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(DOT. 21(1 368 through s&s
215 388 aﬂd 219.388 and 433)
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- N:mraaﬂhg\nmrk

Every busmess neeﬂs g)rstemauc
. ‘and up-to-date records of accounts
and business transactl@s *Book-
lceapmg workers maintain these rec-
ords in JOUI’I‘IE]S ledgers, and on oth--

o er accoypting | fnra?s They. also

1.

prepare periodic finaricial statements®
showing all money recgived arld' paid
out. The duties of bookkkeping
workers vary with the snge of the
* business, *

In many small firms, kengral book-
kgspgﬂ (D:O.T. 210.388) are the
only bookkeeping workers. They ’
analyze "and record aH financial
transactions, such as orders and cash
sales. Théy also check money taken

#

EQQKK%EPINE WQHKEES prepare a;ld mail customers’ bills and

answer the telephone.

In large businesses, a nupiber of
.bookkeepers and ‘accounting cléikd
work under the direction ofa head or
supervisory bookkeeper. In these or-

ganizations bookkeepers often spe--
cialize in certain types of work. For

example, some prepare statements
-On a company’s mgnrﬂe from sales or
its daily operating expenses. Others
may ‘post payments and charges on-

" cards using bookkeeping wmachines,

in against that paid out to be sure -

accounts “balanc#,” and calculate
the firm’s payroll. Although most of
this work is done by hand, bai)kkeeps
ing workers generally use simple of-
fice equipment such as calculating

» machines. General bookkeepers also

‘or feed informationt on accounts re—~

= 'd:ewable am:! a::t:aurﬁ.s payable qur

(DD,T 219. 488), spmeumesl;nwﬁ
as bookkeeping ;lafks‘ perform a vax,
riety of routine duties. They record -
détails of \business transactions, in-
, €luding deductions from payrolls and -
bills paid and ‘due. They also may
type veuchers, invoices, and other
financial recdrds.
Plgcn of Employment

Eéukkee:,pmg warkers numbered
almost 1.7 million persons in 1976,
Jobs for bookkeeping workers are

found in all kinds of firms, with an
especially large number in wholesale

1 .
LY

.and retail trade. More than 1 of every
3 bookkeepers work for a retail store -
or wholesale firm. In addition, many
work in factories, banks, msuran:e_
.companies, haspuals and schools:

Triinlng. ﬁﬂmr Quiilﬂeaﬂﬁns.
and A;lﬁneamht ‘

* High sghpgl -gradu_gtss who have
taken business arithmetic, bookkeép-
g, and Pnnexﬁlgs of accounting *
meet the minimum requirements for
most bookkeeping jobs. Some em-
plﬂ}FéE‘ however, prefer applicants
“ggho have completed sbusiness
purses at a junior college or busi-’

ness school and have haad some expe- .
rience wmkm th accounts-pay-
able and’receivable. A l:nuwledgg of

haw mmputezsa:e used to perram o

bookkeeping operations, is .an asset.

Persons also may qualify for book-
keeping jobs l}ifnugh on- ths-_;ob
training. “In some areas, companies

. cooperate with business schools and

high schools in work-study programs.
-These programs offer part-time éxpe-
rience that helps students get Juba
soon after graduation. ;
Emkkgpmg workers néed above
average aptitude for working with’
numbers and a knack for concentrat-

y . ing on details. They should be abls to

type and operate various office ma-
chines. Because they depend on oth- -
er office workers for information, *
" bookkeepers should be able to work
ag part of a tas.ml
Newly hired bookkeeping workers
bsgm by recording routine transac-
. tions in.accolints receivable or ac-
couhts payabl: units. They advance

" to more resp 1sible aszignments,
. such.as prepaf g ncome statements
2 and operating corgplex bookkeeping

machines or computers. Some work-
ers are promoted to supervisory jobs.
Eankkgepers who ﬂamplgte courses
in college accounting may become
accountants. (The occupation of ac-
countant is discussed elsewhere in
the Haﬂdbaﬂk )

o

Emplﬂymnnt Outicok

* Thousands of job openings for
bookkeepers are expected every year

. through 1985. Jabs wil] be numerous

even though employment of book-
keepers is expected to, grow slowly

over this period, for the m:cupaur:m is
$



hrp;méturmvermhngh Mustpb
. openings - will occur because of the
need 10 replane workers who die, re-
tire, of. !tﬂp/ wnrkmg fm- ‘other rea-
. Soms.

: Future gmphyment gr@uﬂh in thxs
.ocgupation will be slowed by the
- increasing  use of various types of
hankéspmg machines and electron-
ic computerg that process data more
acctrately, rapidly, and economicals
., ly than wurl:m dnmg n by hand.

E:mlnﬁ -ﬂd Working
Eﬁﬂd%ﬂonl

Begmnm‘g accounting clerks in pri-
vate-firms averaged $637 a month in
1976, aceufdmgb a Bureau of La-
" ‘bor Statistics survey of clerical occu-
pations. They had hlgher salaries, on
the average, Phan- beginning file
clerks or typists, but earned less than
beginning secretaries or stenogra-
‘phers: Experienced accounting
clerks earned $805 a'month, about
' the same as the average:for all nonsu:
pervisory workess in privste industry,
except farming.

. In 1977, starting salanes in the
Federal Government ranged from
$6,572 ((G5-2) to $7,408 (GS-3) for
bookkeeping workers right out of
high school. Starting salaries were

- higher for b@hkk&:plﬁg workers with
at least 2 years’ work éxperience or 2
years of college education. These
salaries ranged from $8,31¢ (GS-4)
to $9.303 (GS-5) per year. Average
salaries in the Federal Government
in 1977 for general accounting clerks
were $13,443 per year.

Working conditions for bookkeep-'

ers are similar 1o thosg of other office
workers in the same firms. (See in-
troductory section to this chapter for
more information on eamings and
working conditions and for sources
of additional information. ) .

e S ———

FILE CLERKS

"(D.O.T. 132,388, 205.368, 206.388,
219.588, 920.887)

Nature of l,hg_ Waork

An orderly file system is often the
. key to an efficient office. In most

offices, rgc:nrds are arranged so that
information. can be located quickly.
This creates many job opportunities
for file' clerks, who.keep records ac-

curate, up. ty date, and properly
placed.
File cleght classify, store, update,’

e office informatiop on
request Todo this, they read ivicom-
ing material and put it in order for
future use by means of some system,
such as by number, letter of the al-
phabet, or subject matter. When
these records are requested, file
clerks locate them and turn them
over to the borrower. They keep
track of materials removed £from the
files and make sure that thas& given-
out are returried,

Some clerks- operate mechanided

files that rotate to bring the needed
records to them. Others retrieve
documents of spools of microfilm
and place, them in an electronic
transritter that displays the informa-
tiori on video terminals located else-
where in the. organization. Records
also must be up to date in order to be
useful. File clerks make sure that
new information is added to existing
files shortly-after it is received.
From time to time, file clerks may
destray outdated file materals or
transfer them to ‘inactive storage.
They check files at regular intervals
to insure that all items are correctly
placed. Whenever data cannot be

L i Y

bl:atetj; thie file clerk ‘searchés foA
the rmsmg recnrds Asan nrgamza
tion's neéds for information change,

file clerks modify old filing systems
or establish new ones,

In small biﬁeg.s. file clerks cxftsn )
rt mail, or operate duplicat- -

type,
ing maPhines. *Those who work with

autﬂmated filing systems may-code
and microfilm all mcgmnﬂg dﬂcua
ments,

" Places of Empiaymirii ,

About 270,000 pﬁ‘sans worked as
ﬁie c:lerks in 1976 ln a.dflman ma ,y

mﬁ::s? or grzwemme_nt agén;i,esé

Tralning, Other Qualifications,
' and Advancement

Employers prefer high school
graduates for beginning file clerk po-~
sitions. Most seek applicants who
can type, and many prefer those who
have some knowledge of office prac-
tices as well. /High schools, junior
colleges, and p/nvat: buslness schools
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Jrain unethployed and lowskilled

wmhers who can read and spell well .

for entry level clerical jobs such as
file clerk. _

~Some on-the:job training usually is
necessary because each organization
has its own filing systems and office
procedures. In organizations that
have their own ﬂllng procedures,
‘clerks learn their jobs in a few weeks.
L:armng to operaie mechanical fil-
ing systems usua]ly takes more time.-
Wheee file clerks haie a variety of
related duties, tiammg may take up
to 3 months. .

