the work of drafters, 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 of the
functional area of the assignments, plans and conducts
work requiring judgment in the independent evaluation,
selection, and substantial adaptation and modification
of standard techmiques, procedures, and criteria.
Devises new approaches to problems encountered. Re-
quires sufficient professional experience to assure com-
petence as a fully trained worker; or, for positions




primarily of a research nature, completion of all re-
quirements 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 problems and supervisory approval On pro-
posed plans for prolects

Typical duties and responszbdztzes Plans, schedules,
conducts, 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 in-
clude a variety of complex features such as conflicting
design requirements, unsuitability of standard
materials, and difficult coordination requirements.
Work requires a broad knowledge of precedents in the
specialty area and a good knowledge of pnnc1p1es and
practices of related specialties.

Responsibility for direction of others. May supervise a
few engineers or technicians on assigned work.

Engineer V

General characteristics. Applies intensive and diver-
sified knowledge of engineering principles and practices
in broad areas of assignments and related fields. Makes
decisions -independently on engineering problems and
methods, and represents the organization in conferences
to resolve important questions and to plan and coor-
dinate work. Requires the use of advanced techniques
and the modification and extension of theories,
precepts, and practices of the field and related sciences
and disciplines. The knowledge and expertise required
for this level of work usually result from progressive ex-
perience, including work comparable to engineer IV.

Direction received. Supervision and guidance relate
largely to overall objectives, critical issues, new con-
cepts and policy matters. Consults with supervisor con-
cerning unusual problems and developments. :

Typical duties and responsibilities. One or more of the
following: (1) In a supervisory capacity plans, develops,
coordinates, and directs a large and important engineer-
ing 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 develop-
ment of new or improved techniques and procedures.
Work is expected to result in the development of new or
refined equipment, materials, processes, products,
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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 soundness 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 to a technical specialty, a type of
facility or equipment, or a program function.

Responsibility for direction of others. Supervises, coor-
dinates, and reviews the work of a small staff of
engineers and technicians; estimates personnel needs
and schedules and assigns work to meet completion.
date. Or, as individual researcher or staff specialist,
may be assisted on projects by other engineers or techni-
cians.

Engineer VI

General characteristics, Has full technical responsibility
for interpreting, organizing, executing, and coor-
dinating assignments. Plans and develops engineering
projects concerned with unique or controversial prob-
lems which have an important effect on major company
programs. This involves exploration of subject area,
definition of scope and selection of problems for in-
vestigation, and development of novel concepts and ap-
proaches. Maintains liaison with individuals and units
within or outside the organization with responsibility
for acting independently on technical matters pertaining
to the field. Work at this level usually requires extensive
progressive experience including work comparable to
engineer V. :

Direction received., Supervision received is essentially
administrative, with assignments given in terms of
broad genéral 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 number of large
and important projeccts or a project of major scope and
importance, or (b) is responsible for the entire engineer-
ing program of a company when the program is of
limited complexity and scope. Extent of responsibilities
generally requires a few (3 to 5) subordinate supervisors
or team leaders with at least one in a position com-
parable to level V. (2) As individual researcher or
worker conceives, plans, and conducts research in prob-
lem areas of considerable scope and complexity. The
problems must be approached through a series of com-
plete and conceptually related studies, are difficult to
define, require unconventional or novel approaches,
and require sophisticated research technigues. Available
guides and precedents contain critical gaps, are only
partially related to the problem, or may be largely lack-




ing due to the novel character of the project. At this
level, the individual researcher generally will have con-
tributed inventions, new designs, or techniques which
are of material significance.in the solution of important
problems. (3) As a staff specialist, serves as the technical
specialist for the organization (division or company) in
the application of advanced theories, concepts, prin-
ciples, and processes for an assigned area of respon-
sibility (i.e., subject matter, function, type of facility or
equipment, or product). Keeps abreast of new scientific
methods and developments affecting the organization
for the purpose of recommending changes in emphasis
of programs or new programs warranted by such
developments.

Responsibility for direction of others. Plans, organizes,
and supervises the work of a staff of engineers and
technicians. Evaluates progress of the staff and results
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 recom-
mendations that are recognized as authoritative and
have an important impact on extensive engineering ac-
tivities. 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 solving un-
precedented engineering problems, determining pro-

gram objectives 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 of both of the
following: (1) In a supervisory capacity is responsibie
for (a) an important segment of the engineering pro-
gram of a company with extensive and diversified
engineering requirements, or (b) the entire engineering
program of a company when it is more limited in scope.
The overall engineering program contains critical prob-
lems the solution of which requires major technological
advances and opens the way for extensive related
development. Extent of responsibilities generally re-
quires several subordinate organizational segments or
teams. Recommends facilities, personnel, and funds re-
quired to carry out programs which are directly related
to and directed toward fulfillment of overall company

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

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

Engineer VHI

-General characteristics. Makes decisions and recom-

mendations that are recognized as authoritative 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. Individuals at
this level demonstrate a high degree of creativity,
foresight, and mature judgment in planning, organiz-
ing, and guiding extensive engineering programs and ac-
tivities 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} 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 programs
are of such complexity and scope that they are of critical
importance to overall objectives, include problems of
extraordinary difficulty that often have resisted solu-
tion, and consist of several segments requiring subor-
dinate supervisors. Is responsible for deciding the kind
and extent of engineering and related programs needed
to accomplish the objectives of the company, for choos-
ing the scientific approaches, for planning and organiz-
ing facilities and programs, and for interpreting results.
(2) As individual researcher and consultant, formulates
and guides the attack on problems of exceptional dif-
ficulty and marked importance to the company or in-
dustry. Problems are characterized by their lack of
scientific precedents and source material, or lack of suc-




cess 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 pro-
gram areas or in an intensely specialized area of con-
siderable novelty and importance,

Responsibility of direction of others. Supervises several
subordinate supervisors or team leaders some of whose
positions are comparable to engineer VII, or individual
researchers some of whose positions are comparable to
engineer VII and sometimes engineer VIII. As an in-
dividual researcher and consultant, may be assisted on
individual projects -by other engineers or technicians

NoTEe: Individuals in charge of a company’s engineer-

ing program may match any of several of the survey job
levels depending on the size and complexity of engineer-
ing programs. Excluded from the definition are: (1)
Engineers in charge of programs so extensive and com-
plex (e.g., consisting of research and development on a
variety of complex products or systems with numerous
novel components) that one or more subordinate super-
visory engineers are performing at level VIII; (2) in-
dividuals whose decisions have direct and substantial ef-
fect on setting policy for the organization (included,
however, are supervisors deciding the ‘‘kind and extent
of engineering and related programs’’ within broad
guidelines set at higher levels); (3} 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 Occupations

ENGIN EERING TECHNICIAN

To be covered by these definitions, employees must

meet all of the following criteria:

1. Provides senuprofessmna] technical support for

h engineers working in such areas as research, des1gn,
development, testing, or manufactunng process
improvement,

2. Work pertains to electrical, electrdnic, or mechanical
" components or equiptnent.

3. Required to have some practical knowledge of
science or enginecring; some positions may also
require a practical knowledge of mathematics or
computer science.

Excludes production or maintenance workers, quality
control technicians or testers, model makers or other
craftworkers, chemical or other nonengineering techni-
cians, civil engineering technicians, drafters, designers,
and engineers (who are required to apply a prefessional
knowledge of engineering theory and principles to their
duties, unlike higher level engineering technicians who
miay. perform the same duties usmg only practical skills
and knowledge).

Also excludes engineering technicians:

a. -Below level I who are limited to simple tasks
such as: Measuring items of regular shape with a
caliper and omputing cross-sectional areas; identify-
ing, weighing, and marking easy-to-identify items; or
recording simple instrument readings at specified in-
tervals; and

b. . -Above level VI who plan and conduct highly dif-
- ficult projects or studies where standard engineering
methods, procedures, and techniques are rarely ap-
plicable and conflicting issues characterize the work.

Engineering Technician |
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 com-
bination 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; operates and adjusts simple test equipment;
records test data.

Gathers and maintains specified records of engineering
data such as tests, drawmgs, etc.; performs computations by
substituting numbers in specxﬁed formulas; plots data and
._draws simple curves and graphs.

