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Preface

This bulletin, summarizes the results of the Bureau's annual fary survey of selected professional,
administtative, technical, and clerical 'occupations' in pn e industry. /The nationwide salary
information, relating to March 1978, is representative of estab ents in a broad spectrum of
industries throughout the United States, except Alaska and Hawaii.

.The results of this 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 Ace
of 1970. Under this act, the President has designated the Secretary of Labor, the Director of the Office t .

of Management and Budget, and the Chairman of the U.S. Civil Service Commission to serve jointly as
his 'agent for the purpose of setting pay for Federal white'-collar employees. The agent is responsible for
translating the survey findings into recommendation's to the President as to the appropriate adjustments
needed in Federal pay. rates to make them comparable with private enterprise'pay rates-for the same ,.
levels of work. The President's agent also determines the industrial, geographic, establishment-size, and
occupational. coverage of the survey. The role of the Bureau of Labor Statistics in the pay-settingprocess
is limited to conducting the survey and advising on the feasibility of proposed survey changli)s. It should-
be emphasized that this survey; like any other, salary survey, does not provide mechanical. answers to pay
policy questions. . .

The occupations studied span a wide range of duties and responsibilities. The occupations selected
were judged to be (a) 'surveyable in industry within the ramework, of a broad survey design; (b)
repreSentative of occupational groups which are numerics y important in industry° as well as in the,
Federal service, and (c) essentially of the same nature in bdih the Federal and private sectors.

Occupational definitions used in the collection of the salary data (appendix C) reflect duties and
'responsibilities in private industry; however, they are/also designed to be translatable to specifi:6 General
Schedule 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 Civil Service Commission worked jointly in the preparation of the
defiriitiOns. The Civil.Service Commission is 'responsible for ensuring that each work leVel definition
incorporates the work characteristics necessary to .determine a specific grade under the General
Schedule; BLS' prirnary concern is that the definitions are in terms. readily recognizanle in pl-ivate ,..,

'enterprise.
The survey could not have been conducted without the codperation of the many firms whose salary,

data provide the basis ror the statistical information presented in this bulletin. The Bureau, on its own
behalf an.-1 on behalf of thi other Federal agencies that aided in planning the survey, wishes to express
appreciation for the cooperation it has received. P

This study was conducted in the Bureau's Office of Wages and Industrial Relations by the Division.of
Occupational Wage Structures. The analysis in this bulletin was prepared by Philip M. Doyle and Felice
Porter. Field work for the survey was directed by the Bureau's Assistan' t Regional Commissioners for
Operations. Material in this publication is in the public domain and may be reproduced without
permission of the Federal Government. Please credit the Bureau of Labor Statistics And cite National
Survey of Professional, Administrative, Technical, and Clerical Pay; March 1978, Bulletin 2004.

e
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Professional, Administrative, Technical, and Clerical Pay,' Meech 1978

Average salaries of workers in the occtipations-covered,
by this stirvey. rose .7.9 .percent. fibril March 1977 A b March ,

1978, the sec?nd' largest annual increase recorded since the
survey .begaii in 1960. Increases for 8 of the ,12. profes-
sional, adminiitrative, and technical. support occupations
surveyed ranged from 7.8 to .9.1 'percent;. the' average
increase was 8.3 percent: The average of the ie.creases for
the clerical occupations' surveyed was- 7.4 ,percent; the
increases ranged from .6.0 to 9.7 percent',

Average monthly' salaries for the 78 occupational levels
varied from $5,32 for clerks engaged in routine filing to
$4,317 for.the highest level in the attorney series.'For most
of the occupations, salary levels in Metropolitan areas and
in 'large establishments .were higher than the average fo/r all
establishments ithin the full scope of the survey: Salaryt...
levels and rep ted average standard weekly hours were,
generally lower' in fmance industries than in other major
industry divisions represented in the survey. .

Characteristics of the survey

This survey, the 19th in an annual series, pr
nationwide salary averages and distributions for 7

level categOries covering 19 occuPations. It
establishnients in all areas of the United State

Alaska and Hawaii, in the following industries:
construction; anufacturing; transpOrtation, comm
tions, electric, g , and sanitary services; wholesale tr
retail trade; financ insurance, and real estate; and sele
services. The minimum' size-of the establishments sury
is either 100 or 250 employees depending on the industry.

Occupational definitions in this stud); permit employees
to be classified by duties and responsibilities into appro-
priate work levelsdesignated by Roman numerals, with
level I as the lOwest. Specific job factors determining
classification, however, vary from occtipation to
occupation,

.; The number of work: in each occupation ranges

vides
work

lates to.
except

ning;
wa-
de;
ed

1 Results Of the March 1977-survey 'were presented in National
Survey of Professional, Administrative, Technical, and 1kt-iced Pay,
March 1977, Bulletin 980 (Bureau of Labor Statistics, 11977)..

2 For a=ofull 'description of the scope .of the .1978 'survey, see
appendix A.

froin ',One for messengers to eight each for chemists and
enginciers. Moil occupations have'-nore.than one work level;
sortie occupations are purposely defined; however, to cover
specific bands of levels which are not intendedto represent
all workers in those occupations.

Thelsurvey is designed to perMit separate presentation of
data for metr9politan areas. These inchicle the 276 Stand-
ard Metropolian Statistical Areas in the United States,'
except Alaska and Hawaii, as revised girough Jude 1977 by
the:U.S. Office of Management and Eudget. Establishments
in metropolitan areas employed over four,fifths of all the
workers ,and nine-tenths of the profesiional, administratiVe,
clerical; and supervisciry employees within the scope of the
Survey'. Nine-tenths of the employs in the Occupations
chosen \for study were'eMployed in metropolitan areas.

SeleCted Occupations included more than 1,533,000
employee's, or almost one-fifth of the estimated employ,
merit in professional, administrative, clerical, and related
ticcupations in establishmentS within the scope of the
survey. Employment, in the occupations varied widely,
reflecting not: only actual differences among ocCupations,
but also differences in the range of duties and responsi-
6ilitie covered by the occupational definitions. AmOng
professional and administrative occupations, the eight levels
of engineeri.included 381,811. employees, whereas each Of
three other occupational categories (chief accountants, job
analysts, and directors of personnel) included' fewer than
'4,000 employees. Accounting clerks :and Secretaries made
up nearly three-fifths of the 729,720 employees in the
clerical occupations studied. Selected drafting occupations
had aggregate employment of 77,498; five engineering
technician levels together'had 90,778; and the six computer
operator levels, 57,356:

Although approximately one-half of all employees in the
obcupations studied. were women, .Vey were concentrated
in clerical positions. Women filled' 90 percent or more of
eath level of key entry. Operators, secretaries, file clerks,.
and. typists. A percent distribution of women employees by'
occupation and work level is shown in appendix A.

Changes in salary levels

Text table 1 presents increases in average salaries that
occurred between annual survey periods since 1961 for
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Tetitable 1. Percent increases in average salaries, 1961-78, by,occupation and group

.

Occupation and group
1961
to

1962 ',

1963
.to

1963/
to J

1964

.

1964,
to

1965

1965
to

1966

1866
to

19671

1967
. to
1968

1968
to

1969

,

1969
to

1970

All survey occupations2
.---

Professional, administrative,
technical support2

Accountants
Auditors '
Chief account nts
Attornefts '
Buyers .. .
Job analysts
Directors of pe sonnel e.}...i,
Chemists .). L)

1

° Engineers,

2.9

. t

3.0
2.8
2.9
2.6.
3.2
(4)

1.4 $
3.74
3.9
2.6
(4)
3.2
(4)

'2.8
3.0
(31
(3)
2.6'
(4)

," (31
S 2.5

3.0

.

3.3
3.3
316

' .2.8
.4 4.6

(4)
.: 2.6"
. 3.0

3.8
4.4
.2.9
3.6
(4)
2.6
2.5
2.6
2.5
2.8
(4)

2.6
2.6

3.1

3.4
2.8
3.1
4.8
3.3
(4)

. 3.5
4.6
3.3
2.9
3.6
2.6
(4)
2.7
2.8
3.1
2.7
2.3
(4)
2.4
2.6

3.1,

3.7
. 3.5

3.9
3.9

44.2
(4)
4.3
3.5
3.9
3.2

/ 2.3
(3)
(4)
2.4
2.2
2.2'
2.3
3.0
(4)
2.3

u. 2.5

3.3"
.3

I
3.6
3.8
3.8
3.3
4.0
(3),.
5.4
3.6
4.8 .

. 3.7
2.8'
1.t
(4)
3.0
3.0
2.9
3.7
2.8
(4)

2.9
2.6

45

4.2
4.6
4.8
5.1
3.2
4.2
3.4
3.8
4.4
4.3
3.7
3.5
(4)
4,8
3.3
5.1
5.2
5.4
(3)

, .4.6
5.4

QA

.5.5
5.7
5.5
5.5
5.3

. 4.9
7.0
5.4'
5.1.
5.4
5.1
5.3
(4)
5.3.
4.7
6.8
4.9

..6.2
4.6
4.9
5.8

5.7

I 5.8,
7.0
7.2
5.8
(3)
6.6
2.1
5.4

. 6.5
6.2
5,8
5.8
(4)
5.5
4.7
5.5
5.3
6.7
5.3

, 5,9
5.7

6.2

6.2
' 6.7

7.0
7.1
7.1
6.1
4.1
7.4
5.9

''5.5
6.3
4.9
(4,)

6.2
6.2
5.5
6.4
6.3
6.4
5.8
6.0

. . .......... .'..1. .

Engineering technicians
Drafter0 st.

Computer operators .. ....
Clerital2 -

Accounting clerks . . .. . . . . , .

File clerks
Key entry operators
Messengers .

Secretaries
Stenographers
Typists

,
.

.

Ogs.
. All survey occupalions2

Professional, administrative, and.
technical support2

Accountants r

Auditors-
Chief accountants '
Attorneys . . ... . . . .; .. . .... .

, .
Buyers

,

Job analysts s

A
Directors of personnel
Chemists . . .. . . . .,.. ... .......... ,
.Engineel ... ........ . . . ..... . .. .-
Engineering technicians

'k. Drafterss
Computer operators . .,

Clerical2
Accounting clerks
File clerks ,,

Key entry operators;
Messengers
Secretaries
Stenographers
Typists

,

1970
to

1971

-
1971.
to

19721

1972
to

1973

1973
to

1974

1974
to

.1975

,

1975
to

1976

1076
to

1977.

1977'
to
1978'

6.6

"
6.7'

. 6.7
7.0
9.1
5.0
7.0
7.7
8.0'
5.5
.5.7
6.5
5.6
(4)
6.5
6.0
6.1
7.0
6.7
6.6
7.5
6.1

Q.8,

5,5
5.6;
5.5.
3.9
6.1
6.3

. 6.8
3.9
5.1
5.2
5.1
7.2
(4),

'6.1
6.0
5.5
6.8
6.3
6.1
6.4
5.7

5.4

.

5.4:
4.9
5.2
5.8
6.3
5.0
5.2
7.5
3.7
5.1
4.7
6.2
(4) '
5.4
4.6

. 5.9
5.4
5,1

' 5.1
5.2
4.0

6.4

6.3
6.1
5.2
7.2
58

. 6.0
6.1
7.2'.
'7.1
e4
6.0
6.7
(3)
6.4
6.9
5.4
7.3
5.6
(3)
6:5
6.7

9.0

9.3
9.8
6.8
8.6'
7.6
9.2
7.5

'6.1.
10.1
8.4
9.0
8.0
(4)
9.6
7.7
9.6
9.9

10.1
(4)

11.6
9.9'.

7.0

6.7..
6.4
5.5
6.6
6.1
6.7
6.0
7.8
6.6
6.8
8.1
7.4'
(3)
7.3
7.2
6.4
7.6'
7.4
(3)
8.0
7.1

62

7.1,
7.8
6.8

10.5
5.4
7.0
6.5
9.1
7.0
6.4
7.2
6.0
5.4
6.6
6.9.
5.5
5.9
7.5
6.4
7.9
6.2

-7.9

8.3
8.3
8.2
8.0
9.1
7.8
7.2

10.0
9.0
9.0
7.1
7.1
8.5
7.4
6.2
9.7
7.1
6.0
6.5
8.2
8.0

1. Survey data did not repi.osent a 12-month period
due to' change' In survey timing. Data have been prorated .

to
2
repieisent interval.e 12- month' inteal.

Data for 1 administrative occupation (managers y
of office services,. last surveyed' in 1.968), 1 clerical supar="'''
Vlsbry occupation (keypunch supervisors, surveyed from
1970 to 1976), and .3 clerical:occupations (bookkeepIng7..
machine operators, last surveyed in. 1964, and ',switch-
board operators and tabulating-machine operators, last

survey ri 1970 , not shownisbove, are Included In the ell-
survey'end the broad occupetiOnel giOup everegeifor:ttie
periods during which they were surveyed.

Comparable data not available for both years.
4 -Not.surveyed. '

Includes drefier-tracers.
5

NOTE: For method of computation, see Appendix A:
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,.

1 ,::.;,,,t,;.t,g,:..

each survey occupation.3 Also shown are ayertige: pei-ceil.
-Changes for the two'broad occupational gra :WNikelfttl b
the survey (the professional, adininIstratiVt
support group; and the clerical group) ari

g 1

'percent change for the two-groups Combined.
i The 7.9-percent increase in white-collar salaries in the

year ending March 1978: was the second largest recorded
since the series began. Clerical salaries were up 7:4 percent;

- salaries of the professional,;' admillistrative,. and 'technical
support occupations were up 8.3 percent..Fa'r the second
consecutive year; the 'rate , of increase for _:professiOnal,
adininistrative, a. nd -teChriical, supPort jobs e't.eedecl the irate
of increase for clerical . jobs. :This' relatianship., was pre-
dominant inthe early yeprs. of.the survey. (1962.,71). but'
was reversed for 1973 -76. ..

Among the '19. OcCupation 's.urVeyeci, the . scr2tillei.t
increases were for messengers- at O percent, and ace.ount-,.. a

ing clerks, at 6.2. percent. 'Showing...the largest' increases
were directors of personnel,.,ati.013`14;ent and file clerks,

, .

at 9.7 Percent; . ...'...:. .. %, .

To show chanieS in salaries since. 1961 for different
levels of work;-occupational classificationS were grouped
into three broad categorin based' on tlrm Federal giite-
collar grading system (text table 2). Group A contains
survey classificatiOns which equate. grades. 1 -4 of. the
General Schedule; group .1:i covers'.' GS. grades 5-10; and
group C, grade's 11-15. (See appendiX IY, table D-1, for a
listing. of. survey,-classifications 'that equate..to each GS
grade.)

Average Salaries increased 'inpre. for the hi her. occupa-
tional levelS1group C) than for ,tite.fwo, lorer groups front.
1961 through1966, except fcii:1962.-63.Between 1966 and
1969, howeyer, the middle occupational leyelS (grou.p B)
showed, larger annual increases th'an did the Power or higher

.level .BetWeen 1.969 and 197k, the increases for all three
grow s were nearly identical,hut since 1971, the middle
gro p has trailed . the other .t.,41o. Althotigh salaries of

:occupational levels in group, C ;Show the largest cumnlative
increase over the entire' 1961g8.- period, g,roups A and C

e- .

have increased in almost thesahte,PropOrtion between 1971
and 1978-606 percent.anS60.9 percent, respectively.

Another .tnethod of examining salary trends . is to
corribine the:data irita the'four occupational group shown

..,,

in chart 1. -Increases fipm 1977 to 1978 amounted to 8.8
percent .for the expehenCed professional and administrative
group;' 7.7 percent. for the,. entry and developmental
professiOnal and4.administrative groUp; 8.0 percent for the
'technical suppOrt group; and 7.5 percent for the clerical
group.4. For the first time Since '1969, the clerical group
recorded the smallestpereent change..

InCree's in. ,salaries. fm- the entry and developmental

. . . .

'Beginning in 1965, data are for establishments in metropolitan
f1 areas and non .tropolitan 'counties; -before. 1965. {LA.L. mc for

) metropolitan are
I

s only Establishments employing 'fewer than .25.0
workers were excluded before.I 966. j

Text table 2. Percent increases in average salaries, T961-78,
° -'by work level category ,-,

Period

,
Grour; A
(GS grades

1-4)

Group 8
(GS grades

5-10)

Group C:
( S grades.

1-151

1961-62 . . . . . 2.8 2.6 3.5
1962-63 : . .. 2.7 4.0 3.7
1963-64 -.. . . 2.'1 2.6 3.5
1964-65 . . . . 2.2 3.3 4.2
1965-66 .. . . 2.9.' 3.7 4.2. °..,..

1966-671 . . 4.5 4.8 4.1
1967-68 .. .. 5.1 .° 5.8 4.7
41968-69 . .

..-!
5.5 ° 6.5 5.9

1969-70 ..
..

6.2 6.3 6.4

1970-7 . . .. 6.2 6.3 6.2
1971-721 . . , 6,3 5.2 5.6
1972-7? , . 5.5 4.4 5.7
1973-74 .. .. 6.2. 5.7 6.2
1974-75 .. .. 9.1 - 8.6 8:8 .

1975-76 .. .. . 7.6 6.4 6.5.
1976-77 .. . . 6.9 .6.3 { 7.7
1977- 78.... 7.5 8.0 8.8

1961-78 .. 139.4 141.0 . . 153.2

'Actual survey-to-survey increases have been prorated to a 12-
month period.

,

NOTE: For method of computation, see appendix A. For detailr
on GS grades, see appendix 06:

+ professional and administrative -group averaged .5.1 percent
4cover the 17- year period-less than the increases for the

te-chnical support and clerical groups, both 5.3 percent;.and
the experiences professional and administrative group, 5.6.
percents

Average salaries, March 1978

Average monthly salaries for the occupations, studied"
(table 1) ranged from $552 for file clerks Ito $4,317 for
the top level of attorneys. These extremes reflect the wide
range of duties and responsibilities represented by the work
levels surveyed. Average salaries for workers in the various
occupational levels and a brief indication of the duties and

4 Work levels used to compute 1977-78 increases were: Clerical -
all clerical levels; technical support all levels . Of drafters,
engineering technicians,, and computer. operators; entry and develop-
mental professional and administrative - accountants I and II,

- auditors I and II, attorneys 1, job analysts II, chemists I and II, and
engineers I and II; experienced professional and administrative -
accountants III, IV, and V, auditors III and IV, chief accountants],
11, III, and .IV, ittorneys V, and VI, job analysts III arid
IV, directors of personnel I, II, III, and IV, chemiSts III, IV,.V, VI,
VII. and VIII, and engineers III, IV,.V, VI, VII, and VIII.

t A few survey .levels, not readily identifiable with any of the four
oectipationaLcategories, were not used.

5SUrvey data for 1966-67. and 1971-72 did not represent- a
2-trfonth, period due to changes in survey .timing. Increases' for

. .

these years have-been prorated*ba represent a 12-Month period.
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Chart 1. Increases In airerage
,) for selected occupational groups, 1961 to 1978

Percent increase8 _
. $.

.
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1 Data were adjusted to a 12-month period.
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-
. responsibilities these levels represent are summarized in the

following para$raphs.f.
Among thd' five levels of accountants surveyed, average

monthly salaries ranged from $1,065 for accountants I to
$2,275 for accountants V. Auditors in the four levels
defined for survey had average salaries ranging from $1;104
a month for auditors Ito $.1,924 for auditors IV. Level I In
both the accounting and auditing., series included, trainees
who had bachelor's degrees, in accounting or the equivalent
in education and exlierience combined. For level III, the
most heavily populated group in both series; monthly
salaries averaged $1,511 ftzi accountants and $1,563 for
auditors. Sixty-two Percent of;the ,accountants and 38
percent. of the .auditors.. were employed in manufacturing
industries. Large numbers, of auditors were also employed in
the finance, insurance, and real estate industries (34
_percent) and in public utilities (15 percent):?

. Chief accountant's sutveyeii separately .. from
accountants include those vvho develop or adapt and direct
the accounting program for a company or an establishment
(plant) of 'a company. Classification levels are determined
by .the extent of dclegated authority and responsibility, the
technical complexity of the. accounting systeni, and, to a
lcsser degree, the size of the professional staff directed.
Chief accountants' at leVel I,-who have authority to adapt
the accountir system established at higher levels to meet
the needs of an establishment with relatively few and stable
functions and work processes (directing one or two
accountapts), averaged $1,963 a month. Chief accountants
IV,8 who have authority to establish and maintain the
accounting progtam, subject togeneralpolicy guidelines, for
a company with numerous and varied functions and work
processes (directing as many as 40 accountants), averaged
$3,325 month. Over two-thirds of the chief accountants
who met the requirements of the definitions for these four
levels were employed in manufacturing industries.

Attorneys are classified into survey levels based upon the
difficulty of their assignments and their responsibilities:
Attorneys I, who include new law graduates with bar.
membership and those performing work that is relatively
uncomplicated due to clearly applicable\ precedents and
well-established facts, averaged $1,474 a month. Attorneys
in. the top level surveyed, level VI, aVeraged $4,3.47 a
month. These higher level attorneys deal with legal matters
of major importance, to their organization, and are usually
subordinate only to the general.counsel or an immediate
deputy in very large firms. Finance, insurance:, and real
estate industries employed almost one-half of the attorneys,

6Classification of employees in the occupations and work levels
surveyed is based on factors detailed in the definitions in appendix
C.

?Establishments primarily engaged in providing accounting and
auditing are excluded from the survey.

8Although 'et' accountants V, directors of personnel V, and
job analysts I ere surveyed, as del red in appendix C, too few
establishments reported employees mee ng requirements for these
levels to warrant presentation of salary figures.

54.

manufacturing industries employed about one-fourth, and
public utilities, one-sixth.9

Buyers averaged $1,074 a' month at level L which
includes those who purchase "off-the-shelf" and readily
available items and services flrom local sources. Buyers IV,.:
who purchase large. amounts of highly complex citd
technical items, Materials, or services, averaged $1,988. a.
month. Manufacturing industries employed 82 percent of
the buyers in the four levels.

In the personnel management field, four work levels'of
job analysts and five levels of directors of perSonnel were
studied.' ° 'Job analysts II, the lowest level for which data .*

could be'presented, averaged $1,170 compared with $1,885
for job analysts IV, who, under general supervisidn, analyie
and evaluate a variety of the more difficult jobs and who
may participate in the development and installation of
evaluation or corripensation systems. Directors of personnel
are limited by definition to those who have.programs that
include, at a minimum, responsibility for administering a
job evaluation system, employment and placement func-
tions, and emplOyee relations and 'services. Those who are
principal company representatives in contract negotiations
with labor unions are excluded. Provisions are made. in the
definition for weighting various combinations of duties and
responsibilities to deterthine the level. Among personnel
directors, average monthly 'salaries ranged from $1,736 for
level I to $3,403 for lever IV.' 'Manufacturing industries
employed 56 percent of thejob analysts and 73 percenl.of
the dirediors of personnel included in the study; the
finance, insurance, and real estate industries -ranked next
with 29 percent of the job 'analysts and 11 percent of the
directors ofpersonntl.

Chemists and engineers each are surveyed in eight levels.
Both series start with a professional trainee levej, typically
requiring a B.S. degree. The highest livel.surveyed invOlv s

%either frill responsibility over a very. broadd and hi y
complex and diversified engineering or chemical peogram,
with several subordinates each directing large and important
segments of the program, or individual .research and
consultation in difficidt,problem areas where the chemist' or
engineer is a recognized authority and where solutions
would represent a major scientific Or technological
advance.' 2 Average monthly salaries ranged from $1,124
for chemists I to $3,930 for chemists and from
$1,327 for engineers I to $3,509 for engineers VIII.
Althouth at level I the average salaries of engineers
exceeded those of chemists. by 18 percent, the salary
advantage of engineers over chemists decreased steadily
with each level, until.at levels IV and V the average salaries
for both occupations were nearly S4 u a 1 , and at level VIII

9The survey excludes establishments primarily offering legal
advice or legal services.

10See footnote 8.
1 Se footnote 8.

. .
2It is recognized in the definition That top_ positions c;ftsome

companies with unusually extensive and complex engineering -or
chemical programs are above that level.
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the average salaries for Chemist exceeded those for
engineers by 12 percent. .

.

Level IV represents the largest gr up in each, series; it
includes professional employees who are fully compe.tent in

all technical aspects' of their assignments, work with
,--considerable independence, and, in some cases, supervise a .
few professidnal and technical workers. ManufaCturing

iridUStries for 91 percent. of all acheiniSts,nd 74.1

percent of all en neets; the selected services,- 6 and 13
percent; and.pupc utilities, 2 and 8 percent', respectively.

By definiti4, the five-level series for engineering
technicians is limited to employees providing semi-
professional technical support to engineers engaged in areas
such as, research, design, -development, testing, or manu-
facturing process improvement; and whose work pertains to
electriCal, electronic, or mechanical components or equip-

' ment. Technicians engaged primarily in production or
Maintenance work are excluded. Engineering technicians 1,
who perform simple routine tasks under 'close' supei4,1 on:

or from. detailed procedures, averaged : $8.72 a mon t

1

Engineering technicians V, the. higheit level surveyed,

. averaged $1,559 a month. That level includes ,fully- ex-
periencedperienced technicians performing more complex assign,
ments involving responsibility 'for planning and conducting
a complete project of relatively 'limited scope, or a portion
of a larger and more diverse project in accordance with

.objectives, requirementS, and design apperoaches as outlined
by the supervisor or a professional engineer. Salaries ,fo
intermediate levels III and IV, at wh,0--.11majority of the,
technicians surveyed are classified, averaged. $1172 and
$1,359, respectivety.,As might be expected, most of..the
technicians as defined weNernployed in manufacturing (79
percent) and in the selected services studied (14 percent),
with public Utilities- :employing nearly all the rest (5

percent). Although the ratio of such technicians to ,

engineers Studied was about 1 to 4 in all manufacturing
industries, a ratio .of approximately I to 3 was found in
establishments :Manufacturing mechanical and electrical
eqUipment°, .1 tO6 in public utilities, and 1 to lin 'research,

development, and testing laboratories. . .

In the drafting field, the definition's used in the survey

cover four level's of workdrafter-tracers, and drafters I, II,
and.111,.qvIonthly salarieS averaged $817 for drafteletracers
and'ranged from..$937 to $1,408 among the three levels of
drafters. Drafter-tracers copy. plans, and drawings prepared
by others or prepare simple or repetitive drawings of easily
visualized items. The three drafter levels, as defined, ranged
frOrn employees preparing detail dravvings of single units or
parts (level I) to those who, working in close support with
the design originator, plan the graphic presentation of
complex items having distinctive design features, and either
prepare or direct the preparation ot the drawings (level III).
The. drafting employees were distributed by industry in'
about the same proportion as engineers, with 68 percent in

' .manufacturing, 10 percent in public utilities; and 14

percent in the selected services studied.

Computer operators, surveyed in six leVels, are clissified
on the basis of responsibilify for solving problems anti
correcting,) equipment ivalfunctionN .the degree' of var..
lability 'of their assignments, ands' the relative level of
sophi?tication of the equipment they operate. Computer:,
operators I whose work assignments gorisist of on-the-job
training averaged $712 a month. Coriapyter operators III,
the largest group surveyed, averaged4$939. At the high e4
level, computer operator Vi, the average monthly salary

was $1,514; less than 2 percent of-the operators, however,
were at this level. entry,Computer 'operators and key
operators (keypunch operatdrs) were distributed by in-
dustry in approXimately similar proportions. Nearly two
'fifths were employed in manufactuting, over:one-fifth in
.fttivnce, insurance, and real estate, and ,One-teri* in both
plblic utilities and selected services.

Athong the survey's seven clerical jobs, secretary was the
'most heavily populated. Average monthly salaries for
secretaries ranged from, $817 at level Ito $1,202 at level V.
AVerage salaries of $819 and $918 were repOrted for
general and senior stenographers; $724 and $916.
accounting clerks I and II; and $648 and $773 forthe tkVti

levels, of typists, In 13 of the. 17 clerical work levels,
lov t in manufacturing exceeded 'that in any of the

nonmanufacfuring divisions within the scope of, the survey;
highest employment totals in the other four levels were in
the finance, insurance, and real estate division. Women
Constituted 90 percent or more of the employees in 14 of

jhe clerical work levels; men constituted more than one-half
in only 1 (messengers).

Median monthly. salaries (the amount below and ahove
which 50 percent of the employees are found) for most
work levels were slightly lower than the weighted averages
(means) cited above (i.e., salaries in the upPet halves of the
arrayS affected averages more than salaries in the lower
halves). The mean was greater than the median by less than
2 percent for 34 of the 78 work levels, from 2 to 4 percent
in .25 Work levels, and from 4 to 6.5 percent in 17 levels. In:
only two work levels, chemists I and cOmputer operators
VI,. was the median greater than .the mean. The relative
difference between the mean and the median was generally
greater fcir the clerical work levels than for the professional,
administrative, and technical levels.

Salary levels in metropolitarglareas

6

In most occupational levels, average salaries for em-
ployees in metropolitan areas (table 2) were slightly, higher

than average aries for employees in all,..esca,blishments
within' the ful scope of the survey (table 1). Citify in 2 of
the 78 work levels for which separate data could be
presented were average salaries more than 1.0 percent
higher in metropolitan araas than in all areas combined.
Employment in, the survey occupations in metropolitan
areas was about nine-tenths of the total nationwide.
employment . reported iiv.these occupations. The propor-
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Text table a Distribution' of work levels by degree of salary dispersion

Occupation

Number
of

work
levels

Number of levels having degree of dispersionf of

Under
15

percent

15 and
under

20
percent

20 and
under

1" percent

25 and
under
30.

percent

30
percept

and
over

i.

All occupations

Accoltants
Aud0brs
Chief accountants
Attorneis"
Buyers
Job analysts
Directors of personnel

.1

0 Chemists ......... ......
Engineers
Engineering technicians
Drafters2
Computer operators
Clerical workers

78

4
6
4,
3
4.
8
8
5
4
6

17

1

26

8
2

2 1

Degree of.' dispersion equals the salary range of the middle .50
percent of employeerin a Irk level expressed as a percent of. the

tions.varied, k.c.)yrever, ong 'occupations and work levels.
Nearly all attorneys, foexample; but only, about= four
fifths of the directors eit'p-perionnW and chief accountants,

'were empl'oyed in metropolitan areas. In 70 of the 78 work
levels, 85i percent or more of the employment was in
metropolitan areas.`it is apparent, therefore, that for most

-work leyels, aries in n.oninetropOlitan counties could have
little j7,Efecr upon the averages for all establishments
combined.

Salary levels in le establishments,

median salary for that level.
2 includes drbfter4racers.

the following tabulation '(all- establishment average for each
occupational level = 100 percent):

"Rital number of levels .
95-99 percent . . ; 1

100-104 percent . . . . 23
105-109 percent . 15

,110-114 percent . . . . 14
115-`percent and over . .

Professional, admin-
istrative, and

technical

57

,,

Tele 3 presents separate data for 74 occupational work,
levels in large establishments:--those with 2,500 employeeSj
or more. Included are the proportions of employees
Working' in laige establishments and their salary . levels'
relative .to the: fuhirvey averages.

Large establisiiinents, accounted for 36 pert nt of all
employees in the 74 occupational levelsrangi g from 5
percent, for-directors of personnel II to 70 perc nt for the
highest level of engineering technicians studied The pro-
portion was near: one-third for most pro signal,
administrative, and technical support occupations although
for the numerically important engineer and engineering
technician occupations the proportions were 53 and 52
percent, respectively. The proportion' was 27 percent for
employees in the clerical occupations.

Salaries in large'establishrrients expressed as a percent of
the averat fir that work level in all establishments ranged
from 99. t 128 and averaged 106 for the 74 levels. Salary
levels in large establishments exceeded all-establishment
averages by 5 percent or More in all but two of the clerical
levels, but in only 33 of 57 nonclerical levels, as shown by

,.,those work levels' "where large,restablishinfnts contributed
heavily to the total employment and, consequently, to, the
all-establishment avierage.