File clerks must.read accu?atﬂly
and rapidly, spell well, and like de-
tailed work. Most file clerks must be
able to type. They should be neat;,
able to work as part of a team, and
not be easily bbred by repeated mks

File clerks can advance to _more
dnff‘n:ult filing duties and to ijS su-
pervising other file clerks. Those
who learn additional skills may be
promoted to office machine opera-

. loT38, receptionists, and typists.

Employment Outlook

Employment of file clerks ls €x-

pected to grow about as fast as the

average for all occupations through
the mid- 1980’s as business expansion

creates a need for more and better ~

r'eeardkeeping iﬁ aaditifm a lsrgz

ea(:h yt:ar to replase thnse whc: dlEi
"fetife'.: or transfer to other jobs.
The growing volurue of paper work

,and continued expansion of those

businesses that traditionally have emn-

" ployed many file clerks should assure

steady employment growth. How-
ever, this growth should be slower
than ‘in past years as computers are
used more extensively to arrange,
store, and transinit information.
Jobseekers who have typing and oth-
er secretarial skills and are familiar

. with a wide range of office machines

a¥ould have better opportunities
“than less experienced applicants. File
clerks should find many oppertuni-
ties for temporary or part-time work,
especially during peak business peri-

4
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cagh these and other skills that help .
-a btginner get a.job. Many States -
- apd’lotalities sponsor programs to

i .: = . .
Eimlﬂg; andg Wnrldng
- Eandiﬂpn; ,
Accgrdmg toa recem suwey be-'
ginnipg file dlerks iri urbah areas av-

eraged $113 a week m‘IQT'E Those

with. some experience averaged 4

$128; those with agregt degl of expe-
rience, $158.° -Filg clerks earned

sﬁme)what less than thtee-fourths of

the average earnings of nonsupervi-
sory workers in private mdustry. ex-
cept farming. | c .

In the Federal Gavemmem bl:gm-

ning file dlerks without high school

diplomas, started at about $112°a

we§l§ in 1977 and high school gradu-
ates began at $126 a week. Expern»
enced file c!erks in the Federgl Gowv-
ernment averaged abr:lut S‘l?i a

week in 1977.
Working conditions for file clerks
usually are similar to those t’nr other

- office workers in the same organiza-

tion. Although they dp not do heavy
lifting, they often must stoop, bend,
and rdach.. (See the statement on
Clen)j;l C)cx:upstmns for informa-
tion On fringe benefits and sources of
addllmnal mfarrnatlcm ) = -

=

OFFICE MACHINE
OPERATORS

(D.O.T. 207.782, .884, and .885:
- 208.782; 213.782; 214.48%;
215.388; 216.488; and 234.)

MNature of the Work
T’D speed the papeﬁvark invalv&d

E!TIPID}’ Qfﬁ ce machme th:ramrs tC!
record information, determine bills
and inventories, and perform other
talculatinns This statement ds-

machmg apefatmg _]DbS.

Billing machine operators (D.O.T.
214.488) prepare customer_state-
ments by typing information, such as
customers’ names, purchases, and
amount Gf sal&s ona billing rnachine

ances and réqmrsd payments
Ronkkeeping machine operators
{(DOT. 215,388) record a firm's fi-

Advances In data transmission devices
ﬁlll snable large employers 1o centrallze '
: ' mﬂn}

nancial tfansscﬁéns on a bookkeep-
ing machine afd calculate trial bal-

and®s, summary reports, and mhgr

necessary data. e
" Adding and calculating machine op-

erators (D.O.T. 216.488) use me-

chanical adding machines and elec-
tronic calculators .to compute
payrolls and invoices and do other
statistical work. Some <alculators
can also be used to compute square

roots and percent distributions, .
' Mail preparing and mail handling
, machine operators (D.0O.T, 234)) use -

machines to open incorning mail and
prepare bills and letters for mailing.
Some machines fold and insert enclo-

sures, while others address, seal, and’

stamp envelopes. Addressing ma-
chines print addresses on envelopes

using stencils or metal plates pre-.

pared by embossing machine opera-
tors (D.O.T. 208.782) using special
typewriters.

Duplicating machine operators
(D.O.T. 207.782, 884, and .885)
operate equipment that can repro-
duce letters, bills, invoices, and other
documents. Included are mimeo-
graph, stencil, and copying ma-
chines. These workers keep the ma-
chines loaded with paper, see that
they are properly adjusted for the
number of copies to be made, and
may-collate—put together—pages of



_c;

mnz:hbie ﬂpgﬁtm

(D QT 223.782) operate. mc!nn:—s-
: that iﬁ!t!nd total large quantities of -

"mnm; and statistical informa-

ﬂmandpﬁniﬂr_rﬁﬂuaﬂmal,

- business forma.

. Information about, workers in sgv;
- eral aﬂzrae:uﬁnam that use office
) na-:lm can be found elsewhere in

the Handbook, in the stajements on
computer and peripheral equipment
_operators, typists, and statistical

' pigbes of Employthent

-In 1976, about 163,000 people
worked as office ‘machine operators.
About uﬂg-ﬁﬁh worked for manufac-
turing companies; large numbers also
\were employed by banks, insurance
sompanies, and wholesale and retail
,tcrg Many office machine operg-
tors work for service firms thai pr¢-
sare monthly bills and ‘mailing ircu-
lars for businesses that do not have
their own office machinery. -

Training, Other Qualifications,

and Advancement

" Employers prefer high school or
business school graduates for jobs as
office machine operators. Most new-
ly hired workers are expected to be
able to type and operate adding ma-
chines and calculators. A knowledge
of business arithmetic is helpful.

The amount of instruction and on-
the-job training beginners receive de-
pends on the types of machines they
operate. Although a few days of
training usually are sufficient to train
duplicating machine operators, sev-
eral weeks may be needed to train
bookkeeping machine operators.
Some office machine operators are
trained at company expense in
schools run by ‘equipment manufac-
tuf:rs

gﬂd cmrdmnnan. and gﬂﬁd vision
are ;mpc:gtsnt for most office ma-
chine operator jobs. Billing and cal-
culating machine operators should
knmv simpl: arithmetit: S0 thcy can

Lot

.ing and tahulani

. tions; St:m: ma;hini' yis
vsmglééus especially for duplicat--
g‘_ﬂ;aehijﬁe

EAN

operators.

Modt employers ymmuté. from* °

I ability is ad-

within and givé ﬂmnq consideration | Bookkeeping n

1o senigrity, and job perfgm as

shown by supervisors” ratings. Pro-
motion may be from'a r«;uhne ma-
chine job to a more complex one, or

" to a related clerical job. Employers
fien provide any additional training .
t may be required. In firms havmg )

rge clerical staffs, office wmchine
erators may advance to jobs where
hey | train beginnersor to supervisory

pmtlémnmuﬁn c:rdepartmem

heads 2

Emphymim Outlook

Emplaymené l‘.;‘f cxfﬁce ma::hims op- * :

slﬁwly :han:h: svgrags for all 6ccu-
pations thraugh the mid-1980°s,
Mast openings will result from the
need to replace workers who die, re-
tire, or leave the occupation.

Despite expected growth'in t,he
volume of billing, ;nmpuung. and
duplicating work, the occupation will
expand slowly as computerized rec-
ordkeeping and processing systems
spread. In addition, advances in data
transmission devices will enable large
employers to gantralize recordkeep-
ing, and to redide the requirements
for operators in branch offices.

i

Eiﬁ’ilﬂﬁg and Working
Conditions

A 1975 Bureau of Labor Statistics
survey of eamnings for several office
machine operator occupations in ur-
ban areas showed that. the lowest
salaries were paid in the South and
the highest in the North afid West.