Engineering Technician Il

Performs standardized or prescribed assignments in-
volving a sequence of related operations. Follows stand-
ard work methods on recurring assignments but receives
explicit instructions on unfamiliar assignments;
technical adequacy of routine work is reviewed on com-
pletion; nonroutine work is reviewed in process. Per-
forms, 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 equip-
ment. .

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

records test data, pointing out deviations resulting from
equipment malfunction or observatlonal eITOIS.

Extracts engineering data from various prescribed but
nonstandardized sources; processes the data following well-
defined methods mcludmg elementary algebra and
geometry, presents the data in prescribed form.

Engineering Technician lli

Performs assignmerts that are not completely stan-
dardized or prescribed. Selects or adapts standard pro-
cedures or equipment, using fully applicable precedents.




Receives initial instructions, equipment requirements,
and advice from supervisor or engineer as needed; per-
‘forms recurring work independently; work is reviewed
for technical adequacy or conformity with instructions.
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 as well as
subjective judgments in measurement; selects, sets up, and
operates standard test equipment and records test data.

- Extracts and compiles a variety of engineering data from
field notes, manuals, lab reports, etc.; processes data,

" identifying errors or inconsistencies; selects methods of data
presentation,

Engineering Technician IV

Performs nonroutine assignments of substantial
variety and complexity, using precedents which are not
fully applicable. May also plan such assignments.
Receives technical advice from supervisor or engineer
(as needed; performs recurring. work independently);
work is reviewed for technical adequacy (or conformity
with instructions). May be assisted by lower level techni-
cians and have frequent contact with professionals and
others within the establishment. Performs at this level
one or a combination of such typical duties as:

" Works on limited segment of development project;
“'constructs experimental or prototype models to meet
engineering requirements; conducts tests or experiments and
redesigns as necessary; records and evaluates data and
reports findings. ’

Conducts tests or experiments requiring selection and
_‘adaptation or modification of a wide variety of critical test
“equipment and” test procedures; sets up and operates

equipment; records data, measures and records problems of
sufficient complexity to sometimes require resolution at
higher level; analyzes data and prepares test reports.

Extracts and analyzes a variety of engineering data; ap-
plies conventional engineering practices to develop or
prepare schematics, designs, specifications, parts lists, or
' makes recommendations regarding these items. May review
designs or specifications for adequacy.

Engineering Technician V

. Performs nonroutine and complex assignments in-
volving 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. Contacts person-
nel in related activities to resolve mutual problems and
coordinate the work; reviews, analyzes, and integrates
the technical work of others. Supervisor or professional
engineer outlines objectives, requirements, and design

approaches; completed work is reviewed for technical -
adequacy and satisfaction or requirements. May train
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and be a531sted by lower level technicians. Performs at
thls level one or a combination of such typical duties as:

Designs, develops, and constructs major units; ‘deviges; 'or
equipment; conducts tests or experiments; analyzes results
and redesigns or modifies equipment to n'nprove perform-
ance; 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 findmgs and
recommendations. . . -

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

.DRAFTER

Performs drafting work requiring knowledge and
skill in drafting methods, procedures, and techniques.
Prepares drawings of structures, mechanical and elec-
trical equipment, piping and duct systems, and similar
equipment, systems, and assemblies. Drawings are used
to communicate engineering ideas, designs, and infor-
mation in support of engineering fuctions. Uses
recognized systems of symbols legends, shadings, and
lines having specific manings in drawings.

The following are excluded when they constitute the
primary purpose of the job:

Design work requiring the technical knowledge, skill,
and ability to conceive or originate designs;

Ilustrating work requiring artistic ability;

Work involving the preparation of charts, diagrams,
~room arrangements, floor plans, etc.;

‘Cartographic work involving the preparation of rr_iaps
or plats and related materials and drawings of geological
structures; and

Supervisory work involving the management of a draft-
ing program or the supervision of drafters when either
constitutes the primary purpose of the job.

Positions are classified into levels on the basis of the
following definitions.

Drafter |

Working under close supervision, traces or copies
finished drawings, making clearly indicated revisions.
Uses appropriate templates to draw curved lines.
Assignments are designed to develop increasing skill in
various drafting techniques. Work is spot checked dur-
ing progress and reviewed upon completion.

. NOTE: Excludes drafters performing elementary




_tasks while while receiving training in the most basic
drafting methods.

Drafter-l--

Prepares drawings of simple, easily visualized parts or
equipment from sketches or marked-up prints. Selects
appropriate templates and other equipment needed to
complete assignments. Drawings fit familiar patterns
and present few technical problems. Supervisor pro-
vides detailed instructions on new assignments, gives
guidance when questions arise, and reviews completed
work for accuracy.

Drafter 1l

Prepares various drawmgs of parts and assemblies,

including sectional profiles, irregular or reverse curves,
hidden lines, and small or intricate details, Work re-
quires use of most of the conventional drafting techni-
ques and a working knowledge of the terms and pro-
cedures of the industry. Familiar or recurring work is
assigned in general terms; unfamiliar assignments in-
clude information on methods, procedures, sources of
information, and precedents to followed. Simple revi-
sions to existing drawings may be assigned with a verbal
explanation of the desired results; more complex revi-
sions are produced from sketches which clearly depict
the desired product.

Drafter IV

Prepares complete sets of complex drawings which in-
clude multiple views, detail drawings, and assembly
drawings. Drawings include complex design features
that require considerable drafting skill to visualize and
" portray. Assignments regularly require the use of
mathematical formulas to -compute weights, load
capacities,; dimensions, quantities of material, etc.
Working from sketches and verbal information supplied
by an engineer or designer, determines the most pro-
priate views, detail drawings, and supplementary infor-
mation needed to complete assignments. Selects re-
quired information from precedents, manufacturers’
catalogs, and technical guides. Independently resolves
most of the problems encountered. Supervisor or
designer may suggest methods of approach or provide
advice on unusually difficult problems.

Norz: Excludes drafters performing work of similar
difficulty to that described at this level but who provide
support for a variety of organizations which have widely
dlffermg functions or requirements.

D'l_'after v

~Works closely with design originators, preparing
drawings of unusual, complex or original designs which
require a high degree of precision. Performs unusually
difficult assignments requiring considerable initiative,
resourcefulness, and drafting expertise. Assures that an-
“ticipated problems in manufacture, assembly, installa-
tion, and operation are resolved by the drawings pro-

duced. Exercises independent judgment in selecting and
interpreting data based on a knowledge of the design in-
tent. Although working primarily as a drafter, may oc-
casionally perform engineering design work in inter-
preting general designs prepared by others or in com-
pleting missing design details. May provide advice and
guidance to lower level drafters or serve as coordinator
and planner for large and complex drafting projects.

COMPUTER OPERATOR

Monitors and operates the control console of a digital
computer, in accordance with operating instructions, to
process data, Work is characterized by the following:

Studies operating instructions to determine equipment
setup needed;

Loads eguipment with required items (tapes, cards,
paper, etc.);

Switches necessary auxiliary equipment into system;
Starts and operates computer;

Responds to operating instructions and computer
output instructions;

Reviews error messages and makes corrections during
operation or refers problems;

Maintains operating record.

May test-run new or modified programs and assist in
moditying systems or programs. Included within the
scope of this definition are fullyqualified computer
operators, trainees working to become fully qualified
operators, and lead operators providing technical
agsistance to lower level operators.

Computer Operator |

" Work assignments consist of on-the-job training
(sometimes augmented by classroom ftraining).
Operator is provided detailed written or oral guidance
before and during assignments and is under close per-
sonal supervision.

Computer Operator Il

Work assignments typically are established produc-
tion runs (i.e., programs which present few operating
problems) executed by serial processing (i.e., one pro-
gram is processed at a time). In response to computer
output instructions or error conditions, applies standard
operating or corrective procedure. Refers problems
which do not respond to preplanned procedure.

OR

Work assignments typically are established produc-
tion runs (i.e., programs which present few operating
problems) executed by multiprocessing )i.e.,

_ gimultaneous processing of two or more programs).
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Operator serves as an assistant operator working under




cedure. Refers problems which do not respond to
preplanned procedure.