4

Clerical

',is expected; the pay relatives were close, to 1.00 for

Salary distributions

Percent diStributions of employees by Monthly salary
are 'preSented° for the professional and adMinistrative
occupations in table 4, for technical support occupations in
table 5, and., for, the clerical lecrupations in table 6. Within
all 78 work levels, Salary rates for the highest paid
employees were more than twice those of the lowest paid
employees. The .absolute spread between highest and lowest
paid Workers Within a given work level tended to widen
with each rise in work level for most occupations. But all
occupations showed -ra substantial degree of overt ping of
:individual salaries between work levels. Ranges. in salary
rates of einployees in established pay grades Or work levels
within salary structures of individual firms also often
overlapped substantially.

The, middle 50 and 80 percent of the salary range and
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Chart 2. Salaries in professional and technical occupations, March 1978

Median monthly salaries and ranges within which fell 50 percent and 80 percent of employees

Occupation and level $500 $1,000 $1,500 $2,000 $2,500 $3,000 $3,500 $4,000 $4,500 $5,000 $5,500
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. VII
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Engineers.. I
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IV
V

NI
VIII
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IV
V

Drafter-tracers
Drafters I

lii

. Computer I .

operators II
III
IV
V
VI

First cleqile ediarrt Nintkrdeclle
First quartile Third quartile



www.manaraa.com

Chart 3'. Salaries in administrative and clerical occupations, March 1978

Median monthly salaries and rahges within which fell 50 percent and 80 percent of employees

Occupation and level 0 $500 $1 , 000 $1,500 $2,000 $2,500 $3,000 $3,500 $4,000 $4,500 $5,000 $5,500

Directors of Lir
personnel II

III
IV

First decile Median Ninth decile

First q artilq Third quartile

Job analysts II

IV

Buyers I CMIEZIMB

ill
iV 1=11111=Mil
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IV
V,

Accounting I

clerks II

General
stenographers

Senior"
-stenographers

Key entry' j
operators II

File, clerks I

0. III

'Typists z.I

Messengers
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the median salary for each occupational work level are
shown in charts 2 and 3, The charts point up ocCupational
pay, relationships as well as the typically greater degree of
salary dispersion associated with the higher work levels in

each' occupational series..
eP Expressing the salary range of the' middle,50 perCent ofpercept

in eaEh work .level as a percent of the median
salary permits' comparison of salarY ranges and eliMinates
extremely low and high salaries froni each comparison. As

shown in ext table 3, the.degree of disparsion ranged. from
'15 to 30 percent of the.median salary in 70 of the °78 work
levels. The degree of dispersion tended to be greater in the
clerical occupations than in the other occupations studiet;

Differences in salaries paid within work leVels, reflect a"
variety of factors other than duties and responsibilities.
These include salary structuremithiriestablishments which
provide for a range of rates for each grade level; variations
in occupational employment among industries, as illus-

trated in table 7 and chart 4; and salary variations among
regionsparticularly for °clerical occupations." Clerical
employees 'usually are recruited locally while professional
and; administrative positions tend to be recruited on a
broader regional or national basis.

Pay differences by industry

By combining the data 'for all levels. of work studied in
each occupation, relative salary levels in major induitry
divisions may be compared to each other and to salary

levels in all industries combined (table 8).
Relative salary levels (or the 12 professional, adminis-

trative, and technical support .occupations tended. to .be
closest to thetaverage for all industry divisions 'in manu-
facturing. however, manufacturing contributed more to
total employment than' any other industry division for all
but 1 (attorney) of the 12 occupations. Relative salary
levels in the mining and public'utilities industry diVisions

were generally the highest.
For most occupations studied, relative salary levels were

lower fn finance, insurance, and real estate than in other

industry divisions. Where.thenance induitries contribUted

a substantial proportion 'Of the total employment in an
occupation, the average ,salary for all industries combined

was loWered, and the relative-levels in industries such as
manufacturing and public utilities tended to be well above

100 percent of the all-industry level. For example, relatiye
pay levels for file Clerks (110 percent of the all-industry
level in manufacturing and 131 percent in pbblic utilities)
reflected the influehe60-of, lower salaries for the high
proportion (66 percent) of these workers employed in the
finance industries. The finance .;industries, hoWever,. also

reported lower average standard' weekly hours than the
other industries surveyed as shown in table 9.

P"

Average standard weekly hours

The length of the standard workweek,* on which the
regular straight-time. salary is based, was' obtained for
individual employees in the. occupations studied. When
individual weekly 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 standard workweek. The distribution of average'
weekly hours (rounded to the nearest half hour) is

presented in table 9 for each occupation by major industry
'division surveyed. Average weekly 'hotirs were' lower in
finance, insurance, and 'real estate (38 hours in most
occupations); than in the other industry divisions (39 or
39.5 hOurs).Average weekly hours have been stable-over
the past decade:"

13For analysis of inierarea pay differentials in clerical salaries,
see Area Wage Surveys: Metropolitan Areas, United States and
RegiOnal Summaries; 1975, Bulletin 1850-89 (Bureau of Labor
Statistics,. 1977) and Wage Differences Among Metropolitan Areas;
1976 Summary 78-1 (Bureau of Labor Statistics, 1978).

'For information on scheduled weekly hours of office workers
employed in metropolitan areas, see Area Wage Surveys, Selected
Metropolitan Areas, 1976, Bulletin 1900-81 (Bureau of Labor Sta-
tistics, 1978).

Although only nationwide Salary. data are presentedin this bulletin, salary data for clerical

and drafting occupations are available for each of the metropolitan areas in.which the Bureau
conducts area wage surveys. TheSe area reports also include information on supplementary
benefits such as paid vacations, holidays, and health, insurance, and pension plans relating to

nonsupervisory office workers: :A directory of occupational wage surveys, which contains a

listing by State and area, is available at the Bureau's' regional offices listed on the inside back
4

cover of this bulletin.

10'

14
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Chad 4, Relative employment in selected occupational groups by industry division, March 1978
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Table 1. Average salaries: United, States
(EmployMent and average salaries for seiected professional, administrative, technical, andclerical occupations in private industry,' United States except Alaska, and Hawaii, March 1078)

Occupation and level'
Number .

employees'

,
Monthly salaries' Annual 'salaries'

'Mean Median

,i Middle range',
Mean . dtcilan

Middle range

First
quartile

Third
quartile

First
quartile

Third
. quartile

_ .

'

ACCOUNTANTS ANU'AUu1T0RS

s-..-

,.'

.

,

,

.:

.

9,658..
17,156
31,989
:20,287

7,351

1,589
2,837
4,947
3,184

.

836 .

1,080
560
256

1,498
2,548
2,883
2.724
1062

642

.

5,345
14,472
19.289
4,544'

339
576
.521

' 937
10479

095
286

2,455
,4,135
8,638
9,687
7,583
3,539

47: '1,223
400

16.633
32,043
811495

113,509
81,520
39.254
13,672
.3,685

$1,065
1,306
1,510
1,836
2,275

. 1,104
1,308
1,563

-1024

11963.
2,314
2,847
3,325

4.

1,474
1,809 '.

2.311
2,796
3,527
40317

.

.

1,074
1,350./
1,632/
1,936

1,170
1,529
1,885

J
1,736
2,187
2,683
3,403'

.

.

1,124
1061
1.621
1,961
2,375
2,759.
34244
3,930

1,327
. 1,464

1,683
1.098
2,333
2,689
3,043
3,509

'41,050,
1.261.
16483
1012
2066

1,065
1,250
1.354_
1,675

1,900
2,291
2,792
3,249

114.
1.7 7
.2091

: 2041
34474
40250

1,030 .

1,324
1,608
1,935

1,109
1,497
1,874

1083.
2,083
2,591
3,302

1,135
'1.341
1,603

" 1,942
2,357
2,715
3.099
3.859

1016
.1i450
1,665
1.983
2,315
2,657
3,005
3,450

$950
1,143-
1,330'
10649
.2041

956
.1012
1,382
1,7.28

1,833
2,090
2,540
2,950 :

1,250
1083-
2,003
2,460
3,124,
3,931

900
101
'1,4
1, 9

1,016
1,356
1,708

16540
1016
2,295'
3,055

. .'

. 965
1,185
1,458
1,783
2,132
20504
2,917
3,415

1,225
1,348
1,515
1,800
2,121
2,433
2074
'36472

41,150.
1,455;
1,666
2,000
26482

1,208
1,458
1,711
2,048

2,083
2,500
3,058
3049

1,665
1,991
2.574
36082,
3,873
4,706

. .

1,195
1,490
1.791
2,200

1050
1.702
2,067

1,974
20390
2,953
3.708

1,269
1,502
.4075
2,132
2,580
2,999
3,500
4.291

1,425
1,580
14635
2,185
2.535
2,911
3,291
3,758

.

412,785
56471
18,115.
22036.
27,301

ait:
15,
18,754
23,093.

23,561
27,769
34,140
39,895

.

.

170693
21,713
27.738
33,547
42018
51.798

12,887
16,195.
191590
23,853 "

14,040
18,354
22.616.

20,833
26,245
32,201
40,835

. .

13,492
16,337
19.453
23,532
28,494
.33,110
38,927
440156

15,928
17,567170567
20,194.
23.972
280001
32,264
36,520
42,104

412,600
15,131
470796
21,742
'117069

12,774 .

15,000
18,493
22,500

.

12,800
27,489
33,500
38084

17,493
.21025
27/489
32.187
41,687
51.000

12,355
15,894
19,292
23,420

''

13,308
.17,964
22.498

I

20,196
24090
31,088

4 39.626

13.615
16,694
19.240
23,304
28,289
32,580
376185
0

150794
17,400
19,980

-23,790.
27.780
31.887
36.056
41,400

$11,408
13014
15,960
19,792

'.24,490

11,471
136348
14,581

.20,736

21,991
25,079
30,480
35,400

.

140944 .

18,992
24,040 P
29,520
37.485
47.172

.

10000 '.

14028
17015
20.988;

12,195
16,268
20,492

18,480
22.991
27,540
360665

11,583
140220
176493
21031
.256590
30050
35,000'

14,700
16,170

"'48,183
21,600
25,452
29,198
33,288
'38,062

113.800
47,460.:
19,992
24,000

. 29,788

14,494
17,493'
20,532
25,054

24,996 ",'"

.306000
38,8116
43,782

19,980
21,890
30,888
4,985
46.481
54,477
w

,

:14039
47,880
21.491
26,400

15,006
20,424
240804

:28081'
.28077
35,432
44,496

15,222
18,024
21.300
25.590
'50060
35,986
4 ,000
1.492

17,097
18,960
22,020
26,220
30020.
34,984
39,492
45001

.
.

ACCOUNTANTS I

ALCUuNIANTs 1.1

ACCOUNTANTS Ill .' s

ACCOUNTANTS' IV
ACCULKTANTS V

AUDITORS I.

AUDITORS 11
Avamgs Ill ..

AULUTURS IV
.

.

CH/ht ACCLIUNIANIS I'
CHIEF. ACOUUNTANTS 11.
CHIEF ACCOUNTANTS III
CHIti- ACCOUNTANTS IV

ATTORNEYS

ATTORNEYS I

ATTORNEYS ll
ATTORNEYS Ill'
ATTORNEYS IV
ATTURNEYS' V
ATTCRNEYS V15

....

BUYERS

EitivEkS I
0011.4S .11
BUYERS ill ...h »S
ISOYERS,IV

PERSONNEL MANAGEMENT

JOD ANALYSTS 11.

JUL ANALYSTS Ill
J06 ANALYSTS IV .

DIRECTORS Of PER4ONNEL I

UIRECTURS OF PERSONNEL II
DIRECTORS 111. PERSLANEL Ill
DIRECTORS UV PERSONNEL IV

.

"CHEAISTS AND ENGINEERS

CHEMISTS I .

CHEMISTS ,,II .
-C-HEMISFS III
CHEMISTS IV
CHEMISTS V ...
CHEMISTS VI r
CHEMISTS VII

VIIICHEMISTS VII

ENGINEERS i

ENGINEERS 11
ENGINEERS III
ENGINEERS IV
ENGINEEPS V
ENGINEERS VI. 4
ENGINEERS-V(1
EINGINELAS VIII'

See footnotes at end of table,r
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Table 1. Average salaries: United States-Continued_
(Employment and average salaries for selected professional, administratiVe, technical, and clerical occupations in private industry,' United States except Alaska and Hawaii, March 1978)

Occupation and level'

.

Number

employees'

Monthly salaries' Annual
1
salaries'.

.

Mean Median

Middle range'
Mean

..

Median

Middle range'

First
quartile

Third
quartile

First
quartile

Third
quartile

:,

.1 ECHN I CAC SUPPORT

.

..
.

`

,

4.474
14,084
24,915 .
29.217
18.088

. .

5,299
17,570
27,038
27.591

5.328
7,111 '

24.725
15.413
3.666
1.113

90,511
74.055
30,384
13,421,
4,191

64,1,12
...42,435

20,455
,,.39, 895

74.557
t..., 84,253
.53:749

' 17,863
26,031.
27,681
41,21.5
.24.932

.$872
993

1,172
1,359
1.559

817
.. 937
1,142
1,408

712
863
939

1,145-
1,308
1.514

.

. 724
916
552
660
841
712
842.
933
817
'893
991.

1,085
'1,202

819
918
648
773

$ 834
965.

1.164
1,350
1,549

.

782
:900

1.111
. 1,3'73

'686
835
912

. 1,116
1,297
1,523,

.. .

685
875
534
619..
791
666

. 810 .

595
791
869
967 .

1,066
1.178

782
900,
608
735

$765
869

1,020
1',227
1,412

.
k- 663
''' 800

986
1,210

.

626.
725

,' 808
986

1,142
--1,365

591
747
486
547
675

1 585
709
521

. 700
756

. 839
917

1,025
660
762
.550
643

. .

5942
1.086-
1.301
1.480
1,691

.967
1.037
1.282.
1,356

. .

776
1,017
1,043
1:275
1,456
1,633

809
1,049

586
721

-966
784.
937
695

.

901
999

1:117
1.225
1,365

951
1,046

706
860

$10,461
11,918
14,062.
16,302
18,703

9,603
11,247
13,709
16,902

Op 546
10,352
11,274._
13,737
15,691
18,173

. .

8,662
10, 986 .
6.621.

.. 7,914
_10,095'

8:546
10,099
.7.595
9,801

..).p, 721
.T,594'
13.018
14.430
9.834

H. 018 .
. 7,778

9,276

$10,011
/1,575
13,974

'16,200,
.18,593

9.385
10,800
13.327
160476'

8,232
. i0,016 '.
10.949
13,390
15,564
18:271

.

.

:' 8,220
.. 10,500

6.403
7,420
9,489
7,994
9.720
7,143
9,489
10,428
11,604
12092
14,138
9, 85

10,800
7,300
8,820

.59,177
10,428
12,242
14,724
16.946

7,958
9,596

11,836
14.520

.

70508'
8,697
9,696'

11.836.
13.704

. 16i385

7,091
8,968
5,834

. 6,570
8.097
7,020

.8,509
6.257.
8,395
9,072

10,063
11,002
12,295
7,915
9,144
6,600
7,716

$11,304
: 13035

15,612
17,760
20,292

11,601
12,443
150381
18,666

9.331
12,210
12.514:

.15,300
17,467
19,59!

9.707
12,592
7,032
8,655

11,836
9,411

11,241
8,342.

10,816
11,992 '

13,400 .,

14,700
16.383
11.408
12,549
8,478

10.324

EriGINIE.kING TEC ICIANS I
ENGINE6H INC, T ELK IC:IANS II
Ihici INEIitiNu T ECiiN L. l'ANS III'
0161NEck1NG TECH LIANS IV
Et.l. I NEE it I tiG I El.k-IN IC 1ANS V

.

wrAFICf-TRACERS .
UPAFTEK I,
OrlAh 1 EM S .11
UPAFTIKS :1 1'1

GLIMP.L. TEA UPE RA T ..)li 5 1

COMPUTER ()Pea AT CM S 1I

C.LIMPUTIrt OPc RATON'S I I I
C.LIMPUTtR OPER AT offs Iv
C.OMPLTert OPLMATJI4S V
C.LImPUTEK UOLP ATIM S. V I

.

CLINICAL

CLERKS, ACCLuniT LNG I.
CLERK 5, 'A CC uun.11Nu 11
CIARKS,' F ILE I
CLERKS, FILL I I N.

CLeR, FILE III
KEY ENTRY OPERATORS I
KEY ENTRY 'OPERATORS. / 1
MESSENwOIS
SICRITARIIS I
SECMCTA:IES 1.1
SCCRE TARI ES III
8/LNITAnIES IV
SELott TAIA I IS V
srEticc,..AoHEks. 6ENLI4A1
S a NC GK APP104 . St NI UK ...
TYPISTS 1

TYPISTS II

For scope of study, see table A-1 in appendix A.
Occupational definitions appear in appendix C.
Occupational employment estimates relate to the total in all establishments within the

scope of the survey and, not to the number actually surveyed. For further explanation, see
appendix A.

Salaries reported are standard salaries paid for standard work',..schedules;1.e., the
straight-time salary corresponding, to the employee's normal work schedule excluding overtime
hours. Nonproduction bonuses am ekcluded, but coshof-liVing payments and Incentive earnings
are included.

The middle range (interquartile) Is the central part of the array excluding the upper
and lower fourths of the employeidistributIon..

.
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4verage slipriest7file;ropolltan
sel '

yment alf9yerAte salaries forswlectid p lefakokl, administrsitivo, technical and clerical occupations in private industry metropolitan areas,' United States except Alaska and Hawaii,
, . .

.

Occupation and lere12'
/

It
... r

_

' , ?:'.-4 4 '
MPOftsMa6ae 1

"Annual salaries*

474-ber ,um
'of .. CL

eniPIPyeee''
Mean ,. Medidn

.

Middle ranger
.' Mean

'

t

. Median

/

f Middle range'

First

quartile
Third ;

quartile '

First
Apatite

f
Third

quartile

,

ACCOUNTANTS AND AUDITORS

. .

.°

.

,

').,,,,,,

..

..
,

,..,.,l

0.

4

;!..
... - -.

.,,..",,.,
-''. .4,,.

1,-,1!,.7
,.. 4'

.

9,599 ..,,.:$14069
15,567 .
27,982'
18,005
.6066:

1,083 i"..-

2,759 T.
4,685

l'

3,105 0-

618
869
480
216

.

1,457
-: 24516

20307
2,655
.1025

642.

.

4.649
12:032

4093-,

. , 105?
565 1
500,C,

182:'.-1:41:12
1,541

0 795'
25:9 :

'14.

: ..-.2,257.'
. -- 30.35 :

tk 7,621,4,
,

',.. .44+85.
' ; 6.648.',.,
=1 3,m062,
' -,71i114

.

371
.

14,950
89,076

.' 441".1*7
-403,84
,H 75:47
-:...1.36,98

. 13085.
,,,,.34518.

,14,.

.
. ,

.. .4
.

-1.313r
_ ..1,518
'4:840'
29.277

. ,

1,103.
rolo
1,568

'. 1,925'

1,1497,5?.

. 2.325; I
;21:847''-
3,321.

:-,'

1.463,
1,809'-'<'.14778
2:315 )
2,798
3030 '

-4017 ,...

1.019,
1093 ;
1,643,,014616

-:
1.987%'

065. :

c-1:531
1.864

2T193
,,7kt95 .--;.1';
11:13111'.1:,'

' l't .4..'

'1.0251:'
. .71 g.10.

i.e .

.4.9'3.
'2, 3§..N.',
4774

:4103-
''',O, P9.49

. , -. . .

''''Sg3.36
14465

'."-.1,692- .

, 2,660..4.
1,21i.30

: 21692-'7'.
. 3.042'7''.
'.,3002 .

. . .
.

$1,050.
...1,270
''1,490
0.14812
2.265 .

.....

,.4,063.k....----.-!r9,95

."1-4450
-%1047. ,
4.975

'.:)1,958 ','

2,275±
' 2,791''
.! 3,249,%

'1

f,.r. 1,475.

2429.1.
2049'
3,491P
4,250I!'

.

;41 0140
.' 1,325-

e
l'"04,911

%:`iv

.1016
es k, 9.:

is?'.

:
a

I'S

109.
11111,
4 05 ',.',,

k.4*1:,
.4...3111130 '
Yr 4;

' %,i3a
s '2, 4,31'

1420
10455.:
1%673.
10999.--r..:1014'.

..21321,
1040,
1,060 :VT,124473:,
.3045 :

: $952
1,145
1033
1,649

'',,,.2,041'.

't

. *112
:4,395
1,731

1.626\.
2,090 ,,,
2:499

'2,598-

\'''.

'1.275
:.1.563
.. 2012 :
24457
3,129
3.931

: 900 ,
.1,200 .

1054
1,739 .

1,043..
, 1,356
1,708

1,499
1,916
2.295

: 3,015

956
'I..- 1.075

.458
1,781
20.i3

)k2.504
..21,953
W.425
u '- -._

'.'..4,225'

:1:350
,j024

1402025
-L,14.433.

v1,1677..,

.

61.153
... 1,471

1,671
2,008
2,498

1,204.
1.1458
4024
2086

2.130"
2,499
3, 15
3: 4

1::945.

\
- 1.40 /-,21.714
2082/
,3,082

0 31,875_
, 4006

1.208
1,49.9

.n1,800
1,108

.

1,251
1,710
2,070

1016
.2,397
2,957
.1,682

t

1075
(11,505

1,790
2,135
2045
3,007
.3,499
4,272

1.425 .

4085
44845.
24199

. 2,540
.2.916
36285.

, 3050

1$12,827,
15057 ,
18,214/
.22,083i
27,321

.

13,233
15,719 1
19,821
23,095

'23,690
27,695
34059
39,929

17,793

` 17,777
..!33,573
42060*
'514799

.

12.951
'16,355
19,712
23.838

d

14,225
18069
22,635

20:180
26,316
32.342
40069

.

-

13:505
16,335
19,499
23,552
28.081

,c33,300'
39,034_
47,383

15058
17,618
20,306
24,113
28076.
32009
36,501
'42,025

i

612.600
15040,
17080'
214742,
27080 .

12,761
15,000
18,564
22.500

23%491
27.300
33,487
38,984(:,

17,700
21,341
27,489
32,987
41,983
51,000

.

. 12,480
15003
19,392
23,.191 .

"Nlv
.

13095
17,993
220392

19,761
25.020
31.467
39,626

13.770
16420
19,260
23,391
28.093
32,687
37,401
46,313

.

15,840
17,460
20,074
23.990
27040
31.920
36,000
41.340

1,929
, 30.45.
-!15,1994
19.792
24.490

11,460
13.348
16e740
20,773

21.936
25.079
29.966
35,256

15000
48,992'
24091
29088
37054
47,172.

.
.

10.800
14000 :

17,448
20072

.

124540
16,268
204492

17.993
22.991
27,540
36,394

.

.

.

11.471
44,094
17,493
21,377
25,472
30,050
35.432
41,100

14,700
1.' 16,200

18.293
21,768
25.500
29.198
33,273
38,004

813035
,17048
.20,054
24,090

: 29.951

14:444
17.501
20,692
25,056

25,560
'29,966
37,380
.45,172

19,980
23008
30,988
36.985
46,500
56,477

14.494
17,993
21,600
26.472

15,016
20,520
24.640

22,991
28.764
35,486
44.182

15,300
18,060
21,480
25.815
30.900
36,086
'41,983
51.266

17000
19,020
22,14C
26,389
30,480
34.966
39.418
45,000

ACCOUNTANTS I

ACCOUNTANTS ll
ACCCOITANTS.111 4

ACCOUNTANTS IV '

ACCOUNTANTS V , ..

41401t645 1 ,

AUDITORLS 11
AUO/TOAS 111 ..

41101TOAS IV

CHIEF ACCOUNTANTS I 1.
CHIEF ACCOUNTANTS 11 ..

CHIEF ACCCUNTANTS III
CHIEF. ACCOUNTANTS. 11/'

ATTORNEYS

ATTURNEYS I

ATTORNEYS /I , .

ATTORNEYS 111 P
AITO,Nt.:YS IV , : t ,

ATTORNEYS V .. '

ATTURNEYS VI ...

dUTERS.,.
.

131.rEP5 I
BUYERS 11
BUYERS III ,

t3.urois I v
,

.

i:'LkSGIXNEL MANALAMeNT

JUrs'AN4YST5.11 ,

JOB ANALYSTS'111
JOB ANALYSTS 1V.

UIRECTJRS UF PERSONNEL -I.
DIRECTJAS OF PERSONNEL 1/
01RECTORS,UR PERSONNEL III . .

DIRECTURS'UF PERSONNEL IV

CHEMISTS AMU ENGINEERS

CHEMISTS I .. %:. . c'4,...i,
.

CHEMISTS 11 ' ' '''
CmEmis15 III ,

I

CHEMISTS Iv .-.
CHEH:ISTS V
CHEMISTS VI
CHEMISTS VII 1'

CHEMISTS. vill

ENGINEERS I
..

ENGINEERS 11
ENGINEERS III
'ENGINEERS IV r e

,e,NGINEERS V ...i. ......
.

ENC.INEEAS Vi .. ; . , ...
.

ENGINEERS V11
'ENGINEERS VIII
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Table 2. Average salaries: Metropolitan areasContinued r
(Employment and average salaries for selected professional, administrative,technital, and clerical occdpations in private industry, metropolitan areas,' United States except Alaska and Hagan,
March 1978)

Occupation and level'

,

.

Number
of

employees'

Monthly salaries'
.. .

.
Annual salaries'''. '' ---r

Mean Median .

Middle range' . .

Medn . Mishap

. Middle range'

First .

quartile
. Third

quartile
First .

quartile
Third

quartile

. r
'TECHNICAL SUPPORT

.

g

4

,

3.927
12,181
229419
26,336
16,965

4,536
15,255
23,494
25,494

, ,1441
11.37

. 22,76
13998 ".

3938

79,721
67,795
25.703.
12,308

3.869
58,178
39,549
19,276
36,345
60,300
78,319
51,019
171404
23.136

', 26,259
311.375
23.627 '

salt
998

1,170
1,344
1,563

: 833
- 946
1,151
19.417
. .

715
874
941

.1.147
1,303
10509

726
' 920

549
. 661

81,1
717

.846
631

* 821
896

' 946
1,091
19208

820
.. 921

648
.. 771 .

$841
.. 969

1.161
1,354
1.555

. 813
905

1,118Ion
680
650
912

'19119'
1,295
1,4e0

.

4. ,'52'690
878
525
619
782.
673
814
591
799

, 870
970.

1,075
1,182

788
904 '
'608
730

$760
869

10015
1.236
1,414

.,

669.
600

1L 991
1,217

6211
155 ..
808
980

1,134
1,366

595
,750
485'
550
668
589.
713
521
700 '

;758 .
043

. 921
1,034

657
765 `
550
640

$953
1,086
1,302

11,482
1.697

987
1,059
143'00
1.564

.782
1021.
1.043
1.273
1,444
1,633

.

610
1,059

..580.
724

1.4006
r791

f 940.
.690
903

1,000
1.120
10230
1,371

958
1,040

707
860

$10,526
11.976
14.043
16.366
18,751

9,998
119357
13.809
17.007

. 09580
'10.487
11287
119767
15,632

.1110103.,

.

0
8.712

11,030
. 69582

7,934
. 109086

. 0.605
10,146
7,575 .
9,854

10,755.
11.948
13.093
14.493

9,835
11.052
79781
9,253

'
$100092
11,627

.11 13.930
16.244 .

18.660-'

99759
10.863
13,416
16.585 r

13.160
10,200
10,949
13.42.9
15,538
179653

8,280
10,5,32'

.: 6,300
1,425
9,385
8,082
9..772
7,091
9.594

10,440
11445
12.900'
14482
9,456

10,845
70300
8,760

$9425
10,428
12,178
14,829 .

16.964

8.030
9,600

11.088
149599

. .

7.537
4` 8,820

9,698'
.'.1148532

13,609
16.392,

..

7440
94100
50111
6,600
8.016

' 7.071 '

. 89551
.6.257
8,4t0..
9.096

10,115.
'119054

12.400
7.884
9,177
6,600
79680

$11,436
13.035
15.621
17.784
20,364

119845
129703
15.600 ,'
18.770

..
9.385

17.253
, 12.514

15,277
179328
19,595

.

.

99119.
12,600
6,960
39692 .

12,070
9,489,

1192313
8.280 :

10,060.
12.000 .

. 13.440
.140760
16,452
11,497

. ,

. 129578
8.488

109324

ENGINEERING:TECHNICIANS I
ENGINEERING TECHNICIANS I L
ENGINEERING TECHNICIANS ILL
ENGINEERING TECHNICIANS IV .....
ENGINEERING TECHNICIANS V'

URAFTERTRACERS
DRAFTERS 1

ORAFTEKS II
DRAFTERS III

.

COMPUTER OPERATORS I
COMPUTER upERATURS II
COMPUTER OPERATORS III
COMPUTEK OPERATORS l'Y
COMPUTER OPERATORS V
COMPUTER OPERATORS 'VI .....

''
CL ER ILAL

,
CLERKS, ACCOUNT INt.' I
CLERKS, .ACCUUNT IN.& II
CLERKS. 'F ILE I ...t......
CLERKS, FILE II '
CLERKS. FILE I'l [

"N..
REY ENTRY OPERATORS 10
KEY ENTRY OPERATORS 11
MESSENGERS
SECRETARIES I
SECRETARIES i I .

SECRETARIES pil
SECRETARIES IV

.

SECRETARIES V i
STENOUAAPHER S. GENERAL
STENOGRAPHERS. SENIORSENIOR
TYPISTS 1.
TYPISTS I I

For scope of study, see table A-1 in appendix A.
Occupational definitions appear in appendix C.

. . ' Occupational employment estimates relate torhe total in all establishments within the
scope of the survey and not to the number actually surveyed. For further explanation, see
appendix A.

a

Salaries reported are standard salarie paid for standard work schedules; I.e., the
straight -time salary corresponding to the employee% normal work schedule excluding overtime
hours. Nonproduction bonuses are exclUded, but cost-of-living payments and incentive earnings
are included.

' The middle range (Interquartile) is the central part of the array excluding the upper
and lbwer fourth's of the employee distribution. u

-,)-

gl
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Table 3. Average salaries: Establishments employing 2,500 workers or more

(Employment and average monthly salaries for selected prolessionel, administrative,
technical, and clerical Occupations in private industry,' in establishments etn oyine 2500 workers or More,'

United States except Alaska and Hawaii., March 1E178)

, Occupation and level'

'
1

Number
ofemployeesgstablishrtien

,
. .,

Monthly, salaries'.

. .

Levels in esi blistiMents
employing 2,5R0 workers

dr more expressed 0, ... ''...

. percent-of these in-all : 1

s combined ''.

. aTeari

r
1 Middle range'

Median First.
quartile

Third
quartile ,EnPfoYrnent.,

..,
',.

58 WW1 !

.

ACCOUNTANTS ANU AUDITORS

A

.

2,308
6.108
8.834
5.756
2,704

. 503
1, 129
1.495
1,260

150.
91

218
422
701
845

. 526
251

.j, 941
3,394 .
4,865
2,775

.

/47
310
341

97
161
115 ..

:449
'1,462
2.515
3,359
2,979-
4091

582

8,254
14,777
37.945
60,168
45,710.

.
22, 737.
ilf497

.343

81 (81
' 1.436

1.638
1,915

. 2,298

1,215
1,386
1.629
1,945 .

3.212
4337'

1,689
1.978.
2.371
2.938
3,613
4.36p

'1,269
1.468
1,718
2.013

1.267
1,624
1.941

2,789
3,079
3,618

1.263
1.521
1,777
2,086
2.461
2,862
3.402

1.364
1,501
1.739
2,054
2,378
2.753
3,105'
3.572

..

.

.
,

31.150
1.457
1.624
11891
2,285.

1.142
1.325 "f .;

1.600 ';
1.900

4.157
3.250-°

1,650
1.927
2.340
2,856
3,502
4,205

1,257
1,429
1.690.
1,950 .

1.226
1,567
19930

2.838
31080
3.502

. .
.

1.250
1,517
1.755
2.075
2.435
2,775
3,242

1.350
1,485
1;720
2,040
2358
2.708
3,075
3.500

.

.

611755. i,
1.251 .,
1,430 '.

1.700 .

2.047 :

V .,
0.037 .) ;

1.169 . .:

..'.1,390 .

, .19684 '
- ..

. .

.

. 2,674 -. .

r'--31,000

1.337 .'
. 1.753

2,124 '.
2.625
3,240 ...