For some occupations averages are
given separately for different skill
groups. Operators in Class A were
very experienced and performed
comparatively difficult work. Those
in Clasges B and C had some or no
experience, worked on more routine
assignments, and used simpler equip-
ment. The. average weekly salaries
reported in this survey are shown in
the accompanying tabulation:

Bnllu\g -and bmkkaemng mm:hm:
operators, earned slightly less than
the average for all nunsupemsmy
,mrkers in private mdustry ex:ept

- o:hmg are very noisy, operators may
work in sp-gmal areas apart from oth-
er cﬂiﬂplﬂy offices. In other re-

g, their working conditions are

imildg to those of other office work-,

ers in the' same firms. (See the state-

ther information on working
conditions and for sources of ‘addi-
tional information.)

i ]

RECEPTIONISTS
(D.O.T. 235.862, 237.368)

Nature of the Work -

All organizations \want to make a
good first impression on the public.
This is an important part of the job of
the receptionist, who generally is the
first person acaller s

Receptionists greet customers and
other visitors, determine their needs,
and refer callers to the official who
can help them. Receptionists in hos-
pitals, after obtainipg personal histo-
ries, direct patients to the proper
waiting rooms; in beauty shops, they
arrange appointments and show cus-

" tomers to the operator’'s booth; and
in large plants, they provide callers
with identification cards and arrange
escorts to take them to the proj
office. [

Many receptionists keep business
records of callers, the tireswat which
they called, and the persons to whom
they were referred. When they are
not busy with callers, receptionists

5

. ment on clerical occupations for fur-



may type, ﬁle, or operate a switch-
board. Some receptionists open and
. sort mail and collect aﬁd distribute
messaggs. Still others are travel
wvouchers and do sxrnpl: Bsokkeep-

. Ing. -

! Pléces of Empipyment

About 500,000 persons worked as
receptionists in 1976: Part-time em--

ployment is readily available for re-
ceptionists, and about 1 in 3 works
part time.

Although receptionists work in al-
most every kind of organization,
about half work for doctors, dentists,
hospitals, and other health service
pram:lers Large ﬁumbers of recep-
tionists also work in insurance com-
panies, banks, factories, and firms
providing business and personal ser-
vices. .

Training, Other Qualifications,
and Advancement :

A high s¢hool éiplt}ﬁ"lﬁ generally is

required for work as a receptionist.

Cgursas in English, spellmg, typihg,
elementary bookkeeping, and -
ness practices are helpful to the e-
ginner. :
~ Liking people and wantmg to hflp
them are assets to the receptmmst A
neat appeirance, a pleasant’ voite,
and an even disposition also are imn-
portant. Because receptionists {lo
not work under close supervigign,
nmon sense and a thorough un-
derstanding of how the business is
organized help them handle various
situations that arise.

Promotion opportunities for re-
cqpuanms are limited, especially in
small offices. In large workplaces,
however, a receptionist who has
clerical skills may advance to a better
paying job as a secretary, administra-
tive assistant, or bookkeeper. Many
companies have their own training
programs so that the skills needed for
advancement can be learned on the
job. College or business schm:l train-
ing also can be helpful in advancing
to better paying office jobs.

.=

/ Eﬁlpﬂﬂji;llﬂ! Quﬂuﬁk n

Erﬁplnjnﬁmb of receptionists is ex-

pec:ted to giow, faster than the aver-

age for all occupatidhs through the
mid-1980’s. Thousands of openings
will result each year as businesses
expand and as receptionists who die,
retire, or transfer to other jobs are
replaced. The number of replace-
ments will be quite large because the

occupation is large and tumover is

high.

Within the fast-growing clerical
field, receptionist employment is ex-
pected to grow rapidly. This is largely
beéause so many receptionists work
for firms providing businiess, person-

al, and pmfessional services—a. sg -

tot of the ecanﬂmy which is expec

to show, very strong growth in the
future. In addition,” more and more
firms recognize the importance of
the receptionist-in promoting good
public relations. Also, because the

_receptionist’s work is of a person-to-

person nature, it is unlikely to be af-

‘ fected by office automnation.

Job opportunities should continue
to be excellent for persons who do
not wish to work full time. This occu-
pation also offers many opporturiities
for those without prior work experi-
ence. )

Earnings and Working
Conditions

Full-time switchboard operator-re-
ceptionists working in urban areas
averaged $141 a week i in 1976" This

. was about three-quarters as much as

the average earnings for nonsupervi-
sory workers in private industry, ex-
cept farming. Receptionists working
in the westein United States had av-
erage weekly earnings of $149.
Those in southern cities averaged
$133 a week. In the Federal Govern-

. ment, beginning information recep-

tionists averaged $171 a week in
1977.

Receptionists usually work in areas
that are comfortably furnished. Al-
though most have regular hours, re-

. ceptionists in hospitals and beauty

shops may work evenings and week-
ends. (See the statement on clerical
occupations for sources of additional
information.)
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,(DJ‘D.T: z’m,i 68 and 368, 202.388,

Nature of the Work
. The efficiency of any organization
depends upon secretaries and stenog-
raphers, who are at thé center of
communications within their firm.
They transmit information to the
staff and to persons in other organi-
zations. )
Secretaries (D.O.T. 201.368) re-
lieve their employers of routine du-
ties go that they ¢ari work on more
important matters. Although ‘most
secretaries type, take shorthand, and
deal with callers, the time spent on

Secretaries and stenographers are at the center of communications within their firmas. magnetic tapes that a typist ¢

these duties varies in differfnt tjpes
- of grgamzaunns '

. In offices where dictation and typ-
ing are handled in word processing
cenfters, administrative. secretaries
handle all other secretariglgduties.
(For more information on these cen-

ters, see the statement on typists else-

where.in the Handbook.) They often
work in clusters of three or four so
that they can readily help each other.

‘Because they are released from dic-

tation and typing, they can serve sev-
eral members of ‘the profesSional
staff. Their duties range from filing,
routing mail, and answering tele-

phones to more responsible jobs such

as answering letters, doing statistical -
research, and writing reports.
Some secretaries are trained in

specific skills needed in certain types.

af wnrk- Medu:al sgfretaﬁss pfepm .
case histories and medical reports;
legal secretaries do legal researchand

lelp prepare briefs; and technical sec-

retaries assist engineers ‘or scientists '

- in drafting reports and research pro- *

pofals. Another specialized secre-
tary is the social secretary (D.O.T.
201.268), who arranges social func-

tions, answers personal correspon- °

dence, and keeps the employer in- C

formed about all smal activities.

Stenographers (D:O.T. 202.388)

take dictation and then transcribe
their notes on a typewriter. They

‘may either take shorthand or use a

!

 stenotype machine that prints sym-

'bols as certain keys are .pressed. .

General stenographers, including

most beginners, take routine djcta-

tic;m -and ;i ather nﬂ‘ic‘e tasks sm:h as

r@hﬂz ke difficult dlctsnan gm:l
do more ge,'spensnble clerical work.
’ They may sit in on staff meetings and
give a sumpary f¢ ort or a wnrd f’nt—

Th%y also supennse nther st:nagra—
phers, typists, and clerical workers.
Technical stenographers must know
the terms used in a particular profes-
sion. They include medical, legal,
and engineering or scientific stenog-
‘raphers. Some experienced stenog-
‘raphers take dictation in foreign lan-
guages; others work as public
stenographers serving traveling busn-
ness people and others.

Shorthand reporters are specialized
stenographers who record all state-
ments made in a proceeding. Nearly
half of all shorthand reporters work
as court reporters attached to courts
of law at different levels of govern-

ment. They take down all statements -

made at legal proceedings and pre-
sent their record as the official tran-
script. Many'other shorthand report-
ers work as free-lance reporters who
record out-of-court testimony for at-
torneys, meetings and conventions,
and other private activities. Still oth-

' ers record the proceedings in the

Congress.of the United States, in
State legislatures, and in both State

and Federal agencies.
Most reporters dictate notes on
ist can tran-



scribe later, Because the reporter’s
transcript is the official record of a
proceeding, acs:uraqy is intally im-
portant. N
Piaces of Employment
About 3.5 million persons worked
in jobs rgqumng secretarial or steno-
graphic skills in 1976; most were sec-
retaries. Only about 100,000 persons
worked as stenographers in 1976.
Opportunities for part-time work

=

are increasing in these and other:

clerical occupations. In 1976, ap-
“proximately one of every five secre-
taries and one in six stenngraphers
worked part time.

" . Secretaries and stenographers are
employed throughout the economy.
About two-thirds of them, however,

"work in banks, insurance companies,
real estate firms, government agen-
cies, and other establishments pro-
viding services to the public. Most
specialized stenographers and secre-
taries.work for doctors, lawyers, and
other professional people.