Computer Operator Il

- Work assignments are charactelzed by the frequent
introduction of new programs, applications, and pro-
cedures (i.e., situations which require the operator to
adapt to a variety of problems) executed by serial pro-
cessing. In response to computer output instructions or
error coditions, applies standard operating or correction
procedures. Refers problems which do not respond to
preplanned procedures.

OR

Work assignments typically are established produc-
tion runs (i.e, programs which present few operating
problems) executed by serial procesing. Selects from a
variety of standard setup and operating procedures. In
response to computer output instructions or error con-
ditions, deviates from standard procedures if standard
procedures do not provied a solution. Then refers prob-
lems or aborts program.

OR

Work assignments are established production runs
(i.e., programs which present few operating problems)
executed by multiprocessing (i.e, simultaneous process-
ing of two or more programs). In response to computer
output instructions or error conditions, applies standard
operating or correction procedures. Refers problems
which do not respond to preplanned procedures,

Comuter Operator IV
Work assignments are characterized by the frequent

introduction of new programs, applications, and pro-:

cedures (i.e., situations which require the operator to
adapt to a variety of problems) executed by serial proc-
essing. Selects from a variety of standard setup and
operating procedures. In response to computer output
instruction or error conditions, deviates from standard
procedures if standard procedures do not provide a
solution. Then refers problems or aborts program.

OR

Work assignments are characterized by the frequent
introcution of nre programs, applications, and pro-
cedures (i.e, situations which require the operator to
adapt to a variety of problems) executed by multi-
processing, In response to computer output instructions
or error conditions, applies standard operating or cor-
rective procedures. Refers problems which do not re-
spond to preplanned procedures. :

OR

Work assighments are. established production runs

(i.e., programs which present few operating problems)
executed by multiprocessing. Selected from a variety of
standard setup and operating procedures. In response to
computer output instructions or error conditions,
deviates from standard procedures if standard pro-
cedures do not provide a solution, Then refers problems
or aborts program,

Computer Operator V

Work assignments are characterized by the frequent
testing and introduction of new programs, applications,
and procedures (i.e., situations which require the
operator to adapt to a variety of problems). In respond-
ing to computer output instructions and error condi-
tions or to avoid loss of information or to conserve
computer time, iperator deviates from standard pro-
cedures or aborts program. Such actions may materially
alter the computer unit’s production plans. Advises pro-
grammers and subject-matter experts on setup techni-
ques.

Computer Operator VI :

In addition to level V characteristics, assignments at
this level require a knowledge of program language,
computer features, and software systems to assist in: (1)
Maintaining, modifying, and developing operating
systems or programs; (2) developing operating instruc-
tions and techniques to cover problem situations; (3)
switching to emergency backup procedures.

PHOTOGRAPHER _

Takes pictures requiring a knowledge of pho-
tographic techniques, and equipment, and processes.
Typically, some familiarity with the company’s ac-
tivities {e.g., scientific, engineering, industrial,
technical, retail, commercial, etc.) and some artistic
ability are needed at the higher levels. Depending on the
objectives of the assignment, photographers used stand-
ard equipment (including simple still, graphic, and mo-

tion picture cameras, video and television hand’

cameras, and similar commonly used equipment)
and/or use special-purpose equipmént (including
specialized still and graphic cameras, motion picture
production, television studio, and high-speed cameras
and equipment). At the higher levels, a complex ac-
cessory system of equipment may be used, as needed,
with sound or lighting systems, generators, timing or
measurement control mechanisms, or improvised stages

or environments, etc. Work of photographers at all |

levels is reviewed for quality and acceptability,
Photographers may also develop, process, and edit film
or tape, may serve as a lead photographer to lower level
workers, or may do work described at lower levels as
needed.* ' .

* Insufficient data were obtained for levels [ and IV to warrant
presentation. of average salaries.




Excluded are

Workers who have no training or experience in
areigP .(l‘ro_tography techniques, equipment, and processes;

. Workers who prhndrily operete reproduction, offset,
or copying machines, motion picture projectors, or
machines to maich, cut, or splice negatives;

~ ¢. Workers who primarily develop, process, print, or
~ edit potographic film or tape; or develop, maintain,
or rcpalr photograpmc equ1pmer1t

Workers who primarily dlrect the sequences, actions,
photography, sound, and editing of motion pictures
of television writers and edltors and

for commercial
television

e . Photographers taking pictures
newspaper -or magazine ' publishers,
statiosns, or movie producers.

Positions are matched to the appropriate level based

on the difficulty of, and ftesponsibility for, the
photography performed including the subJect-matter
knowledge and artistry required to fulfill the assign-

ment. While the equipment may be an indication of the"

level of difficulty, photographers at the higher levels
may use standard equlpment as needed

P_hotographer |

Takes routing pictures in situations where several
shots can be taken. Uses standard still cameras for pic-
tures where complications, such as speed, motion, color
contrast, or lighting are not present or where there is not
particular need to overcome them. Photographs are
taken.for identification, employee publications, infor-
mation, or publicity purposes. Workers must be able to

focus, center, and provide simple flash-type lighting for-

an.uncomplicated photograph.

" Typical subjects are employees who are photographed
for identification or publicity of award ceremonies, in-
terviews, banquets, or meeting; or external views of
machinery, supplies, eqiupment, buildings, damaged
shipments, or other routine subjects photographed to
record the condition at a specified time. Assignments
are usually performed without-direct guidance due to

the clear and simpie nature of the desired photograph.:

Photographer 1l .

Uses. standard still cameras, commontly available
lighting equipment, and related techniques to take
photographs which involve limited problems of speed,
moiion, color contrast, or lighting. Typically, lthe sub-
jects photographed are similar to those at level I, but the
technical aspects require more skiil. Based on clear-cut
objectives, determines shutter speeds, lens settings and
filters, camera anagles, exposure times, and type of

film. Requires familiarity with the situation gained from-
similar past experience to arrange for specific emphasis,:

balanced lighting, and correction for distortion, etc., as
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needed. May use i6mm. or 35mm. motion picture
cameras for simple shots such as moving equipment, in-
dividuals at work or meetings, and the like, where
available or simple artificial lighting is used.

Ordinarily there is opportunity for repeated shots or
for retakes if the original exposure is unsatisfactory.
Consults with supervisor or more experienced: photo—
graphers when problems are anticipated.

Photographer ll

Selects from a range of standard photographic equip-
ment for assignments demanding exact renditions, nor-
mally without opportunity for later retakes, when there
are specific problems or uncertainties concerning
lighting exposure time, color, artistry, etc. Discusses
technical requirements with operating officials or super-:
visor and customizes treatment for each situation accor-
ding to a detailed request. Varies camera processes and
techniques and uses the setting and background to pro-
duce esthetic, as well as accurate and informative, pic-
tures. Typically, standard equipment is used at this level
although “‘specialized’’ photography work . is ‘usually
performed; may use some specral-purpose equlpment'
under closer supervision.: '

In typical assignments, photographs: Drawings,
charts, maps, textiles, etc., requiring accurate computa-
tion of reduction ratids and exposure times and precise
equipment adjustments; tissue specimens in fine detaul
and exact color when color and condition ‘of the tissue
may deteriorate rapidly; ‘medical or surgical procedures
or conditions which normally cannot be recaptured;
machine or motor parts to show wear or corrosion in
minute wires or gears; specialized real estate or retail
goods for company catalogs or litings where saleability
is enhanced by the photography; company products,
work, construction sites, or patrons in prescribed detail
to substantiate legal claims, contracts, etc,;. artistic or
technical design layouts requiring precise equipment set-
tings; fixed objects on the ground or air-to-air objects:
which must be captured quickly and require directing
the pilot to get the correct angle of approach. -

Works independently; solves most problems through
consultations with more experienced photographers, if
available, or through reference sources.