3.835 f 'f

1,682.
:, 1,274

.1 .495 :

.1042

1061'
1,430

s 1,773
.- .

2.425
2.660
3.225 '

. ,
. .

1.145
: 1,365

1,1.600
1.899 .
4214'. .
2022:
2.954

1.274 f :
.1.375 -
1.566
lose
2.167
2,500
2,850
3.207

41,285
1,625

'If .1,845,.

2.525

. 1.397
1 .562 :'.
1'2850 .
4152 ',.

'3,03
- 3.750

.

. ,

5033 .

2,157 '

2,614
' 3-9169 ft

' .. 3.867
4.700

/01415
1250
1.898
4270

-.

1,436
1013

, -2,100

. . 3.227
3.416
4,025

1,370.
4688.
1.951 :
2.263
4675
300
4755.

.1,445
1,607

'1096
- 2.245

, 2.580
4965
3.314
3,820

24
36

f, 28

, , 37 ..
.

33
- . 40
...:" 10 .

.

36 -

'15!'
'-17'

., 2i.'
. ' 31

''.28 .

39

.

la-
23
-32.

43 .

.54
65

5
18
40

10 '.-

. 29 . .

34
39

,48
4a

,
50
46
47
53
56
58
62
64

..°

.,,

13.1 ,,

109
104 --
101 ,

''110
106
104
101

113
f,.- 100-- ,,

,..
115 .'..

. 109-
.-103

105
102' .: 101

:lie
109,
103.
101..

100

103

128 .

-115
106

112
112
110
106

' 104
104
105

.

103'
103
103
'103
102
102
102
102

ACCOUNTANTS I .
ACCOUNI AN T S I I

ACCOUNT AN TS ru .
AccounTANTs IV
ACC CUNT AN TS .i.o

AUDI TORS 1

AUDI TORS II
AUOIT0A1 III i1
AUDI I3RS IV.

.

CHIEF ACCOUNTANTS III "'

CHIEF. ACLUUNTANTS IV ..I
ATTORNEYS

. ,
ATTORNEYS I '...
ATTCRNEYS II
ATTORNEYS I I I

ATTORNEYS IV I.
ATTCHNEYS V-
ATTORNEYS VI'

BUYERS

BUYERS I ,,
BUYERS I I
auyEms I i i ref
litiV FRS IV

PiRSCVNEOMANAGEMENT

JOB ANALYSTS 11

JOU ANALYSTS. 111
Jt/iS ANALYSTS IV

UIRECTalis OF.PERSONNEL II
'OIRELTORs OF PERSONNEL ill
0114E1:TORS LIP. PERSONNEL IV

.

CHEMISTS ANU ENGINEERS

CHEMISTS I
CHD9STS 11
CHEMISTS III
CHEMISTS IV a

CHEMISTS V.

CHEMISTS VI
CHEMISTS VII

.

'ENGINEERS I,
ENG.INEE RS II -.1
ENGINEERS I I I
tNG INEEkS IV
ENGINERS V

ENGINEchS VI
ENGINEERS -VII
ENGINEERS VIII a

See footnotes at end of table.
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Table 3. 'Average salaries: Establishments employing 2,500 workers or more2Contihued
IErnployment and average monthly salaries for selected professional, adMinistrative,lechnical, and clerical occupations in private industry',' in establishments'pploying 2,500 workers or more,'
United 51410taxcept 'Alaska and Hawaii. March 1878( .

. ., Occupation and level'
'A-

'.

. p1Umber-... ;

employees'.

. iVtonthly salaries'

. .. . . .

Lewes in establishments
employing,2,5004orkers

or more exprestedes
percent

.

percent of those in all
establishments combinedMien

. .

. ,..

-.

Median'

Middle range.

7-- First
-; quartile. .

Third .-
quartile.

.

" ,
. Employment
*

4.4elnsalaries
.

. I ECHNICAL -SUPPOK.V.:

ENGINEER INi; Ill.461ICIA1xS I. 1.861 ..v: $940' ,', $904 $800 $1,086 i 42 108
ENGIINEEkIlli.::7TECHNIC.IANS 11 5,709 .:-° 1.063 1,034 925 1.180 0, 107
ENE.INEER1i..0 TEIMNIE 1ANS 11 l' ,, 10.786 .. i 1.200.. . 1,196 . 11053' . 1/349 *3. 102 1

EIVAUCEEkING ILT..tealCIANS 1.V 16,243- ... T 1.391 ''' .. 1.394 1.270.. - . 1.512, 56 - 102
ENGINEERING TEC,INP4/1ANS V,. .

1.2.577' 1,570 '' . 1,566..._ : /9420 1,710 70 . 101
. . , !, 1: _ - . . /DRAFTER- TRACERS` .1,584

..

. 921 967'. :'773 1,035 : 30 113
OKAFT ER S I . 5.928' 1.040 .- 1,004.. 862 . 1.178 ''.,, 34 111
GRAFTERS 1-1 ... 8,761 .1,258i 1,246 4/091 :L. 1,401 32 110
GRAFTERS III .

.

11,396 1.544.. 1.491
. .

1.310 '
.

' 1.707 ,5 .41 ' . `-',5, 110,

COMPLIc R OPERATORS. I.. . 1.213 . 799 .. 774 : '. 683 t 882 .' 23 112
COMPLVEI OPERATURS I'l

.

: 2,216 i 970 1,021,. . 860 9 1'9051 31 112
COMPUith OPERATUISS-III 6,011 49060 - 1. Q,041 : ' 917 1.168. 24.
COMPLIER -OPERATORS .IV. .1-

5,505 - 1,250 " 1,220 -14073 . 1,392 36 9
COMPUTER OPERATORS -V.
COMPLIER OPERATOkS VI

1 733
352 f

',1.369
' 1:506

1,361
1,477

1:210
1,361

. ,'.'1.477
. 1.435.

47
41 ..4;

...
CLERICAL . .

., .
. . .

. .

.-_..---111
CLERKS. ACLLuryi NI, I 15.005 867 856 695 1.006 17 1.20
CLERKS, ACCuUNTING 'II '15.407 1,046 , , 1,038 - .869. 1,218_ 21 114
CLERKS, ,E 112 ..1 - ' 2.357 * 614 . 552 511 . ''677 8, ' 111
CLERK_S'. FILE' 11 .2,78 ?, 745 - 673 ,' 572 .888 --e. 21 113
CLEBKS, FILE 111 16925. 881 86.1 '700 1.044 . 46 105
KEY. -ENTRY OPERATORS I

. 110800 . 872 :. 843-, ,, ' 687. ' 1.017 ,:" . 8 122
KEY. ENTRY OPERATORS II .12.434 934 .,' 903 769: 1.069 .'29 . 111
reESSI-IiARS 685 630 547; 785 25 108_.
SECRETAt-IES I 11,090,'. 884. '847 , , 750 ' ' 990 28 108'
SECRETARIES / I 23,181' 976 . '947 825 ', . '.1.095 32 109
SECRETARIES I I I 29.272 1,066 1,037. 915 1,198 35 108
SECRETARIES IV 16.524 1,206 1,190 1,044 1.347 31 111
SECRETARIES V 5,365 ' 1,347 1,338. . 1.180 .1.492 30. 112
STENOGRAPHERS. LANE/tat , 119015. 856' 822 ` 695 . 990 42. 104
STENCURAPHERS, StN1oR 12.1380. 951 . ' 943 47 104
TYPISTS I 9.321 1 .715 673 .

.792
, 586

.1,083''
804 23 1111

TYPISTS 11 10.267' t 8243,4! . -775 652 0 969 41 107

' For scope of study, see table Al in appendix A.
' Includes data from 6 large companies that provide companywide data not Identified

. by size of establishment.
' Occupational definitions appear in appendix C. la

Occupational erhployment estimates relate to the total in all establishments within
the scope of the survey and not to the number actually surveyed. For further explanation, see
appendix A.

At

' Salaries eported are standard salaries paid for standard work schedules; 1.e,.the
straight.time salary corresponding to'the employee's normal work,schedule excluding overtime
hours. Nonproduction bonuses are excluded, but cost.of.living payments and incentive earn.
ings are included. . .

' The middle range (interquartile) Is the central part of the array excluding the upper
and lower fourths of the employee distribution.%
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\Em. Table 4. ployment-cllatributIon by salary: Prplessional and administrative occupations
distribution of employ ees!n solec led 'Not essional and an inIstratiye occupations by monthly sa ary,

linded,States except Ataska and 1-rawai i,' March 19781

UNOEN

1800 Au,
8825 AN
$850 Ar4
187. AN

.1900 AN
1925 44
_.1950 49

.e.°1975 AN

. 11,000
11.050
$1.100
s1.160
stieou

111.2 50

11.3UU
41.360
11.400
.44'.450

11.500
. *1050

11,600
11.650
11, /JO

$l, rsO
11.030
110,0
41:90U
81,950

` 12.000
82.050
12,100

0.200

52.21U
52,100
42.150
$2,400
82,460

12.500
820p)
$2.701.1
12,800
12,90)

83,000
$3,100
13.200
13,300
13.400

13,500
s1,600
13,100
13,800
13,900

14.04.0
14,100
14.200
14,300
14.400

$4,500

TU

NUMBER

AVERAGE

: Monthly salary

Accountants Auditors Chief accountants

III

, .

..
-

.

-.

-

-

41.31
1.4
.9
3.7
5.8

6.2
8.4
6.9.

8:3
8..9

7.5
7.0
5.5
6.0
3.8

3.6
3.4
2.2
2.5
'1.9

. 1.3
42.31

-

-
-
-
-
-

-

-

-

-

-

--

IV V I II

_:,

III AV I II Q I IV

r

,}o
.

UNUER 1825
' UNDER 5050
I
UNUER 1475

i UNDER $900 '-'2-

1.UNDER 1925
I UNUER $950
I UNDER s915.
1 UNDER $1,000

.. . .

AU UNUER 81.050
AD UNDER 11.100
AU UNDER 51,150
Ao UNDER 11,200
NO UNDER 51.250

,NU UNDER 81,300
AD UNDER 11.350"
AU UNDER $1.400.
NO UNDER 11.450
4ND.uNDER 11,500

4ND UNDER 11.550
iND UNDER 11,600
q8 UNDER 11.650
ND:UNDER 11.700
4ND UNDER 11,750

1ND UNUER 11,800
1NU UNDER 51.850
iNV UNDER 51,900 ....
1ND 'uNue R., 11.950
1NU UNDER 82.003

1NO UNUE, 52,050 .
1ND UNOEB1 82,100'
%ND UNDER $2,150
1ND UNUER 12,200
WO UNUER 12,250

ANU UNOEN )2,300
4N0 UNDER 82,350
/AU UNOER $2'.400
AND UNDER 1.2,450s
ANO UNDER 12.500.

4ND UNDER 12,600
AND UNOER 12,700
AND UNDER 12,1100'
4ND UNDER 42.90D
4ND UNUER 13.000

ANU UNDER 83,100
4NO UNDER 83,200
Anp UNDER 13.300
AND UNDER 13.400
AND UNDER 13.500

Apo UNDER 13000
ANU. UNDER 13.700
AND UNDER 13,800
AND UNDER 53.900
AND UNDER 14,000

, ..

ANU UNDER 14.100
AND UNDER 14.200
AND UNDER 84,300
AND UNDER 84.400
ANO UNDER 44.500

AND UNUEN 14.600

TAL

. ,
OF EMPLOYEES

.

MONTHLY SALARY

'

_

°

\

,

......

..

.

4

.

...

a.

'1.6

2.2'
.3..6

4.7
2.0

5.0
3.9
.6.2.
6.4

11.9
12.3
.0.0
9.7
5.7

3.3
3.4
1.7
9.31

-

-

-

-

-

-
-
-

- ''

-
-
.

-

.

-

-

-
.

-

:

-.

-
..

-

-. -

-

-

-

12.51
1.2
2.2

4.9
5.4
10.0
10.7
10.2

8.4
7.3
5.6
5.9
5.0

'3.6
3.6'
3.1
5.6
.2.0

e 1.0
: 1.1
10.7)

-
.-

-

-

-

-

-
t -

-

. -
r -

-

-
-

.

-
..

-.

-

-
-
-

-

-

-.

-

-

-

-
-
-.

-

-

11.73
1.0
2.0'
3.7

e 4.8
4.8
7.2
8:4

A 6.8

7.9
8.2
6.5
6.0
5.7

5.1
/5.1
2.8
2.1

2.3
1.4
1.0
(3.0)

-

-
-
-

-
-.

-

.

-

-

-
-
-

-

...

-
-

._

1
-... "

-

-1Y

-
-

(1.91
1.1

1.4

'1.9
3.5
2.5
3.5
4.3

5.7
4.7.
5.8.
6.1

5.6
6.4
6.6
6.7
3.7

7.9
4.9
4.4
2.3
1.9'

12.01
-
-

-

-.

-

-

-

.

1.2
,

3.7
3.4
1.8
3.,6

5.7
1.9
6.6
5.5

10.6
'12.4-
12.0.
5.4'
5.3

4.5
3.7
3.0
3.1
1.3

.8

.7

.9
2.6
10.33

...

-

.

-

.

-

-
,-:

-

.-

-

-

..-

-.

-
10:9)

lel,
.3

2.3
2.5

8.6
5.7
9.6
8.3
9.6

8.6
,5.2
5.7
4.4 .

' 7.4.

e
4.2
1.5
2.2.
1.9
2.6

1.6
.9
.8

1.9
1.5

0.81
. -

-.

-

-
-.

7

-

-

-

-

-

-

-

-

-
-
-
-

-if

'.

-

-
10.3)

1.0
.7
.8
1.5
5.7

4.3
544
6.6
8.1
.9.0

9.0
7.9
6.2
6.4
6.8

3.6
4.2
2.8
2.8
2.0

1.2
13.91

..

-

-

-
-

-

-
-

-
-
-..

--

-

-

-

-

-

-

c.
.

-

-.

-

-.

-

..
(3.01
1.5

2.5
3.4
4.1
6.5
8.2

.

7.0
8.4
1.2
7.6
'3.8

5.5
7.0
2.9
5.0
3.4

3.4
.8

3.3
1.3
.9

.8
1.4
11.11
-
-
-,1

,.

-
-

-

-

-
-
-

..

-

-

.

1..2

2.8-
7,9

,..,51,15

'.. 3.8
2',. .

iL, .

14 0

13.9
13.3
6.9
0.9

3.7
7,1
2.5
8.9
2.6

1.2
.6

1.7
..h.

2.3

1.2
.8

. 1.2
1.2

. -

-

-

,.

.

-

-

-

..

-

-

-

..

-

-
-
2.1
-
1.9

5.3
.7
.7

2.4
.8

5.6
7.4
1.9
V.1
.1.0

4.1
7.7
4.8
3.5
6.11

7.6
6.2
2.4
3.5
.5

2.2
.2
.6

1.5
10.61

-

-.

-

-
-
-
-
-

-

.

...

-

-.

-..

_

...

-.

1.1
2.7

2.3
.-

2.3
2.0
7.1
1.4
5.4

7.5
12.9
7.9'

12.0
9.5

1.8
4.5
3.2
2.1
3.6

1.6
.7
.5
.5

2.9

4.1
(0.21

-

-
-

-

.

-

...

-

-
-
-
_,

'.-

l-

- .

-

-..

-
-
-

-
1.6
- .
.8
.4'

-
4.3
2:3
0.2

12.9

5.5
. 7.8
12.5
8.2
4.7

2.3
3.5
8.2
3.1
.4

6.3
1.6
3.9

1.2

.4

100.0 10043 100.0 100.0 100.0 100.0 100.0 100.0 100.0 100.0 100.0 100.0 100.0

9,658

$1,065

17,156

$1,306

31.989

11.510

20,287

51,836

7.351

$2.215

1.589

11,104

2,837
.

51,308

4.941 3,184 836

81,563 11,924 .519963

1,080

12014

560

12,847

56

83.325

Seefootnotes at end of table.
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Table 4.. EMploymentdistribution by salary: Professional and administrative occupations-
Continued , .

(Percent distribution of .employees in selected professional and administrative occupations by monthly salary, Untied States except Alaska and Hawaii.' March 1978(

Monthly salary'

11977 AID UNDER 1.4.0to

11,000 AND UNDER SI.D.50.
S1.C50 AND UNDER $1.10U
$1:1.10 AND UNDER 1I.150
111.1:50 AND UNDER $1,20D,
11.233 AND UNDER 111.50

;Attorneys

3.4.

1.7
2.7

13.0
5.2

11.2.5O AND UNDER 11.300 2.2
$1.309 AND UNDER 41.350 9.1
$1,350 AND UNDER 11.400 4.9
$1,4J0 AND UNUER0S1'.450 6.3
11.45U ANUUNULA 61,500 7.,1

11,500 AND UNDER 11,550 6.2
11.550 AND UNDER 410:I00
$1.600 AND UNDER 11.650 3.9
41,653 AND UNDER 81.700 5.7
11.700 ANO -UNDER 41050' -1.5

11.783 AND UNDER 11.,800
41,800 AND'UNUER 81.850
$1.850 ANU UNDER 1I.900
11.900 AND UNDER $8.950
$1.950.ANO UNDER 12000

$2.0u0 AND UNDER $2,050
82.050 AND UNDER' 12.100
.8211161a AND UNDER $2.150
42.180 AND UNDER 14.200
11g200 AND UNDER 12.250

42.253 AND UNDER 12.300
82.300 ANb UNDER $2,350
12.350 ANU UNDER 12.400
82.430 AND UNDER 12.450
82.450 AND UNDER,S2,500

12.503 AND UNDER 1216.00
42.6J0 AND UNDER 12,700
$2..100 AND UNDER 82,800
32.800 AND UNDER 12,900'
42.900 ANU UNDER 13.000

13.000 ANQ..UNDEK 13.100 .
83.100 AND UNDER 53.200 ..
83.200 AND UNDER 113.300
13.300 ANU'UNUER 83.400
83.400 AND UNDER $3,500

43.500 AND UNDER 13.600
83.600 AND UNDER $3.700 ......
43.700 AND UNDER $3,800
113.800 AND UNDER 113.900
'83.900 AND UNDER $4.000

$4.000 AND UNDER 14.100
$4,100 14ND UNDER 84.200
14.20U AND UNDER 44.300
14,300 AND UNDER $4,400 .. ...
44.400 AND UNDER 84.500

1.4:500 AND UNDER 14.606
14.600 ANU UNDER 44.700
84.700 AND UNDER $4.800
$40100 AND UNDER 14.900 ..... 0
$4,900 AND UNDER $5.000

85.030 AND UNDER 16.101.1'.
45.100 AND-UNDER 45.200.
85.200 AND UNDER 45.300i
$5000 AND .UNDER 45.400
85.400-AND UNDER $5,500

45.500 AND UNDER $5,600
85.600 AND UNDER 45.700
15.700 ANU UNDER $5,800
85,0300 AND UNDER 85.900
85.900 AND UNDER $6,000

$6.000 AND OVER
4

TOTAL

NUMBEROf EMPLOYEES
1

AVERAGE MONTHLY SALARY

See footnotesvat end of table,

'2.0 .

1.4
8.3
2.7
.4'

1.0
2.3
10.9)

.3
1.3
1.7
2.2
7.0

8.2
5.4
4.7
7.2
4-s

9.0
8.8
4.7
3.6'
6.4

4.2
3.3
4.6
1.0

.4
2.5
13.6)

1.7

.1=

1.2-
2.4

1.4
3.5
5.3
2.5.
3.3

4.4
3.13
4.9

5.7

5.9
5.5
3.5
5.6
5.6

4.8

4.9
3.9
1.6-

IV . V

2.6
2.2
3.6
6.9
6.4

8.1
7.7
8.8

7.6
4.7
3.2
4.0

4.1

2.0
1.5
1.1

(2.7)

.11.2)

1.0
2.9
1.3
3.0
8.2

6.9
4.5
6.3
10.2

6.0

S.4
1.0
1:6,

100.0 100.0 100.0 100.0 100.0

2.5
4.5
1.9
2.8
5.1

16.8
2.5
2.8
4.2

13.1

3.1
2.0
8.1
1.2
2.5

1.4
1.4
1:4
1.9

2.0
.3
.2

2.3
L___

tdd.o

1.498

$1.474

2.548

81.809

2

$2,311.

le"2,724

$2.796

10862.

13,527,

642

$4.317.

4

19

4,
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Table 4. Employment distribution by salary: Professional and administrative occupations-
Continued
(Percent distribution of employees rn selected Prc lie r;di and admin kw-viva oceupations by monthlftplary, United States except Alaska and Hawaii,' March 1978)

Monthly salary

UNUER $725
1725 ANU UNDER $750
$750 AND UNDER $775.
1775 ANU UNDIR. 1000

$800 AND UNUER $825
1825 AND UNDER $850-
1850 ANU UNDER A875'
1875'ANU UNDER $900'

$900 AND UNDER $9.25

1925 AND UNUER $950
.1950 ANU UNDER $975
$975 AND UNDER $1,000

11.000 AND UNDER $1.050
$1.050 AND UNDER 11.100H
$1.103 AND UNUER 51.150 *

1/.150 AND,-UNDER $1.200
11.0200 AND UNDER 11.250

11.250 AND UNDER $1.300 .
'11.300 AND'UNDER $1.350
$1.350 AND UNDER $1,400 .
11.400 AND UNDER $1.450
11.450 AND. UNDER.$1.500

$1.500
11.550

ANO
AND

UNDER $1.550
UNDER-11.600

$1.600 ANO UNDER 11.650
11:650 ANO UNDER $1.700
11.700 AND UNUER 11.750

11.750 ANU UNDER $1'.800
$1.800 AND UNDER 11.850
11.850 4ND UNDER 41.900
11.900 AND UNDER $1,950
$1.950 ANU UNDER $2.000

$2.000 AND' EM $2.050
12.050 AND U DER 12.100
112.1UU ANO UNDER $2.150
$2.150 AND UNUER $2.200
$24200 AND UNDER 12.250

$2.250 AND UNDER $2.300
$2,300 AND UNDER $2.350
$2.350 AND UNDER $2,400
12.400 ANU UNDER $2.450
42;450 AND UNDER 32.500

r

12.500 AND OVER ...... ..

TUTAL

NUMBER Of EMPLOYEES

AVERAGE MONTHLY SALARY

See footnotes at end of table.

ce-

. 1.2
1.0
1.5
2.8
. .

1.9
3.4
5.8
6.5

'a 5.2
2:6
5.6

. 5.7

10.5
7.9
8.4
5.6
6.3

t.

2.3
3.7
3.2
i.s
2.8

1.3
1.0

(2.41

.

100.0

7,

5.345

31,074

(2.81
1.1
1.1,

2.6
4.0
6.4
7.8
9.e; .

9.5
10.5
7.3

. 7.1
6.5

5,6 '

4.7.
2.9
2.1
2.1

1.7
(4.41

100.0

14.472

31.350

Buyers

ill

$1.632

(1.8)
3.1

-3.4
4:5
4.9
6.0
8.3

8.0
7.2
9.0
6.6
6.8

5.2
5.9
3.2
2.9.
3.1

1.4
1.6
1.7
:1.0
1.0

( 2.73

100.0

15.289

2.13
4.2
4.9.
.5.7

6.5
6.1
7.3
6,2
5.1

3.7
5.6...
4.2
4.5-
4.5

2.8
2.6
2.4
2.3
1.6

8.8

100.0

4,544

$1,988

20
24 ry e
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.Table-4, Employment distribution by salary: Professional and administrative-occupations-
Continued , . .

. .

(Percent clisfIbution of employees in selected prolessioisal and administrative occupations by monthly salary, United States except Alaska and Hawaii,' March 1978('-

Mf

Monthly salary
Job analysts

. .

'UNDER 1900

1960.ANO UNUER 6925
1925 ANU. UNDER 1950
1950 ANU UNOEN 6975 °' A.
11975'ANU UNDER,81.000

Aii,o,..)a-ANO UNDER 11.050 .
.11,050 AND-UNDER- 11,100
61,100 AND UNDER'61.150
$1150 ANO UNDER' S1:200
11,200 AND UNDER .11,250

614250 AND UNDEk 11.300
$1.300 AND.UNDER 61.350
$14353 AND UNDER 11,400
61,400 AND UNDER $1,450
81.450'AND UNDER 101.500

41,500 ANU UNDER 11.550
61.553 ANOUNDER 41,600
111.600 ANU UNDER $1,650
$1,650 ANO UNDER 31,700
$1,700 ANU UNDER 111.750

11.750 ANC UNDER 31.800
'111,803 ANO UNDER 111,850
111,850 ANO UNDER 111,900 .....
11,900 ANO UNDER 111.950
$1.950 ANO UNDER $2,000

A,
82.UDD ANO LINDER $2,050 .

12,050 AND UNDER $2,100
82,100 ANO UNDER $2,150,.
12,150 ANO UNDER 12.200
62.2J0 ANO UNDER 82.250

12.250 ANO UNDER $2,300
12,300 AND. UNDER 12,350 4.
12,353 AND UNDER 12.400
82,400 AND UNDER 12.450
12:450 ANO UNDER 12.500

.'12.500 AND UNDER 62.600
62.600 AND UNDER $2.700
'12.700 AND UNDER 12000
112,8110 AND UNDER 62,900
12,900 ANO UNDER 13,000

13.000 ANO UNDER 13.100
$3,1 ANO UNDE4 113,200
$3,201 ANO UNDER 13,300
13.3(10 AND UNDER $3,400
113,406 ANO UNDER 113,500

113,500 ANO UNDER'83.600
13.600 AND UNDER' $3,700
13.700 ANO UNDER $3,800 our
13.800 AND UNDER 13,900
43,900 ANO UNDER $4,000

14.000 AND UNDER 114,100
14,100 ANO UNDER 84,200
$4,200 AND UNDER 114,100
114,300 ANO UNDER 14,400
114,400 AND UNDER 114,500

1141500 AND UNDER 14,600
84,600 ANO OVER

TOTAL

NUMBER OF EMPLOYEES

AVERAGE MONTHLY SALARY

See footnotla at end of table.

*Cr

1.2

1.5-
3.8 1.1.41
4.7 1.6
11.5

8.3 .3
15.9 .9
14.5
5.0 .7
7.7 30
6.2
2.9
2.1
2.9
2.1

3.5
.6

1.8

.6

1.2

6.6
6.4
12.8
10.8
6.3'

7.5
8.0
4.0

6.8

3.3
41.2) 3.3

3.3
2.1
1.6.

.3
1.0
1.9

(1.9)

-

DireCtots of personnel'_

III '- IV

(2.5)
1.07.;
.6

3.3

5.2
6.0
.6

3.3'
10.0

7.9
10.2
510
3.8

7.5
3.8
5.2
4.8
1.9

2.3
2.5
.8

.6

2.3
1.5
.2

. 9

7.3

4.9
e l

1.0
2.9
4.5

8.6
3.2
13.8
5.9
2.3

.41

3.9
3.4
3.2
5.1

1.9'
9.7
6.3

. 7

.1

1.- 1

1.9

.5

3.2
2.4
3.3

3.1
2.1
1.5
8.4
9.7

3.5
4.3
2.6

-.6 2.7
1.0 (....- 4.9

'.- 7.0
.2 1.4
,./ 3.2

(0.41
3:2
3.4
4.5
1.5
2.3.

.7

. 5

1.0
.2

1.2

(0.4)

2.2

2.8

-a

4.1

10.3
3.1
4.2-
2.7.
7.6

-6.6
7.3
7.4
6.0
6.7

3.6,
2.0
2.7
.3.8
3.5

(0.3)
3.1 '

3.1
4.5
1.7
3.1

9.8
8.4
5.9
14.7
5.2

4.9
3.1
3.1
4.2

2.8
4.9
2.1
2.1
.7

2.1
.7

100.0 100.0 100.0 1 100.0 100.0 100.0 100.0

339

11,170

576

111,529

521 I 937

31,885 11,730

1.879

A2.187

895

82,683.

266

13,403

. 4 21 . lJ .
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Table 4. Employment distribution by salary: Professionayand administrative ocpupations
Continued

.

(Percent drstrIbution of employees in selected professional 8nd administrative occuations by monthly 'salary, United States except Alaska and Hawaii.' March 1978)

t.

Monthly salary

,-.$725,16b.:UNUER $750
. $750'A.VU UNDER 47.75
$775 AND UNDER 4000

, . -

1800.AND UNDER $4k5
$825 44)) UNDER $850
4850 'ANU UNOdR 44175
$075 AND UNDER $900

1.1
.5

.7.2

3.2
5.1
2.0

$900 AND UNUER $925. 4.1
1925 AND UNDER 495U 2.4
4950 AND UNDER 4975 3.1
4975 AND UNDER 41.000

$1.000 ANU UNDER $1.050 '8.6
41.050 AND UNDER 41.100 6.5
$1.103 AND UNDER $1.150
41,150 AND UNDER 441.200 10.3
41:200 AND UNDER 41.250 9.1

'41.253 AND UNDER 41.300
11.300 AND UNDER 41,150 6.6
41.350 AND UNDER 41.400

. 41,400 ANU UNUER 41,450 3.1
$1.450 ANO UNDER 11.500 4.7

41.500 ANO UNDER 41,550' (2.01
.41.550 ANO UNDER 41.600 ..

$ t.soa AND-UNDER S1.650 1

41.650 ANDUNDER 41,700
41.700 ANU UNDER $1.750

41.750 AND UNDER 41.800
111.800 AND UNDER $1,850
41.850 AND UNDER $1,900
$1.900 AND UNDER 41.950i
$1,950 AND UNDER s2,060

$2.003 AND UNDER $2.050
42,050 ANU. UNUER $2,100

.42.100 AND-UNDER 42.150
.74.150 AND UNDER-42.200

42.20U AND UNDER 42.250

42.250 AND UNDER $2.100.
112.310 ANO UNDER 12350
42.350 ANU UNDER 42,400
112.1400 ANO UNDER 42.450
$2,450 AND UNDER 42,500

42,500 AND UNDER 42.600
$2,'600 _AND UNDER 12,70D
424700 ANO UNDER 42.800
42.800 AND UNDER $2.900
42,900 ANU UNDER 43,000 . r--

43.030
A
AND UNDER $3.100

$3,100 AND UNDER 43,200
43.200 AND UNDER 43.300
$4.3410 AND UNDER-43,400
$3.430 AND UNDER. 43.500

11

,o

C

11.8)
1.11

4.9
3.6

9.4

.

7.4
10.0
8.3
7.9
6.9

5.6
4.3
3.4
3.4
3.5

$3,500 AND UNDER 43,600
41.600 AND UNDER 43.700
43.700 AND UNDER 43,800
43.840 AND UNDER 43 '.900'
$3,900 AND UNDER 44.000

44.000 ANO UNDER 44.100
44,100 AND UNDER $4.200
44,200-AND UNDER $4,300
44.300 ANU UNDER 44.400
44.400 AND UNDER 44.500 ***

$4,500 ANU UNDER 44,600
44,600 AND UNDER 441700
44.700 AND UNDER 44,800
44.800 AND UNDER 44.900
$41900 AND UNDER 45.000

45i000 AND UNDER 45,100
$51100 ANO UNDER 45,200 4.
$5,200 AND UNDER 45.300
45.300 AND UNDER $5,400
$5,400 ANO UNDER 45,500

45.500 ANO UNDER 45,600
$5,600AND DYER

TOTAL

NUMBER OF EMPLOYEES

AVERAGE MONTHLY SALARY .

See 'footnotes at end of table.

1.6
1.9
(2.41

(0.5)
1.6
2.3

3.5
. 3.9

5.1
. 5.6

7.8

8.6
8.6
839
7.5

'7.0

5.3
4.6
4.2
3.3
3.0

1.6
1.7
1.2

1 12.7/

12.11 .

'1.2'

1.6
3.1
3.0
4.6
5.6

6.1
8.1
7.3
8.0
9.0

5.4
6.6

. 4.4
6.0
3.2

2.9
3.4
1.9
1.4
s1.6

(1.4)

1.2

1.8 .

3.7

4.04.7

4.6
6.4

6.6
5.2
5.3
5.1
7.4

9.4
7.1
5.5
3.0
2.9

1.4
1.2

I

12.0
1.0

.1.6
1.5

3.4
.