Training, Other Qualifications,
and Advsm:amgnl

Generally, graduation from hlgh
school is required for a job as'a
secretary or stenographer. Many
employers prefer applicants who -
have additional secretariil training at
a college or private business school.
Cofirses vary from a few months’
instruction in basic shorthand and
'typing to limger programs teaching
such as shorthand
ﬁ:pﬂﬁimg or lega! or medical secre-
tarial work. Shorthand reporters
generally must complete a 2-year
course in a shorthand reporting
S(:h(jﬁl
firms and gﬂvernmﬂnt ag:n\:les hfavg
theix own training facilities where
emplayees can upgrade their skills
and brdaden their knowledge of the
organization. Also, many State and
local governments sponsor programs
to train unemployed and low-skilled
workers for entry jobs as sectetaries.
—... Fourteen States require court re-
porters to be a Certified Shorthand
Reporter (CSR). In some of these
States, reporters can be hired with
the understanding that they will be
certified within 1 year. Certification

8
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is admlmstt:fed bya beard of éxamin.
‘ers in each of the 14 States. The Na-

tional Shnrthand Reporters Associ-
ation confers the designation
Regnster:d Professional Reporter
(RPR) upon those who pass a two-
part examination and participate ‘in
continiling education programs. The
RPR designation is fecopnized as the

mark of excellence i in the profession,

Employers usually have no prefer?
ences among the many different
shorthand ‘methods. The most im-
‘portant factors in hiring and promo-
tion are speed and accuracy. To
qualify for jobs in the Federal Gov-
ernment—and for employment in

many private firms-—stenographers -

must be able to take dictation at 100,

words per minute and type 50 to 60
words per minute. Many shorthand .

reporting jobs require more than 225
words of dictation per minute; short-
hand reporters in the Federal Gov-
ernment generally must take 175
words a minute,
Secretaries _.and
thould have good hearing; a knowl-
edge of spelfing, punctuation,-and
grammar and a good vocabulary are
essential. The ability to concentrate
-amid distractions is vital for short-
hand reporters. Employers look for
persons who are poised and alert,
and who have pleasant personalities.
Discretion, judgment, and initiative
are important for the more respoir=
sible secretarial positions.
Many stenographgrs who improve
their skills advance to secretarial

" jobs; others who acquire the neces-

sary speed through additional train-
ing can become shorthand reporters.
Secretaries can increase their skills
and broaden their knewledge of their
company’s operations by taking
courses offered by the congpany or
by local business schabts! colleges,
a%d universities. As secretaries gain
knowledge and experience, they can

. qualify for the designation Certified

Professional Secretary (@€PS) by
passing a series of exams given by the
National Secretaries Association,
This designation is recognized by a

stenographers .

growing number of employers as the’

mark of achievement in the secretar-
ial field. Many executive, secretaries
are promoted to managemer® posi-

tions on the basis of their extensive

knowledge of their employer's opera-
tions. —_

* . Employment Outlook

Employment of secretaries is ex- ,

pected to increase faster than the av-
- erage for all occupations through the

mid-1980’s as the continued expan-
sion of business and government cre-
ates a growing volume of paperwork.
Hundreds of thousands of jobs will -
become available each year due to
growth and the need to replace those
who die sretire, 'or stop working fc:r
ather FJE/SGHS o '
Demand for secretaries will rise
mainly as those organizations that
require large secretarial staffs ex-
pand their operations. New govern-
ment agencies, ‘particularly at the
State and local level; insurance com-
panies offering new forms ¢
tion; and banks providing  financial
counseling for an increasingly afflu-
ent population are just a few of the
organizations ,that wnil need well-
trained and versatile secretaries in
the years ahead. Although many new
types of automatic office equipment

have been introduced’ in’ recent

years, no adverse impact on employ-
ment of secretaries is expected. How-
ever, jobseekers who arg familiar
with a wide range of office machines
and procedures are likely to have
better prospects than other workers,

Persons with secretarial skills
should find extensive opportunities
for temporary or part-time work as
employers increasingly turn to these
workers during peak business peri-
ods. Such arrangements may be es-
pecially attractive- to students, per-

sons with family responsibilities,
retired petsons, and others interested

in flexible work schedules. ,
Employment of stﬁnﬂgrsphe%\is
expected to continue’ the decline of

.récent years, The increased use of

dictation machines has severely re-
duced the need for office stenogra-
phers, and fewer jobs will be avail-
able than in the past. Demand for
skilled shorthand reporters, in con- |,
trast to the overall outlook for ste-
nographers, should remain strong as
State and Federal court systems ex-
pand to handle the rising number “of
criminal court cases and civil law-
suits. Competition for entry level
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iji § m:mnnx as mqm m.inu
unities will be

Rgpr.men Association.
; Eimlngg and Wai‘ltlng
e C:cnﬂlﬂuni .

~ «According to ?a' Buf:au of Labor -
Statistics (BLS) survey, general ste-

nograpliers working in urban areas
averigad S"IQS a mnth mq.lg’lﬁ ex-
ijled gvgraged 5788 Shﬂrthand re-
oriers generally earn highersalaries
K than other stenographic workers. Ac-
cording to a survey. conducted by
The National Shorthand Reporters
Association, shorthand reporters dv-
eraged about $15,000 a year in 1976.
According to the BLS survey, sec-
retaries to superyisors in small offices
earned monthly salaries of $741-
Secretaries to, officers in small com-
~ panies had average monthly salaries
of $804; those weorking for middle
- management in large companies av-
" eraged $868. Secretaries having
greater responsibilities, such as ex-
ecutive secretaries to corporate offi-
cers, earned average monthly salaries
of $954. &

fﬂf::ﬂim" whq ana eafned cérti- .
ﬁﬂﬂm by the National §huﬂhsnd,

Sﬂur;n af A&dlﬁﬁl\lii o o
o lnﬁ:rmjllnn :

r:tanal work, write to

N:nan:l Secretaries A.ilannlian (lnt:munﬂ-
- al), 2440 Pershing Rd., Suite G10, Kansas.

City, Mo. 64108, -
¢ Additional information/on careers
'in secretarial work and a directory of
business schools are available from:
Association ' of Independent Colleges and

Schools, 1730 M 5t. NW Wlihlnnﬂn. ’

D.C. 20036.

For information about shorthand
reporting, contact:
National Shorthand Reporters Amman.

& 2361 South Jefferson Davis Hwy., Arling-
ton, Va. 22262
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SHIPPING AND RECEIVING
CLERKS
(D.O.T. 209.688, 219.388, 222.138
through .687, 223.387, 239.588,
910.368 and 920.887)
Nature of th’Wﬂrk

Shipping and receiving clerks keep
track of goods transferred between

Beginning clerk-stenographers in _EOEME

the
from $548 to $775 a month in 1977
depending on education, training,
and experience. Earnings of begin-
ning shorthand reporters ranged
from $864 to $1,175 a month de-
pending on speed, education, and ex-
perience. Starting salaries for secte-
taries in the Federal Government
ranged from $775 to $960 a month,
while the average for all secretaries
was $982 a month. In 1976, earnings
of stenographers were slightly less
and those of secretaries slightly more
than average earnings for all nonsu-
pervisory workers in private im:lu;ztr;.ri
except farming.

Working c@ndltlans for secretaries

the same ::rgamz,atmni Shgrthand, re- .

porters, however, often sit for long
periods of time while recording an
event. (See the statemnent on clerical
occupations for more information on
earnings and working conditions.)

Federal ‘Government camed

Recelving clbrk caretully checks manitest.