Photographer IV :

Uses specral-purpose cameras and related equlpment
for assignments in which the photographer usually
makes all the technical decisions, although the objective
of the pictures is determined by operating officials.
Conceives and plans the technical photoghraphic effects
desired by operating officials and discusses modifica-
tions and improvements to their original ideas in light of
the potential and limits of the equipment. Improvises
photographic methods and techniques or selects and
alter secondary photographic features (e.g., scenes,
backgroungs, color, lighting) to carry out the desired




primary objectives. Many assignments afford only one
opportunity to photograph the subject. Typical ex-
amples of equipment used at this level include ultra-high
speed, motion picture production, studio television,
amination cameras, . specialized still and graphic
cameras, electronic timing and triggering devices, etc.

Some assignments are characterized by extremes in
light values and the use of complicated equipment. Sets
up precise photographic measurement and controls
equipment; uses high-speed color photography, syn-
chronized stroboscropic (interval) light sources, and/or
timed electronic triggering; operates equipment from a
remote point; or arranges and uses cameras operating at
several thousand frames per second. In other
assignments, selects and sets up motion picture or televi-
sion cameras and accessories and shoots a part of a pro-
duction or a sequence of scenes, or takes special scenes
to be used for background or special effects in the pro-
duction..

- Works under the guidehnes and, requlrements of the
subjec_t-matter area to be photographed. Consuits with
supervisors only when dealing with highly unusual prob-
lems or altering existing equipment.

Photographer V _

- As a top technical expert, exercises imagination and
creative ability in response to photography situations re-
quiring novel and unprecedented treatment. Typically
performs one or more of the following assignments; (1)
Develops and adapts photographic equipment or proc-

esses to meet new and unprecedented situations, e.g.,
works with engineers.and physicists to develop and
modigy equipment for use in extreme conditions such as
execessive heat or cold, radiation, high altitude, under-
water, wind and pressure tunnels, or explosions; (2)
plans and organizes the overall technical photographic
coverage for a variety of events and developments in
phases of a scientific, industrial, medical, or commer-
cial research project or similar program; or (3) creates
the desired illusion or emotional effect through develop-

ing trick or special effects photography for novel situa-

tions requiring a high degree of ingenuity and im-
aginative camera work to heighten simulate, or alter
reality.

Independently - develops, plans, and organizes the
overall technical photographic aspects of the assignment
in collaboration with operating officials who are

‘responsible for the substance of the project. Uses im-

agination and creative ability to implement objectives
within the capabilities and limitations of cameras and
equipment. May exercise limited control over the
substance of the event to be photographed by staging
the action, suggesting behavior of the principals, and
rehearsing the activity before photographs are taken.

NorE: Excluded are photographers above level V
who independently plan the objectives, scope, and
substance of the photography for the project in addition
to planning the overall technical photographic coverage,

Clerical

ACCOUNTING CLERK

"Performs one or more accounting tasks, such as
posting to registers and ledgers; balancing and reconcil-
ing accounts; verifying the internal consistency, com-

pleteness, -and-‘mathematical accuracy of accounting.

documents; assigning prescribed accounting distribu-
tion codes; examining and verifying the clerical -ac-
curacy of various types of reports, lists, calculations,
postings, etc.; preparing journal vouchers; or making
entries or adjustment to accounts,

Levels I and II require a basic knowledge of routine
clerical methods and office practices and procedures as
they relate to the clerical processing and recording of
transactions and accounting information. Levels III and
IV require ‘a knowledge and understanding of the
established and standardized bookkeeping and account-
ing procedures and techniques used in an accounting
system, or a segment of an accounting system, where
there are few variations in the types of transactions
handied. In addition, some jobs at each level may re-
quire a basic knowledge and understanding of the ter-

minology, codes, and processes used in an automated
accounting system.

Accounting Clerk |

. Performs very simple and routine accounting clericat
operations, for example, recognizing and comparing
easily identified numbers and codes on similar and
repetitive accounting documents, verifying ma-
thematical accuracy, and identifying discrepancies and
bringing them to the supervisor’s. attention. Supervisor
gives clear and detailed instructions for specific
assignments. Employee refers to supervisor all matters
not covered by instructions, Work is closely controlled
and reviewed in detail for accuracy, adequacy, and
adherence to instructions.

Accountlng Clerk 1i

Performs one or more routine accounting clencal
operations, such as: Examining, verifying, and correct-
ing accounting {ransactions to ensure completeness and
accuracy of data and proper identification of accounts,




and checking that expenditures will not exceed obliga-
tions in specified accounts; totaling, balancing, and
reconciling collection vouchers; posting data to transac-
tion sheets where employee identifies proper accoutits
and items to be posted; and coding documents in accor-
dance with a chart (listing) of accounts. Employee
follows specific and detailed accounting procedures.
Completed work is reviewed for accuracy and com-
pliance with procedures.

Accounting Clerk 1l

Uses a knowledge of double entry bookkeeping in
performing one or more of the following: Posts actions
to journals, identifying subsidiary accounts affected
and debit and credit eniries to be made and assigning
proper codes; reviews computer printouts against
manually maintained journals, detecting and correcting
erroneous postings, and preparing documents to adjust
accounting classifications and other data; or reviews
lists of transactions rejected by an automated system,
determining reasons for rejections, and preparing
necessary correcting material. On routine assignments,
employee selects and applies established procedures and
techniques. Detailed instructions are provided for dif-
ficult or unusual assignments. Completed work and
methods used are reviewed for technical accuracy.

Accounting Clerk 1V

Maintains journals or subsidiary ledgers of an ac-
counting system and balances and reconciles accounts.
Typical duties include one or both of the following:
Reviews invoices and statements {verifying information,
ensuring sufficient funds have been obligated, and, if
questionable, resolving with the submitting unit, deter-
mining accounts involved, coding transactions, and
processing material through data processing for applica-
tion in the accounting system); and/or analyzes and
reconciles computer printouts with operating unit
reports {contacting units and researching causes of
discrepancies, and taking action to ensure that accounts
balance). Employee resolves problems in recurring
assignments in accordance with previous training and
experience. Supervisor provides suggestions for handl-
ing unusual or nonrecurring transactions. Conformance
with requirements and technical soundness of complete
work are reviewed by the supervisor or are controlled by
mechanisms built into the accounting system.

NoTE: Excluded from level IV are positions responsi-
-ble for maintaining either a general ledger or a general
ledger in combination with subsidiary accounts.

FILE CLERK

Files, classifies, and retrieves material in an establish-
ed filing system, May perform clerical and manual tasks
required to maintain files. Positions are classified into
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levels on the basis of the following definitions.

File Clerk | :

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 material;
may fill out withdrawal charge. May perform simple
clerical and manual tasks required to maintain and serv-
ice files.

File Clerk Il

Sorts, codes, and files unclassified material by simple
(subject-matter) headings or partly classified material
by finer subheadings. Prepares simple related index and
cross-reference aids. As requested, locates clearly iden-
tified material in files and forwards material. May per-
form related clerical tasks required to maintain and
service files. '

File Clerk 11l

Classifies and indexes file material such as cor-
respondence, reports, technical documents, etc., in an
established filing system containing a number of varied
subject matter files. May also file this material. May
keep records of various types in conjunction with the
files. May lead a small group of lower level file clerks.

KEY ENTRY OPERATOR

Operates keyboard-controlled data entry device such
as keypunch machine or key-operated magnetic tape or
disc encoder to transcribe data into a form suitable for
computer processing. Work requires skill in operating
an alphanumeric keyboard and an understanding of
transcribing procedures and relevant data entry equip-
ment, '

Positions w.ce classified into levels on the basis of the -
following definitions.

Key Entry Operator |

Work is routine and repetitive. Under close supervi-
sion or following specific procedures or detailed in-
structions, works from various standardized source
documents which have been coded and require little or
no selecting, coding, or intepreting of data to be
entered. Refers to supervisor problems arising from er-
roneous items, codes, or missing information,

Key Entry Operator |l

Work requires the application of experience and judg-
ment in selecting procedures to be followed and in
searching for, interpreting, selecting, or coding items to
be entered from a variety of source documents, On oc-
casion may also perform some routine work as describ-
ed for level 1.




NoOTE: Excluded are operators above level II using the
_key entry controls to access, read, and evaliate the
substance of specific records to take substantive ac-
tions, or to make entries requiring a similar Ievel of
. knowledge.