2.7 .1047/
2.8 1.0
4.2 1.2
5.1 .4,

12.4 4.4
11.3 5.2
11.8 4.7
8.1 . 3.6
7.9 17.6

4.4 11.2
5.9 6.1
5.3
2.0 7.6
1.9 6.3

1.3
1.1

412.01

4.9
3.4
3.4
3.3
1.6

1.1
1.0
1.0
.9
.7

' 1.3
12.9)

10.51

1.3
1.8

10.3
2.0

12.5

10.3
2.5

7

5.5
1.8

° 10.5
3.0
4.0

3.0
.8

2.8

1.3

1.3

1.3
.3

1.3
1.5

too.o 1100.0 100.0 100.0 100.0 100.0 ' 100.0 100.0

2.4315

11,124

4139
st,'361

0.630

22

9,667:

41,961

7,583

$20375

3,539

82.759

1.223

$3.244.

.400

$3,930
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Table 4. Employment-distribution by salary: Professional and' administrative occupations-
' Continued

. (Percent disiribution of employees IN selected professional and administrative occupations by monthly salary, United States except Alaska and Hawai March 19781

Monthly salary

UNDER 11,000

$1.003 AN(.15UNUE
11.050 ANO UNDER
11:100 AND UNDER
11,150 AND UNDER
A1.20D AND UNDER

1.1.450

f..,

Engineers.

'

$1 ,050
11,100
11.150
$1.2DD .
11.250

ANO UNDER $1,360
11,300 AND UNDER $1,350
11.350 AND UNDER 11.400 ..
11.400 ANO.UNUEK 11.450
$1,450 ANOUNDER $1.509

112,500 AND.UNDER 614450
14.550 AND UNUER 11,A00

.11.600 ANO LINDER.11,65D
S1.,6504AND-UNDER 11,700

`il1.t700 AND UNDER 51,750.

a

$1.175.13 AND
ANO

11.1850 AO
11,900 AND
114920 ANU

12.000
$2.0)()
'42.100
$2.150
$2.200

.ANU
AND
AND
AND
AND

62.25D AND
y $2,3JOANU
4.741478'83°ANO
,.$2.400 AND
$2,450 AND

62.500 AND
67.600 AND

.12.700.:ANO
12.430 AND
82.90D ANO

N$3,000-AND
1.3.1.QAO AND
$3.200 ANO
13.300 AND
13.100 ANU

113,500..AN0
$3.600 AND
$3,700 AND
13.800 AND
63.900 AND

844000 Aab
84,100 AND
844200 AND,
.84,300 AND
$4.400 AND

.

'14i500.AND
414,1,600 AND
14,700 'ANU'
$.44.800 AND
$4,900 ANO

$5..ou'O AND

_.TOTAL

UNDER
UNDER
UNDER
UNDER
UNDER

$1.$00
$1..8513
$1,900
11,950
12,000

UNDER 32,050
UNDER 12.100
UNDER 12.150
UNDER ,52,200
UNDER $2.250

UNDER 12,3DU.
UNDER 12.350
UNDER $2,400,
UNDER 12.450,
UNDER 12,500

UNDER
UNDER
UNDER
UNDER
UNDER

UNDER
UNDER
UNDER
UNDER
UNUER

UNDER
UNDER
UNDER
UNDER
UNDER

$2,600 a
$2, 700
12,$00
$2000
13,006

SY,100
$3,200
$3,3D0
$39400
$3,500

13,600
A3...700
13,800
$3 ,900
14,000

UNDER 14.100,
UNDER 14,200
UNDER 114,300
UNDER 14,400
UNDER $45500 ..... ,

UNDER 14,600 ......
UNDER..114 .700
UNDER $4,800 4 .. .
UNDER .14,900
UNDER 15,000

1.0

1.8
2.6 F1 41
4.1
8.0

13.7

13.2
12.3
9.5
7.9

1.7
3.0
4.0 .

6.4
9.0

12.0
12.0
11.3

5.3 9.3
3.7
L.8 '6.8

( 1. 9.1 5.2
3.8

2.3
1.7

12.21

11.31

1.8
2.6
4.1
5.6
6.9

8.1
'8.5
8.4
8.2
7.7

6.9
61.7

5.0.
4.4
3.8

3.1
2.6
1.6
1.1

11.7)

V VI VII 'VIII

1.5
2.4
3.2
4.3.
5.2

5.6
6.7.
6.5
7./
7.2

6.8
6.5
5.5
5.2
5.1

3.8
3.3
2.9
2.3
1.9

13:11
1.9
2.0.
3.0
3.4

4.3
4.9
5.5
6.6
6.7

6.4,
6.6
6.4'
5.5'

8.9
6.8
5.1
3.0
2.2

1.0
11.3)

9

et

12.9.

.2.1
2.2'

3.0
.3.9
4.2
5.3'
5.5

11.3
11.6

'10.3
8.7
7.1.

5.5
3.8
3.4
2.1.
1.7

' 12.61.

4.2
6.1

9.7
11.4

11.0
9.0
8.8

. '7::

3.1
3.2
1.7

;( 3.21 .

1

OVER.

. NUMBER OF EMPLOYEES.

AVERAGE MONLNLY 'SALARY::

10.71

1.1
1.5
3.6
3.9
4.2

5.9
5.6
8.6

40.7
8.1

9.0
8.0 r'

6.4
4.6
3.0

4.3
2.3
1.1'
.9

1.5

. . . 100.0 100.0

16,633 ,.32.043

91.969

100:0

81,495

31,683

100.0 100.0 100:0 .100.0

.7

100.0".

.

.73.509: -81,520 39.254
,

.43.672 3,685

$2.089 : 83.043 $3.509

' For scope of study, see table A1 in eppenciir A. 7

'NOTE: To avoid showing 'small proportions of employees scattered at or near
the extremes of the distiributions for some occupations. Theepercentages of employees in

these intervals have been accumulated and are shown in the interval above or below the
extreme iPtervaLcontaining at least percent. The percentages representing these ern
ployees are shown 'in parentheses. 'Because of rounding, sums of individual items may
rYin equal 100.
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Table 5. Employment distribution by salary: Technical support occupations
(Percent distribution of employees in selected technical support occupations by monthly salary. United States exceptAlaska and Hawaii,' March 1978)

Engineering technicians's
Drafter.

Drafters

Monthly salary
11 Ill IV . 1 V.

tracers qr.

H 19

UNDER $525
3 .- - - 2.5 - -

$525 AND UNDER $550 - - 1..4 - - -

11550 ANOUNDER $575 - - 3.5 - -

1575 AND UNDEk $600 : .. G. ... 4(0.3) ... 2.21 , 10.73 - -t

.

1600 AND UNDER 1625 1.5.- - 5.0 1.1 ' -

$625 AND 00E14 11650.' 1.7 - - - 2.9 .9 - -

$650 AND UNDER $675 .Z.1
- - 9.1 2.7 -

.

4675 AND UNDER $700 4.9 - -. -5.9 .2.1 - -

.

. .
. .

.

8700 AND UNDER 1725 3.8 111:11.%. - 5.5 2.9 -

$725 AND UNDER 1750 7.6 . 1.5,-: - 6.4 3.4 11.41

$750 ANL' UNDER $775 5.7 3.0 -- 3.6 5.0 1.b

4775 AND UNDER $800 8.7 3.8 - 5.2 6.3 1.5

.

$800 AND UNDER 4E125 . .: 9.3 3.7 40.91 - 1.6 6.1' .8. -

$825 AND UNDER 4850 7.3 .6.2 1.8 .

-. 2.3' ,5.9 . 1.6

$850 AND UNDER $875 0.7 i 6.6 2.0 - 4:5 6.2 . 2, 7

1875 AND UNDER 4900. 4.8 5.2 2.5 '' 2.1 6.0? 2.8
,

.

.

$900 AND UNDER' 1.925 5.6 8.5 .
2.6 7. - 5.8 6.9 3.1 -

$'925 AND UNDER 49501 . 3.4 5.0 3.0 . _ 1.7 5.4. 3.2 ,

$950 AND UNDER $975, 3.5 i 6.4 3.6 11.5/ - 5.9 4.7 . 4.9 (3.0):

$975:ANO UNDER $1.000: 3.4 5.8 5.0, . 1.1. - 7.8 '3.9 4.5
. .

. i

.
.

-., ,
.

41,000 AND UNDER 41.050 3.0 10.7 8.4 1.6 - 5.6 6.1 9" 2.6.

$0050 ANO UNDER $1.100 2.6 . 9,2 9.8 3.0 - 4.2 5.5 9.9 4.4

41:130 AND UNDER $1.150 2.1 5.6 8.0 1.1 12.11 1.6 2.9 .10.8 '5.6

11..150-11NO UNDER $1.200.
. 3.2 4.0,. _ 9.3 ° 6.5 1.8 .9 4.8 .7.6 15.0

14..200 ANU UNDER g$1.250 1.8 '3.9 9.4 8.1 2.6.... 4.3 6.4 '7.9

. . . ..

!

.

$1...260'ANO UNDER 11.300 3.0. .2:7 8,3 9.:4 '3.3 11.7) 1.8
.

5.3 1.0-

41/340 AND UNDER.14.350 .. .' 11;21 2.1 6.0 11.7 .5.6 . - .1.7 5.3 . 8.2

41:350 AND UNDER4111.400 - 1.0 7.6 , 1b.6- . 8.4, - :1.2 4,8 8.1 .

si.44op AND UNDER $1,450 .... - 1.4 3.7 :9.7 7.8- - 1.3. 3.9 5.9.

$1.450 AND UNDER $1:500 1.0. 2.7 !I.e. '11.3 * '12.11 .2.7 8.1

.
.

, :

.

,
.

.

$1.500.:ANO UNUER $1.550 r 10.8) 4.4 ;6.5 .7.3 - 2.6 6.0
,

$1,5'54.:AND UNDER $1.600 - I - 1.2 ;5-4 -
.8.6 -' 1.4 5.0

$1,600.AND UNDER41.650 .". :7, :4.6 - - 42.71 3.7

$1.650' AND' UNDER.$1.700 .0. ..'. .. - 1.1 ;2.1 . 8.8' - - 3.7

1fi700 AND UNDER 11,750
.

- (0.8) ;1.2 '6.1 - 2.4

.

.
.

.

$1.75.0,.AND UNDER 14.800
.

- - ;112.61 4.7, - - 1.8 .(

41,860 AND UNDER $1.850 ,.. - - 3.6 1.1

$1,850 AND UNDER $1,900 ... - -- - : - 2.5 - 1.1

$1,900 AND UNDER $1.950 2.5 - 1.2

41.950 ANU UNDER $2,000 - - 1.7 - - 01.13.

.

.

$2,000 AND DYER - - - . 2.4 - - - . 4.8

70141.
. 100.0 .100.0 . 100.0 400.0 100.0 100.0 100.0. 100.0 100.0

.

"NUMBER -OF- EMPLOYEES 4.474 14.084 24.915 29.217 .180E18 5.299 17.570 27.038 27:591

.

AVERAU.E.AUNTDLY SALARY' $872 $993 , 41.112 ; $1,359 $1.559 $817 $937 $1.142 $1.408

. %. .

24.
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. Table 5:- Employment distribution by salary: Technical support
occupations - Continued .

. (Percent distribution of employeei in selected techriital suisp ort.occupationsby monthly salary, Onited States except Alaska and ,
Hawaii,' March 19781

Monthly salary

.. .

compup operators
...

I II III IV V. VI .

$475 'AND UNDER 1500 i 0.3 0.5 4 -.
- - .

$500 AND-UNDER $525 1 1.5 1.1 - 4

$525 AND UNDER $550 ....... :3.0 .3
$550 AND UNDER $575 i 3.3 1.4 -
$575 AND UNDER, $600 6.2 . 2.5 - - -

$600 IPD UNDER 1625 9.4 1.8 .. .... -
$625 AND UNDER'$650 9.2 2.5 (2.81 ..

. -
$650 AND UNDER $675 12.0 5.0 2.1
1675 AND UNDER 1700 ... ..; 11.0 5.7. r2.3

. .

$700 AND UNDER $725
.

9.5 4.3 2.3. - . -

$725 AND UNDER $750 4.8 5.8 3.4 - - -
$750 AN UNUER'11775 3.8 4.5 4.7 - ....

$775 AND UNDER 1800 .... 5.9 7.9 .5.0 (3.1). .....

$800 ANU UNDER $825 3.1 4.6 4.8 1.6 -

$825 AND;L/NDER 1850 2.9 4.3 5.6 2.1 10.3) - 4
1850 AND UNDER $875 4.4 4.0 7.5 ..2.7 2.4
/875-ANL.UNDER $900

.

1.6'
.

3.4 -6.6 ''2.7' 1.3 .

$900 AND UNDER $925 1.8 3.9 5.4 3.7 .5
1925 AND UNDER $950 . 1.4, 2.5 5.3 3.4 .8
$950 AND UNDER $975 .6 ' 2.7 5.1 3.6 2.0
$975 AND UNDER $1400 2.7 4.7 '4.3 2.6

.
.

$1,600 AND UNDER 11.050 1.7 11.8 8.1 8.7. 4.3 - 4

$1,050 AND UNDER 11.100 11.9) 5.1 7.5' 10.1 6.9
$1.100 AND UNDER $1,150 - .7.0 4.1 9.6 5.8 -.

$1.150 AND UNDER 11.200 - .6 3.1 8.3 6.8 -
51.200 ANO UNDER $1,250 .8 2.7 8.6, 10.1 14.18

.. .

11.250: AND UNDER 11.300 - 1.9 5.1' 7.2 7.5
$1.400.AND UNDER,$1.350 (1.3)' .1.3 5.5 8.1 8.3
$1,350 AND UNDER $1.400 - 1.0 3.3 . 7.7 12.0
11.400 AND:UNDER $1.450 12,4) 3.3 7.5' 74
$1.450 AND UNDER' $1,500 - - - 2.8 6.9 7.1

$1.500 . AND UNDER.41.550 - ... 1.8 3.5 .8.3
11.550 AND UNDER..$1.600 = ..... --,... 1.3 4.8 15.3
$1,600 AND UNDER $1,650. - .7 3.3 7.6
$1,650 AND UNUER.$1.700 - - - 1.1 .7 6.4
$1,700 AND uNDEA41.750 - 12.2) ..8 is.e

,
11.750 AND UNDER 11.800 - - 1.4 . 1.6
11,800 AND UNDER 11..850

..
.. .. 1.0 5.3.

$1.850 AND UNDER $1:900 - .7. .9.
11,900 AND UNQER $1.950 , . 1.3 1.3.

11.950 AND OVER- - - - 1.3
...---,

.1.6

-

1

:-
TUTAL .100.0 100.0 100.0 100.0. 100.0 100.0

0 .,

., . . .

. .

.

.

NUMBER.OF EMPLOYEES':,.....,.. 5.328 7.111 24,725 15,413 3.666 1,113
. .

.

AVERAGE MONTHLY SALARY $712 $863 '1939 11,145 41,308 $1,514

A

' For scope 6 study, see table A'.1 in appendix A. have been accumulated and are shown in the interval above ori f

. .

.r . ., below. the extreme interval containing at least .1 percent. The
NOTE: To avoid Showing small proportions-of employees Percentages representing theSe employees are shOwn in paren-.

.
scattered at'or. near theextremei of the distriloutiOns for some theses. Because of. rounding, sums of individuatitems may not
occtMations, the percentages of; employees in these' intervals . equal 100,, .'
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'Table 6. Employment distribution by salary: Clerical occupations
(Percent distribution of employees in selected clerical occupations, by monthly salary. United States except'Alaska and Hawaii,' March 1978)

Monthly salary

1400 AND UNDER 1425
'1425 ANU UNDER $450
$450 AND UNDER 1475.
$475 AND UNDER $500

1500 AND UNDER $525
1525 -AND UNDER $550
1550 ANU UNDER $575
$575 AND UNDER $600

1600 AND UNDER 1625
$625 AMU UNDER $650
$650 AND UNDER 1675
1675 ANU UNDER $700

$76C ANO UNDER $725
1725 ANU UNDER $750
$751) AND UNDER $775
$775 AND UNDER $800

$800 AND UNDER $825
'',825 AND UNDER $850
$850 AND UNDER $875
$1175 ANU UNDER 1900

$900 AND UNDER $925
1925 AND UNDER $950
1950-AND UNDER $975.
$975 ANU UNDER $1,000
$1.000 ANU UNUER $1.050

$1,050 ANO UNDER $1.100-
11.100 ANO UNDER 11,150
$1.150 AND UNDER $1,200
$1.200 ANCCUNUER $1,250
$1.250 AND UNDER $1,300

$1.300 AND AiNCIER 11.350
11.350 ANO UNDER 11:400
$1,400 AND UNDER 11,450
$1,450 ANO OVER

TOTAL.

4.

NUMEIER OF EMPLOYEES

AVERAGE MONTHLY SALARY

See footnotes at end of table.

Clerks, accounting '4 . Clerks, file
r.

Key entry operators
Messengers

I H II III I II '

- 0.5 - v - . - 0.3

(0.31
1;1

3.5,
14.2

0.6
4.1

-

-
10.1)
1.2

1.6
6.5

2.6 - 14.5 5.5 1.0 2.4 9.6

5.5, - 13.8 7.8 .6 5.6 8.5

4.3 - 12.6 7.7 105 4.1 11.51
-8

9.3

6..2 ' (1.71 9.0 10.3 2.7 8.0 1. 8.5

6.7 1.2 10.8 8.0 3.7 1 7.8 1.6 7.9

7.0 2.3 6.3 7.8 , 5.1 8.0 4.5 7.8

6.2 2.5 4.1 7.4 5.0 7.7 3.7 4.9

'7.3 3.9 - 3.7 5.7' 5.4. 7.1 5.0 5.7

6.0 4.2 1.8 5.7 5.6 6.2 5.9

5.7 , 4.7 1.0 4.8 . 5.7
'5.2

5.5 6.0 4.1
'3.14.7\ 5.3 (4.21 3..5 4.7 6.4

"5.1 4.9 - 3.7 5.9 5.1 6.0 1.8

4.3 5.1 , 4.0 3.7 6.3 1.5

3.3 4.7 -" 1.0 2.7 5.3 1.1

2.8 4.7 .8 . 3.7 2.4 6.2 1.5

2.7 4.8 - .8 4.2 2.1 5.0 1.8

2.0 3.9 ' 1.6 . .3.0 4.7 1.4

1.9 4.5 .7 2.5. 2.0 4.4 .5

1.1 3.5 1.3 lei Y 3.5 .8

2.1' 3.3 .7 2.6 3.6 1.1

1.9 3:1 .9 2.2 1.0 2.4 , .7

3.1 7.1' - 5.0 1.8 4.0 L.2

1.7 6.4 - 14.1/ 4.2 1.4 ' 3.1 12.9)

1.4 3.1 - -.- 3.6 .9 4.1 -

1.0 3.0 - (.2 1.6 2.0 -

11.e1. 2.2 - - 5.8 1.2 2.2

'- 2.7 - 1.8 (1.4) 1.1

- 2.3 - 1.5 1.1 '

- 1.7 - 11.01 (1.8,)

-... 1.0 - ... -

- 2.1 - ^ - -. -, -

100.0 100.0 100.0 100.0 100.0 100.0' 100.0 100.0

..1-..-

d

.

90.511 74.055 30.384 130421 4.191 64.112 42,435 20,435

$724 1916 $552 $660 -$841 $712 $842 $633
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Table 6. Employment distribution by salary: Clerical occupations--Continued
(Percent distribution tel employee: in selected clerical occupations, by monthly salary. United StatesexCept ,t.laskeand Hawaii,' March 113781

Monthly salary,

. ..,,,.

Secretaries Stenog'
..raphers,

general

. Stenog.
-raphers,
. senior-

Typists

I 11 III . IV V I 11

..i.

UNDER $450 - - - 0.6 . .-
$450 -ANU UNDER $475 - - - 2.3 .... ,

1475 AND UNDER $500 - - - - (0.91 - 5.0 10.8)
k. .

$500 AND UNDER .1525 (1.1) - - 1.2' 8.6 '1.5 .
$525 AND UNDER $550 1.4. - - 2.6 - 7.9 1.9
$550 AND UNDER. 1575. 1.4 11.51 - 3.8 (0.97 ii.c 3. 6
$575 AND LINDER $600 . 2.1 1.1 3.7 1.3 ' 11.0

.

3600 AND UNUER 3625 :4" ' .3.1
.

. 1.5 .

"-\ . -
..,

4.6
.

1.7 8.3 4, 637
$625 AND UNDER $650 *-4.3 2.2 12.01 - - 5.3 2.4 6.8 6.3.
$650 AND UNDER 36,75 .. 6.0 3.8 1.6 11.81 - . 5.6 3.0 6.5 -7.7
$675 AND UNDER $700 . ..-. 6.0 4.0 1.9 1.2 - 4.3 - 3.9 5.4 7.7

$700 AND UNUER 3725 6.4 4.5 2.2 . 1.0 - _5.6 4.3 4.7. 5.9
$725 AND UNDER 3750 6.2 4.8 2.8 1.7 - 5.1- 4.5 4.0," 5.7
3750 AND 'UNDER 3775 7.2 5.2 3.6 2.1 12.31 4.7 2.8 6.1
3775. AND. UNUER $oot) 6.4 5.1 . 4.0 2.2 , 1.6 4.4 -. 4.0 2-4, 5.5

1

$800 Atic UNDER 3 5 6.5 5.7 '4.1 2.4 .1.4 4.8 4.1 1.8" 4.0
3625 AND UNUER B50 6.2 5.8 ' 4.6 2.5 1.5 4:1' -5.5 1.6. 4.1 .

1850 AND UND $875 5.6 6.1. 5.1 3.8 3.1 2.9 5.7. 1.0 3.3 -s
$875 AND UN R $900 ..., s 4,.5 5.3. 4.4 3.0 ., 1.4 3.5 3:7 1.5 2.7

.
.

.

$900 ANU JER $925 4.6 5.8' 5.0 4.4 2.5 4.2 :'4.3 .8 2.4
3925 ANU NUER $950 4.6 5.2 3.7 3.1 .' 2.9 - 4.7 1.4- 2.0
3950 AN UNDER 3975 . .. ,,. 2.2 4.1 4.9 4.3 2.2 4.2 4.6 .7' 2.2
$915 AND 'UNDER $1,000 .. . 1.9- 3.9 4.6 4.7. '2.9. 2.9 3.2 2.1
si.uJo AND ,UNUE R- 31,050 3.8 5.6 . B.7 8.5 7.2 . 4.2 8.9 13.21; .. '3.5

, .
. . .

31.0,50 AND UNDER $1,100 ..,..... 2.5 5.4 7.8 . 8.2 6.2 3.1. -6.8 . .- 1.8
41.100 AND UNDER '$1,150 2.3 3.5 6.4 7.1 8.4 1.4 4.1 1.3
SI, 5D, AND UNDER $1,200 -1.3 2.9 . 5.6- 0:2 7.2. . 1.8 ": 3.4 1.4

-11, 03'.ANJ .LiNUE,R 31,250 1.5 2.1 . -4.3 6.7 8.1 4.4 ., 2.8 2.2
$1 250 AND UNDER $1,300 -1.0 1.8 2.5 5.6 5.6' 2.0 3.7 11.8)

,

$ .3J0 AND UNDER 11,350 (1.11 - 1.2 2.2 3.9 . 6.1 (1.1) 1.9 , -
1,350 AND UNDER $1,400 - 12.3) 2.0 3.2 5.7 1.2

11,400 AND UNDER $1,450 - .

. _ 1.4 2:5 4.6 - , 10.61 -
1...450 ANO UNDER $1,500 1.5 1.8 3.9 -

31.500 AND UNDER $1,550 - 11.61 1.7 2:8 - - -
- . ' _ .:

.

31.550 AND UNDER $1,6.00 - 1.4
.

2-.8
$1.633 AND UNDER 31,650 - '' - (2.41 2.1 - - -
$1,650 AND UNDER 11,100 - - - - 1.8- - - -. -
31,700, ANU LIVER -

.

- - 3.5 - - , - - . .

' TJTAL 100.0. 100.0 100.0 100.0 100.0 100.0 loo:o 100.0 100.0
.

.

- -,

, .

.

NUMBER Ur EMPLOYEES 4 . 39,895 74,557 84,253 53,749' ., 17,863 26,031 27,681 41,210 24,932

AVERAGE MONTHLY SALARY 3817 I 3893 $991 31,065 $1,202 $1319 1918 3648 . $773

' For scope of study, see table A 1 in appeadix A. intervals.have been aceumufa ed and are stawn in the interval above or below the extreme '',
interval containing at least 1 percent. The percentages representing 'these employees,are

NOTE:-to avoid showing small proportioiis Of employees scattered at or near the shown in parentheses: Because of rounding, sums of individual item' may not equal 100.
extremes of the distributions, for some occupations, the percentages of employees in these . .

. .

27
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j:

Tahiti'?" OCcupadonal einploynient distribution: By industry division

(Percent- distribution of emploileel In sets prOlessicrrial;administr five. technical, and clericakoccupations' by rndOstry division," United States except Alaska and Hawaii. March 19781 ,

r -

Odcupatkon 'l
.a

-

.

.
..

Mining
Con

struction
Manu

lecturing

.

Public
utilities'

Wholesale
trade '

- -
Retail
trade

Finance,
insurance,'
and real
estate

Selected
.services'

PR1RFss(CINAL Am.' aCIMINIST.RATIVE

:... ,

'i'-"'
,..

-'

.

-

:'IS)
(5)

..
4 ::

151
151
15)
153
15/

151 '
151

'151

.191
(5)
IS/
(S)
151
(5)
453

15)
151
45)
IS)
15)
151
(51
15)
4

(5)
5-

15)

.45)
15)
(5)
15)
151
15)
151

.

.

-

62
38
70
26
82
56
73
91
74

79
68
39

41.
18
38
31
50
46
39

13
15
8

16
6
8
4

451
a

5
10
10

14

10
10
10
.24
'9

.

.

'

5
15)

15)
(51
151
(5)
151
151

15/
151

9
15)

4.

6,
S

1.5)

'

(5).
6

.4
151
15)
(5)
4

151
(SI

151
15)
'5

13
(51 .

8

4
151

7

:.

9
34

46
(51

11
(5)
15)

15)
151 ,
2t-

16;
66
21
42
23
15
38

.._

b

.

15 /
151

15)
4
4

I5)
6

13

"14
14
10

-151
. 151

11.

Agr...CuNT ANT S'i.: .... ... ;' . ... ,, : .... ... ... . ii ...
Mini TIR i -

/IEF ACCJUNT0.rs ...... ...:.,;-.
A 'T ORTIFyS .. ; .

,

WO ER S
..1.18 ANALYSTS ',... ,4 .....',:, .' ... - . ......
O (AEC ThRS' OR .PERSONNEL
CHEMISTS :i .... .. i.. .'......, ........ ......e:'..
ENGINEERS

, Tgcmtifcc. suo.PoR I.

Eliall'NEE RING TECillHIC I ANS . e '
()RAFT -ERS .'
COMPUTER rIPEK AT'JFIS

f' LLERICAL,

CLERKS. ticc zoNri NG
CLERKS. FILE
KEY ENTRY OPERATORS
mEssEmccfr s
SECRETARIES
STENrIGR APHE RS
TYPISTS

Each occupation Inc! udet the work levels shown in table I.
For scope of study, see table.A -1 in atipendiK A.
Transportation (except U.S. Postal Service), communications; electric, gas. and sani

tary services.

Limited 'to engineering, architecture and surveying services; commercially operated
research devalopment.rend testing laboratories credit reporting gnd collection agencies; corn- jrmi
putfe end data processing services; management, consulting, 'and public relations services; and
noncommercial educatitilnal, scientific, and research organizations. .

'r ' ' Less than 4 percent.-

0
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Table 8. Relative salary levels: Occupation by industry division
. ,

(Relative salary levels for selected pro/1311.16nel, administrativey technical, and clerical occupations' by industry division,' United States except Alaska and Hawaii, Mirth 1978)

(Average salary for each occupation In all Industries. 100) .

Occupation

I

Mining
.

'
Corr
ruction

Menu.
facturing

Public
utilities'

`
.Wholesale

trade;-
Retail
trade'

Finance. ',
insurance,
and real

statee .

Selected
services

.
PROFESSIO:4AL AND ADMINISTRATIVE

'

1.

J

7
108
113

:, 451
--.-'106r-.

112
'108
'117'
107 .

.''308

1.18
115
102

111
loa
108
108
114

97 .

108 .

98 ,
105
451
451'
102
94

151
-.

101

c'

102
100
95.

99
11S
102
92
98
91

.. ', 103

,..

100
105e
101
106
100
104
101
100
100

99
100
10.4

101
110 I,

'105
107
103
103
105

104
105

' 99
97

109
112
109
is)
103-

115
108

.113

120
131

. 121
125
111
108
121

94
151
(53

97
98
7

454.
(4)
-1,51

,

(5)
451
101

.96
106

99
100
100
104
100

. .4.

.

100
97

151
105
100
(5)

196
45)
15/

94
97

93
104

. 96
. 98.

'88
93

100

v .

.

93
92

45/
98"

. 45/
S'S

94
-
45)

-.
(5)

94

SO
93
91
90
90
82

'88

ci

,

.

. 93
15)
45/
.97'
93

(51
.4 51'

, 95
98

101
96
88

.

.

90%
104

'92
100
91

100

ACC CUNT ANTS
AUDITORS ,
CHIEF aCCpuNravrs...
404-09.N:E9S
BUYERS

r
JOB ANALYSTS
DISECTOaS OF PERSONNEL Iv
CHEMISTS
ENGINEERS ... . .

TECHNICAL SUPPORT
.

.

ENCINEF.R.ING TECHNICIANS
DRAFTERS
'COMPUTER OPERATORS

. .

CLERICAL
.

CLERKS, ACCOUNTING
CLERKS.. FILE
KEY ENTRY OPERATORS
ME SSENGFAS
SECaE TeRIFS
ST ENIGR APH.ERS i.

7 vP1 S TS . ,'

' Each Occu lion. includes the work levels shown in table 1. In computing relative
. salary levels for cuPistion by. indUstry division, the -total employment in each work

level in all. Industries. urveyed was used as a constant employment weight to eliminate the
effect of differenceilb..the proportion of employment in various"worltlevell within each
occupation,' .

ieett'ai e, 1 'if. ' Forscope astudy; e e. I aPpendix A.
' Transportatic*1 (except 1..1,-Postal. Service), communications. electric, gas, and

tp

29

Limited to engineering, architectural, and surveying services; commercially oper-
ated research, development, and testing laboratories) advertising; credit reporting and collec-
tidn agencies; computer and data processing services; management, corisulting, and public
relations services; and noncommercialeducationalescientifii`and research organizations.

Insufficient employment in I work level or more to warrant separate presentation f
of data.
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Table 9. Average Weekly hours: Occupation by industry division
4

"Average standard weekly hours' for employees acted professional, administraiive,,technical, and clerical occupatioris' by industry division', United States except.Alaska and Hawaii,

March 1978)

Occupation il Mining O
'

struoctni.o.n
.

Menu-
facturing

Public
utiliiTiss`

,.
.

Wholesale
trade ,

v.

Retail ..

trade

Finance,
insurance, .

and reel
estate

Selected
services'

PROASSSIONAL ANN LOHINISTRAT IVE

.

o

r

39.5
39.0

161
39.5
39.5
'4040

lei
40.0
40.0 .

40.0
40.0
39.5 ,

39.5'
40.0

. 40.0
40.0 .

39.5
39.5-
39,5 '

39.5
40.0

161'
40.0

. 40.0
40.0

leil .-
40.0

.

39.5
40.0
39.5

39.5.
39.5 .
39.5 .

39.5
39.5-

.39.0
40.0

39.5
39.0
40.0
38.5
40.0
_39.0 .

O.0
.39.5
40.0

40.0
40.0
39.5

,,.

39.5
39.5
.39.5-
39.0 ,
39.5 '.
40.0 .

39:5,

39.5
39.0
39.5
39.5
39.5
39.5
40.0

(61
394

40.0
39.0
39.0

.

39.5
. 39.5

. 39,5
.39.0
39.0
39.0
39.5 .

.

. .

,

39.5
161
161

39.5
40.0

-
(63
163.
163

163
(61

39.5

39.5
39.5
39.5
38.5
39,5
39.5
39.0

.