Fﬂr information on: :aregrs m sec-

sure -the order has been filked

.otfier identifying .informati

_ment.
" invoices and furnish information | .°

inesses’ aind | nm.; cuNiormers. ﬂnd

su 3 liers. ‘In small' companies, one
clerk may. keep, vecords dg &l skip-"

énts sent out afgd réceiv ed\. in lﬂrgef!i
companies, many clerks take care of ..
this memdknsmng ,

Shipping clerks are respo ‘ib!e t‘m-

place. ‘Before gmﬂs are sut
customer, these clerks che
rectly” Some shipping cler
ders themselves. They abugi
chandizse from the stockrde
wrgp it or pack it in shipping
ers. Clerks also put addrefses

packages, look up and con
ther freight or pastal rates
ord the weight and,cost of each ship
Theytalso may prepare

aboyt shipments to other parts of the
company, such as the accounting <§

‘partment. Once’'a shipment
checked and ready to go, shippi

clerks may move it to the shipping
dock and direct its loading on trucks
acmrdlng to its destination. Shlppmg
erks pmrkmg in small
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" clerks. (For more information about

~ the additional duties' of shipping-
clerks in small*firms, see the state- '
ment on stock clerks elsewhere i in the

- - Handbook.) - -~
* When shipments arrive, recewmg
clerks perform tasks similar to those

- of shipping clerks. They determine -

whether their employer’s orders have
~ been correctly filled by verifying in-
coming shipments against the origi-
nal order and the accompanying bill
of ladmg or invoice. They record the
. receipt and condition of incoming
. shipmeénts. Clerks also make adjust-
" ments with shippers for lost and dam-
aged merchandise. Routing or mov:
_ing shipments to the proper
department, warehouse section, or
stockroom and providing informa-
tion that is needed to compute inven-
tories also may be part of their job.

" Places of Employment

About 440,000 persons worked as
- shipping and receiving clerks in
" 1976. More than half worked in fac-
tories; large numbers also were em:-
ployed by wholesale houses or retail
stores. Although jobs for shipping
and receiving clerks are found in all
localities, most clerks work in urban
areas, where mahy factories and
wholesale hiouses are located.

Training, Other Qualifications,
and Advancement

High school graduates are pre-
ferred for beginning jobs in, shlppmg
and receiving departments. Busmess
arithmetic, typing, and other high
school business subjects are helpful.
The ability to write legibly is impor-
tant. Dependability and an interest in
learning about the firm's products
and business activities also are quali-
-ties that employers seek. In addition,
‘shipping and receiving clerks should
be able to work under close supervi-
sion ‘at repetitive tasks.

New employees usuaily are trained
on the job by an experienced worker.
As part of their training they often
file, check addresses, attach labels,
and check items included in ship-
ments. As clerks gain experiénce,
they may be assigned tasks requiring
a good deal of independent judg-
ment, such as handling problems of
damaged merchandise, or supervis-

10

ing other wgrkers in shippmg -or re-

ceiving rooms.
A job as a shipping or receiving
clerk offers a good app;:rtumty for
new workers in a firm té-learn about
thenr cm‘npanys products and busi-
ness practices. Some clerks may be
promoted to head shipping or receiv-
ing clerk or warehause mansger

as mdustﬁal traff‘ c mansgement or
pun;ha?-mg, (Industrial traffic man-
agers and purchasing agents are dis-

-cussed elsewhere in the Harndbook.)

Employment Qutia@k

Employment ‘of shipping and re-

‘ceiving clerks is expected to rise

about as fast *as the average for all
cccupatmns thﬁmgh the mid-1980
as business e:gpands and there ar
more goods to be distributed. Several
thousand jobs will become available
each year as employment grows and
as workers retire, die, or transfer to
other, occupations.

Although substantial growth is ex-
pected in the volume of goods to be
moved, employment of shipping and

.receiving clerks will not increase as

rapidly because of changes in tech-
nology that enable fewer clerks to
handle more goods. Growing num-
bers of firms are using’ computers to
keep track of shipping and receiving
records, and moving belts to handle
shipments once lifted by hand.

Earnings and Working
Conditions

Shipping and receiving clerks in
urban areas averaged $200 a week,
accardmg to a 1976 survey. This is
ah\aut rnur:h as the sverage earn-

pnvatg mdustry, ;:xt;ept farmmg
Salaries varied substantially, how-
gv?by type of employer. Shipping
and receiving clerks employed by
manufacturing firms averaged $200,
those working for wholesale houses
averaged $210, and those employed
by public utilities averaged $248,
Mast shipping and receiving clerks
receive time-and-a-half for work
over 40 hours. Night work and over-
time, including work on Saturdays,
Sundays, and holidays, may be neces-
sary when shipments have been un-

12

duly delayed or when materials are .
needed . immediately on prgductlan
lines. Although shlppmg angd receiv-
ing clerks do much of their 'work in
warehouses or in shipping and re-
ceiving rooms, they may do'some of
it on outside loading platforms.
Workplaces often are large, unparti-
tioned areas that may be drafty, eold,
and littered with packing materials.
Most clerks must stand for long
periods while they check merchan-
dise. Locating numbers and descrip-
tions on cartons often requires a
great deal of bending, stooping, and
stretching. Also, under the pressure
of getting shipments moved on time,
‘clerks sometimes” 'may help load or
uﬂlDaE rnatenals in the warehnusz

patmns far addl!mﬂ_,al mfnnﬂatmn !:l!'!
fringe benefits.) ~

| Sources of Additional
Information .
" Information about the work and
earnings of shipping and feceiving
clerks in wholesale estabhshrnérﬁs 13
available from:
Mational Association of Wholesalér-Diistribu-
tors, 1725 K St. NW., Washington, D.C.
20006.
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STATISTICAL CLERKS

(D.O.T. 205.368, 206.588, 209.388,
219.388, 488, and .588, 222,687,
223,588, 913.368, and 953.168)

Nature of the Work

Administrators and managers in all -
types of organizations depend on nu-
merical ‘recordg to help make deci-
sions. Statistical clerks prepare and
insure thes accuracy and complete-
ness of these records. Although the
occupational title “statistical clerk”™ -
covers a number of different jobs
perfornred by statistical workers, the
jabs in this f" eld can be grouped into
recarding, I‘;‘Gmpﬂ*
lsung, and schgﬂulmg

Recording. This work involves col-
lecting and verifying the accuracy of
information. Shipping checkers
(D.O.T. 222.687) in manufacturing

=



hmimene: mra “that merchandise
vmblﬂﬂppedisprﬁpzr!y labeled and -
~contains. the desired number of
items. Car checkers (D.O.T.
209.588) keep records of shipments
as they arrive at or ledve a railroad
freight terminal. They check. the
number of railroad cars and verify
their contents with the specifications
‘on the invoice. Counters (D.O.T.
223.588); who may have a title speci- ,
fying. their work or the -izems thag
they count, record the number of
- materials received, transferred, of
produced. For example, lumber tal-
liers or lumber checkers record the

o=

' and 'éﬁ;npute humeﬁcéi data on th=

_ population and its characteristics for
gnvernment and business research
projects. Demutrage clerks (D.O.T.
219.388), employed by railroads, use
' rate tables to compute railway freight
charges and calculate the weight of
shipments or distance railroad c:ars
have traveled. :+  ©

S:hulullnz Statistical cl may

* schedule business activities that in- °

volve the movement of people and
_things. Through ‘planning, they as-
sure that these activities run smooth-
ly and efficiently. For example, as-

signment clérks (D.O.T. 913.368)
work for bus companies and assign

A amaum and typ: i:f lumber pm y drivers to meet riders’ transpnrtatmn

’ lect pmdm:unn data in the steel in-
" dustry.
Compiling and coding, In organiza-
tions of all types, information must
" be pruperly filed, verified, or ana-
lyzed for data processing. Posting
clerks (D.O.T- 219.588) do this work
by making entries in registers and
journals. They receive and sort rec-
ords of shipmenis, production, and
financial transactions to provide
company officials with current.infor-
mation on business activities. Record
tkeepers (D.O.T. 206.588), also
‘known as classification clerks, record
data systematically for easy location.
Coding clerks (D.O.T. 219.388) con-
vert information obtained from rec-
ords and reports into computer codes
for data processing. Personnel clerks
(D CDT 205 368) gather arld file in-
bu’smess, their work rnay mc:lude
some typing and prepsrstiaﬁ of re-
ports,

Computing and tabul;l:lng Qrgani-
zations frequently use numerical rec-
ords for reports and research. Statis-
tical clerks gather information from

records to present in a chart or table

for analysis. Actuary clerks (D.O.T.’