MESSENGER

Performs various routine duties such as run-
" ning errands, operating minor office machines such as
sealers or mailers, opening mail, distributing mail on a
regularly scheduled route or in a familiar area, and
other minor clerical work. May deliver mail that re-
quires some special handling, e.g., mail that is insured,
registered, or marked for special delivery.

Excluded are positions which include any of the
. following as significant duties:

a. Operating motor vehicles;

b. Delivering valuables or security-classified mail when
the work requires a continuing knowledge of special
procedures for handling such items;

¢. Weighing mail, determining postage, or recording
- and controlling reglstered insured, and certified mail
in the mail room;

d. Making deliveries to unfamiliar or w1dély separated
buildings or points which are not part of an estab-
lished route; or

e. Directing other workers.

PERSONNEL CLERK/ASSISTANT
{EMPLOYMENT)

Personnel clerks/assistants (employment) provide
clerical and technical support to personnel professionals
or managers in matters relating to recruiting, hiring,
transfer, change in pay status, and termination of
‘company employees. At the lower levels,
clerks/assistants primarily provide basic information to
current and prospective employees, maintain personnel
records and information listings, and prepare and proc-
€ss papers on personnel actions (hires, transfers,
changes in pay, etc.). At the higher levels,
clerks/assistants (often titled personnel assistants or
specialists) may perform limited aspects of a personnel
professional’s work, . e.g., interviewing candidates,
recommending placements, and preparing personnel
reports. Final decisions on personne! actions are made
by personnel professionals or managers, Some
clerks/assistants may perform a limited amount of work
ther specialties, such as benefits, compensation, or
employee relations. Typing may be required at any
level.

Excluded are: _

a. Workers who primarily compute and process pay-

rolls or compute and/or respond to questions on
company benefits or retirement claims;

- b. Workers who reccive additional pay primarily for
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maintaining and safeguarding personnel record files
for a company;

¢, Workers whose duties do not require a knowledge of
the company’s personnel rules and procedures, such
as receptionists, messengers, typists, or steno-
graphers;

d. Workers in posmons requiring a bachelor’s degree;
and

e. Workers who are primarily compensated for duties
outside the employment specialty, such as benefits,
compensation, or employee relations. -

Positions are classified into levels on the basis of the

following defintions. The work described is essentially

at a responsible clerical level at the low levels and prog-
resses to a staff assistant or technician level. At level
HI, which is transitional, both types of work are
described. Jobs which match either type of work
described at level I11, or which are combinations of the
two, can be maiched.

Personnel ClerkiAssnstant (Employment) 1

Performs routine tasks which require a knowledge of
company personnel procedures and rules, such as: Pro-
viding simple employment information and appropriate
lists and forms to applicants or employees on types of
jobs being filled, procedures to follow, and where to ob-
tain additional information; ensuring that the proper
company forms are completed for name changes,
locator information, applications, etc., and reviewing
completed forms for signatures and proper entries; or
maintaining assigned segments of company personnel
records, ‘contacting appropriate sources L0 secure any
missing items, and posting the items, such as, dates of
promotion, transfer, and hire, or rates of pay or per-
sonal data. (If this information is computerized, skill in
coding or entering information may be needed as a
minor duty.) May answer outside inquiries for simple
factual information, such as verification of dates of
employment in response to telephone credit checks on
employees. Some receptionist or other clerical duties
may be performed. May be assigned work to provide
training for a higher level position,

Detailed company rules and procedures are available
for all aspects of the assignment. Guidance and
assistance on unusual questions are available at all
times. Work is spot checked, often on a daily basis.

Personnel Clerk/Assistant (Employment) Il
Examines. and/or processes personnel action
documents using experience in applying company per-
sonnel procedures and policies. Ensures that all infor-
mation is complete and consistent and determines
whether further discussion with applicants or employees
is needed or whether personnel information must be
checked against additional files or listings. Must select
the most appropriate precedent, rule, or procedure as a




basis for the personnel action from a number of alter-
natives. Responds to varied questions from applicants,
employees, or managers for readily available informa-
tion which can be obtained from file material or
manuals; responses require skitl to secure cooperation in
correcting improperly completed personnel action
documents or to explain regulations and procedures.
May provide information to managers on availability of
applicants and status of hiring actions; may verify
employment dates and places supplied on job applica-
tions; may maintain assigned personnel records; may
. administer typing and stenography tests.

Completes routine assignments independently.
Detailed guidance is available for situations which
deviate from established precedents. Clerks/assistants
. are relied upon to alert higher level clerks/assistants or
“supervisor to such situations. Work may be spot check-
_ed periodically.

Personnel Clerk/Assistant (Employment) lil

Type A

- Serves as a clerical expert in mdependently processing
the most complicated types of personnel actions, e.g.,
temporary employment, rehires, and dismissals, and in
providing information when it is necessary to con-
solidate data from a number of sources, often with
short deadlines. Screens applications for obvious rejec-
tions. Resolves conflicts in computer listings or other
sources of employee information. Locates lost

documents or reconstructs information using a number,

of sources. May check references of applicants when in-
formation in addition to dates and places of past work is
needed, and judgment is required to ask appropriate
routine follow-up questions. May provide guidance to
lower level clerks. Supervisory review is similar to level
1L

AND/OR

Type B

Performs routine personnel assignments beyond the
clerical level, such as: Orienting new employees to com-
pany programs, facilities, rules on time and attendance,
and leave policies; computing basic statistical informa-
-tion for reports on manpower profiles, EEO progress
and accomplishments, hiring activities, attendance and
leave profiles, turnover, etc.; and screening applicants
for well defined positions, rejecting those who do not
qualify for available openings for clear-cut reasons,
referring others to appropriate employment interviewer.
Guidance is provided on possible sources of informa-
tion, methods of work, and types of reports needed.
Completed written work receives close technical review

from higher level personnel office emplqyees; other

work may be checked occasionally.
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'Personnel Clerk/Assistant (Employment) IV

Performs work in support of personnel professionals
which requires a good working knowledge of personnel
procedures, guides, and precedents. In representative
assignments: Interviews applicants, obtains references
and recommends placement of applicants in a few well-
defined occupations (trades or clerical) within a stable

‘organization or unit; conducts post-placement or exit

interviews to identify job adjustment problems or
reasons for leaving the company; performs routine
statistical analyses related to manpower, EEO, hiring, or
other employment concerns, €.g., compares one set of
data to another set as instructed; and requisitions ap-
plicants through employment agencies for clerical or
similar level jobs. At this level, assistants typically have
a range of personal contacts within and outside the com®
pany and with applicants, and must be tactful and ar-
ticulate. May perform some clerical work in addition to
the above duties. Supervisor reviews completed work
against stated objectives.

Personnel Clerk/Assistant (Employment) V
Workers at this level perform duties similar to level
IV, but are responsible for more complicated cases and
work with greater independence. Performs limited
aspects of professional personnel work dealing with a
variety of occupations common to the company which
are clear-cut and stable in employment requirements.
Typical duties include: Researching recruitment
sources, such as employment agencies or State man-
power offices, and advising managers on the availability

.of candidates in common occupations; screening and

selecting employees for a few routine, nonpermanent
jobs, such as summer employment; or answering in-
quiries on « controversial issue, such as a hiring or pro-
motion freeze. These duties often require considerable
skill and diplomacy in communications. Other typical
duties may include: Surveying managers for future hir-
ing requirements; developing newspaper vacancy an-
nouncements or explaining job requirements to employ-
ment agencies for administrative or professional posi-
tions; or reviewing the effect of corporate personnel
procedural changes on local employment programs
(e.g., automation of records, new affirmative action
goals). May incidentally perform some clerical duties.
Supervisory review is similar to level IV.*

PURCHASING ASSISTANT

Provides clerical or technical support to buyers or
contract specialists who deal with suppliers, vendors,
contractors, etc., oulside the company to purchase
goods, materials, equipment, services, etc. Assistants at
level. I examine requisitions and purchase documents,
such as purchase orders, invitations to bid, contracts,

s Insufficient data were obtained for level V to warrant presentation of
average salaries.