. 39.5
'39.5

161
38.5
39.5
38.0
40.0

16)
..161

-
. 39.0
39.5

39.5
39.5.
'39.5
39.5 .
39.0

- 40.0
39.5

38.0
37.5

161
38.5

161
38.0
38.'0-

161

-
163

38.0

38.0
38.0
38.0

. 38.0
38.0

- -38.0
38.0

.
.

39.5
1.61.
161

39.0
, 39.5

.38.0

.- (6)
39.0
39.5

.0.

39.5
40.0
39.5 :

.

.38.5
39.0
39.5

. 38.5
39.5
.39.0
39.0.

. . . .

ACCCUNT.ANTS
SUOI TORS -
CHIEF ACCounl-A 37S
ATTORNEYS
btriEl s
JOB ANaorsrs b-4. .,

dt RECTORS rIR PERSONNEL
CHEMISTS
P NGINE!,' Rs

T ECM ICAL SUPPDR.T
. .

FNGINEE RI NC. TECHNICIANS
DR Or. Elks -"

c3mPuTEa opERATIAS

CL ER.' I CAL

CLcARS, ACCOUNTING
CLERKS, cIL E
KEY EN rny OPERATORS
-`4E SSFNGEA S
SECRET AA I ES
S TENo3k APNE4 5
TYPISTS,

Based on the standard workweek for which employees receive their regular
straight-time salary. It standard hours were not available, the standard hours applicah.te. for a
majority. .of the office work force in the establishment were Lard, The average for each job
category was rounded to the nearest half hour.

Each occupation includes the work levels shown in table 1.
For scope of study, pee table A.1 in appendix A.
Transportation (except U.S. Postal Service); communications; electric, gas, and'

sanitary services.

5

' Limited to engineering, awhitectural, and surveying services; commercially oper-
ated research, development, and teatinglaboratories; advertising; credit reporting and .collec-
lion agencies; computer and data processing services; management, consulting, end piiblic
relations services; and noncOmmerffial educational, scientific, and research organizations:

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

-;r
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Appendix& Scope and Method otSurvey-

Scope of survey

The survey relates' to establishments in the United
States, except Alaska and Hawaii, in the following in-
dustries: Mining; construction; manufacturing; transporta
tion, communications, electric, gas, and sanitary services
(except the U.S. Postal Service); wholesale trade; retail
trade;. finance, insurance, and real estate; and seleCted
services. Excluded are establishments employing fewer than
the minimum number of workers, as indicated for, each
inchistry djvision in table A-1, at the time of referelice of
the data (March 1976). The variable minimum
rnepl yment size, which was first adopted in: the 1966

survey, apProximates the minimum estahlishMent size M
which the survey occupations are typically found. Smaller
establishpients often do not assign workers the :narrowly
definedcjob duties specified in the survey defmitiOns.
Establishments within the scope of the survey at the time
of prepaTaition of the universe list. are included even &they
employed-fewer than the specified minimum number of
workers when visited;- for the survey. However, establish-
ments found: O be outside of the industrial scope of the
survey during the visit are eXclucled.

The estimated number of establishnients and the total
employment within the scope of this survey, and within ihe
sample actually studied,' are shown for each major industry
divisiOn table A-1. These estimates also are shown
separately for establishments employment 2,500 workers or
more and for those located in Standard. Metropolitan
.Statistical Areas (SMSA's)..1

Time of survey and method of collection

Data collection 'was planned so that the data would
reflect'an average reference period of Mareh 1978. 2

Data. were Obtained by Bureau -field economists 'who
visited a nationwide sample of representative establishments
Within the scope of the survey between January and May.
Employees were classified' according to occupation and
level,. with the assistance of company officials, on the basis

1 The metropolitan area. data relate to all 276 SMSA's (within the
.48 States surveyed) as revised through June 1977 by the U.S. Office
of Management and Btidget. Earlier surveys represented SMSA's
ranging in number from 188 for surveys before 1963 to 263 in the
1975 and .1976 surveys.

2The March payroll period has been used since the 1972 survey.
. The 1967 and 1971 surveyi had a June reference period for all

occupations. Before the 1967 study, the average reference period
was February for clerical and drifting jobs and March for all other'
occupatiOns. , Until 1963, reports- listed "Winter" as the reference
period. FroM 1964through 1966, the more specific designation
"February March" was used.

of the BLS job definitions which appear in appendix C. In
,comparing actual duties and respOnsibilities of employees
:?with those enumerated in the survey defmitions, extensive
use was made of company occupational descriptions,

";1,,organization charts, and other personnel records. s'

Sarripling and estimating procedures

The sampling frame from which the sample' was drawn
for the____1978 _survey was obtained . by Updating and
supplementing the sampling frame for the 1977 survey
using informatiOn obtained from the Unemployment
Insurance reporting systems of the 48 States' within the
scope of :the survey, .All establislinietits in the sampling
franie were stratified by industry group and by -total
employment' (size class).

The sample for the 1978 survey included approximately.
3,930 ,eStablishrnents.3 The sample 'selected for the 1977
survey was retained, for approximately one-half of the
sampled strata (a sample of new establishments within the
survey scope was also .selected from these strata). An
independent 'Sample was selected frOth each of the re-
maining strata. In each of the independently sampled strata,
the sample size, was apprOxiMatelY proportional to total
employnient for the stratum: All.sainples were systematic.
randOm samples.

In combining the data,, each establishment was weighted.

according to the .inverse of its probability of selection, so

that unbiased estimates of universe totals Were generated. If
data, were not prOVided by a sample member, 'weights of*
responding sample establishments within the same stratum

'were adjusted to account for the missing estahlishment..No.
adjustment was made for' establishments which were de-
terrnined to be iout of busineis or out of the StFope of the
survey at the'titne..cif- data collection. In t'he March 1978:
survey, daere not availahle from about 12 percent of
the sampleibers (representing 2,228,000 employees in
the total universe); an additional '3 perCent (representing .
444,000 employees) of the sampled establishinents were
either out of business or out of the scope of the survey.

Nature' of data collected and reported

31

Reported salaries are standard' salaries paid for standard
'work schedules,.i.e.,- the straight-tithe salary corresponding
to the 'employee;' normal'work schedule excluding over-

_3A few of tie largest employers, together employing
approximately 1,160,000 workers, gaVe data on a companyWide
.basis. These companies were eliminated from the universe to which'
the *. procedure described applies. The sample count includes the
establishinetits of these companies within the scope of the survey.
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Table A1 Number of establishments and workers within scope of survey and number studied, by industry division, United States, March 1978

.

industry division'

.

Minimum

employment

in establish-

ments within

scope of

:survey

-Within -survey Studied "-'

Number
,

of

iestablsh-

ments

. Workers in establishments

Number of

establish.

ments

.

Workers in e tabl lshmentc

Total

Professional,

. administrative,

supervisory,

and clerical?

Total

,

Professional,

administrative,',

Supervisory,

and clerical2

i

. . .

United States-all industries3

Manufacturing , ,

Nonmanufacturing;

...Mining

Oanstructlon 0

Transportation, communication, electric, gas,

and sanitary services '

Wholesale trade

Retail trade

Pinance, insurance, and real estate

Selected services6
,

Metropolitan,areas-all industries

Mandfacturing ; ' ..

NonManufacturing:.

Mining

Construction '

Transportation, communication, electric, gas,

iand sanitary services

Wholesale trade

Retail trade'

Finance, insurance, and real estate , ....,........ .

Selected services6 .. ..', . . .,... .. , . .. . .... .

Establishments eMploying 2500 workers

or more-all industries

Manufacturing

4100-250

260

250

' 5100.250

'100 .

250..

. 100

100 ..

..- -

,

4100-250

,

250

250

5100-250

. ,100

'.; 250

.100

100

...
.

4100.250

.:,

.

36,554

,

18;637

442

516

3,534

3,689

3,296 a

5,377

1,163 .

29,284

13,376

244

473

2,641

3,239

3,112

5,072

1,127

.

'987

.

513

, 21,301,102

.12,153,018

324,126

275,428

.

2,562,859

765,475 :

2,736,508

2,031,302

. 453;086

17,709,780

9,245;862

172,561

248,829

2,268;280

714,601 ',

2,668,531 .

1,949,361

441,75,5.

,6,430,147

3,716,934

,

8,867,777.

3,746,710 .

.109,415

105,443

1;244,169

422,739

887,859

1,971,103 .

380,339

8,074,257:'

3,214,976

74,194., :.

101,772 .

1,145,651

404,916

872,038

1,889,162

.. 371,548 .

2,884,848
.

1,394,556

.

'

3,605 .'

1,880,....,

77'

53

.

: 436

228

394

392

145.

2,970

1,408 ''

39

'42 .

373

211

381.

376

140(

.0 761

449

6,995,437

4,080,552

88,354

61,294

1,203,988

56,447.

809,793

.535,107

169,902

.6,423,677

. 3,626,20

,

.47,713

,, 38,00

1,168,8

54,8

. 804,385

528,822

., 164,783

.5,085;

3,057,

0

.

,

.

if:

9

7

14

84

3,116,155

'. 1,448,836

35,473

, 26,352

,

641,853 0

35,221

270,931

520,779 ,..

136,711

2,972,254 .

1,345,965'

23,132

24,628

626,875

34,617

' 269,317

': 514,494 ,

I33,226

2,301,546

.

- '1,136,394

'As defined in the 1972 edition of the Standard Industrial Classification Manual,

U.S. Office of Management and Budget.

?Includes executNe, administrative, professional, superVisory, and clerical employees,

but excludes technicians, drafters, and sales personnel.

. sEstablishments With total employMent at or above the minimum limitation

indicated in the first column; excludes Alaska and Hawaii. ,

4Minimum employment size was 100 for chemical and allied products; petroleum

refining and dated industries; inachinery,, except electrical; electrical maciiinery;

equipment; and supplies; trensportatiOn equipment; and4 instruments and 'related

products, Minimum size was 250 in all other manufacwrigfthdustries.

s Minimum employMent size was 100. for railroad, transportation; local and suburban

transit; deep sea foreign and domestic transportation; air; ransportation; communica

jetions, electric, gas, and sanitary services; and pipelines; arid 250 for all other traniporta

tio'n industties. U.S. Postal Service is excluded from the Su y.
.

6Limited to eng)neering, architeettfral, and surveying ser ;Otis; commercially operated

'research, 'development, and testing 'laboratories; advert sing; credit reporting and .

'collection agencies; computer and data processing services; ana;ment, consulting, and

public relations services; and noncommercial educatio al, scientific, and research

organizations, .

?Standard metropolitan statistical areas iii the Unite StateS, except Alatka and ..

Hawaii;. as revised through. June 1977 by the U.S. Office of anapent and Budget.

37
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time hours. Nonproduction bonuses are excluded, bilt. -
cost-of-living payments and incentive earnings are inchided..
Average salaries are for full-time employees for 'whom
salary data are available:

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 increases4ven to
individuals while in the same work level catego, but they
also, .rnay reflect other factors such as employee - turnover,
expansions or reduetionS in the work force, and changesin'
staffing' patterns within establishments with different,,salary
levels For exaMple, an expansion in force may increase the
proportion of employees at the minimum of the salary
range established for a work level, which would tend to
lower the average,. whereas a reduction or a low turnover in
the .work force may have the opposite effect.- Similarly,
prornotions of employees to higher work levels of profes-
Sional alid. administrative occupations may affect the
average .of each level. The established salary ranges for such
occupations are relatively Wide; and promoted
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.nriini. m Urri.
Occupations most likely to -reflect such: changes in the
salary averages are the higher levels of professional and
administrative Occupations.:and:single-incumbent po4tions
such as chief accountant and director of personnel .4

Some :companies had an established policy of not
disclosing salary data for some of,. their.. employees: Often
this policy related to higher level positions because these
employees were considered part of the management group
or were classified in categories which 'included only one
employee. In nearly all instances, however, information was
provided. on the number .'of such employees and the

1

within the scope of the survey and not just for the
establishments actually studied.. An occupational employ-
ment estimate was derived by multiplying the full-time
employment in the occupation in each sample establish-
*lent by the establishment weight and then summing these
results.

Employees whose salary tata were t available were
'r not taken into account in the estimates. so not taken into

account were the few insta ces in which salarry iLdata were
, available but there, was no tigfactory b sis for classifying

the employee's by work level. In ddition, survey
occupations were limited to.employees meeting the specific
criteria in each survey efinition and were not intended o
include all employees n each field of work:6 For these
reasons, and, because of differences in occupational
structure among establislunents, estimates of occupational
employment obtained from the sample of establishments
studied indicate only the relative importaned of the
occupations and levels as defined for the survey. These
qualifications of the employment estimates do not mate-
rially affect the accuracy-of the earnings data.

Wherever possible, data were collected fo men and
women separately. For clerical occupations in hich both
men and women are commonly employed, separa e data by
sex are available from the Bureau's area wage survey
reports compiled .by metropolitan ary2 Occupations and
work levels in which women accounted for 5 percent 'or
more of the employment were distributed acCordineto the
propOrtion of women employees as follows:

Women (percent)

95 or more
90-94

appropriate occupatidnal classification. It was thus possible 85-8980.84

to estimate the proportion of employees in each category 60-64
45-49
40-44
35-39

for whom salary data were not available.In all. but 9 of the.
78 occupational' levels surveyed, the proportion of em-

. ployees fOr whom salary data were not available was less
than 5Percent.

Comparisons between establishments that provided
salary .data for each specific occupational level and those
that did not, indicate that the two classes of establishments
did not differ materially in industries represented, eyiploy-.
ment, or salary leVels for otherlobs.in this series for which
data were available.

Occupational.' employment counts generated by the
Survey are estimates. of the total for all establishthents

4These types of occupations also may be subject 'to greater
sampling error, as explained in the paragraph headed "Estimates of
sampling error."

Those with 5 percent and over were: Chief. accountants 1,, II,
and 6, 6, and 9 Percent, respectively ;attomeys Ar and VI-6
and .14 percent, respectively; directors- of perSonnel II, and

IV-9, 12, and 18 percent, respectively; and chemists
percent:

.... ..

Occupation and level

File clerks I and secretaries I and V
Accounting ,clerks I, file clerks I and II,
key entry operators I and II, secretaries
II, III, and IV, general stenographers,
and ,typists I and II
Senior stenographers
Accounting clerks II
Job analysts II
Messengers
buyers)
Job analysts III, chemists 1, and com
outer operators I I*

30-34 Accountants I and drafter-tracers
25-29 Computer operators I
20-24 Accountants II, auditors I, job analysts

IV, chemists II, engineering technicians
I, and computer operators HI

15 -19 . Auditors II, attorneys 1 and II, buyers II,
and directors of personriel I

10-14 4 Accountants 'chemists Ili, engineer-
ing technicians II, diafters I, and com-
puter operators IV

5-9 Accountants IV, auditors III, attorneys
III, IV, and V, bUyers III, directors of
personnel II and III, engineers I, en-
gineering techniCians I I!, drafters.' I, and
computer operators V .

Conversion of salary rates

Salary data were collected from company;-riceirl
their most readily available form, i.e., weekly, giwe kly,
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semimonthly, monthly, or annually. For the initial tabula-
tions, the salary data were first converted to a monthly
basis. The factors used to convertithese data are as follows:

Payroll basis Conversion factor

Weekly 4.3450
Biweekly 21 725
Semi moth hly 2.0000
Monthly 1.0000
Annual . ... ..... ... .0833

All salaries were rounded to the nearest dollar. To obtain
annual salaries in tables 1 and 2, average monthly salaries
(to the nearest penny) were multiplied by 12 and rounded
to the nearest dollar. .

Method of determining mean, median,
andand quartile values

The Mean sala (average wage rate) for a specific.
4 occupational level as obtained by. dividing total wages for

that level by the otal employment for the occupational
level. Median and quartile values were derived from
distributions of employees by salary using $1 .class intervals.

Annual Valiies wer4 obtained by multiplying monthly values

by 12..
.

Estimates of sampling-error

The survey procedure yieldi estimates with widely
varying sampling errors, depending on the frequency with
which the job occurs and the dispersion of salaries. For the

6Engineers, for example, are defined tb classify employees
engaged in engineering work within a band of eight level's, starting
with inexperienced engineering graduates and excluding only those
within certain fields of sp'ecializttion or in positions above thdle
covered by level VIII. In contrast, occupations. such as chief
accountants and directors of personnel are definedio,include only
those with responsibility for a specified program and with)luties
and resp.onsibilities as' indicated for each of the more limited
numbier of-work levels selected for study.

Job analysts flit 3.75 percent.

\

1

r

78 surveyed occupational work levels, estimated rel tive
'standard errors of the average salaries were distributi as
follows: 53 were under 1 percent; 21 were 1 and under 2
percent; 3 were 2 and under 3 percent; and 1 was over 3
percent.' Standard errors measure the validity of the band
within which the true average is likely to fall. For this
survey, there is a,70-percent chance that the true value of a
salary rate lies within a band, of values defined by the
reported average-plus and minus two standard errors.

Methods of computation of annual percent increases

The percent increases for each occupation in text table 1
were obtained by adding the aggregate salaries for each level
in each of 2 successive years and dividing the later sum by
the earlier sum. The resultant relative, less 100, is the
percent increase. To eliminate th6 effects of year-to-year
employment shifts, employment in the most recent year
was multiplied by the average salaries in both years.
Changes, in the scope of the survey. and in occupational
definitions were incorporated into the series as soon, as two
Comparable periods were available. Increases, fOr each of the
two broad occupational groups (the professional, adnain-H
istrative, and technical support group; -clezieand the at.:

group) were obtained by averaging the increases Of the
occupations within the group. Increases for all 'survey
occupations combined. were deterrnined by averaging the
increases for the two broad occupational groups. Annual
increases were then linked to obtain changes that have
occurred since this.series was begun and to computeaverage
annual .rates of increase for each occupation and.gron0 and
for all occupations combined.

Yeargo-year percent increases for each group specified
in text 'table 2 -antk.9art 1 were .determined by adding
average salaries for all occupations in .the- group for 2

.Consecutive.years,.dividing the,later sum by the earlier sum,
shifting the decimal two places to the right, and.stibtracting
100. Changes in tlf scope of the survey or in'oCcupational

.definitioni 'were fncorpelated into the series as , -scan . as
comparable data for '2 consecutive periods were available.
The 17-year trends in 'text table 2 wereobtained by linking

_changes for the individual periods.
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Appendix B. Survey Changes in 1978

nges in occupational definition's

Minor revisions were made to the definitions of buyers
and keypunch operators, and the titig' of the latter was
changed to "key entry operators." The revisions were made

to facilitate classification and better relate .the definitions
to duties and responsibilities asp they exist in private
industry. Evaluation of survey data and collection ex-
perience revealtil that the revised definitions had little
effect on matches made in the previous survey and did not
affect coinparisOns of data' for trend purposes.

ti
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Appendix C. Oc'catational.Definitions

The primary purpOse of preparing job definitions for the Bureau's wage surveys is to assist

,;its, field staff in clissifying into appropriate occupations, or levels within occupations, work-
ers who are emploM under a variety of payroll titles aid different work arrangements froM
-establishment to-establishment and from area to area This permits the grouping of'occupa- -
tional wage rates representing comparable job content. To, sectre comparability of job
content, some occupations and work levels are defined ;o include = only those workers Meet

ing specific criteria as to training, job functions, and responsibilities. Becanse of this empha
sis on interestabliihment and interarea comparability of occupational content.; the Bureau's
Occupational definitions may. differ signilleantly from those in use in indivi ual eitablish-
ments or those prepared for other ptirposes. Also see note referring to the mitions for the
drafting and clerical occupations at the end. Of this'appendix.

Accountants and Auditors

Performs professional aiEcibliViting work requiring knowl-

edge of the them)/ and practice of recording, classifying,
examining; and analyzing the data and records of financial
transactions. The work generally requires a bachelor's de--

gree in accounting or, in rare instances, equivalent experi-
ence and education combined. Positions covered by this
definition are characterii by the inclugion of work that is
analytical, creative, ev$14.1a we, and advisory in nature. The
work :draws upon,:and require.i a thorough kriOwledge of the

fundamental doctrines; theo-ries, principles, and terminolo:
gy of accountancy, and often.entailS some ynderstanding of
such related.. fields as business law, statistics,'and general

minagetnerik (See also chief accountant:
Professional responsibilities intaccouhtant positio

above the entry and.clevelopmentaLlevelS inclu
such duties as:

.

AnalYzirtg the effects of transactions, u yr ccount
relationships; , ..

Evaluating 'alternative means of treating ,transac ons;
Planning the manner in Which account struct res

sho.ld be developed or modified;
ssuring the adequacy of the ece'ounting. systeii as

the basis for reporting to management; .... I1

'Considering the need fornew or changed controls; -
"Projecting accounting data to show the effects of perz

,.

posed; plans' on capital investments, income, cash f'rosi-
don, and overall financial condition; (

Interpreting the meaning of accounting records, re-
ports, and .statements;

Advising Operating officials on accounting matters;
and

Recommending improvements, adaptations, or revi-
sions in the accounting system and procedures.

(Entry and developmental level positions.provide oppOrtu-
nity-l.f.o develop ability to perform professional duties such
as those-enumerated above.)

In addition to' such prOfessional work, most accountants'
are also responsible for assuring' the proper, recording .and
documentation of transactions in the accounts. They, there -

fore, .frequently direct nonprofessiOnal personnel in the ac-
tual day -to -day maintenance of books of accounts, the ac-
cumulatfon of cost or other comparable data, the Prepara- ,
thin ofstandard reports and statements; and'sithilar work..
(Positions involving such supervisory work. but not includ,
ing professional duties as deScribed aboVe, are not included

in this description.)
Excluded are accountants whose priAlfpal or sole dyties

consist of designing or impro,ng accounting systems or
other nonoperating staff,,,,v1ioA, e.g., financial analysis, fi-

nancial foisecastiit, tax adviiing, etc. (The criteria that fol-
low for distinguishing among the several levels of work are

inappropriate for such jobs:) Note, however, that profes-
sional accountant positions with responsibility for record-
ing or reporting accounting data relative to taxes are in-

\s--,Lcluded, as are operating or cost accountantswhose work
inchides, but is not limited to; improvement of the account-
ing system :.

Some accountants use electronic data processing equip-
ment to proCess, record, and report accounting data. In
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some such cases .the machine' unit is a Subordinate segment ,

of the:accounting system; in others it is a separate entity or
is attached to some other organization. In either instance, .
provided that the prtnaary responsibility of the position is
professional accounting work of the type otherwise:inclhd-
ed, the use of data. processing equipment -of any type does
not of itself exclude a position from the accountant de,
scription nor doe.s it change it level.

Accountant I

General characteris'tii.s. At this beginning prafessionallevel,
the accountant learns to apply the princOles, theories., and
concepts oTaccounTilig lb a specific sy-stenr.-Th-epdsitipii is
distinguiShable from nonprofessional positi6ns by the vari.;
ety-of assignments; rate and scope of development expected
°lithe incumbent; and the existence; implicit or explicit, of
a planned training program designed to give the entering
accountant practital experience. (Terminal positions are ex-
cluded.)

Direction received: Works under close supervision of an ex-
perienced. accountant whose guidance is directed primarily
to the development of the trainee's professionalability and
to the evaluation. of edvancement potential. Limits of as-
signments are clearly defined,. methods of proceduce are
specified, and kinds of items to be noted and referred to
siipervisor are identified.

problems.Is expected to be competent in the application of
standard. prodedures"and reciuirements to -routine- transac- .

tions, to raise questions about unusual or questionable
items, and to suggest solutions. (Terminal positions' are ex-

-eluded:).

Direction received. Work 'is reviewed closely to verify its
generift accuracy and coverage.of unusual problems, to in-
sure conformance with required prkedures and special in-
structions, and to assure professional growth. Progress is
evaluated 'in terms of ability to apply professional knoWl-
edge to basic accounting problems in the day-to-day opera-
tions Of an established accounting system.

Typical duties and responsibilities. Performs a variety of
accounting tasks such as: Examining a variety of financial
statements for completeness; internal accuracy, and con-
formance with uniform accounting classifications Or Other
specific accounting requirements; reconciling reports and
financial data with financial statements already on file, add
pointing out apparent inconsistencies or errors; carrying out

_assigned stepsin an accounting analySis, such as computing
'standard ratios; assembling and summarizing 'accounting
literature on a given subject; preparigg relatively simple fi-
nancial statements -not involving problems of analysis or
presentation; and preparing charts, tables, and other exhibl
its to be used in reports. In addition to such work, may also
perform some nonprofessional tasks for training purposes.

Responsibility for direction of others. Usually none.

Accountant II

General characteristics. At this-cohtinuing developmental
level the profeSsional accountant makes practical applica-,
tions of technical: accounting practices and concepts be-
yond the mere application of detailed rules and _instruc-
tions. AssignmentS are designed to expand practical expeii-
ence and to' deyeloP professional judgment in the applica-
:tion of basic accounting techniques to' Siniple professional
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Typical duties and .responsibilities. Performs a variety of
accounting tasks, e.g., prepares routine working ;papers,
schedules, exhibit's, and summaries indicating the extent of
the examination and presenting and supporting findings and
recommendations; Examines a variety of accounting docu-
ments to verify accuracy of computations and to ascertain
that all transactions are properly supported, are: in accor
dance with pertinent policies and procedures,,and are classi7
fled' and recorded .kCcording to acceptable accounting stan-
dards.

Responsibility for the direction of others. Usually none,
although` sometimes' responsible for supervision of a few
clerks.

Accbuntant III

General characteristics.: PerforinS. professional operating or
cost accounting work requiring thestandardized application
of well -established `accounting ;principles, theOriek, eon-,
apts., and practices. Receives detailed instructions con-
,ceining the overall accounting system and its objectives,,the
policies and procedures under which itis operated,'and the
nature. of changes in the system or its operation. Character-
iSticallyythe accounting system or assigned segment is sta-
ble 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 wOrkloadinvolved, the accountant
may- have-such assignments as supervision of the day -to -day
gperation of: (a) The entire systeen of a subordinate estab-
lishMent, or (b) a major Segment (e.g., general accounting;
'cost accounting; or' financial statementkkand reports) of a
somewhat larger system; or (c) in a very' large and. complex
system, may be .assigned to a relatively narrow and special-
ized segment dealing with some problein, function, or por-
tion of work which is itself of the level of difficulty.charac-
eristic of this level.

Direction received. A higher level professional accountant
normally is available to furnish advice and assistance as
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needed. Work-,is reviewed for technical accuracy; adequacy
of professional judgment, and compliance with instructions.
through spot Checks, appraisal of results; subsequent pro-
cessidg,=analysis of reports and statements, and Other appro-
priate means.

.>"

Typical dutieS and responsibilities. The primary responsibil-
ity of most positions at this level is to assure that the as-
signed day -to -day, operations are carried out in accordance.
With 'established, accounting principles, policies, and objec-

tives. The accountant performs-.such professional work as:
Developing nonstandard reports and statements (e.g., those

containing cash forecasts reflecting the interrelations of ac-
counting, cost,. budgeting; or: comparable information); in-

terpreting and pointing out trends or eviations rom san-
dards; projecting data into the future; predicting the effects
of changes in operpting programs; or identifying -manage:

.
ment infOrmational needs, and refining account structures

q4.refiOrts accordingly.
- Within the 'limits of. delegated responSibility, makes day-
to-slay .decisions concerning the accounting treatment of
financial transaCtions..is expected to recommend solutions

to complex problems and propose changes in the account-
ing system for approval at higher levels. Such recommenda--
lions are derived from personal knowledge of the applica-

tion of well-established principles and practices.

Responsibility for the direction of others. In most instances
is responsible for supervision of a subordinate nonprofes:
sional staff.

Accountant IV
1

General. characteristics. Performs professional operating or
cost accounting work. which requires the. application of
well-established accounting principles, theories, concepts,
and practices to a wide variety of 'difficult problems. Re-
ceives instructions concerning the objectives and operation
of the overall, accounting system'. At this level, compared .

with level HI, the accounting system or assigned segment is

More comPlex; i.e., (a) is relatively unstable, (b) Must ad-

just to new or changing company operations, (c) .serves or-
ganizations of Unusually large size, or (d) is complicated by
the need' to provide and coordinate separate or specialized
accounting treatment and reporting (e.g., cost accoti

using standard cost, process cost, and lob:order-techniques
for different operations or divisions of the company.

Depending upon the workload and .degree .of coordina-.
tion involved, the accountant IV may have such assign-
ments as the supervision of the day to-day operation of: (a)
The entire accounting system of a subordinate establish-
.

nient, or (b) a major segment (e.g., general accounting; cost
accounting; or financial statements and reports) of an ac-

'counting system serving a -larger arid more complex estab,
lishment, or (c) the entire accounting system of a large

(e.g., employing several thOusand. persons) subordiante es-
tablishment which in other respects has an accounting sys7

tern of the complexity that characterizes level III.

Direction received. A higher level accountant normally is
available to furnish advice and assistance as needed. Work is
reviewed by spot checkS and appraisal -of results, for ade-
quady of profesSional judgment, Compliance with instruc-
lions', and overall accuracy and quality.

Typical duties and responsibilities. As at level HI, a primary
characteriStic of most positions at this levelis the responsi;
bility of operating an accounting system or ,major segnient

of a system in the intended manner.
1"11Y--accoun an II .1 I

making frequent appropriate ,tecommendations for: New
accounts; revisions in the account structure; new types of
ledgers; revisions in reporting system or subsidiary records;
changes in instructions regarding the use of accounts; 'new

or refined account classifications or definitions; etc. AlSo

makes day-to-day decisions concerning the accounting
treatment of financial transactions and is expected to rec-
ommend solutions to complex .Problems beyond incum-
bent's-scope of responsibility..

ResPOnsibility for direction of others. Accounting staff su-

pervised, if any, may include professional accountants,.

Accountant V

General characteristics. Performs professional operating or
cost accounting work which is of greater than average pro-
fessional difficulty and responsibility because of the pres-

ence of unusual and novel problems or the unusual magni-
tude -or impact of the accounting program. Typically this
level of difficulty arises from (a) the large size of the ac-
counting and operating organization, (b) the atypical nature.

of the 'accounting problems encountered, or (c) the unusu-
ally great involvement in accounting systems design and
developmen t .

Examples of assignments characteristic of this level are
the supervision of the day-to-day operation of: (a) The en-

. tire accounting system of a subordinate establishment, hav-

ing an unusually novel and complex accounting system, or
(b) the entire accounting system of a large (e.g., employing

severs housand persons) subordinate establishment which
in other respects has an accounting system of the complexi-
ty that characterizes level IV, or (c) the entire accounting
system of a company or corporation that has a -relatively
Stable and conventional accounting system and employs
several thousand persons and has a felk subordinate estab-
lishments which include accounting units, or (d) a major
segment of an accounting. system that substantially exceeds
the characteristics described in any one of the preceding
exam pies.
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Direction received.- An accountant of higher level nornially
is available to furnish advice' and assistance:as needed. Work
is reviewed for adequacy of professional judgment, compli-
ance with instructicin4, and overall quality.

Typical duties and responsibilities: The work is character-
ized by its unusual difficulty or responsibility. 4.ccountants
V typically are directly concerned on a relatively `continu-
ous basis with what the nature of the: accounting: system
should be, with the devising or revising of the oiaerating
accounting policies and procedures that are necessary, and
with the managerial as well as the accounting Meaning of
the reports,and statements forWhich they. are ,responsible.
Accountants V are rieeessarily deeply inv6lveld in funda-,

normally do not require or permit- professional audit work
to be performed.)

Auditor I/

General charactdiStick As a.trainee,anditOr at the entering
--professionil level, perforrns a variety .of .routine assign-

ments: Typically, the trainee is rotated through avariety of
tasks under a planned training-program designed to provide.
practical experience in applying the principles,theories, and
concepts of accounting and auditing to specific situations.
(Terminal positions are excluded.)

Direction received. Works ,under close supervisibn of an ex-
perienced auditor whose guidance is directed primarily to

. the development of the trainee's professional ability and to.
. .

the eVpluation of advancement. potential. Limits Of assign-
mentsments are clearly defined, methods.of procedure are speci-
fled, and kinds of items to be noted and referred to super-
visor are identified,

mental and complex accounting matters and in the manage-
rial problems that are affected..

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

AUDITOR.