219.388) use certain formulas, statis-
tical charts, and insurance rate books
to assist actuaries in determining in-
" surance Tates fﬂf énmpany custom-
b]gs for 5tudies on general insurance
"practices. Policy checkers (D.O.T.
219.488) verify the accuracy of in-
surance company records. Sratistical
assistants (D.O.T. 219.388), also
known as tabulating clerks, calculate

needs. Drivers are seleoted on the
basis of experience, seniority, and
nature of the assignment. Crew
schedulers (D.O.T. 219.388) do simi-

lar work for airlines; they assign pi-

lots ta scheduled flights and log the
mileage each pilot has flown. Gas dis-

_patchers (D.O.T. 953.168) deter-

mine the proper pressure in a natu:ra[i )

gasline to meet customers’ require-. - .

ments after considering information
such as the weather, time of day, and -
other factors that affect the use of

Plne-: al Empiayfnsan

About 33‘7 000 perstms worked as"
-statistical clerks in 1976. Althmgh
- statistical clerks are employed in

nearly every industry, over half
worked in finance, insurance, and-
real estate compani€s; manufactur-
ing firms; and Federal, Ststg. and lo- - -

_cal government. -

size require numerncal réentds statis-
tical clerks work throughout the
United States. Jobs are conceéntrated,
however, in heavily populated cities
that are centers of mdustry and gov-
ernment actwmas '

Statistical clerks compile the numericak records often used by management to make

decislons. = N

E

it
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Training, Other Qualifications,
and Advancement

Most employers prefer 1o hnra hlgb
s«choo| graduates for slat.lsucal clerk -

‘jobs. They alsce seek applicants who

have an aptitude for working with
numbers and the ability to do de-
tailed work. High school._students

. may preparé for jobs as statistical

clerks by takirg courses in general
mathematics, algebra and geormetry.

'A-lsn recomme nded are courses in

data processing, office procedures,
bwok keeping, and typing.

In many companies, general clerks

-twho have becorneé familiar with their

exnployers’ recoerd systems and office
procedures are promoted to statisti-
cal clerk positions. On-the-job train-
img'that equips the employee to spe-
c#alize in nurmerical work may
irmclude the use of calculators, tabu
lating machines . and typewriters
Statistical cle rks must be farniliar
with the ilexns or information which
thaey observe arsd record. For exam-
ple, lumber che<kers must know the
vanous types and qualities of woud
products. In presparing data for pro

cesssirag, codling clerks must use the

Q

proper compuler cudes Lo avold el
roFrs. ’

Statistical ues ha alusuld Lo atsl .
do prompt and Accurate work unser
clese supervision Also, they shouald
be tactful and esven tempered when
werking with others i1 the aause of
ficce

Moal = luy =15 pres
iIn-fFrom-withima policy thae ajlow.
ex perienced  woikers tu qualify for
more resporisible jobs as they be
come available. Qualificd statisucal
cleetks may perform more difficultas
signments or adwance to supervisory
positions. Sorme st
able to advarice 1v a technilcian lovel
whaere they may deal with the techm
call problems of staustical 1escaich
prjects.
puier programuers

[BAY PO

5 a1

istical clerks ane

Sorme clerks becuwne wum

EmiplOyreent G ulisun

Employment o f statistical o1+
expected to grow about as fustus Lae
averrage for all occupations through
the mid-1980s In addition to job
opporcunities ! emrising  from  this
growth, many additional openings
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will occur as- clerks die, retire, or
leave the occupation for other rea-
sons.

This occupation includes a wide
.range of jobs, and the prospects for
statistical clerks are better in certain
areas than in others. Sorme routine
jobs, for example, may be ¢liminated
as computers are increasingly used to
collect and process information.
However, statistical clerks in jobs
such as those that require personal
contact or involve the preparation.of
data for ‘computer analysis are ex-
pected 1o be in great demand.

Among the factors that will cpn.
tribut¢ to the demand for statistical
clerks<js the expected increase in
business and government activities,
including projects requiring the col-
lection and processing of large
amounts of numerical data. In addi-
uon, administrators increasingly will
rely on numerical records to analyze
and control all aspects of their or-
ganization's work

Earnings and Working
Conditions

Crantind intornmnation indivates that
Logoning  statistical  clerks  eapn
abrout ax uwuch as workers in other
cnliy level clencal jubs such as office
clerks o file clerks; salaries for these
wutkers ranged between 3110 and
5130 a week in 1976, The entrarice
salaiy fur beginning statistical assis-
tauls ~miployed by the Federal Gov-
situncnt was 3142 & week in 1977

Most cxperienced workers doing
atatistically related cletical work, in-
<luding the operation of tabulating
machines oi calculators, earmned be-
tween 35155 and $200 a week in
1976 Tlup level clerks. and supervi-
sury averaged about 3235 a week.
Earuings usually are highest in manu -
facturing, transportation, ani;if,nﬁ'ir
ties industries, they are loweritf retail
finance, insurance, and real
cstflie and service industries

MNeady every employer of stausn-
«-al clerks offers some form of health
plan, hife insurance coverage, and re-
tirement benefits Most glatiStical
clerks work in clean, well-lighted and
well-ventilated offices.
statement on clerical occupations for
suurces of additional information, )Q

Liadle |

(See the -

“STOCK CLERKS

(D.O.T. 223.138, 368, 387, 388, K

588, .687,910388; 969.387)
. Nsture of the V\;grk
" Most employers recognize the im-
portance of keeping well-balanced
inventories 1o prevent sales losses or

" slowdowns in production.

Stock clerks (D.OT, 223, 387) help
protect against such losses by con-
trolling the flow of goods received,
stored, and issued. They usually re-
ceive and unpack incoming mer-
chandise or material. They report
damaged or spoiled goods and pro-
cess papers necessary for obtaining
replacements or credit. On outgoing
orders, they may check the iterns for
quality and quantity and sometimes
make minor repairs or adjustments.

Materials are stored in bins, on the
floor, or on shelves according to the
plan of the stockroom. Stock clerks
organize and mark items with identi-
fying codes or prices so that invento-
ries can be Jocated quickly and eas-
ily. They keep\records of ilems
entering or leaving the stockroom.
Sometimes they label, pack, crate, or
address goods for delivery.

Stock clerks working in small firms
also may perform various duties usu-
ally haﬂiﬂ"ﬂé by shipping and receiv-
ing clerks. (For moore information
about the additional duties of stock
clerks in small firms, see the state-
ment on shipping and receiving
clerks elsewhere in the Hardbook.)
In large firms with specialized jobs,
inventory clerks (D.OT, 223 388)
periodically countiterns on hand and
make n:paﬁ showing stock balanc-
es Procuremen! clerks (D.O.T.
223 368) work in factories I
pare orders for the purchase of new
equiprment. .

The duties of stock clerks also
depend on the items i{lsy handle. For
example, stock clerks Who work with
food and drugs must maintain proper
temperature and humidity conditions
10 prevent spoilage; those who han-
dle. construction items such as lum-
ber and bricks must do much walking
and climbing to note the condition
and quantity of that stock,
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Plmcas of éﬁp]aymant
About 490,000 persons worked as

stock clerks in 1976. About thr’éeégis relatively easy and many young

fourths of them worked in factories,
wholesale firms, and retail stores.
Many others were employed by air-
lines, government agencies, hospi-
tals, and other organizations that
keep large quantities of goods on
hand. Although jobs for stock clerks
are found in all parts of the country,
most work in urban areas where fac-
tories, warehouses, and stores are
concentrated. . - '

Training, Other Gualifications, -
and Advancément -

s Although there are no specific
ucational requirements for begin-
ning stock clerks, employers prefer
high school graduates. Reading and
writing skills and a basic knowledge
and filing abilities also are useful.
Good health, especially good eye-
sight, is important. Generally, those
who handle jewelry, liquor, or drugs
must be bonded.

Stock clerks usually receive on-
the-job training. New workers begin
with simple tasks such as counting
and'mark ing stock. Basic responsibil-
ities of the job udually are learned
within several weeks. As they prog-
ress, stock clerks learn to keep rec-
orcls of incoming and oulgoifng mate-

rials, take inventories, and order -

supplies. In small firms, stock clerks

may advance to sales positions or be-

&ome assistant buyers or purchasing
agents. In lyrge firms, stock clerks
can advancg to more respunsible
steck handling jobs such as invoice
clerk, stock control clerk, or pro-
curerment cleérk. A few may be pro-

moted to. stockroom supervisor, but

additional education often is re-
quired.

Employment . Outiook

Employment of stock clerks is ex- '

pected to increase about as fast as
the average for all occupations
through the.mid-1980’s. Many thou-
sands of job openings will occur each
year as employment grows and as
workers die, retire, or transfer to oth-
er occupations.
Growth in employment of stock
" clerks probably will be slower than in

the past as computers are used in-
creasingly for inventory control. Be-
cause entrance into this occupation

people seek this work as a first job,
some competition for openings is
likely. by

« Earnings and Working
f, Conditions

Experienced stock clerks eamed
average weekly salariés of $192 in
1976, atcording to the limited data
available. "This was slightly above the
average for nonsupervisory workers
in private industry, except farming.