and supporting papers; they review, verify, prepare, or
control the documents to assure accuracy, com-
‘pleteness, and correct processing. Assistants at levels I1
- and I may also expedite purchases already made, by
contacting vendors and analyzing and reporting on sup-
plier problems related to delivery, availability of goods,
or any other part of the purchase agreement, Assistants
at level III may also develop technical information for
buyers, e.g., comparative information on materials
~sought. All assignments require a practical knowledge
of company purchasing procedures and operations and
experience in applying company regulations, guidelines,
or manuals to specific transactions, Assistants may type
the purchasing documents they prepare or may perform
work described at lower levels, as needed. Final deci-
*sions on purchasing transactions are made by buyers or
‘contract specialists.
- Excluded are:

a. Purchasing clerks or assistants, typists, file clerks,
secretaries, receptionists, and trainees, who do not
examine purchase requisitions or other documents to

- assure accura(:y, completenes‘s, and corr ect‘process-
ing; workers in these excluded positins may prepare

~ and type the final purchase order, entering such pre-
scribed items as quantities, model numbers, ad-
dresses, or prices, after a higher level employee

**screens the requisition and assures the purchase order
data are complete-and accurate.-

b. Workers who process or expedite the purchase of
- items for direct sale, elther wholesale or retall,

- €  Workers who as a prunary duty Maintain a filing

: system or listing to monitor inventory levels; reorder

‘items by phone under ongoing contracts; or receive

- --and disburse supplies and matenals for use in the
company;

d. Production expediters or controllers-who primarily
ensure the timely arrival and coordination o
purchased materials with assembly line or production
schedules and requirements; ,

e. Purchasing expediters who only check on the status

- of purchases already made and who do not analyze

the facts at hand and do not make recommendations

for either extension.of delivery dates or for other

" similar modifications to the purchase agreement, as
‘described at level II, b;

f. Positions which require a technical knowledge of
' equipment characteristics and parts, production
control, or manufacturing methods and procedures;

g. Positions requiring a bachelor’s degree; an¢
h. Buyers.

Positions are classified into levels based on the

following definitions according to the complexity of the .

work, the conditions of the purchase, and the amount
of supervision.

Purchasing Assistant |
According to detailed procedures or company regula-
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tions, examines documents such as requisitions, pur-
chase orders, invitations to bid, contracts, and support-
ing papers. Reviews the purchase requisition to deter-
mine whether the correct item description, price, quanti-
ty, discount terms, shipping instructions, and/or
delivery terms have been included and selects the ap-
propriate purchase phrases and forms from prescribed
‘company lists or files. Obtains any missing or corrected
information, prepares the purchase order, and gives it
to the buyer for approval when satisfied that the infor-
mation is complete and the computations are accurate.
Contacts are usually within the establishment to verify

or correct factual information. May contact vendors for -

information about purchases already made and may
reorder items under routine and existing purchase ar-
rangements where few, if any, questions arise. Receives
detailed instructions on new assignments, Refers ques-
tions to supervisor who may spot check work on a daily
basis.

Assistants at this level examine documents for order
of standard goods, supplies, equipment, or services,
and/or for order of specialized items when the complex-
ity of the item does not affect the assistant’s work, i.e.,
the assistant is not required to use considerable judg-
ment to find a previous transaction to use as a guideling,
as described at level 11, a.

Purchasing Assistant Il
Assistants at this level perform assignments described
in paragraphs a or b, or a combination of the two,"

a. Reviews and prepares purchase documents for spe-
cialized items, such as items with optional features or
technical equipment requiring precise specifications.
Since the transactions usually require special pur-
chasing conditions, e.g., multiple deliveries, provi-
sion of spare parts, or renegotiation of terms, con-
siderable judgment is needed to find a previous trans-
action to use as a guideline; as reguired, adapts
the phrases or clauses in the guideline transaction
that apply to the purchase at hand. In some cases,
reviews purchasing documents prépared by lower
level clerks or prepared by personnel in other com-
pany units to detect processing discrepancies or to
clarify the purchase papers; corrects clerical errors.

May advise company employees on how to prepare -

requisitions for items to be ordered.

b. Expedites purchases by making a recommendation
' for action based on simple analysis of the facts at
hand, company guidelines, and the background of

the purchase: Contacts suppliers to obtain informa-

tion on deliveries or on contracts; based on clear-

cut guidelines for each type of purchase and previous
performance of supplier, availability of item, or
impact of delay, recommends extension of delivery
date or other similar modifications. In some cases,
decides to refer problems to production, packaging,

. or other company specialists. May reorder standard
items under a variety of existing purchase agreements
where judgrnent is needed to ask further questions

and follow-up and coordinate transactions, Assist-




“ants at this level expedite purchases of standard
goods, supplies, equipment, or services, and/or pur-
chases of specialized items when the complexity of
the item does not affect the assistant’s work, i.e., the
assistant does not coordinate requests for minor
deviations from contract specifications, etc.,. as
described at level III, b.

Assistants at this level coordinate information with
company buyers and with suppliers outside the com-
pany and keep others informed of the progress of tran-
sactions. Major changes in company regulations and
procedures are explained by supervisor. Refers unusual
situations to supervisor, who also spot checks all com-
pleted work for adequacy.

_Purchasing Assistant Hi

Assistants at this level have a good understandmg of
purchase circumstances for specialized items—what to
buy, where to buy, and under what terms buyers
“negotiate and make purchases, They perform
assignments described in paragraphs a, b, or ¢, or a
combination of any of these.

a. Reviews and prepares purchase documents for highly
- specialized items where few precedent transactions
exist that can be used as guidelines and where provi-
sions such as fixed-price contracts with provisions for
escalation, price redetermination, or cost incentives
are needed. Complicated provisions for progress
payments, for testing and evaluating the ordered
item, or for meeting company production schedules
may also exist. As necessary, drafts special clauses,
terms, or reguirements for unusual purchases. Pro-
vides authoritative information to others on com-
pany purchase procedures and assures that
documents and transactions agree with basic pro-
curement policies.

b. Expedites purchases of specialized items (see level I1,
'b.) when the complexity of the items does affect the

- assistant’s work. Investigates supplier problems and
coordinates requests for minor deviations from the

contract specifications with specialists, buyers, sup-

pliers, and users. Recommends revisions to the con-
tract or purchase agreement, if needed, based upon
company requirements, May reorder technical and

- specialized items within existing purchase contracts
which contain special purchasing conditions. Ques-
tions which arise are handled similarly to those in
level IE, b.

“¢.  Furnishes technical support to buyers or contract
specialists, using a detailed knowledge of company
purchasing transactions and procedures, e.g., ana-
lyzes bids for contracts to determine the possible
number and interest of bidders for standard com-
modities and services; assembles contracts and drafts
special clauses, terms, or requirements for unprece-
dented purchases, e.g., for specially designed equip-
ment or for complex one-time transactions; gathers
and summarizes information on the availability of
special equipment and the ablllty of supphers to
meet company needs.

Purchasing assistants at this level receive instructions
about new procurement policies. Assistants seek
guidance on highly unusual problems but are expected
to propose solutions for supervisory approval, Super-
visory review is similar to level II; drafts of special
clauses, etc., are reviewed in detail.

NOTE: Excluded are higher level workers who:
Negotiate agreements with contractors on minor
changes in the terms of an established contract; or
analyze and make recommendations about porposals of
specialized equipment, about the solvency and perform-
ance of firms, or about clerical processing methods
needed to fit new purchasing policies. :

SECRETARY

Provides principal secretarial support in an ofﬁce,
usually to one individual, and, in some cases, also to the
subordinate staff of that individual, Maintains a close
and highly responsive relationship to the day-to-day ac-
tivities of the supervisor and staff. Works fairly in-
dependently receiving a minimum of detailed supervi-
sion and guidance. Performs varied clerical and
secretarial duties requiring a knowledge of office
routine and an understanding of the organization, pro-
grams, and procedures related to the work of the office.