Performs professional auditing work requiring a bathe-.
lor's degree in accounting or, in rare instances, equiralent.
experience and echication combined. Audits the ,firialkiak.l.
records and practices of a company, or of divisions or coni-
ponents of the corriPany, to appraise systematically. and
verify the accounting accuracy of: records and reports.and
to assure. the consistent application of accepted accounting
principles. Evaluates the adequacy of the accOuntingsystem
and internal financial controlS. Makes appropriate Iecom-
mendation for improvement as necessary. To the extent
determined necessary, examines the :transactions entering
into the balance sheet and the transactions. entering into
income, expense, and cost accounts, Determines:..

The existence of recorded assets (including the obser-
vation of the taking of physical inventories) and the all-
inclusiveness Of recorded

The accuracy of financial staternents' or reports and
the fairness of presentation of facts therein';
' The propriety or legality of transactions;

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

Excluded are positions which. do. not require full profes-
sional accounting training because the work is .confined on
a relatively permanent basis to repetitive, examinations of a
limited area of company operations and accounting pro-
cesses, e.g., only accoUrits payable and: receivable; demur-
rage records and related functiOns, or station operations
only of a railroad company; -branch offices which ,do not
engage in the full range of:banking andaccounting activities
of tie main bank.; warehouse. operations only of a. mail
order company: checking transactions to determine.wheth-
er or not they.: conform to prescribed routines or proce-
dures. (Examinations of such a repetitive or limited nature

Typical duties and responsibilities. Assists in making audits.
by performing such tasks as: Verification of the accuracy of
the balances in various records; examination of a variety of
types, of dOcurnents and vouchers for accuracy of computa-
tions; cheCking transactions to assure they are properly doc-
umented and have been recorded in accordanCe with cor-
rect accounting classifications; verifying the 'count of inven-
tories; preparing detailed statements, schedules, and stan-
dard audit working papers; counting cash and other assets;
preparing simple reconciliations; and similar functions.

Auditor U

General ,cha raateristics. At this continuing deVelopmental
level the pirofessional auditor serves as a junior member of
an audit team, independently performing selected portions
of the audit which are limited in scope and complexity.
Auditors at this level typically have acquired knowledge of
company operations, policies, and procedures, (Terminal

a positions, are excluded.)
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Direction received. Detailed instructions are furnished and
the work is reviewed to the ex-tent necessary to verify its
general accuracy and coverage of unusual problems, to in-
sure conformance with required procedures and special in
structiOns-, and to assure the auditor's professional growth.
Any technical problems not covered ,by instruclions are
brought to the attention of a superior. Progress is.evafuated
in terms of ability to apply professional knowledge to basic
auditing situations.

Typical duties and responsibilities. Applies knowledge Of
accounting theory and audit practices to a.. variety of rela-
tively simple professional problems in audit assignments,.



www.manaraa.com

including such tasks as: The verification. of reports agaihst
source accounts aniVrecOrds to determine their reliability,
reconciliation of bank and other accounts and verifying the

''',detail of recorded: tfansac dons; de tailed 'exarrtinattons)of
cash 'receipts 'and disbursement vouchers, payroll recbids,
:requisitions, work orders, receiving. reports, and other ac-
coUnting documents: to ascertain that transactions-are prop:
erlY: supported and are recorded correctly from'an account-

ing or 'regulatory standpoint; or preparing'Working papers,
schedules, and summariO.

Auditor III

General characteristics. Work' at this level consists of the
audit of Operations and accounting processes that 'are rela-
.vely stable, well-established, and typical of the industry:
he audits _primarily involve the collection and analysis Of

eadily available findings; there is preVious audit experience
.Ahat is directly applicable; the audit reports are normally
prepared irf a -prescribed forMat using,a standard method of
presentation; and feW if any Major problems are anticipat-
ed. The .work performed requires the application of. sub-
stantial knowledge of accounting 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.

Typical duties, and responsibilities. The auditor ,examines
transactions and verifies accounts; observes and evaluates
accounting procedures and internal controls; prepares audit'
working paPers and submits an audit report in the required
-pattern 6ontaining recommendations for needed changes or
improvements. Usually is responSible for selecting the de-
tailed audit methods to follow, chebsing the audit sample
.and its size; determining the extent to:Which .discrepancies
need to be investigated,, and deCiding the depth of the anal-
yses required to support reported findings and conclusions.

Examples of assignments inVolvingWork at this level:

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 systeni with,fe.w or'ho
subordinate, subsidiary,. or branch 'accounting records)
.or of FomParable segments 'of larger companies.

As a member of an audit team, independently accom-
plishes varied audit assignments of the above described
characieristics, typically major segments of complete au-
dits, or assignments OtherWise limited in scope. of larger
and more complex companies (e.g., complex in that the
accounting system entails cost, inventory, and-cOmparar
ble- specialized systems integrated with the general ac-
counting system).

Illustrative of such assignments are the audit and initial
review of the accounting treatment and validity of re-
porting of- Overhead expenses in a large manufacturing or
maintenance organization (e.g., major repair yard of a rail-
road); or, the checking, verifitation, and. balancing of all.

accounts receivable and accounts payable; or, the analysis
and verification. of assets and reserves; or.,:the inspection
and evaluation of accounting controls'and procedures".

Auditor IV

General characterisitcs, . Auditors. at this .level are experi-
enced professionals who apply a thorough knowledge of ..1
accounting, principles and theory in connection with a yari-
etylof audits:Work at this level is characterized by, the.'

.

audit of. organizations and accounting processes which are
complex and difficult becau: It' of such factors as: Presence
Of new or changed prOgrams and accounting systems;. exis-
tence of major specialized accounting - functions (e g.,_cost
..accounting, inventory accOuntingrsales accounting), in.ad-
di tion to general accounting; need to consider extensive and
'complicated regulatory requirements; lack of or.:: difficUlty
in obtaining information; and other .similar factors. Typical-
ly, a variety of different:assignments are-encountered over a
period of time, e.g., 1. year. The audit repcirts prepared are
'comprehensive, explain irregularities, cite rules or regula-.
tiOns violated;' recommend remedial actions, and contain
analyses of items of special importance or interest ,to com-
pany. management.

Direction received. Within an established audit prbgram, has
respOnsibility for independently planning and executing au- 7
dits, Unusually. difficult problems are discussed with the
supervisor who also reviews completed assignments for ad-

, herence 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 experi-
ence and plans.are of limited applicability.

Included. in the .scope of work that characterizes this
level are such functions as Evaluationof 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
pr6curement and ,supply management records, controls, and
procedures; and many others..

Examples of assignments involving work at this level:
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As a. team leader or working alone, independently
plans and conducts audits of the complete accounts and
related operations of relatively' large and complex com-
panies (e.g., complex in that the accounting system en-
tails cost, inventory, and comparable specialized ac-
counting systems integrated with the general accounting
system) or of company branch, subsidiary, or affiliated
organizations which are individually of comparable size
and complexity.

45
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As a member of a audit team, independently plans
and accomplishes audi asSignmentSz.that constitute ma-
jor segments of audits pf very large and complex organi-
zations, for:example, t ose with financial responsibilities
so 'great as to involve sqesialized 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 complck organizations, for example, those
with financial responsibilities so great as to inVo,Ve special-
ized subordinate, subsidiary, or affiliate accounting systems
that are complete in them;elves; or are .team members as-
signed to major segments of audits of even larger or more
cOmplex-organization-s.

CHIEF ACCOUNTANT

nonaccounting functions. (Positions of such breadth are
sometimes titled .comptroller, budget and accounting =nal.
ger, financial manager, etc.)

Some 'positions responsible for sup vising general ac-
. .counting and one or more other major acc unting activities

but which do not. fully meet all of the' responsibilities of a
chief accountant specified above may be covered by the
deSCriptions for accountant.

Chief accountant jobs which meet 'the characteristics de-.
It'sqibed are clasSified by 'level of work'' according to

(a) authority and responsibility and (b) technical complex-
ity, using the table accompanying the definitionsgyhich I-

low.

IFTri.. As the. top t c -1 ical expert in accounting',:is responsible
for directing the aecounting.Program for a coinpany or for.
an establishment of a company. The minimurn accounting
program includes: (1) General accounting (a'ssets, liabilities,
income, expense, and capital accounts, including responsi-
bility for profit and loss and balance sheet statements); and.
(2) at least one other major accounting activity, typically
tax accounting, cost accounting, property accounting, or
sales accounting. It may also include such other activities as

.
.,

payroll timekeeping, and mechanical. or electronic data
processing operations which are an adjunct of the account-
ing system. (Responsibility for an internal audit program is
typically not included.)

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

.

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

. ,i
2. Supervising, either directly or through subordinate'

c-

supervisors the operation of the system with full man-
agement responsibility for the quality and qUantity of
work performed, training and .development of subordi
riates, work scheduling and review; coordination with
other parts of the organization served, etc.; .

. 3. 'Providing, directly or through an official such as a
comptroller, advisory service's to the top management
Officials of the organization served as to:

a: The' status of financial resources and the finan-
cial 'trends or results of operations as revealed by ac-
counting data, and selecting a manner of presentation
that is meaningful to management;

b. 'Methods for improving operations as suggested,
by an expert knowledge of accounting, e.g., proposals
for improving cost control, property management,
credit and collection, tax ',reduction, or similar Pro-
grams..

ExclUded are positions with responsibility for the ac-
counting program if they alsO include (as a major part of
the job) responsibility fbr budgetint,' wor meiiitirerne,ut;
organizatiOn, methods, and proceddres s dies,: or similar
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Authority and responsibility

AR-1. The accounting system . (i.e., accounts, procedures,
and reports to.be used) hasbeen presskibed in considerable
detail 'by higher; leVels in the COM pany or organization. The
chief accountant has final, unreviewediautbority within the
prescribed system, to expand it to fit the particular needs
of the 'organization served, e.g., in the iollowing or compar-
able ways:

Provides greater' detail in accounts and reports or fi-
nancial statements; r,/'

Establishes additional accOunting controls, accounts,
subaccounts, and subSidiary (cords; and

Provides special or interim report and statements
heeded by the manager responsible for the day-to-day
oberations of the organization served.

This degree of authority is tyj4cally found ai a plant or
similar subordinate establishment:

'AR-2:- The basic accounting system is preScribed in broad
outline rather than in specific detail. While certain major
financial reports, overall accounts, and general policies are
required by the basic system, the 'chief . accountant 'has
broad latitude and authority to decide' the specific meth-.
ods, procedures, accounts, report's, etc., to be used within
the organizational segment served; _Approval must be se-
cured from higher levels only for those. changes which
would basically affect the broad requirements prescribed by
/such higher levels. Typical responsibilities include:

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

Extending cost accounting operatiOns to areas not
previously covered;

Changing from one costaccounting Method to anoth-

Expanding., the utilization of computers within the
accounting process; and
. Preparing accounting reports and statements reflect-

- ing the events and progress of the.cntire organiiation for

Insurrieient data were obiiiinecijor levOl V townrrant inespntal
tion of average salaries.

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

Lev?'
Authority

and
responsibility'

Technical
complexity'

Subordinate profes5ional accounting staff

AR-1 TC-1 Only. one or two ProfessiOnal accountants, who do not ex
definition.

the accountant Illjob
:

II

Or

Or
AR-3

TC -2 About 5 to 10- fir dessionar accountants, with at -le ptte or. two mat' fling the
accountant IV jotillefiriition. . . ...-

, .

.

. :
Abotit 5 to 10 prof ess'ional accountants.-MO11/-st of these match theaCcountalt` Ill job

'definition, but dne or two may match the accountant IV job definition.
.,

Only one or two professional ac ountarits, who do not exct he accountant IV job.
definition. .

III AR.-1

Or

Or

AR-2

AR-3

TC -3 About 15 to 2t professional,accour ants..At least one or two match the accountant V
job det

TC-2 About 15 to 20 professional accountants. Many of these match the accountant IV job
definition, but some may match the accountant V job definition.

About 5 to 10 prdfessional accountants. tVlost of these match the.accountant Ill job .
definition, but one ortwo may match as high, as accountant V.

TC-1

Or

AR -2 P-3

AR-3 TC-2

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

About 15 to 20 professional accountants. Most of these match
a

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, and -3 and TC-1,.-2, and -3 are explained In the accompanying text

which incumbent is responsible; often consolidating data
submitted by subordinate segments.

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

AR-3. Hai: coMplete.'responsibility for establishing and
maintaining the franiework for the basic .accounting system
used in the company, subject 'only to general policy guid-
ance and, control from- a higher level .company official re-

, sponsible for general financial management. Typical respon-
sibilities include:

. Determining the basic characteristics of the corn-
pany'saccounting system and the specific accounts to be
used; . -

Devising and preparing accounting teporth And state-
merits required to meet management's needs for data;

.Establishing basic 'accounting pOliCies, interpretationS,
and pro4-edures; ,

Reviewing and taking action on proposed revisions to
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the company's accounting system suggested by subordi-
nate units; and . .. .

Taking final action on all technical ccounting mat-
ters,.

CharacteristicallY, partici ates extensively, in broad corn-
pank manageMent process by providing .accounting ad-
vice, interpretations, or rec rnmendationsbased on data ac-
cumulated in the accounting system_ and on professional-'
judgment and experience.

Technical complexity

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

TC-2. The organization' which the accounting prograin
serves has a relatively large number of functions, products',
work processes, etc.; which require substantial and frequent
adaptations of the basic system to meet management needs-
(e.g., adoption of new accounts, subaccounts, and subsidi-

.
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ary records; revision of instructions for the use of accounts;
improvement or eNplvision of methods for accumulating
and reporting cost data In connection with new or changed
work processes).

.Provide for the 'solution, of problems for which no
clear precedents' exist; or.

Provide for the development ol- extension of account
ing, theories and practices to deal with problems to
which these- theories,, and practices have not previously
been applied. ,

The organization whicii the accounting program Subordinate staff
serves Puts a heavy :demand ort)he accounting'organization
for specialized and extensive adaptations of the basic sys- In table C-1 the nu ber of professional accountants su-
tern to meet management needs. Such 'demands arise be pervised is recognized be a relatively .crude criterion for
cause the functions, products, work processes, etc., of the distinguishing between various levels. It to be considered
organization are very numerous, diverse, uniqui; or special- less important in the matching prOcess than the other crite-
ized, or there are other comparable complexities. Conse ria. In addition to the staff of-professional accountants in
quently, the accounting. system, to a considerable degree, is the system for which the-Chief accountant is responsible,

71deVeloped--well treyond established priaelplesnd -aecoUn tthefe-acc--c-leriCal,michine-opization,- book keeping, and re-
ing practices in order to , .- -fated personnel.

°

Attorneys,

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 re-
quires completion of law school with an LL.13: degree (or

_the eqUiValerit) and admission to the bar. Resmnsibilities or
functions include one or. more of the following or cornpar-
able:duties: .

Preparing and reviewing various, legal instruments and _
documents, such as contracts; leases; licenses, purchases,
sales, real esta,,t,g, etc.; . ,

Acting as agent of the company in its transactions;
Examining materiar (e.g., advertisements, publica-

tions, etc.) for legal implications; advising, officials' of
propOsed legislation which might affect the company;

Applying for :Patents, copyrights', or. registration of
company's prodUcts; procesSes, 'devices,'and trademarks;

Advising whether to initiate or defend lavisuits;'
Conducting pre-trial preparations; defending the corn-

panY in lawsuits; and . .

Advising officials on tax Matters,. governMent regula-
tions, and/or corporate-rights.

Excluded from this definition are:

Patent work which requires profe§siOnal. training. in
addition to legal training (Opiially, a degree in engineer-, ,

ing or in a science);
Claims examining, claims investigating, or similar

work for which projessional legal training and bar niern
bet:shit', is not essential;

Attorneys, frequently titled "general counsel" (and
their immediate full assodiate§ or deputies), whO serve as
Company officers or the equivalent and are resPOrisible .

for participating in the overall management and formula-.
tion 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.)
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Attorney jobs which meet the above definition are to be
classified in accordance with table C-2 and the definitions
which follow.

Difficulty

D-1. Legal questions are characterized by: Facts that are
well established; clearly applicable legal precedents; and
matters not of substantial importance to the organization. 'It
(Ustrally relatively limited sums of money, e.g.,,a few thous-
and dollars, are involved.),,

Examples of D-1 work:
Legal investigation, negotiation, and research.prepara-

tory._to defending the organization in pbtential or actual
lawsuits involving alleged cnegligence where the facts can
be 'firmly. established and there are precedent cases di-
rectly applicable to the situation.

Searching case reports, legal documents, periodicals,
textbooks, and other legal ,references, and preparing
draft- opinions on employee Conipensation or benefit
questions when there is .a substantial amount of clearly
applicable statutory,-regulatbry, and case material.

6
Drawing up contracts and- other, ,legal documents in

?-k cotinection with real property transactions requiring the
development of detailed information but not involving
serious questions regarding' title's to property or other.
major factual or legal issues:

, -1

D-2. Legal work is regularly difficult by reason of one or
more of the following: The absence of clear and directly
applicable legal .preeedents; the different possible interpre-
tations that can be 'placed on the facts, the laws, or the
precedents involved; the substantial importance of the legal
matters to: theiorganization (e.g., sums as large as $100,000
are - generally direttlY or involVed); the matter is
being. strongly pressed or contested in forMal proceedings
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Table C- . Criteria for Matching attorneys by level

Level
Difficulty Responsibility

of legal work' of job'
Experience required

This is the entry level. The duties and
responsibilities after initial orientation
and training are those described in D-1
and- R-1.

Completion of law school with an LLB. or J.!). degree plus admission to the bar?

or

13,1 .. R-2

D -2 R-1

Sufficient professional experience (at least 1.year, usually more) at the "D-1" level
-to assure competence as an attorney.

11
or,

D-2 R-2

D-3

At least 1 year, usually more, of professional experience at the "D-2" level.

or
fl 3------->ttensive-prefessionai-expecienee at the '-'41.2"..or_a_higher_l

D-3 R-2

V D-3 R-3 Extensive professional experience at the "D-3"?level.

vl b3 R-4 Extensive professional experience at the "D-37 and "R-3" levels.

D-1; -2, -3 and R-1, -2, -3, and -4 are explained in the accompanying text.

or in negotiations by the individuals, corporations, or gov,
ernment agencies involved.'

Examp4's..of D-2 'lark:
Advising On th' legal implications of advertising rep-.

'resentations when the facts supporting- the representa-
tions and the applicable precedent cases are .subject to
different interpretations.

Reviewing and adVising on ;the-implications. ofneW or
revised laws affecting the organization. .

Presenting 'the organization's defense in court 'in a
neglige ce ,lawsuit which is strongly pressed by counsel

rganized group. '
iding legal counsel on tax 'questions complicated

for an
:Pr

by the absence of precedent. decisions Iliat4re directly
_applicable to the organization's situation.

D-3. Legal work is typically. complex and difficult becau!e
of one or more of the following: ..The questions are unique
and require .a high order of original and creative legal en-
deavor for their solution; the questions require extensive
research. analysis and the obtaining and evaluation of
expert. testimony regarding. Coritroversialissues in- a sciebtif,"
ic, financial, dorporate organization-, engineering,,, or other
highly technical area; the leaf matter is of critical impor-
tance to the organization and is being vigorously preised or
contested (e.g., sums such as $1 million or more are geneial
ly .direetly or indirectly involved).

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

eral antitrust laws to projected greatly expanded market-
ing operations involving joint ventures with several other
organizations.

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

Preparing and presenting a case before an appellate
court where the 'case/ is highly important to the future'
operation of the o 'on and is vigorously contested

Serving as the principal ounsel to the officers and

o
by very-'distitiguished, (e.g. having a broad regional or
national reputation) legal tal nt.

staff of an insurance company on the legal' problems in
the sale, underwriting, and administration of group, con-
tracts involving nationwide or' multistate_ coverages aria
laws. ,

..PerfOrming the principal legal work in a.ii:imr outine
:revision..revision of the Company's charter or in effectuat-

ingneiv major financing steps.

Responsibility

r.12-1. Responsibility for final action is, usually limited to
matters covered"by legal precedents and in which little devi-
ation from standard practice is. involved. Any decisions or
actions having a significant bearing on' the organization's
business'are reviewed: (Is given guidance iri the initial stages
of assignment, e.g., in planning and, legal:research
and studies. AssignMents are' then carried out with Moddr,.
ate indepeAdence although guidance is generally available

and is sought fromitime to time on problem points.)
.

R -2. Usually works independently in investigating.thefacts,
Searching legal piecedents, defining the. and factual
issues, drafting necessary legal-documents, and'developing
conclusions and recommendations. Decisions having an im
portant -bearing on the organization's business are reviewed.
(Receives information from supervisor regarding unusual
circumstances or important policy consideraticins pertaining
to a legal problem. If trials are involved, may receive guid-

14%°.4.44

4D
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ance. from'a supervisor regarding preSentation,line of ap-
proach,. possible line of opposition to be encountered, etc.
In the case of nonroutine written . presentations the final
product is reviewed carefully, but primarily fOr overall
soundness of legal, reasoning and consistency with organiza-
tion. policy. Some (but not all) attorneys make assignments
to one Or more lower level attorneys, aids, or clerks.).

P-3. Carries out assignments independently and makes final
legal determinations in matters of substantial importance to,
the organization. Such determinations are subject to review
only for consistency with company policy, possible prece.

.dent effect, and overall effectiveness. To carry out assign-
ments, deals regularly., with company officers and top level

_........manage men t officials and---K4ifeis-r-or7nttrates egtrrarly7--
with senior attorneys and officials in Other.cOmpanies or in
gornment agencies on various aspects of assigned ,work.

..(Receivea little or no preliminary instruction on legal prob-
lernS and a ritinimum of technical legal ,supervision. May
assign and revie.w.work of a few attorneys,1?ut this is not a
primary responsibility.)

R-4. Carries out assignments which entail independently
planning investigations and .negotiations on legal problems
of the highest importance to the organization and develop-

BUYER

mg cOmpleted briefs, opinions, -contracts, or other legal
products. To carry out assignments, represents the -organiza-
tion. at 'conferences, hearings; or trials and personally. eon;
fers and negotiates with toP',atiorneys and top-ranking offi-
cials in private -companies or.in government- agencies. On
various aspects of assigned work may give advice directly

tand personally' corporation officers and top level Manag-
ers, or may wo,r1(41-irough the general counsel of the com-
pany in advisingofficers. (Generally receives o preliminary

-instruction on legal problems. On matters re uiring tie con-
centrated efforts of several attorneys or o er specialists, is
responsible for directing, coordinating, and reviewing the
work of the attorneys involved.)

OR
As a - primary responsibility, difec the work of a staff of

attorneys, one, but usually more, f whom regularly per-
for D-3 legal wOrk,..'With resp 't to the work directed,
givesNadvice directly to corporat On officers.and top mana
gerial officers, or may give such advice through the general'
counsel. (Receives guidance as to organization policy but
no technical supervision or assistance except when request-
ing advice from, or briefing 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.)

Buyers

Purchases' materials, supplies, equipment, and services
(e.g., utilities, maintenance, and repair). In some instances
items are of types that must be specially designed, pro-
duced, or modified by the vendor in accordance with draw-
ings or engineering speCifications:

Solicits bids:, analyzes quOtations received,od selects or
recommends supplier. May interview ptospAtive vendors.
Purchases'. items and services at the most favorable price
consistent= Withsettiality, qupitity. specification require-
ments, aria other factors., Prepares or supervises preparation
of purchase orders, from rd.quisitionS. May 'e= xpedite delivery
and visit vendors' Officeiandplaas.

;.- Normally, purchases are unreviewed When they
,
are con-'

sistent with past experience, and are, in conformance with
established .rules and policies. Propdsed purchase transac-
tions that deviate.frOin the usual or from paSt experience 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.

x- In addition to the work described abbve; some (but not
all) buyerS direct the work of one or a few clerkS who
perform, routine aspects of the work. As a seCondary, and
subsidiary duty, some buyers may also 'sell or' dispose of
surplus, salvage, or :used materials, equipment, or supplies.
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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
tliv highest level that characterizes at least a substantial
pOrtion of the buyer's time.

Excluged are:
.

a.
,

Buyers of itemsfOf direct Sale, eithe.;xliolesale or,
retail;

. b. Brokers and. dealers buying for clients or for in-
vestment purposes;

c. Positions that specifically require professional edu-
cation and qualifications in a physical science or in en-'qualifications
gineering (e.g., chemist, mechanical engineer);

d. Buyers who specialize in .pui-chasing a single or a
.

few related items of highly variable quality such as raw
cotton or wool, tobacco, cattle, or leather for shoe up-
pers, etc. Expert personal knoWledge of the 'item -is re-
quired to judge the relative value of the goods offered
and to decide the quantiiy,. quality, and price of each
purchase in terms of its probable effect on the organiza-

..tion's profit andcompetitive. status;
e. Buyers whose priliCipal responsibility is the super-

. vision of other uyers or the management, direction, or
supervision of a p rchasing program;

f. Persons predominantly Concerned with contract or
subcontract adminsitration;

g. Persons whose major duties consist of ordering,



www.manaraa.com

IS .11 GI I"

reordering, or requisitioning items under existing, con-
tracts; and

.h Positions, restricted to clerical functions or torpur-,
chase exPediting work.

Buyer

Purchases "off-the-shelf" types of readily available, com-
monly used materials, supplies, tools, furrtute; services,
etc.

Transactions usUally, involve local retailers, wholesalers,
jobbers, and manufacturers' salesfrepresentatives.

Quantities imirchasecleberally small- amounts, e:g.,
those available frorri local sduroeS.

Examples, of items purchased include: Common statio-
nery and office supplies; standard types of otficefurniture
and fixtures.; standard nuts, ,,bolts, screws; janitorial and
common building maintenance and common
building maintenance' or common utility services or office
machine repair services. ,

Buyer II

Purchases "off-the-shelf" types of standard, generally
available technical items, materials,- and services. Trans-
actions may involve occasional modification of standard and
common usage items, materials, and services, and include a
few stipulations about unusual packing, marking, shipping,
etc.

Transactions usually involve dealing directly with manu-
facturers, distributors, jobbers, et(.

Ouantitiel of items 'and, materialsnp.iirchased may be rel-
atively large, particularly-iii the' case of contracts -for con-
tinuing supply over a period :Of time.

May be responsible for locating or promoting possible
new source's of supply. Usual' is expected to keep abreast
of''rnarket trends, changes in business practices in the as-
signed,,markets, new:or altered types 'of materials entering
the market, etc. -u.,

Examples of items purchased include: Industrial types of
handtools;, standard electrpnic parts, components and com-
Ponent test inStaurnents; electric motors;' gasoline service
station equiPment ; PBX or other specialized. telephone se rv-
ices; 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 .1 when the quantities purchased

. are large So 'that local sources of supply are generally inade-
quate and the buyer must deal directly with manufacturers
on a broader than local scale.

Buyer III

Purchases items, materials, or services of a technical-and
specialized nature. The items, while. of a common general
type, are usually made, altered, or customized to meet the
user's specific needs and specifications.

Transactions usually require dealing with maneacturers.
The number of potential vendors is likely to be small and
price differentials often reflect important factors (quality,
delivery datdS and places, etc.) that are difficult to evaluate:

4:" The quantities purchaSed of any item or service may be
large.

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

I '.
opments. May b'e required to locate new sources of supply.

Sornipositions may involve assisting in the training or
superilising of lower level buyers or elerkS.

Examples of items ptirCh5'sed include:: Castings; special
%flu d ed shapes of normal sizend material; special formula
paint S.; electric motors of special shape or.speetls; production.

'equipment; special packaging of items; 'and raw materials in
,substantial quantities or with special characteristics.

Buyer IV

Purchases 'highly complex and technical items, materials,

or services, usually those specially de'signed and manufac
tured exclusively for the purchaser.

Transactions require dealing with manufacturers and of- /-

ten involve persuading pOtential vendors to undertake the
manufacturing of custom-designed items according to com-
plex and rigid specifications.

Quantities of items and materials purchased are often

'large fn order to satisfy the requirements for an entire large
organiiation for an extended period of time. Complex
schedules of delivery are often involved. Buyer detertnines
appropriate quantities to Joe contracted For at-any given

period of time.
TransaCtions are often: complicated by the presence of

one or more such-matters as inclasion of: Requirements for
0. Spare parts, preproduction samples and testing, or technical

literature; or patent and royalty provisions,
Keeps abreast of market and product developments. De-

velops new sources of supply.
In addition to the work described above, a few potions

may also require supervision over a few lower level buyers
or clerks. (No position is included in this level soiely be-
cause supervisory duties are performed.) .

Examples of items purchased include : Special , purpose

high cost machinetOols and production-facilities; specialized ;
condensers, boilers, and turbines; raw materials of critically
important characteristics or quality; parts, subassemblies,
Components, etc., specially designed and made to order (e.g.,

.- communications equipment for, installation in aircraft being ,

manufactured; component assemblies for missiles and'rock-
ets, and motor vehicle frames).

46
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NOW:: Excluded are buying positrons above level IV.
Some buyers above level IV make pdrchaies in such unusu-
ally large quantities that they can affect the market price of
a commodity or produce other significant effects on the
industry or rade concerned. Others may purchase items of
either ( traordinary technical complexity, e.g., involv-
ing th oute o§t limits of science .or engineeritt , or

JOB ANALYST

PerforrinS work involved in collecting, analYzin and de=
ve oping occupationa s ata re ative tojobs, job qualifica-
tions, and worker characteristics as a bisis for compensating
employees in a fair, equitable, and- unifOrm .manner Per-
.forms such :duties as studying and analyzing jobs and-pre-
. Paring descriptions of duties and responsibilities and of the.,
'physical and mental requirements needed by workers; eval-
Uating jobs and .deOrivining. appropriate wage or salary ley-
els in accordance- with their difficulty and responsibility;
independently conducting or participating with representa-.
tive§ of other companies in conducting compensation stir
veys within a locality or labor market area; assisting in ad-

: In) ni§te ring merit rating programs; reviewing chnges in
wages. and salaries indicated by surveys and recommending
changes in pay scales; and auditing individual fobs.to check
the propriety of evaluations and to apply current job classi
ficatiOns. (Positions also., responsible for supplying manage-
merit' with a high technicallevel of advice regarding the
solution of broad personnel management problem§:should

. be ex luded)

(2) unusually high individual or' unit .value. Such buYers of\
ten persuade suppliers to expand their Plants or convert
facilitiei to the:production of new items or services. These,
types of buying functions are often performed by program
managers or company officials who have.primarY responsi-
bilities other than buying.

Personnel!. Management

Job Analyst I

As a trainee, performs work in designated areas nd of
limited, occupational scope. Receives immediate su rvision
in assignments designed to provide training in th applica-
tion of established methods" and techniques of job analysis.
Studies the least difficult jobs and prepares reports for re-
view by a job analyst of higher level.2

Job Analyst II

StucVs, describesand. evaluates jobs in accordance with
established procedures. Is usually assigned to the simpler
kinds of both wage and salaried,jobs in the establishment.
Woiks indePendently on. such: assignments but is limited by
defined area of assignment and instructions of superior.

Job Analyst Ill

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 conductin.g.surveyspf broad compensation
areas. May .assist in developing survey methods and plans..

eive§ gene_ralLs_uper_vision but responsibility for final ac-
tion is limited.

Job Analyst IV
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Analyzes and evaluates a4variety of jobs in accordance
with established evaluation systems and procedures, and is
given assignments which regularly include responsibility for
the more difficult kinds of jobs. ("More difficult" means
jobs which/ consist of hard-to-understand work processes;
e.g..professional, scientific, administrative, or technical; or

.jobs in new or emerging occupational fields; or-jobs which
are being established as part of the creation of new organi-:
nations; or Where other special considerations of these types
apply.) Receives- general supervision, but responsibility for
finale action is :limited. May participate in the development
and installation of evaluation or compensation systems,
which may include those for Merit' rating programs: May
plan survey methods and conduct or direct -wage suaveys
within a broad compeniation arei.

Insufficient data were obtained for level I to warrant presentat
tion of average salaries.

DIRECTOR_ OF. PERSONNEL

Directs a personnel management program for company
or a segment of a company. Serves top management Offi-
cials of the organization as the source of advice and-assis-
tance on personnel management matters and problems gen-
erally; is typically consulted on the personnel implications
of planned cI in management-policy .Or prOgram, the
effects on the organization of economic or market trends,
product or production method changes, etc.; represents
Management in contacts with other companies, trade asso-
ciations,. government agencies, etc.,' dealing primarily with
personnel management matters.