In the Federal Government, begin-
ning stock clerks without experience
were paid $126 a week in late 1976;

those with general work experience .

received $142 a week. Experienced
stock clerks in the Federal Govern-
ment averaged about $203 a week in
1976.
Stock

clerks generally receive

time-and-one-half for work over 40

L]
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hours. Overtime may be required

and when inventory is taken.

Although stock clérks usually
work in relatively ig;lean. heated, and
well-lighted areas, some stockrooms
may be damp and drafty. Clerks han-
dling refrigerated goods may spend
some time in cold storage rooms.
Stock clerks are on their feet much
of the working day, often on a con-
crete floor. The job also involves
considerable bending, lifting, and
climbing. (See the staterment on
clerical occupations for &dditional
information on working conditions
and fringe benefits.)

Sources of Additional
Information

Information about the work and
oamings of stock clerks in wholesale
¢stablishments is available from: ;

“National, Association of Whaolesaler-Distribu-
tors, 1725 K 5t. NW., Washington, D.C.
20006.

Some compstition Is likely for siock clark positions becsuse many young pecple seek
; this work ss a first job,

3
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TYPISTS

(D.O.T. 203.138 through .588;
208.588; and 209.382 through
.588)

Nature of the Work

A rapid flow of written communi-
cation is essential to the modern of-
fice. The typist helps to maintain this
flow by making neat, typed copies of
handwritten, printed, and recorded
words.

Beginning or junior typists usually
type headings on form letters, copy

- directly from handwritten drafts, and"

address envelopes. Often, they do
other office tasks, including answer-
ing telephones, filing, and operating
office machines such as copiers and
calculators.

More experienced typists do work
that requires a high degree of accura-
cy and independent judgment. Sen
for rypists work from rough drafis
which are difficult to read or which
contain technical material They
may plan and type complicaied sta-
tistical tables, combine and re-
arrange materials from different
sources, or pgepare master copies to
be feproducdtton copying machines

Clerk typgts (D.OT. 209.388)
combine typing with filing, sorting
mail, answering ielephones, and oth:
er general office work  Varitypisis
(D.O.T 203 582) produce master
copies, such as stencils, on machines
simitlar to typewriters

Transcribing  machine
(D.O.T 208 388) type letters and
reports as they listen 1w dictation
recorded on magnetic tape. Other
typists who have special duties in-
clude golicy writers (D.OT.
203.588) in insurance cumpanies,
waybili Llfr'k_\‘ (DC) T 209. 583) iﬁ

A wifidla

(D.O.T. 2D3.583) whu wurk in
banks.

In some offices, many typists are
grouped in a specializedyword pro-
cessing center that handles all the
transcription and typing for several
departments. These workers, usually
called correspondence secretaries, op-
erate various kinds of high-speed
lypewtiters équipped with a pm—
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thermn to'produce final copy with a
minimum of retyping.

Places of Employment

About 1 million persans worked as
typists in 1976. In addition, many
other workers—including secre-
taries, newspaper reporters, writers,
and-editors—use typing skills in the
performance of their jobs.

Part-time employment is readily
available for workers with clerical
skills, and neagly one typist out of
four works part time, Typists ale em-

ployed throughout the entire ecori-

omy. Over half of them work in fac-
tories, banks, insurance companies,
real estate firms, and government
agencies. '

Tralning, Other Qualifications,
and Advancement

Iypists generally need a high
school diploma. Good spelling,
punctuation, and grammar are essen-
tial. Ability to operate office equip-
ment, sush as copying and adding
machines, and also a knowledge of
office procedures, are assets. .

An increasing number of compa-
utes and government organizations
have their own typist training pro-
grarm. Thes:: give emplc:yef:s a

re-
ani-

that they can advance to
sponsible ‘positions within th

b zaticm Maﬂy States and im:alities

plc;yed aﬂd |D\V-Sk|lled wufkers fur
entry jobs as typists.

Many employers require appli-
cants for typing jobs to take a test
that shows their speed and accuracy.
For most jobs, a speed of 50 to 60
words per minute is required. All
typists who transcribe recorded dic-
tation need sharp hearing and must
be especially good ‘in spelling. Suc-
cessful typists aré neat, accurate, and)
able to concentrate amid distrac
tions.

As beginners increase their skills,
they often advance to higher level
typing jobs. Sorme typists are promot-

" ed to supervisor jobs in word pro-

cessing centelg, Others who master
additional skills\can move into secre-
tarial jobs.

Employment Outlcok

The number of typists is expected
o gn:iw at’mul as f‘ast as the averagé
IQSD § as busmass expansu}n in-
creases the volume of paperwork.
Many job openings will occur every
year because turnover in this occupa-
tion is very high. Jobs for typists also

Nearly 1 out of 4 typists works part time.

puk
(W]



will become available as employment
continues 10 grow.

Continued growth of the cconomy,
particularly those industries that gen-
erate vast quantities of written rec-
ords and correspondence, will assure
very good prospects for typists in the
years ahead. Demand should be par-.
ticularly strong for highly skilled
workers and those who can handie
other office jobs in addinon w typ
ing. Many employers will prefer typ-
ists who are familiar with new kinds
of word prucessing equipment Be-
cause an increasing number of em-
ployers are using temporary and
part-time workegs during peak tust

5 vpportunitles should

periods,
continue to be excellent for typists

whor do not wish 10 woik full uime
Earnlugs and Woikliyg
Counditicns

Seonllng W a tuesil Ly i
SMIMNE lyplsis averaged 3l 42a . sel
in {970 Those with eXpericnae
eaned $106 a week, dightly less
than the aveiage camings fur nouau
pervisory workers i povace industry
except fasniing

Inn the Federal sus conn o i
searliog salary tor cypisiz waibiou. e
peiicncs was 3126 4 we ko 1977
compared with $1640 o wveck for
those wilhh capeilesh &€ Avo,age
WEEEI_} :aiii.ﬂgs fut ail'\:h s 1 the

Wulk!ng L,uu;,lllhm.ﬁ boit jpatata e
Aly arg ali e G thiusee Lod Vulhc?‘ uif

l,lk,l;'
st foi :._)(;il“da of

Iyprlac s

five empluyees wlner
wlei.cal worke. .
e arsd often nise Coitend with
high olse levels cause d by oftic. ma
chines lo.ated necarby (See the
statermient on e leal oo, atlon, for
more Infuimnation on wodking Condl
tons and alao tor a st of places o
wilte fui addidosal infaafaation on

Wderts al o bs )
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POSTAL SER VI( E

il

i 803 4 et g . N 7 i

tout 20 mail

Lallion | eer: on

1976, including letters, magazines,
and parcels. About 680,000 workers
were required lo process and deliver
this mail. The vast majority of Postal
Service jobs are open o workers with
4 years Df high school or less. The
work is steady, and the pay starts at
about 51 2,(}()() a year for most work-

ers Some of the jobs, such as mail

cariier, offer o good deal of personal
ffu:’deﬁ i)ih;i juhﬁ hnwﬁvr;r are

routing

Naluts and L voalion of the

Industry

I Lot preeple ale Tamiiba w b the
Aulies f the mal carrier, ju few are
aware of the mapy difteicnt tasks 1¢
quited In provessing nall and of the
variety ot occupations i the Postal
Selvive 7

AL all T of the dey wnad vdglit a
letter:, pg(;:]';agﬂ.:s.
inagazines, pPapesa
tiough the puatal spstern Mail caril
ers collect mail from neighborhood
uigllhuﬁiﬁxuud ts, g 1L 1O pual oftices

attean of

swcady

and moves

that uuchk It L. the LEdiest mail pro
cesming wohtar fur sutling by postal

¢lerks. There are more than 300

Jarge mail processing centers. each

responsible for \ﬁrung outgoing
and incorning mail for an area of the
United States. Outgoing mail is sort-
ed and sent by truck or airplane to
the appropriate mail processing cen-
ter in another area of the country.
Incoming mail is sorted for the var-
ious local post offices in the area,
trucked to thd post offices, and then
sorted again for delivery by mail car-
riers to homes ahd business establish-
ments ( Detailed information on mail
carriers and postal clérks appears
clsewhere in the Handbook. )

Mailhandlers load,
niove mail sacks
as parcels and Raukégzs

thy sepa-
rate and distribute mail sacks to post

Some also
s Or Oper-

al clerky for processing.
rewrap parcels and packages
ale vanceling machines, tork-lift
wucks or addressograph and mimeo
graph machines

Technicians ahd iil\?LhﬂuILaimln
Laln, repair, and overhaudl ma
chinery that processes mail or dis-
penass stamps Sume technicians

specialize in mainlenance of elec-

lesg,

tronic equipnient

Many postal service jobs do not fiﬂuli‘; tormal sducation or spacilal tralning.