Exclusions. Not all positions titled *‘secretary’
possess the above characteristics. Examples of positions
which are excluded from the definition are as follows.

a. Clerks or secretaries working under the direction of
secretaries or administrative assistants as described
ine;

b. Stenographers. not fully performing secretarial
duiies;

¢. Stenographers or secretaries assigned to two or
more professional, technical, or managerial persons
of .equivalent rank:

- d. Assistants or secretaries performing any kind of
technical work, e.g., personnel accounting, or legal
work;

e. Administrative assistants or supervisors performing
duties which are more difficult or more responsible
than the secretarial work described in LR-1 through
LR-4;

f.  Secretaries receiving additional pay primarily for
maintaining confidentiality of payroll records or
other sensitive information; _

g. Secretaries performing routine receptionist, typing,
and filing duties following detailed instructions and

guidelines; these duties are less responsﬁ)le than those
described in LR-1 below;

h. Trainees.

ClassHication by Level
Secretary jobs which meet the required characteristics
are matched at one of five levels according to two fac-




tors: (a) Level of the secretary’s supervisor within the
overall organizational structure, and (b) level of the
secretary’s responsibility. The table following the ex-
plantations of these factors indicates the level of the
secretary for each combination of factors.

Level of secretary’s supervisors (LS)
. Secretaries should be matched at one of the three LS
levels below best describing the organization of the
secretary’s supervisor. '

LS-1. Organizational structure is not complex and in-
_ternal procedures and administrative controls are simple
and informal; supervisor directs staff through face-to-
face meetings.

LS-2. Organizational structure is complex and is divid-
ed into subordinate groups that usually differ from each
other as to subject-matter, function, etc.; supervisor
‘usually directs staff through intermediate supervisors;
‘internal procedures and administrative controls are for-
‘mal. An entire organization (e.g., division, subsidiary,
_ or parent organization) may contain a variety of subor-
" dinate groups which meet the LS-2 definiton.
Therefore, it is not unusual for one LS-2 supervisor to
report to another LS-2 supervisor.

" The presence of subordnate supervisors does not by
itself mean LS-2 applies, e.g., a clerical processing
organization divided into several units, each performing
‘very similar work, is places in LS-1.

In smaller organizations or industries such as retail
trade, with relataively few organizational levels, the
supervisor may have an impact on the policies and may
deal with important outside contracts, as descrived in
LS-3. '

L8-3. Organizational structure is divided into two or
‘more subordinate supervisory levels (of which at least
one is a managerial level) with several subdivisions at
«each level. Executive's program(s) are usually interlock-
ed on a direct and continuing basis with other major
organizational segments, requiring constant attention to
extensive formal coordination, clearances, and pro-
cedural controls. Executive typically has: Financial deci-
sionmaking authority for assigned programs(s); con-
siderable impact on the entire organization’s financial
position or image; and responsibility for, or has staff
specialists in, such areas as personnel and administra-
" tion for assigned organization. Executive plays an im-
portant role in determining the policies and major pro-
grams of the entire organization, and spends con-
siderable time dealing with outside parties actively in-
terested in assigned program(s) and current or con-
troversial issues.

Level of secretary’s responsibility (LR)
This factor evaluates the nature of the work relation-

n

ship between the secretary and the supervisor or staff,
and the extent to which the secretary is expected to exer-
cise initiative and judgment. Secretaries should be-
matched at the level best describing their level of
responsibility. When a positions’s duties span more
than one LR level, the introductory paragraph at the
beginning of each LR level should be used to deter-
mine which of the levels best matches the position.
(Typically, secretaries performing at the higher levels of
responsibility also perform duties described at the lower
lgvels.)

LR-1. Carries out recurring office procedures in-
dependentily. Selects the guideline or reference which
fits the specific case. Supervisor provides specific in-
structions on new assignments and chekcs completed
work for accuracy. Performs varied duties includirg or
comparable to the following:

a. - Responds to routine telephone requests which have
standard answers; refers calls and visitors to--ap-
propriate staff. Controls mail and assures timely
staff response; may send form letters.

As instructed, maintains supervisor’s- calendar,
makes appointments, and arranges for meeting
TOOmS,

¢. Reviews materials prepared for supervisor’s approval
for typographical accuracy and proper format.

d. Maintains recurring internal reports, such as: Time

.and leave records, office equipment listings, cor-
respondence controls, training plans, etc.

¢. Requisitions, supplies, printing, maintenance, or

other services, Types, takes and transcribes dictation,
and establishes and maintains office files.

RL-2. Handles differing situations, problems, and
deviations in the work of the office according to the
supevisor’s general instructions, priorities, duties,
policies, and -program goals. Supervisor may assist
secretary with special assignments. Duties include or are
comparable to the following:

Screens telephone calls, visitors, and incoming cor-
respondence; personally responds to requests for in-
formation concerning office procedures; determines
which requests shouid be handled by the supervisor,
appropriate staff members, or other offices. May
prepare and sign routine, nontechnical cor-
respondence in own or supervisor’s name,

a.

Schedules tentative appointments without prior
clearance. Makes arrangements for conferences and
meetings and asembies established background
materials, as directed. May attend meetings and
records and report on the proceedings.

Reviews outgoing materials and correspondence for
internal consistency and conformance with super-




visor’s procedures; assures that proper clearances
have been obtained, when needed.

d. Collects information from the files or staff for
routine inquiries on office program(s) or periodic
reports. Refers nonroutine requests to supetviser or

- staff.
e. 'Bxplains to subordinate staff supervisor's re-

quirements concerning office procedures. Coor-
dinates personne! and administrative forms for the
office and forwards for processing.

LR-3. Uses greater judgment and initiative to deter-
mine the approach or action to take in nonroutine situa-
tions. Interprets and adapts guidelines, including un-
written policies, precednets, and practices, which ae not
always completely applicable to changing situations.
Duties include or are comparable to the following:

a. Based on a knowledge of the supervisor’s views,
composes correspondence on own initiative about
administrative and general office policies for super-
visor’s approval.

b. Anticipates and prepares materials needed by the

supervisor for conferences, correspondence, ap-
pointments, meetings, telephone calls, etc., and in-
forms supervisor on matters to be considered.

¢.  Reads publications, regulations, and directives and
takes action or refers those that are important to the
supervisor and staff,

Prepares special or one-time reports, summaries, or
replies to inquiries, selecting relevant information
from a variety of sources such as reports, documents,
correspondence, other offices, etc., under general
diréction.

e. Advises secretaries in subordinate offices on new
procedures; requests information needed from the
subordinate office(s) for periodic or special con-
ferences, reports, inquires, etc. Shifts clerical staff to
accommodate workload needs.

- LR-4. Handles a wide variety of situation and con-
flicts involving the clerical or administrative functions
of the office which often cannot be brought to the atten-
tion of the executive. The executive sets the overall ob-
jectives of the work. Secretary may participate in
developing the work deadlines. Duties include or are
comparable to the following:

a. Composes correspondence requiring some under-
standing of technical matters; may sign for executive
when technical or policy content has been authoriz-
ed.

Notes commitments made by executive during
meeting and arragnes for staff implementation. On
own initiative, arranges for staff member to repre-

n

sent organization at conferences-and meetings,
establishes appointment priorities, or reschecules or
refuses appintments or invitations.

¢. Reads outging corrsponspondence for executive’s ap-
proval and alerts writers to any conflict with the file
or departure from policies or executive’s viewpoints;
gives advice to resolve the problems,

d. Summarizes the content of incoming materials,
specially gathered information, or meetings to assist
executive; coordinates the new information with
background offfice sources; draws attention to im-
portant parts or conflicts.

e. In the executive’s absence, ensures that requests for
action or information are relayed to the appropriate
staff member; as needed, interprets request and helps
implement action; makes sure that information is
furnished in iimely manner; decides whether ex-
ecutive should be notified of important or emergency
matters.

Excludes secretaries performing any of the foliowmg
duties:

Acts as office manager for the executive’s organization,

e.g., determines when new procedures are needed for

changing situations and devises and implements alter-

natives; revises or clarifies procedures to eliminate conflict

or duplication; identifies and resolves various probiems

that affect the orderly flow of work in transactions with
. parties outside the organization.