. .

TyPically the director of personnel for a ',company re-
ports to a company officer in charge-Of indiistrial relations
and personnel management activities or an officer of similar'
level. Below the company level the. director of personnel
typically reports to a company officer or a high manage-
ment tficial who has responsibility for the operation of a
plant, stablishment, or other segment of the company.'
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"

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

1. Administering a job evaluation systern..,i.e..; a sys-..
teni in which there. are .established procedures. by WhiCh
jobs are. analyzed. and evaluated on the basis of their..
duties, responsibilities, and qualification requirementS in:
.order 'to 'provide a foundation- for equitable -compensa-
tiOn. Typicall) such. a systent includes the use of one or
more sets of jOb .evaluatibn factors and the preparation

, of formal job deicriPtioni. It may also `include. such re-
lated functions as wage and-Salary surveys or. merit rating'
system administration. The job .eValuation. system(s)
does not necessarily cover all jobS in- the:organization,
but- does cover- ksubstantial-portionLaf_the-organization.
. 2. Employment and placement function: i.e., recruit-:

. ing actively. for at least some kinds of workers through a
variety of sources (e.g., schools or colleges, emploYment

. agencies, professional societies, etc.); evaluating appli-
cants against demands of particular jobs by use .Of such
techniques as' job 'analysis to determine requirements,
interviews; written tests of aptitude, knoWledge,
reference cheCks, experience 'evaluations,: etc:; recom
.fnending ,seiections and job placements to manageinent,
etc:

" .:;3. Employee relations and services function,'
functions designed to maintain employees' morale and
productivity at a high level (for eicample,administering a
formal or informal grievance proCOure; identifying and
recommending solutions for personnel problems such as
absenteeism, high turnover, low productivity, ete.; ad-
ministration of beneficial suggestions system', retirement,.
pension, or insurance plans; merit rating system, etc.;

overseeing cafeteria operations, recreational programs,
industrial health and safety programs, etc.). °
In addition, positions' covered rby this definition may,

but do not necessarily; :include responsibilities in the fol-
lowing areas:

.pnployee training,and development;.,
. Labor relations activities which are confined mainly

to,the administration, iriterpretation, and application of
thosefaspects of labor union contracts that are essential-
ly of the type. described under (3) above. May also parti-
.cipate in bargaining of a subordinate nature, e.g., tome-.
gotiate detailed' settlement of such' matters as specific
rates, job ,classifications, work rules, hiring or layoff pro-
,Cedures, etc., within the broad terms of a:generaragree'-
ment reached "at higher levels,. or tb supply advice and
inforilation .on technical painteio the company!s princi-
pal representative,.

Equal employnien.t. opportunity (EEO);
Reportingunder the Occupational, Safety and Health

Act (OSHA).. ".

Excluded are positibns in whichOresponsihility for actual
contract negotiation. with labor unions as the.liYinCipal com-
pany representative is a significant aspect of the job, i.e., a
responsibility Which serves as a primary basis for qualifica7
tion. requirements and compensation.

Director of personnel jobs which feet the above defini-
tion are classified 11 level of work' in accordan'Ce with the
criteria shown in.t4ble C-3.

3Insufficient data were obtained for level V to warrant presenta-
tion of average salaries.

Table C-3. Criteria for matching directors of personnel by level

t .
.

. Number of employees in
work force serviced

"Operations level"
personnel program'

Number of employees in
work force serviced

"Development level"
personnel program'

-Type A"
organization

serviced'

. 4

"Type B"
organization

serviced'

"Type A"
organization

serviced'

"Type B"
organization

serviced4

250-750
1,000-5,000
5,000-12,000
15,000-25,000 ,

I

ll
I II
IV

I I

III
IV

---;. V

250-750
1,000-5,000
6,000-12.000
15,000-25,000 .. ,ES

II
III
IV
V

III
IV
V

"Operations level " personnel programdirector-of personnel
Servicing an organizational segment (e.g., a plant) 'of a company,
vvnera the.basic personnel program policies, plans, objectives, etc.,
are establishelr at company headquarters or at some other higher
level between the plant and:the company headquarters level: The.
Personnel director's responsibility isto put these into operation at
the local level, in such a manner as to most effectively serve the!
lot& management needs. ,

2 "Development level" personnel prograMeither:
(a) Director of personnel servicing an entire company (with

or without subordinate establishments) where the personnel di
rector plays an important role in establishment of basic per- .

sonnel policies, plans, objectives, etc., for thecompany subject
to policy direction and control from oompanY officers, or (b)
director of personnel servicing an intermediate organization be-
low the company, level, e.g., a division or a subsidiary, to which a
relatively complete delegation of personnel program planning
and development responsibility is Made. 'In this situation only
basic policy direction is given by the parent company and local
officers. The director of personnel has essentially the same de-
gree of latitude and responsibility for establishment of basic, per-
sonnel policies, plans, objectives, etc., as described above in (a).
3 "Type A" organization serviced most jobs serviced do not

Present particularly difficult or unusual recruitment, Job evaluation,
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or training 'Problerris because. the jobs consist of relatively.easy-to-
understand work processes, and an adequate labor supply is avail-
able These conditions are most likely.to be found in organizations
in which the work force and organizational structure are relatively
stable.

4 "Type B" organization serviceda substantial proportion of
the jobs present difficult recruitment, job evaluation, or training
problems because the jobs: Consist of hard-to-understand workpro'-'
cesses (e.g., professional, scientific, administrative, or

rnhave hard-toaten Skill requirements; are in new or emerging ccu-
pations; or are ektrernely hard to fill. These conditions are,most
likely to be and in organiiations in which the work force,organi-
zationat stn tura, work processes 'Or:functions,: etc.,
cated or unst le. ,

NOTE: There are gaps between different. degi'ises. of all three
elements used to determine job. level matches. 1' hese gaps have been
Provided purposely to allow room for judgment in getting the best,. .
overall job level match. for each job.' Thus, a job which Services .a
work force of 850 employees should be matched with levelll if ,it is
a personnel program operations level job where the nature-of the
organization serviced seems to.fall slightly. below the definitionfor
type B. However,' the same jOb should be matched with levell if the
nature of the organization serviced clearly falls well within the defi-
nition for type A.'
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CHEMIST

Chemists and,Engineers

Performs pro
t,.
sional work in research, development, in

terpretation, and nalysis to determine the compositioh,
molecular' structure, and prOperties of substances; to
op or investigate new materials and processes; andtoinves-
tigate the transformattms which substances undergo. Work
typically requires a B.S. degree in chemistry or the equiva-
lent in appropriate and substantial college level study of ,
chemistry plus experience.

Chemist I

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 appropriate
education and experience. Performs, assignments designed
to develop protessional ;capabilities and to provide experi-
ence in the application of training in chemistry as it relateS
to thy Ztnipany's programs. May, also receive formal class-
room or seminar type training, (Terminal positions4are ex
cluded.).

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

Typical duties Wand responsibilities. Performs a variety of
'routine tasks that are planned to provide eXperience and
familiarization with the chemistry staff, methods, practices,
and programs of the- company.l'he work includes a variety
of routine qualitative and quantitative analyses; physical
tests to determine propeities such as viscosity, tensile
strength, and melting point; and assisting more experienced
chemists to gain additional knowledge through personal ob7
servation and discussiOn.

Responsibility fo.

Chemist II

the direction others. Usually none.

General characteristics. At this continuing- develOpinental
level, performs rOuti4 chemical work requiring selectiOn '
and application of general and specialized Methods, tech-
niques,niques, and instruments commonly used in the laboratory,
and the ability, to carry out instructions when less common
Or propOsed methods or procedures are necessary. Requires
work experience acquired in an entry level position,' or ap-
propriate' graduate level study. for training and. develop-
mental purposes, assignments may include some work that
is typical, of a higher level. (Terminal positions are exclud-
ed.)

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

Typical duties and responsibilides. Carries out a wide yarl-
ety of standardized methods, tests, and procedures. In ac-
cordance 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, difAcAlties with the equipment, etc. Recom-
mends modifications of procedures, e.g.; extending or cur-
tailing the analysis or using alternate procedures, based on
knowledge or the problem and pertinent available litera-
tur onducts specified phases of research projects as 'an
assi nt to an experienped chemist.

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

Chemist III

General characteristics. .Performs a broad range of chemical
tests and procedures utilized In the laboratory, using judg-
ment in the independent evaluation, selection, and adapta-
tion of standard methods and techniques May carry
through a complete series of tests on a proddet in its differ-
ent process stages., Some assignment's 'require a specialized
knowledge of one:or two common categories of related,
substances. Performance at this leVel requires developmen-
tal experience in a professional position, or equivalent 'grad-
uate 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 professional judg-
ment.

Typical duties and responsibilities. In accordance with in-
struct&ons as to the nature ,of the problem, selects standard
methods;.. tests or .proCedures;'Wherr. necessary, develops or

:works out alternate Or maifiedmethods with supervisor's
conorrence.Assists in.. research. by a,nalyZing samples or
testing new prOcedureS that require specialized training be-
cause (a) standard methods are inapplicable, (b) analytical
findings rriust.be interpreted in terms of compliance or non-
compliance with standards, or (c) specialized and,advariced
equipment and techniques must be adapted.

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

6
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Chemist IV

General characteristics: As a fully. competent, chemis$in all
conventional.aspects of the:'subject natter or the functional
area oT the, aSsignments; Plans ,and conducts Work TecAziring

\-1 (a) mastery of SFieclialiied techniques or ingenuity in select-
and evaluating, approachei to unforeseen or novel prob-

lem§, 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 ex-
perience to :assure competence as a fiilly trained worker; or,
for positions primarily of a reseal* nature, completion of
all reqUirements for a doctoral degree may be substituted
for experience. .

supervised -is comparable to than, scribed for chemist IV.
(2) As individual; researcher or worker, carries out projects
requiring development of new or highly ;modified scientific
techniques and procedures,.extensive knowledge of special-
ty, and knowledge of related scientific fields:

Responsibility for the direction of others. Supervises, co-
Ordinates, 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.

F Direction ." reeeivedg' Independently_ Performs most assign-,
menfs with instructions to the 'general-results expected.
Receives techniCal guidance on unusual or complex prob-
lems and supervisory approval on proposed plans for pro-
jects.'

Typical duties
rn

acid reSponsibilities. COliduCts laboratory.as-
signents requiring the determination 'and 'evaluation of al-

..ternative procedures and the sequence of performingthem.
Performs complex, exacting, unusual analytical assignments
requiring specialized knowledge.of techniqiie§ or .products.
InterpretS resUlts, prePares reports, and May,provide techni-.
cal advice in specialized area:

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

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 specialty (e.g., class of chemical com-
pounds, or a class of products), making recommendations
and cOnclusions Which serve as the:basis for undertaking or
rejecting 'inicortant;. projects.' Development of the knowl-
edge. and expertiSe required for this level Of work usually
reflects progressive experience through chemist IV:

Direction received. Supervision and guidance relate largely
to overall objectives, .critical issues, new concepts, and pOli-

cy matters. Consults' with supervisor concerning unusual
problems and developments.

Typical duties and responsibilities. One or bOtI2 of the fol-
.. lowing: (1) In a supervisory capacity, Os, organizes, and

directs assigned laboratory programs. Independently defines
scope and critical elements or the projects and selects ap-

.
prOaches to be. taken. A substantial portion of the work

Chemist VI

General charac rzsncs. Performs work requiring leadership
and expert knowledge in: a specilizedlield, product, or
process:: Formulates and- conducts a systernatic attack on a
problem area of considerable scope and complexity which
mist be approached through a series of complete and con-
ceptually 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 indi-
viduals and units: within. and outside the organization, with .

responsibility for acting independently on technic 'al matters
pertaining to the field. Work at this level usually, requires`
extensive progressive experience including work comparable
to chemist V.

Direction, received. Supervision received is essentially ad-
ministrative, with assignments given in terms of broad gen-
era' objectives and limits.

Typical duties and responsibilities.' One or both of the fol
lowing: (1) In a supervisory capacity (a) plans, deVelOp,
coordinates, and directs a ..number of large and important,
projects or a project of major '-scope and importance, or
(b) is responsible for the entire chemical program of a com-
pany, ..when the program is of limited complexity and
scOpe. Activities supervised-are of such a scope .that they
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require a few (3 to 5) subordinate supervisois or team lead-
ers with at least one in a' position comparable to level V.
(2) As individual researcher or worker determines, con-
ceives, plans; and conducts projects of major importance to
the company. Applies .a high degree of originality and inge-
nuity in adapting, extending, and synthesizing existing the-
ory, principles, and techniques into original combination's
and configurations. May serve as a consul/Wit to other
cheinists in specialty:

ReSponsibility for the direction of others. Plans, organizes,
and supervises the work of a staff of chemists and techni-
cians:, Evaluates progress of the staff and results obtained,

5 5
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and .recommends major changes to achieve Overall objec-
tives. Or, as individual worker or researcher, may be assisted
on individual projects by other chemists or technicians.

Chtimist VII

General characteristics. Makes decisions and recommenda-.
tons 'that are recognized as authoritative. and have an im-
portant. impact on extensive chetnical activities. 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, fore-
.sight, and mature judgment in anticipating and sol n-

recedented chemical problenis, determining pro am ob-
ectives and requirements, organizing programs a d pro-
jects, and developing standards and guides for diverse chem-
ical activities. - 0)

Direction received. Receives general administrative
tion.

Typical duties-and responsibilities. One or both of the fol-
lowing: (1) In a supervisory capacity is responsible for
(a) an important segment' of a chemical program of a com-
pany with extensive :and diversified scientific reqUirements,

the entire chemical program of a company where the
program is more limited in scope. The overall chemical pro-
gram contains criticarproblems the soltition of which re-
quire§ major technological advances and opens the way for
extensive' related development authoritative techni-
cal recommendations conCerning the scientific objectives
and levels of-work which will, be most profitable in; light of
company requirements and scientific and industrial trends
and developments. Recommends facilities, personnel, and
fund§ required. (2) As individual researcher and consultant;
selects problems for research to further the company's ob-.
jectives. Conceives and plans investigations in which the

.'phenomena. and principles are not adequately understood,
and where few or- contradictory scientific precedents or re-
sults are available for 'reference: Outstanding creativity and
mature judgment are required' to devise hypothe§es an
techniques of experimentation and to:interpret results. As a '

leader. and a oritY:"'in the company, in a broad area of
!specialization, dr.in a narrow but intensely specialized one,
advises the head of a. large laboratory or company officials

. on complex aspects of extremely broad and important pro-
, grams: Has responsibility for exploring; evaluating, and jus-

tifying proposed and current programs and projects and
furniShing advice on .unusually complex and novel,problerns'
in the specialty field. Typically will have contributed inno:
vations (e.g., techniques, products, procedures) which are
regarded as significant advances in the field_

Responsibility for the direction of others. Directs several
subordinate shpervisOrs'or ,team leaders, some of whom are

-

in positions comparable to chemist VI; or, as individual
researcher and. consultant, may be assisted on- individual
projects by other chemists and technicians.

Chemist VIII

General characteristics. 'Makes decisions,and recommenda-
tions that, are authoritative .and have a far-reaching impact
On extensive chemical and related activities of the com-
pany. Negotiates critical' and controversial issues with top
level chemists and officers of other organizations and com-
panies. Individuals at this level have dernonstrated a high
degree of creativity, foresight, and mature judgment in
planning, organizing, ar4.guiding extensive chemical pro-
grams and activities of outstanding novelty and importance:

Direction, received. Receives general administrative direc-
tion:

Typical duties :and responsibilities. One or both of the fol
lowing: (1) In a supervisory capacity is responsithe 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 diver:

scientific requirements, where programs are of such
co: piexity and scope that they are of critical importance
to -,verall ocerations and include problems of extraordinary
difficulty that have'resisted solution. Decides the kind and
extent of chemical programs needed to accomplish the, ob-
jectives of the company, for choosing the scientific ap-
proaches, for planning an organizing facilities and -pro-
grams; and fdr interpreting reSults. (2) As individual re-
searcher and consultant formulates and guides the attack on
problems of exceptional difficultrand marked importance
to the company and/or industry. Problems are character-
ized7 by the lack of scientific precedents and source .materi-
als, or the lack 'of suecess.of prior research and analysis so
that their solution Would represent an advance of great sig

nificance and irriportance. Perforrns.advisory and consulting
work for the cornpany,is, a recognized authorit'y for broad
prograin areas of considerable novelty and importance. Has
made .contributions such as new products or techniques,
development of processes, etc., which are regarded as major
advances in the field.

Responsibility for the direction of others. Supervises several
subordinate supervisors or,team leaders some of whose posi-
tions are comparable to chemist VII, or individual ,re-
searchers some of whose positions are comparable to chem-
ist :VII and sometimes chemist VIII. As an individual re-
searcher and consultant may be assited on individUal proj-
ects by other chemists_ or technicians:

NOTE: Individuals in charge of a company's chemical
'program may match any of several of theStirvey job levels,,
depending on the size and corripl6dty of chemical pro
grams. Excluded from the definition 'are: (1) Chemists in
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charge of programs so extensive and complex (e.g., consist
ing of highly diversified or unusually novel: produCts and
proeedures) that one or more subordinate 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 de-
ciding the -"kind and extent of chemical progranis" within
broad guidelines set it higher leVels). (3) individual re.,

searchers: and jonSultaThts who are recognized as...national
and/or:international 'authorities and scientific leaders in

. very brbad_areas of scientific interest and investigation.

ENGINEER

Performs ProfesSional work in research, development,
desigq, testing, .analysis, production, construction, maim-
enance, operation, planning, survey, estimating, application,
or. standardization of engineering..facilities, systems,--struc-
tures, processes, equipment devices, or. materials requiring.
knowledge of the science and art by which materials, natu-'
ral 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 control engineers,
sales engineers, and engineers whose primary responsibility
is to,be in charge of nonprofessional maintenance work.)

Engineer I

General characteristics. This is the entry level of profes-
sional work requiring a bachelor's degree in engineering and
no experience, or the equivalent of a degree ,in appropriate.
education and experience. Performs assignments designed
to' develop Professional work knowledges and abilities. May
also receive formal. classroom or seminar-type training:
(Terminal position's:are exclude,d.)

Direction re.eivecl. Works under cloSe supervision'. Receives
specific and detailed instructions as to required tasks and
results expected; Work is checked during progress and is
reviewed for accuracy upon completion.

Typical dirties and. responsibilities. Performs a variety of
routine tasks that are planned 'to provide experience and

::ifarniliarization with the engineering .staff, Methods, prat-
tice, and programs of the company.:

Resbeinsibility for the direction of others. Usually none.

Engineert11

General characteristics. At this continuing developmental
level, Performs routine .engineering workl:requirittig applica-
tion of 'standard techniques, procedures, and -criteria in car-

.
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Tying out a sequence of related engineering 'tasks. Limited
exercise of judgment is required on details of work and in
making. preliininary selectiOns and adaptations of engineer-
ing alternatives. Requires work experience acquired '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. (fermi,
nal posiction'S are excluded.)

Direction received. Supervisor screens assignments for unus-
ual or difficult problems and selects techniques and proce-
dures to be applied on . nonroutine. work. Receives close.
supervision on new aspectsof assignments.

Typical duties and'responsibilities: Using prescribed meth-
ods, perfornis specific and limited portions of a broader
assignment of an experienced engineer. Applies. standard
practices and techniques in specific situationsanc.
correlates data, recognizes discrepancies in 'results; and rot-
lows operations through a series of related detailed steps or
processes.

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

Engineer III

General -characteristics. Independently evaluates, selects,
and applies ,standard engineering techniques,. procedures,
and criteria, using -judgment' in Making minor; adaptations
and modifications: AsSignnients have Clear and specified ob-
jectives and require the investigation of alimited number of
variables. PerTo-rmance at thiS' level requires developmental
experience in a professional position, or equivalent ;graduate
level education.

Direction received. Receives instructions on specific assign-
ment objectives, complex features, and possible solutions.
Assistance is finnished on unusual problems and work is
reviewed for application of sound profeisional judgment.

Typical duties and responsibilities.' Performs work 4which
involves conventional types of plans, investigations, surveys,
structures, or equipment with relatively few complex fea-
tures for which there are precedents. Assignments usually
include one or more of the following: Equipment design
and development, test of materials, preparation of specifica-
tions, process study, research investigations, report prepara-
tion,: and oilier activities of limited scope requiring knowl-
edge of principles and techniques commonly empl'byed in

the specific,narrow area of assignments.

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

5i
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General characteristics.. As a fully competent engineer in all
conventional aspects ofthe subject matter or the functional

;: area of the asiignmentS, plans:and. conducts work requiring.
judgment in the independent evaluation, selection, and sub-
stantial adaptation and modification of standard- tech-
niques, procedures, and criteria. Devises new approaches to
problems encountered: Requires sufficient professional ex-

.. perience to assure competence:ai a. fully. trained worker; or,-
.`for positions primarily of a research nature, completion.of
all requirements for a doctoral degree May be 'ubstituted
for experiences

:Direction received. Independently performs most assign-
-

ments. with instructions as to the general results expected:
'Receives technical guidance on unusual or Oomplex prob

:lems and. supervisOry approval on proposed planS for pro-
. ,
jectS,

Typical .duties and responsibilities. Plans, schedles, con-
ducts, or coordinates detailed phases of the engineering
work in a part of a major project or in a total project of
moderate scope. Perf6rms work which involves convention-
al engineering practice but may include a variety of com-
plex features such as conflicting design. requirements, un-
suitability of standard materials, and difficult coordination
requirements. Wdrk requires a broad knowledge of prece,
dentS in the.specialty areaand a good knowledge of princi-
ples and practices of related specialties.

Responsibility -for the direction of others. May supervise a
few engineers or technicians on_assigned work.

Engineer V

General characteristics. Applies intensive and diversified
knowledge of engineering principles and practices. in broad
areas Of assignments and related fields. Maikes decisions in-
dependently on engineering problems .and methods, and
represents the organization in conferences to resolve impor.-
tant questions and to plan and coordinate work. Requires
the use of advanced techniques and. the modification and
extension of theories, Precepts, and practices of own field
and related sciences and disciplines. The knowledge' and
expertise required fOr this level of work usually result from
progressiVe experience, including work comparable to engi-
neer IV.

. Direction received. Supervision and guidance relate largely
to overall objectives, critical issues, new concepts, and poli-
cy matters. Consults with .supervisor concerning unusual
problems and developments.

fai
Typical duties and responsibilities. One or more f the f
lowing: (I) In a Supervisory capacity plans, develo s, coot-
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dinates, and directs a large and impcirtant engineering pro-
ject or a number of small projects with many complex fea-
tures. A 'substantial pOrtion of the work supervised is com-
parable to that described for engineer IV. (2) As individual
researcher or worker carries out complex Or novel assign-,
ments requiring the development of new or improved tech-
niques and proCedures. Work is expected to result in the
devehipment of new or refined- equipment, materials, pro-

.

cesses, products, and/or scientifiC methods. (3) staff
specialist develops. 'and. evaluates plans and criteria or a
variety of projects and activities to be carried out by others.
Assesses the feasibility and soundness of proposed engineer-
ing.ev,aluation tests, products, or. equipment. when necessary
data are insufficient or confinnation by testing is advisable.
Usually performs. as a staff adVisor and consultant as to a
technical specially, a type of facility or equipment, or a
program function.

Responsibility for the direction of others. Supervises, coor-
dinates, and reviews the work of a small staff of engineers
and technicians; estimates. personnel needs and schedules

1,

and assigns work to meet completion date. Or, as individual
researcler or staff Specialist:may be assisted on projects by
other. engineers or technicians.

Engineer VI

General characteristics. Has full technical responsibility for
interpreting, organizing, executing, and coordinating assign-;
mentS.. Plans and develops engineering projects Concerned'
with unique or controversial prOblems which have an im-
portant effect on major company programs. This involves
exploration of subject area, definition of scope and selec-
tion of Problems for investigation, and development of nov-
el concepts and approaches. Maintains liaison with individu-
als and units .within or outside the organization, with re-
sponsibility for acting independently on technical matters
pertaining to own field. Work at this level usually requires
extensive progressive experience including work comparable.
to engineer V.

.Direction received. Supervision received is essentially ad-
ministrative, with assignments given in terms of broad gen-
eral objectives and limits.

Typical duties and responsibilities. One or more ofithe fol-
lowing: (1) In a supervisory capacity (a) plans, deVelops,
Coordinates,. and directs a number of large -and important

aprojects or project of major scope and importance, or
(b) is responsible .fOr the entire engineering program of a

_company when the program is of limited complexity.and
scope. Extent Of responsibilities 'generally Jequires a few (3
to 5) subordinate supervisors or team leaders with at least
one in a position comparable to level V.. (2) As individual
researcher .or worker conceives, pTan,s', and conducts re-
search in problem areas of considerable scope and coin-
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plexity. The problems must be apptoached through a series
of complete and conceptually related studies; are difficult
to define; require unconventional or nevel approaches, and
require sophisticate4 research techniques. Available guides
and 'precedents contain critical gaps, are only partially relat-
ed to the problem, or may be largely lacking due to the
novel character of the project.: At- this level,- the individual
researcher generally, will have 'contributed inventions, new
designs, or techniques which are of material significance in
the solution of important problems:(3).As.a.staff:specialist
serves as the. technical specialist for the organization (divi--
sion or comPany) in the application of advanced theories,
concepts, principles, and' proceSses for an assigned area of
resp6nsibility (i.e., subject matter, ) ctiOn, type of facility
or equipment, 'or product). Kee s abreast of new scientific
methods and developments affecting the organization for
the purpose of recommending changes in emphasi o-
grami or new programs warranted by such developments.

A., . .
. ,

..

Responsibility for the direction of others: Plans, organ' s,
and supervises the work Of a staff of engineers and t chni-
cians. Evaluates progress of the staff and results ob wined,
and recommends major changes to achieve overal objec-
tives. 0.r,as individual researcher. or staff specialis may be
assisted on individual,projects by other engineers r techni-
cians.

Engineer VII O

:General charaeteristics. Makes decisions and recommenda-
dons that are recognized as authoritative and have an im-

%portant impact on extensive engineering activities. Initiates
and maintains extensive contacts with key engineers and
officials of other organizations and companies, requiring
skill in persuasion and negotiation of critical issues. At this

.level individuals will have demonstrated creativity, forte
sight, and mature engineering judgment in anticipating and
solving unprecedented engineering problems, determining
program objectives and requirements, organizing programs
and projects and developing standards and guides for di-
verse engineering activities.-

Direction -received. Receives general 'administrative direc-
.

Typical duties and responsibilities. One or both of the fol-
.. lowing: (1) In a supervisory. capacity is responsible for

(a) an important segment Of' the. engineering program of a
company with extensive and diversified engineering require-
ments, or (b) the entire engineering program' of a company
when it is more limited in scope. The overall engineering
program contains critical problems the solution of which
requires major technological advances and opens the .way
for extensive related developnent. Extent of responsibili-
ties generally requires several subordinate organizational
segments or teams. Recommends facilities, personnel, and

et Irk

funds required. to carry out programs which are directly
related with and directed toward fulfillment of Overall com-,
piny objeCtives. (2) As individual researcher and consultant
is a recognized leader and4trthority in the coMpany in a
broad area:of specialization or in. a narrow but intensely

:.specialized field. Selects research problems i76 further .the
company's objectives.. Conceives and plans investigations .of
broad areas of considerable novelty and importance for

/which engineering' precedents are lacking in areas critical to
the overall engineering program. Is consulted extensively by
associates and others, with a high degree of reliance placed
on the incumbent's scientific interpretations and advice.
Typically, will have contributed inventions, new designs; or
techniques which' are regarded as major advances in the
field.

Responsibility for the direction. of others. Directs several
subordinate supervisors OP team leader's,'s'ome of whom are
in positions .comparable to engineet VI; or, as individual'
researcher and consultant,. may be assisted on indiVidual
projects by other engineers and technicians. .

Engineer Viii

General characteristics. Makes, decisions and recommenda-
tions that are recognized as authoritative and have a far
reaching impact on extensive engineering and related activi-
ties of the company. Negotiates critical and controversial
issues with top level engineerseand officers of other organi-
zations and companies. Individiials at this level dembristrate
a high degree of creativity, foresight, and mature judgment
in planning, organizing, and: guiding extensive engineering
programs and activities of otitstanding novelty and impor- 1
tance.

Direction received. Receives general administrative direc-
on.

TvPical duties and responsibilities. One or both of the fol-
lowing: (1) In a supervisory capacity ,is responsible for
(a) am 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 solution, and consist of several
segments requiring subordinate supervisOrs. Is responsible;
for deciding the kind and extent of engineering and related
programs needed to accomplish the objectives of the com-
pany, for choosing the scientific approacheS, for planning
and organizing. facilities and programs,.and for interpreting
results. (2) As individual researeher and consultant formu-
lates and guides the attack on problems of exceptional diffi-
culty and marked importance to the company or industry.
Problems are characterrzed.by their lick of scientific prece-
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dents and source material, or lack"of success of prior re-
search 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 recog-
nized authority for broad' program areas or in an 'intensely
specialized area of.considerable novelty and importance.

. .

Respottsibility for the direc'tion of others. Super.vises several
subordinate supervisorsor team leaders sonle;;Of whose pOsi
tions are comparable to engineer VII, or individual research-
ers some of whose positions are comparable to engineer VII
and, sowetimes engineer VIII). As an individual researcher
and consultant may be assisted on individual proje'cts by
other engineers o? technicians.

NOTE: IndividuaLs in charge.of a mpany's engineering
program maymatch any of several of the survey job levels
depending on the size- and complexity of engtricering pro.

'grams. Excluded from the definition are: (1) Engineers
charge of programs so extensive and complex (e.g., consis-
ting of research and development on a variety of complex
products or systerns with numerous novel components) that
one or more subordinate supervisory engineers-are Perforth-
ing at level VIII; (2) individuals whose decisions have direct

11111.. and substantial effect on setting policy for the organization
(included, however, are supervisors deciding the "kind and
extent of engineering and related programs" within bfoad
guidelines set at higher levels); (3) individual researchers'
and consultants who are recognized as national and/or in-

, ternational authorities and scientific leaders in very broad
areas of scientific interest and investigation.

Technical Support

..ENGINEERING TECHNICIAN

To be covered by these 'definitions, .employees must
meet all of the.following criteria: (l) Provides semiprofes-
sional technical support for engineers working in such areas
as research,, design, developmen, testing, or manufacturing
process improvement. (2) Work. pertains to electrical, elec-
tronic, or 'mechanical components or equipment_ (3) Re-
quired to have. some knowledge of science or engineering.
(Excludes production or maintenance workers, quality con-
trol testers, craft workers, dlafters,...designers, and engi-
neers.)

Engineering Technician I

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

As.sembles or installs equipment or pacts r quiring .

simple Wiring, soldering, or connecting;
Performs simple of routine- tasks, or tests such *.sipten-

sile or hardness tests; operates and adjusts simple test
equipment;)records test data;

Gathers and maintains specified records of engineer-
ing data such as tests, drawings, etc.; performs computa-
tions by substituting numbers in specified formulas;
plots data,and draws simple curves and graphs.

Engineering Technician II

Performs standardized or prescribed assignments
ing a sequence of related operations. Follows standard work
method§ or explidt instructions; technical adequaey of rou-
tine work is reviewed on completion; nonroutine work may

also be reviewed in process. Performs, at this level, one or a
combination of such typical duties as:

Assembles or, constructs simple .or stiamlard equip-
ment or parts. May service or repair simple instruments
or.eqUipment;

Conducts a variety .f standardized tests; may prepare
test specimens; sets and operates standard test equiP-

.

ment; records test data; 'Er

Extracts engineering data from various prescribed
sources; processes'the data following well-defined meth-
ods; presents the data in prescribed form,

Engineering Technician III

Performs assignments that are not completely standard-
ized or prescribed. Selects or adapts standard procedures or

,equipment. Receives initial instructions, equipment require-
ments, and advice from supervisor or engineer; technical
adequacy of completed work is checked. Performs, at this
level, one or a combination of such typical duties as:

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

Conducts various tests or experiments which may re-
quire minor modifications Lti test setups or procedures;
selects, sets up, and operates standar.d test equipment
and records test data;

Extracts and compiles a variety of engineering data;
processes or computes data using specified formulas and
procedures. Performs routine prialyksto check applica-
bility, accuracy, and reasonableness of data.
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Engineering Technician IV

Performs nonroutine assignments of substantial variety:
and. complexity. Receives objectives and technical advice
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p
efroni supervisot or engineer; work is reviewed for technical
adequacy. May be assisted by loWer level technicians. Per,.
forins, at 'this level, One or.a conilAnation Of such typical

f ,...
edutis as:: .. , .

Works on limited .segment
. of development project;

constructs experimental' or prototype models to meet
engineering requirerdents; conducts tests or.experiments;
records and evaluates data and r orts findings;

Conducts tests or experimen requiring Selection and
adaptation or modification .of est,-,-equipment and Jest
proCednies; records data; analyzes data a.V1 prepares test
reports; .

. .

Compiles and computes a Variety of erigineeririg, data;
may analyze test and design data; develops orf prepares
schematics, designs, specifications, partslists, or makes
recorinnendatiOns regarding. these iterris. May review de-
Signs or specifications for adequack.

Engineering TechnicianA/

. . , ,

Performs nonroutine and complex' aSsignments involving
.

responsibility for planning and conducting a complete pro-
ject of relatively limited .scope or a portion of a larger. and.'
mote divere project:. Selects and adapts plans, 'techniques,
designs,. or layouts. May coordinate portions of overall as-..
signrnents; reviews, analyzes., and integrates the technical
'work of others:Supervisor orprofessional engineer outlines

.objectives, requirements, and-design approaches; completed
Work is reviewed= for technical adequacy 'and. satisfaction of
requirements. May be assisted by 'lower :lel/C17 technician's.

cPerfOrms, at Ihm.evel, one or a combination'ombination of such typical -

duties as:.

Prepares simple or repetitiye .'ckawings of easily visualized
items. Work is closely supervised during progress.

Designs, develops, and constructs major' units, de-
vices,, or equipment; Conducts tests or experiments; ana-
lyzes resultsand redesigns, or modifies equipment to im-
prove performance; reports results;

.J!lans or assists in planning tests'-to evaluate equip-
merit performance. Determines test:requirements, equip-
ment modifiCation, and test procedures; conducts testV
analyzes and evaluates data, and prepares reportson
findings and recommendations;

Reviews and analyzes a variety of engineering data to
deterMine.requirem.ents to meet engineering objectives;
may caleulate..design data; prepares layouts, .detailed
specifications, parts lists, estimates, procedures, etc. May
check ancanalyze drawings .or equipment to determine
adequacy of drawingS and design.

DRAFTERS

Drafter-tracer

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

AND/OR

Prepares detail drawings of. single units or parts for engi-
neering, construction, manufacturing, or repair purposes.
Types--of drawings prepared include isometric projections
(depicting three dimensions in accurate scale) and sectional
views to clarify 'positioning of components and convey
needed information. Consolidates details from a number of
sources and adjusts or transposes'scaie as required. Suggest-
ed methods of approach, applicable precedents, and advice
on source materials are given with initial assignments. In-
structions are less complete when assignments recur. Work
may be spot checked during progress. -

Drafter II

Performs nonroutine'and complex drafting assignments
that require the applicatiOn of most of the standardiied
drawing techniques regularly used. Duties typically involve
..suCh work as: Prepares working drawings. of subassemblies
with irregular shapes, multiple functions, and precise posi-
tional relationships between cOmponenti; prepareS architec-
tural drawingi for construction of-a, building including de-

,tail drawings of foundations, wall sections, floor plans, and
roof. 'Uses accepted, formula's and manuals in making neces -'
sary.,computations to determine quantities-of materials to
be used; load capacities,. strengths, stresses; etc. Receives
initial instructions, requirements, and advice from supervi-
sor. Completed work is 'checked for technical adequacy.

Drafter III

Plans the graphic presentation of complex items having
'-distinctive design features that differ significantly from es-

tablished drafting precedents. Works in close support with
the design Originator, and may recommend minor design
changes. Analyzes the effect of each change on the details
of form, function, and positional relationships of compo-
nents and parts. Works with a' minimum of supervisory as-
sistance. Completed work is reviewed by design originator
for consistency with prior engineering determinations. May
either prepare drawings, or direct their preparation by low-.
er levet-drafters.

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 folloMng:

Studies operating instructions to deterrnine equip-
ment setup needed;
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Loads equip ent with required items (tapes, cards,
etc.);, .

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

Responds . o operating instructions and computer
output instru ions;

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

Maintains operating record.

May.,,test-run 'new or modified programs and assist in
modifying systems or programs. Included within the scope
of this definit'cOn- ,are fully qualified computer operators,
trainees working to become fully qualified operators, and

;., lead operators providing technical assistance to lower level
operators.

'#*
Computer Operator I,

Work assignments consist. of on-the-job training (some- .
fillies augmented by classroom' training): Operator is provid-
ed detailed written or oral guidance before and during as-
signments and is under close personal supervision.

Computer Operator, II

.Work assignments typically are established production
runs (i.e:, programs which present few operating problems)
executed by serial processing (i.e., one program 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 pre-
planned procedure.

Computer Operator III

Work asSignments are,characterized by the frequent in-
troduction of new programs, applications, and proeedures
(i.e., situations which require the operator to adapt to a
variety of problems) executed by serial prOcessing. In re-
sponse to computer output instructions or error conditions,
applies standard operating or corrective \procedure. Refers
problems which do not respond td preplanned Procedure.

OR
Work assignmeilts typically are established production

runs (i.e., programs whiCh present few operating problems)
executed by serial procesSing. S lects from a variety of stan-
dard setup and operating proc res. In response to coma
puter output insirtictions or error conditions, deviates frOm

standard procedures: if standard procedures db not provide
solution: Then. referggr aborts program.

OR
'. Work assignn nts are established production runs (Le.,

13 programs which present few operating problems) executed
:by multiprocessing (i.e., simultaneous processing of two or
more programs). In response to computer output' in-

structions or error conditionS, applies standard operatin&or
corrective procedure. Refers problems which do 'not re-
spond to preplanned procedures.

Computer Operator IV

Work assignments are characterized by the freque,nt in-
troduction of new programs, applications, and procedures
(i.e., situationi" which require the operator to adapt to a
variety of problems) executed by serial processing. Selects
froma variety of standard setup and operating procedures.
hi response to computer output instructions or error condi-
tio , deviates from standard procedures if standard proce-
du es do not provide a solutign. Then refers problems or
ab its program.

OR
.Work aSsignments are' characterized by the ftequent in-

troduction of new progiams, applications, and procedures
(i.e., situations, which`-require the operator to adapt to a
variety of problems) executed by multiprocessing. In' re-
sponse 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 are established' production runs, (i.e.,
*programs which present few operating problems) executed
by multiprocessing. Selects from a variety of, standard setup.
and operating procedures. Iry response to computer output
instructions or. error conditions, deViates from standard pro-
cedures if standard prgocedures do not provide a solution.
Then. refers problems or aborts program.

Computer Operator V

Work assignments are characterized' by the frequent test-
ing and introduction Ofnew programs, applications, and
procedures (i.e., situations which require the operator to
adapt to a variety of problems). In responding to computer
output-instructions and error conditions or to avoid loss of
information or to conserve computer time, operator devi-
ates, from standard procedures or aborts program. Such ac-
tions may materially alter the computer unit's production
plans. Advises programmers and subject-matter experts on
setup techniqUes.

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: (I) Maintaining,
modifying; and developing operating systems or programs; .
(2) developing operating instructions and techniques to coy-

, or problem Situations; (3) switching to emergency backup
procedures.
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Clerical

CLERK, ACCOUNTING

Perforis one or more accounting clerical tasks such as
posting tai registers and ledgers; reconciling bank .accounts;
verifying the internal consistency, completeness, and math-
ematical .accuracy of accounting documents; assigning pre-
scribed accounting distribution codes; examining and yeti-
fyinA for clerical accuracy' various types of reports, lists,
calculations, postings, etc.; or preparing simple (or assisting
in preparing more complicated) journal vo hers:. May work
in either a manual or automated. accounting s

The work requires a knowledge of clerical methods and
office practices and procedures which relates tothe cleriCal
processing and recording of transactions and accounting in-
formation. With experience, the worker typically becomes
familiar-with the bookkeeping and accounting terms and
procedures used in the assigned work, but is not required to
have a knowledge of the formal principles of bookkeeping

--and-accounting.
Pdsitions are,ylassified. into levels on the basis of the

'following definitions.

Clerk, Accounting I
N

Under close superVision, following detailed instructions
and standardized procedure's, performs one or more routine
accounting clerical operations, such as posting to ledgers,
cards; or worksheets where identification of items and loca-,
tions of.postings are clearly indicated; checking accuracy
andjompleteness of standardized and repetitive records or
accountingdoctiments; and coding documents using a few
prescribed accounting codes.

Clerk, Accounting II

Under general supervision, performs accounting clerical
operationsswhich require the application of experience. and
judgment, for example, clerically processing complicated or
nonrepetitive accounting transactionS, .selecting among a
substantial variety of prescribed accounting cddes and elm-.
sifications, or :tracing transactions thrOukh previous ac-
counting actions to determine source of discrepancies. May
be assisted by one or more accounting clerks 1.

CLERK, FILE

Clerk, File I

Performs routine filing of material that has already been
classified or which is easily ciassified in a simple serial classi-
fication. system (e.g., alphabetical, chronological, or numeri-

:....cal). requested, locates readily available material in files
and forwards material; may fill out withdrawal. charge. May
perform simple clerical and manual tasks required to main-
tain and service files. .

Clerk, File 11

\. Sorts, co es,. and files unclassified material by simple
(subject- matter) head'ngs or classified material by
finer subheadings. Prep3ies--sfinple related index and cross-
reference aids. As requested, locates clearly identified ma-
terial in files and forwards material. May perform related
clericaltasks required to maintain and service files.

Files,. c Afies, and retrieves material in an established
filing Syste May perform:clerical and manual tasks re-
quired to maintain files. Positions are classified intoglevels

on the basis of the following definitions.

Clerk,,File III

Classifies and indexes file material such as correspon-
dence, reports, techniCal documents, etc., in an established
filing system 'containing a number of varied subjectInatter
files. May also file this material. May keep records of vari-
ous' types in conjunction with the files. ,May lead a small
group of lower level file clerks.

KEY ENTRY OPERATOR
(Keypunch 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 equipment. ,

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

Key. Entry Operator I s

Work is routine and repetitive. Under close supervision
or following specific procedures or detailed instructions,
works from various standardized:source documents which
have been coded and require little of no Selecting, codin or

interpreting o data to.,be entered.. Refers to siip-ervisor

probleins-arising frorn-er-roneous-ite-ms,codesornissing_
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information

Key Entry Operator II

Work requires the application of experience and juclg4,'
ment in selecting procedures to be followed and in searching



www.manaraa.com

for, interpreting, selecting, or coding-items to .be entered
from a variety of source documents. 'On 'occasion may also
perform some routine work as d'escriiffor level I.

NOTE: Excluded are operators above level ILusing the
key entry controls to access, read, andtvaluste the substance
of specific records to take substantive actiOns, or to make
entries requiring a similar level, of knowledge,.

MESSENGER
;

Performs various routine duties such as runninwerrands,
operating minor -office machines such as sealers or mailers,
opening and distributing mail, and other minor clerical
workExcluded are positions that require operation of a.
motOr vehicle.as a significant duty.

sgcR TARY

Assigned as a personal .secreta.t.y.4 normally to one indi-
vidual. Maintains' a close and highly responsive relationship

s
tO.the da;3y:to-daY -activities of the supervisor. Works fairly

rt;t'Cilt5t11-g a nununum ordetailed supervision
and guidance. Performs varied clerical and secretarial/duties
requiring a knowledge of office routine and understanding
of the organization, programs, and proCedurts related to
the work of the supervisor.

EXclusions: Not all positions that are -titled "secretary" pos-
sess the above characteristics. Examples of p6sitions whiCh

are excluded fro the defiriition are as follows:

a. Positions which do not meet the-"personal" secretary
concept described above;

b. Stenagraphets not fully trained in secretarial-type du-

c. Stenographers serving as office assistants to a group
of professional, technieal, or managerial persons;
Assistant7type positions which entail more difficult or
more responsible: technical, administrative, or..super-

. yisory duties which are not typical of secretarial
work, e.g., adniinistrative assistant, or executive assis-
tant;

e. Positions which do not fit any of the situations listed
in the section below titled ."Level of Secretary's pu-
pervisor," e.g., secretary to the president of a cdm-
pany _that employes, in all; over 5,000 persons;

f. .Trainees.
.Secretary jobs which meet the required characteristics

are matched at one of the five levels according to (a) the
-level of the secretary's supervisor within the company's op
ganizational structure and (b) the level of the secrefary's
responsibility. Table C-4 indicates the level-of the secretary
for each combination of the factors.

. .

Leval of Secretary's Supervisor .(LS)

LS-1 a. Secretary to the supervisor or head of a small or-
ganizational unit (eg. , fewer than about. 25 or -30
perSons);. or .

b. Secretary to a nonsuperVisory staff specialist, pro-
fessional employee, administrativt officer or assis-

Table C-4.. Criteria for matching secretaries by level

Level of secretary's
supervisor

Level of secretary's
responsibility

LR-1 LR-2

LS-1
LS-2
LS-3
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LS-4

LS-2 a.

tant, skilled technician, or expert. (NOTE: Many:
companies assign stenographers, 'rather than secre-
taries as' described above, to this level of supervi-
sory or nonSuperVisory.worker.)

Secretary to an executive or managerial person
whose responsibility is not equivalent to one of
the specific level situations in the definition for
LS-3, but whose organizational unit normally
numbers at least several dozen employees and is
usually divided into organizational segments which
are often, in turn, further subdivided. In some
companies, this level includes-a wide range of orga-
riizational echelons; in others, only one or two; or

4 b. Secretary to the head of an individual plant,.fac-
tory, etc., (or other equivalent level of official)
that emplbyes, in all, fewer thin 5,000 persons.

LS-3 a.- Secretary to a corporate officer (other than chair- --

man of the board or .president) of a company that
employs, in all, over 100 ,but fewer than 5,000
persons; or

b. Secretary to the head (immediately below the offi-
cer level) of either a major corporatewide func-
tional activity (e.g., marketing, research, opera-
tions; industrial. relations, etc.) or a major geo-'
graphic or organizational segment (e.g., a regional
headquarters; a major division) of a company that
employs, in all, over 5,000 but fewer than 25,000
persons; or

c.- Secretary to the head of an individual plant fac-
tory, etc., (or other equivalent, level of official).,.
that employs, in all; over 5,000-persons;Or .

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

LS-4 .a. Secretary. to the chairman of the board or presi-
dent -Ofâ company that employs, in all, over 100
but fewer than 5,000 persons;.or

b. Secretary to. a corporate officer (other. than the
chairman of the bard or president) of-a company
that employs, in all, over 5,000 but fewer 'than
25,000 persons; or

c. Secretary to the head, immediately below the cor-
por4e officer level, of a major segment or subsidi-
ary--61 a- company that employs, in all, over 25,000
persons.'

. . . . .

/Y0_ TE: The term "corporate officer" used in he above
LS definitions refers to :those-Officials who have asigifi-
cant corporatewide, policymaking, role with regard tO rnajor

6 z!
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company activities. The title "vice president," though nor-
. malty indicative of this role, does not in all: cases identify
,,,,,such positions. Vice president's Whose primary responsibili-

ty is to act personally on individual cases or transactions
(e.g., approve or deny individual loan or credit actions; ad-

f minister individual trust accounts; directly supervise a died
, cal staff) are not eonsidered to be "corporate officers" for
purposes of applying the, definition.

'Level of Secretary's Responsibility (LR)

This factor evaluates the nature of the work relationship
between the secretary, and the supervisor, and the extent to
which the secretary is .expected to exercise initiative and
judgment. Secretaries should be matched at .LR -1 or LR-2
described below aecording to their level of responsibility.

LR-1. Performs varied secretarial duties including
parable to most of the following: .

a. Answers t/Iephone, greets personal callerS, and opens
incomin mail.

b. Answer telephone requests which have standard an-
'&w.ers. May reply to requests by sending a form letter.

c. Reviews correspondence, memoranda, and reports
prepared by others for the supervisor's signature to
assure procedural and typographic accuracy., .

d. Maintiins supervisor's 'calendar and makes appoint-
ments as instructed.

e. Types, takes and transcribes dictation, and files. .

-

Or Coni-
c

LR-2. Performs duties under .LR-./ and, in addition, per-
forms tasks requiring greater judgment, initiative, and
knowledge of office functions including or comparable to
most of the following:

a. Screens telephone and personal callers, determining
which can be handled by the' supervisor's.subordi-
nates or other offices.

b. Answelts 'requests which. require a detailed knowledge
of office procedures or collection of information
from files or other offices. May sign routine 'corre-

,1

spondence in own or supervisor's name.
c. Compiles or assists in compiling periodic on

--lathe basis of general nstructions.
d. Schedules tentative epointments without prior clear-

ance. Assembles. necessary background material for
..scheduled meetings. Makes arrangements for meetings
and conferences.

e. Explains supervisor's requirements to other employ-
e.eS.in supervisor's unit. (Also types, takes dictation,
and files.) -

STENOGRAPHA

Primary duty is to take dictation using shorthand, and, to
transcribe the dictation. May also type from written copy.
Mail operate from a stenographic pool. May occasionally
transcribe from voice recordings.
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NOTE: This job is distingdished from that of a,, secretary
in that a secretary normally works in a confidential rela-
tionship with only onkinanager or executive and performs
more responsible and Mcretionary tasks.

Stenographer, General

Dictation involves a normal routine vocabulary. May
maintain files, keep simple records, or perform other rela-
tively routine clerical tasks.

Stenographer, Senior

Dictation involves a varied- technical or specialized vo-
cabulary such as in legal briefs or reports on scientific re-
search. May also set up and maintain files, keep records,,
etc.

OR
Performs stenographic duties- requiring significantly

greater independence and responsibility. than .stenographer,
general, as evidenced by the following: Work requires a high
degree of stenographic speed and accuracy; .a thorough,
working knowledge of general business and office proCe-
dure and of the specific business operations; organizations,
policies, .procedures, fileS, 'workflow'', etc. Uses this knowl-
edge in performing stenograPhic duties and responsible ,cler-
ical tasks such. as maintaining follow-up files; assembling
material for reports, memoranda, and letters; composing
simple letters from general instructions; reading and routing
incorfiing mail;'answering routine questions, etc.

Uses a typewriter to make copies of various inaterialsIbr
to make out bills after calculations have been made by
another person. May include typing of stencils, mats, or
similar materials.for use in duplicating processes. May do
clerical work involying little special training', such as keep-
ing simple records; iling records and reports, or sorting and
distributing incoming mail,

Typist I

Performs one or more of the following' Copy typing
from rough or clear drafts; or routine typing of forms, in
surance policies, etc.; or setting up simple standard tabula-
tions; or copying more complex tables already set up; and
spaced properly.

Typist III

,Performs one or more of the following: Typing material
form when involves combining material frOm sev-
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eral .sources; or responsibility for correct Spelling; syllabica complicated statistical tables to maintain uniformity and
tion, punctuation, etc., of technical or unusual words or balance in spacing. May type ritine form letters, varying
foreign language material; or planning layout and typing of details to suit circumstances.

NOTE: The ciccupational titles and definitions for drafter,-tracer, messenger, and stenographer are the
same as those used in the ,igureau's progrdm of occupational wage surveys in metropolitan, area's...The.
-occupations listed beloW-have the same definition in -both the national and area surveys;.however, the level
designations differ as shown:

Occupation

414-,

National Survey of OccupatiSri01
Professional, Admini- Wage Sui-veys in

strative, Technical, and Metropolitan
Clerical Pay Areas

Drafter I c
II B
MI A

Clerk, accounting I B
I I A

Clerk, file I C
II B
III. A

gr,

_KeY_OnArY_OPerator__-_...... -...-.-..... .. '... . . ... . 1 B

.7------..._ I I. A
Secretary' --- I

.1I D
III C
IV B
V A

Typist I B.
II. A

.

1 This 5-level definition for secretary was introduced in the area surveys in calendar year -1977.
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Appendix D. Comparison of Salaries in Private Industry with Salari7 of
Federal Employees Under the General Schedule,,

The survey was designed to provide a basis for com-
paring salaries under the GeneralSchedule classification and
pay system with salaries in private enterprise. To assure
collection of pay data for work levels equivalent to thew
General Schedule grade levels, the Civil Service Com-
mission, in cooperation with the Bureau of Labor Statistics,

prepared the occupational work level' definitions used' in
the survey. Definitions were graded by the Commission
according to standards established for each grade level. .

Table D-1 shows the, surveyed jobs grouped by work lelielS
equivalent to General Scliedide grade levels.

1
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Table D-1, Comperison of average annual salaries in private industry with salary rates for Federal employees under the General Schedule

OCcupation and level :'0

surveyed by BLS'

. Average

annual

salaries

in private

Industry?

March 1978

Salary rates for Federal employees under the General Schedule, March 19783

.

Grade's.

Averge,s

March

1978

Step's6

4 7 ,

.

9 10 ,

Clerts,,file 1 $6,621 GSA $6,405 $6,219 $6,426'. $6,633 $6,840 $7,047 $7,254 $7,461 $7,668 $7,875 $8,082.

Messengers , ', 7,5,95 . .
.

Clerks, file II
.

7,914 " GS 2 7,249 .7,035 7,270 7,505 7,740 7,975 8,210 8,445 8,680 8,915 9,150
.

Key entry operators 1 . , ... . , ... 8,546
.

Typists 1 . 7,778 ,

.

Clerks, accounting I . , . . , ... ... .. 8,682 GS 3 8,524 7,930 8,194 8,458 , 8,722 8,986 9,250 9,514 9,778 10,042 10,306

Clerks, file III 10,095

Drafter-tracers 9,803

Engineering technicians 1 10,461

Key, entry operators II '10,099

Stenopraphers, general 9,834

Typists I l' 9,276

Clerks, accounting 11 10;986 GS 4 9,918 .8,902 9,199 9,496 9,793 10,090 10,387 10,684 10,981 11,278 11,575

Cpmputer operators 1 8,546 °'

Drafters 1 11,247 .

ErNineering technicians II 11,918

Secretaries" . 9,801

Stenographers, senior, ,
,

.. 11,018

,

Accountants 1 .. 4. , 12,785 GS 5' 11,321. 9,959 10,291 10,623 10,955 11,287 11,619 11,951 12,283 /2,615 12,947

Auditors I

Buyers 1

13,243

12,887 ,.

)
'Chemists I 13,492

Computler operators II 10,352
.

Drafters 1,1 13,709

Engineers I 15 928,

Engineering technicians 111 14,062 .

.

Secretaries II , ,e 1. , 10,721
.

CoMputer operators 111 ', 11,274 , , :GS 6 12,782 11,101 11,471 11,841 12,211 12,581 :12;951 13,321 13,691 14,061 14,431

Secretaries Ill, ' ' 11',894 .

See footnotes at end of table.
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Table M. Comparison of average annual salaries in private industry with salary rates fOr Federal employees under the'General Scheduler-Continued

OccuPatiOn and level

surveyed by BLS1

,
Average

annual .

salaries

in private

industry,2.

March 1978

Salary rates for Federal employees under the Generel Schedule, Marcb;19783

.

,

Grade4

Averages

March

1978

w

,
Steps6

1 2 3 4 9 10

AcCountants II

Auditorsll

Buyers I I ...'.. , ; ..... ;
Chemists II

Cornputer operators IV

Drafters III

Engineers,11

Engineering.technicia nil V

Job analysts II

Secretaries IV

Computer operitors V
,.

Secretaries V

Accountants1I I

Attorneys I

Auditors III

Buyersill , .

Chemists ill

Computer operators VI

Engineers III

Engineering technicians V

Job analysts Ill

Accountants IV

Attorneys II

IlAuditors IV

Buyers IV

Chemists IV . 1-.

Chief accountants I )

Directors of personnel I .....
Engineers IV

Job analysts IV

Accountants V ,

Attorneys I I I . . .. , .. ....
Chemists. V.

Chief accountants II

Directors of personnel I I , ', ,

Engineers V

.> .

.. ..

,

.

; , ....

. i ,;',

,

g

.

,

,

; . ... -

.. ,

. ...

$15,671

15,694

16,195-

16;337 .

'13,737

16,902

.17,567

1 6,302

14,040;

13,018

15,691

14,430

18,115

17,693

18,756

19,590

19,453

18,173

20194,

18,703

.
18,354

22,036

21,713

:23,093

23,853

. 23,532

-, . 23,561

.20,833

23,972'

22,616

27,301

27,738

28,494

27,769

26,245

28,001.

GS 7

GS B

GS 9

GS 11

'

.

. GS 12

.0

$13,946

15,847

16,924

,

20,563

,

24,762

.

$12,336

13,662

15,090

r

18,258

.

21,883

$12,747

14117

15,593

,

10;867

4

.

22,612

$13,158

14,572

16,096

.

19,476

o

23,341

$13,569

15,027

16,599

.

.
20,085

24,070

$13,980

15,482.

17,102

,

.

20,634;

24,799

$14,491

15,937

17,605'

.

21,303

25,528

.

$14,802

16,392

18,108

,

21,91.2

26,257

$15,213

16,8417

18,611

22,521

'26,986

.

$15,624

'17,302

19,114

, 23,130

,

27,715

$16,035

17,757 .

19,617

23,739

28,444,

.

.

See footnotes at end of table,
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Table CO. Comparison of average annual salaries in private industry with salary rates for Federal em oyees under the Geniral SchedUle-Contin

Occupation and level

surveyed by 8LSI
.,

*

Average

annual

salaries

in private
.

industry,2

March 1978

Salary, rates for Federal employees under the.General Sthe----'1dTue, March 19783

Grade

Average,S

'March

1978

Steps 6 ' '

,, .

.

10'

Attorneys IV $33,547 GS 13 $29,755 $26,022 $26,889 $27,756 $28,623 $29,490 $30,357 $31,224 $32,091 $32,958 $33,825

Chemists VI . 0

Chief accountants III

33,110

34,160 ?i*
Directors of personnel III 32,201

Engineers VI 32,264

Attorneys V 42,318 GS 14 35,087 30,750 31,775 32,800 33,825 34,850 35,875 36,900 ,37,925 38,950 39,975

Chemists VII 38,927 .

Chief accountants IV 39,895 i,

a .

Directors of personnel IV 40,835

Engineers VII 36,520

f

Attorneys VI 51,798 GS 15 41,800 36,171 37,377 38,583 '39,789 40,995 42,201, 43,407. 44,613 45,819 47,025

Chemists VIII 47,156 ;
Engineers VIII 42,104

'1 For definitions, see appendix C,

2Survey findings, as summarized in table 1 of this bulletin, F.\ir scope of survey, see

appendix A.

3Selary rates in effect in March 1978, reference date of the BLS survey, as

established by Executive Order 12010 issued under authority of Section 5305 of title 5,

U,S, Code.

4CorresPonding grades in the General Schedule were supplied by the U.S, Civil

Service Commission.

SMean salary of all General Schedule employees in each grade as of March 31, 1978.

Not limited to Federal employees in occupations,surveyed by BLS,

6Section 5335 of title 5,of the U.S. Code provides for within-grade increases on

condition that the employee's work is 'of an acceptable level of competence as defined

by the head of the agency, For employees' who meet this condition, the service

requirements are 52 calendar weeks each for advancement to salary rates 2, 3, and 4;104

weeks each for advancement to salary rates 5, 6, and 7; and 156 weeks each for

advancement to salary rates '8,'9, and 10. Section 5336 provides that an additional

within.grade increase may be granted within any period of'52 weeks in recognition of

high quality performance'above that ordinarily found in the type of position concerned.

Under Section 5303 of title 5 of the U.S. Code, higher minimum rates (but not exceeding the maximum

salary rate prescribed in the General Schedule for the grade or level) and a corresponding new salary range

may be established for positions or occupations under certain conditions, The conditions include a finding

that the Government's recruitment or retention of well qualified parsons is significantly handicapped

beoause ,the salary rates in private industry are substantially above the salary rates of the statutory pay

schedules. As of March 1978, special, higher salary ranges were authorized for professional engineers at

the entry.grades. (GS5 and GS7), and.at GS.9. Information on special salary rates, including the occupations

and the areas to which they apply, may be obtained from the U.S. Civil Service Commission, Washington,

D.C. 20415, or its regional offices.

*IJ,S, GOVERNMENT PRINTING OFFICE 1978 0-275-327
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Keep up .to datewith:

I II

ILI IA

The Bureau of LaborStatistics has'published a series of 16 bulletins dealing With key
issues in collective bargaining: The bulletins are based on analysis of about 1800 major
agre6ments and: show how.negotiators in different industries handle specific problems.

studies are complete with illustrative clauses identified by the company andunion
signatories, and detailed tabulations on the prevalence of clauses.

momm maim ma vim milim mom Elm limo Immo mom mom re Emu N. um rim mu mum

ORDER FORM

Title (Check. Publication Desired).

Mayor Collective Barjaining'Agreements
nevance Procedures
everance Pay and Layoff Benefit Plans

Supplemental Unemployment.Benefit Plans and
Wage- Employment Gbarantees

Bulletin
NuMber

1425-1
1425-2

1425-t

Date of
publication . Price

1964 $ 1 45
1965 1 80

1965 1 80

Deferred Wage Increase and Escalator Clauses 1425-4 1966 1.10

_ Management Rights and Uniori,Management Cooperation 1425-5 1966 1 35

Arbitration Procedures 14256 1966 2 40

Training and Retraining Provisions 1425-7 1969 1 05

Subcontracting. .

1'425.8 1969 1 10

Paid Vacation and Holiday Provisions 1425.9 1969 1 90

Plant. Movement, Transfer. and Relocation AllOwances_ 1425-10 1969 1 55

Seniority in Promotion and TranStei Provisions 1425-11 1970 1.25

Administration of Negotiated Pension. Health. and
Insurance Plans 1425.12 1970 1 00

Layoff. Recall. and Worksharing Procedures 1425-13 1972. ' 1 75

Administration'of Seniority 1425-14 1972 1 25

Hours?' vertime and Weekend Work 1425-15 1974 1 45

Safety and Health Provisions 1425.16 1976 1.30.

.Total fr401116 Bulletins $23.50

mmummor NMvim ma mom mom um =Mt oloo. lism1 SIM INN I.
To order. check the bulletins wanted
above, and mail the list with payment to
lour nearest Bureau of Labor Statistics regional office . -i;
MAKE CHECK PAYABLE. TO
SUPERINTENDENT OF
DOCUMENTS

74

riegional Office
Bureau of Labor Statistics
U.S Department of Labor .
1603. Federal Building. Boston. Mass. 02203.
1515 Broadway. New York. N Y 1.0036
3535 Market Street. Philadelphia. Pa 19101
1371 Peachtree Street. N E . Atlanta, Ga 30309
230 S Dearborn Street. Chicago, III 60604
911 Walnut Street Kansas City. Mo .64106
555 Griffin Square Building. Dallas. Texas 75202
.450 Golden Gate Ave . San Francisco. Calif 94102
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Bureau-of Labor Statistics
Regional Offices

9

Region I
1603 JFIK
Gavel rliTh".tlt CrTht(-

Boston MasE-i. 02203
Priono 617 223-67fL1

Region .l]
Suite 3400
1515 Brodil..vay

Yurk .N Y ,10036
Phone 21? 399-5405 .

Region III
3535 Market
P G Bc)i,i: 13309
Philadelphia , Pa 19101
Phoriti .215 596-1154 .

. .
Region IV a .

NE
30309

104 8r31 4418

Regioc
F

i1)3riS

312 _3',:3 1000

Region VI

214 :1493 = 3`.516

Regions VII and V111
911 Walnut Street .

Konsm City. Mo 64106 .

Phone 816 .374-2481

Regions 1X.and X"
450 Golden Gale Avi.;!inie.,
Brix 36017
San Fianci,A:o Calif .94102
Phone ,:415.1556-4678

Regions.VII and VII are serviced
by Kansas City

"Regions IX andXare serviced
by San-Francisco

s