Prepares agenda for conferences; explains discussion topics
to participants; drafts introductions and develops
background information and prepares outlines for ex-
ecutive or staff member(s) to use in writing speeches;

Advices mdmduals outside the orgamzatlon on the ex-
ecutive’s views on-major policies or current issues facing
the organization; contacts or responds to contacts from
high-ranking outside officials (e.g., city or State officials,
Members of Congress, presidents of national unions or
large national or international firms, etc.) in unique situ-
tions. These officials may be relatively inaccesssible, and
cach contact typically must be handled differnetly, using
judgment and discretion.

Table C-4. Criteria for matching secretarles by level

Level of Level of secretary’s responsibility_
secretary’s
supervisor LR-1 LR-2 LR-3 LR-4
LS-1 i It m W
18-2 | 1l IV \)
LS-3 I v v v
STENOGRAPHER

Primary duty is to take dictation using shorthand and
to transcribe the dictation. May also type from written
copy. May operate from a stenographic pool. May occa-
sionally transcribe from voice recordings.

Excluded from this definition are:

Trainee positions not requiring a fully qualified
stenographer.

a.




b. Secretaries providing the principal secretarial support
in an office and performing more responsible and
discretionary tasks, as described in LR-1 thru LR-4 in
the secretary definition.

. ¢. Stenographers who take dictation involving the re-

: quent use of a wide variety of technical or specialized

vocabulary. Typically this kind of vocabulary cannot

be learned in a relatively short period of time, e.g., a
month or two.

-Stenographers, such as shorthand reporters, who
record material vebatim at hearnings, conferences, or
similar proceedings.

- Stenographer 1

'~ Takes and transcribes dictation, receiving specific
" "assignments along with detailed instructions on such re-
quirements as forms and presentation. The transcribed
material is typically reviewed in rough draft and the
final transcription is reviewed for conformance with the
rough drafts. May maintain files, keep simple records,
or perform other relatively routine clerical tasks. -

Stenographer 1l _

Takes and transcribes dictation, determining the most
‘appropriate format. Performs stenographic duties re-
quring ‘significantly greater independence and respon-

_ sibility than stenographer 1. Supervisor typically pro-
vides general instruction. Work requires a thorough
working knowledge of general business and office pro-

- cedures and of the specific business operations,

" organizations, policies, procedures, files, workflow,
etc. Uses this knowledge in performing stenographic
duties and responsible clerical tasks such as maintaining
followup files; assembling material for reports,
.memoranda, and letters; composing simple letters from
general instructions; reading and routing -incoming
mail; answering routine questions; etc.

“TYPIST ‘
“ Uses a manual, electric, or automatic typewriter to
type various materials. Included are automatic
. typewriters that are used only to record text and update
and reproduce previously typed items from magnetic
cards or tape. 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.

14

The use of varitype machines, composing equipment,
or automatic equipment in preparing material for
printing; and

¢. Familiarity with specialized terminology in various
keyboard commands to manipulate or edit the
recorded text to accomplish revisiéns, or to perform
tasks such as extracting and listing items from the
text, or transmitting text to other terminals, or using
. sort commands to have the machine reorder material.
Typically requires the use of automatic equipment
which may be either computer linked or have a pro-
grammable memory so that material can be organiz-
ed in regularly used formats or performed paragaphs
which can then be coded and stored for future use in
letters or documents,

Typist | :

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

Typist i

Performs one or more of the following: Typing
material in final form when it involves combining
material from several sources; or responsibility for cor-
rect spelling; syllabification, punctuation, etc., of
technical or unusual words or foreign language
materials; or 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.

NOTE: The occupational titles' and definitions for ac-
counting clerks, drafters, file clerks, key entry operators,
stenographers, and typists are the same as those use in the
Bureau’s program of occupational wage surveys in
metropolitan areas.

Revised definitions for stenographer and typist were in-
troduced into the area surveys in calendar year 1981; the
4-level accounting clerks in 1980; and the 5-level drafter in
1979, Three years are required to bring a new job definition
into all areas covered by the program.

! Before 1981, level designations differed between the area and national
surveys. See National Survey of Professional, Administrative, Technical and
Clerical Pay, March 1980, Bulletin 2081 {Bureau of Labor Statistics, 1980),
page 68, for details.




Classification by Standard Occupational Codes

The titles and the 3- or 4-digit codes to the right of the
BLS (PATC) occupations in table C + 5 are taken from the
1980 edition of the Standard Occupational Classifica-
tion Manual (soC}, issued by the U.D. Department of
Commerce, Office of Federal Statistical Policy and
Standards.

In general, the Bureau of Labor Statistics' occupa-

tional descriptions are much more specific than those

Tabfe C-5. Comparison of occupations in the professional, adminlstrative,

Standard Occupational Classiflcatin Manual

found in the s0C manual. For example, the PATC oc-
cupations Accountant, Chief Accountant, Auditor, and
Public Accountant are all classified in the soc manuals
as accountants and auditors. The SOC occupation (code
1412 includes a variety of accounting occupations (e.g.,
budget accountants, credit analysts, accounting
methods analysts) that are excluded from the PATC
description,

technical, and clerical (PATC) survey wlth the

PATC occupation

Standard Cccupational Classificatin Manual (soc)

Job analysts
Directors of personnel
Aitorneys

BUYEIS. ..
Programmers/programmer anafysts. .. ... ... ...

Chemists
Engineers

Engineering technicians
Drafters
Computer operators
Photographers

Acceounting clerks
File clerks
Key entry operators
Messengers
Personnel clerksfassistants
Purchasingassistants. .. ......... . . ... .. . ... . ...
Secretaries
Stenographers
Typists

soc

cods s0C title

1412 Accountants

1412 Accountants and auditors

1412 Accountants and auditors

1412 Accountants and auditors
143 Personnel, training, and labor relations specialists
143 Personnel, training, and labor relations specialists
211 Lawyers

1448 Purchasing agents and buyers, not elsewhere classified
397 Programmers

1712 Computer systems analysts

1845 Chemists, except bicchemists

162-3 Engineers
37 Etectrical and elecironic engineering technologists and technicians
KYal Drafting occupations

4612 Computer operators
326 Photographers

4712 Bookkeppers and accounting and auditing clerks

4696 Fite clerks

4793 Data entry operators

4745 Messengers

4692 Personnei clerks, except payroll and timekeeping

4664 Order clerks

4622 Secretaries

4623 Stenographers

4624 Typists

15




Appendix D. Comparison of
Salaries in Private Industry
with Salaries of Federal
Employees under the General

Schedule

The survey was designed to provide a basis for com-
paring salaries under the General Schedule classification and
pay system with salaries in private enterprise. To assure
collection of pay data for work levels equivalent to the
General Schedule grade levels, the Office of Personnel
Management (OPM), in cooperation with the Bureau of

Labor Statistics, prepared the occupational work level
definitions used in the survey. Definitions were graded by
OPM according to standards established for each grade
level. Table D-1 shows the surveyed jobs grouped by work
levels equivalent to General Schedule grade levels.
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Employee Benefits in
‘Medium and Large Firms

U.S. Department of Labor
Bureau of Labor Statistics
Bulletin 2176

The Bureau of Labor Statistics issues its 1982
bulletin on employee benefits in medium and
large firms. This survey is the fourth in an an-
nual series.

Data available

¢ Incidence and detailed characteristics of 11 +« Minimum employment in establishments
private sector employee benefits paid for at covered is generally 100 to 250 employees,
least in part by the employer: Lunch and rest depending on the industry.

periods, holidays, vacations, and personal and

sick leave; sickness and accident, long-term Source of data
disability, health, and life insurance; and priv- - . .

. ’ : ' ¢ Sample of about 1,500 establishments in a
vate retirement pension plans. cross-section of the Nation’s private indus-

‘e Incidence data on 18 other employee bene- tries; primarily by personal interview.

fits, including stock, savings and thrift, and

profit sharing plans; employee discounts; and Uses

-educational assistance. : » Benefit administration in public and private
-e Data presented separately for three occupa- employment.

tional groups—oprofessional-administrative,

, . . Union contract negotiations.
‘technical-clerical, and production workers. ¢ on co g S

e Conciliation and arbitration in public and

Coverage private sectors.
+« Major benefits in medium and large firms, s Development of legislation affecting the
nationwide. welfare of workers.
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