. / 1 ;
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To keep buildings and equipme
clean and in good working order, the

“ Postal Service employs a variety of.

_service and maintenance workérs. In-

Jelided are janitors, laborers, vehicle

mechanics, elsctnclans carpenters,
and painters,

Postal inspectors audit post offic-
es’.operations to see that they are run
efficiently, that funds are spent prop-
erly, and that postal laws and regula-
tions are observed. They also investi-
gate crimes such as theft, forgery,
and fraud involving use of the mail

Postmasters ™and line supervisors
are responsible for the day-to-day
operation of the post office. They
supervise mailhandlers, clerks, carri
ers, and technicians; hite and train
employees, and set up work sched.
ules. Postmasters manage a poust of
fice, station, or branch

More than 9 outof 10 poustdl work
ers were employed in | of 5 ocCupa
tions in 1976 The 270 000 pustal
clerks and 250,000 mail carniers 1o
gether accounted tur 3 out of 4 post
al jobs. The 40,000 mailhandlers,
40,000 line supervisus, and 30,000
postmasters were the et largeat
postal occupations The pusal ser
vice alsu empluys wiany pustal 1o
spectors iruckdiivers  ad
ministrative worke:s, and secretarics

The Postal Service operates mure
than 40,000 post offices, stativia and
branches, community pust offices
and counliact postal and
branches The, range .. the
large ﬂ‘i;t;up@ficgn pustal stallon that
employes hundreds of workers

guards,

Stalliss

alee fro,..

L
the small contract suatien w1 brad..h
that occupies a comer of a Couniry
store. Most arc postoffices but sume
postal facilities serve special purpos

18]
es, such as handling payroll records
or supplying eﬁuipmznt

Although every cominualty ..
veives mail service, employmer, 1s
concentrated in large metropolitun
areas. Post offices in cities such as
New York, Chicago, and Los Ange
les employ a great number of work
‘ers not only because they process
huge amounts of mail for their own
populations but also because they
serve as mail processing points for
the smaller communities that sur.
round them ’

16
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The Postal Service also contracts/
vith private businesses to transport
mail. In 1976, thére were more than
12,000 of these “*Star’ route con-
tracts. Most **Star "' rdute carriers use

trucks to haul mail, but soge use air-"

planes or boats instead.

Trainlng, Other Qualifications,
and Advancement

An applicant for a Postal Service
Jjob must pass a wriften examination.

and meel minimum age rggulr:-
ments. Generally, thé minimum age
15 18, buta high school graduate may-
begin work at 16 if the job is not
hazardous and duoes not require use
of a motwr vehicle. Many Postal Ser—
vice jobs do not require formal edu
cation or special training. Applicants

for these jobs are hired on the basis

ol thenr examination scores
Applicants should apply at the pust
uifice where they wish to work and
take the emrance exarination for
the Jub they want Examinations for
mast jobs include a written test that
<hecka an applicants vocabulary and
reading ability, as well as any special

abilities required such as aptitude

fur icninbeniug oddiesses A phys. -

Ical examlnatlon s required as well.
Applicants fur jobs that reguire
sWwength and staunina are sometimes
glven a spectal test For example,
matithandlers must be able to lift and
wvairy mall sacks weighing up w 70

pulinds The names of applicants
who pass the examinations are

placed on . list in the order of their
svofea Scparate cligivility lists are
malutaied fur sach pust office Five
ealra puint arc added o the score of
an honorably discharged veteran,
and 10 extra puints to the score of a
veleran wounded in combat or dis-
abled When a job opens, the ap-
pﬂmung uofficer chouses one of the
top three applicants Others are left
unihe list so that they can be consid-
ered fur future openings.

New employ€es are trained either
v the Job by supervisors and other
experienced employees or in local

training centers. Training ranges
from a few days o several months,

depeuding on the job. For exan Te,
mailhandlers and custodians can

learn their jobs in a relatively short

L]
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~"time while postal mspeunrs need

months of training.

Postal workers are classified as ca-
sual, part-time flexible, part-time
regular, or full-tirhe. Casual workers
are hired to help ‘handle the large
amounts of mail during the Christ-
mas season and for other short-term
assignments. Part-time flexible em-
ployees, although they have career
status, do not have a%egular work
schedule but replace absent workers
or help with extra work loads as the

' need arises. Part-time regulars have a

set work schedule—for example, 4
hours a “day. Carriers, clerks, and
mailthandlers may start as part-time
flexible workers and move into full-
time jobs according to their SEnmnty
as vacancies OCCur.

Postal workers can advance to bet-
ter paying positions by learning new
skills. Traming programs are avail-
able for low-skilled workers who
wish o become technicians or me-
chanics. Also, emplobees can get
preferred assighments, such as the
day shift or a more desirable delivery
route, as their seniority increases.
When an opening occurs, eligible
employees may submit written re-
quests, called **bids,™ for assignment
to the vacancy. The bidder who
meets the qualifications for the as-
signment and has the most seniority
gets the job.

Applicants for supectvisuiy juba
must pass an examination. Addition-
al requirements for promotion may
include training or education, a satis-
factory work record, and appropriate
personal characteristics such as lead-
ership ability. If the lﬁadmg candi-
dates are equally qualified, length of
service also is considered. Although
opportunities for promotion to su-
pérvisory positions in smaller post of-
fices are limited, workers may apply
for vacancies in a larger post office
and thus increase their chances.

Employment Outiook

cinployment in the Postal Service
1= expecled to decline through the
mid-1980's as mail processing sys-
tems become more efficient and as
mail volumne falls because of rising
postal rates ’ang\’\gcreasing reliance
on the telephone for personal com-
munication. Anticipatéd cutbacks in
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the frequency of home deliveries will
-offset any employment growth stem-

ming from incréases in the number of
homes and business establishments,
Consolidation of the postal system is
expected to result in the closing of
many small post offices reducing re-
quirements for postmasters, gudrds,
and maintenance and support per-
sonnel, Nevertheless, thousands of
job openings will result annually as
waorkers retire, die, or transfer to oth-
er fields,

Earnings and Working
Conditions

Postal Service employees are paid
under séveral separate pay schedules
depending upan the duties of the job,
knowledge, experience, or skills re-
quired. For example, there are sepa-
rate schedules for production work-
ers, such as clerks, city mail cammiers,

for supervisors; for nonsuperisory ad-
ministrative, technical, and-clerical
workers; and for postal executives. In
all pay schedules, except that of ex-
ecutives, employees receive periodic
“step” increases up to a specified
maximum if their job performance is
satisfactory. In addition, salaries of
maost postal workers are automatical
ly adjusted Yor changes in the cost of
living.

B Full-tine cmployces wwih an 8
hour day 5 days a week. Bouh full-

i\

time and part-time employees who
work more than 8 hours a day or 40
hours a week receive overtime pay of
one-and-one-half times their hourly
rates. They also receivé extra pay for
night gnd Sunday work.

In 1976, postal employeey earmned
13 days of annual leave (vacation)
during each of their first 3 years of
service, incluging prior Federal civil-
ian and military service; 20 days each
year for 3 to 15 years of service, and
26 days after 15 years. In addition,
they earned 13 days of paid sick

leave a year regardless of length of

service. -

Other benefits inglud
and survivorship annuifies, and low-
cost life and health insurance pro-
grams supported in part by the Postal
Service.

Most post office buildings are
clean and well lightdd, but some of
the older ones are not. The Postal
Service is in the process.of replacing
and remodeling its outmoded build-
ings, and conditions are expected to
improve. '

Most postal workers are members
of unions and are covered by one of
several negotiated bargainisl‘gi agree-
ments between the Postal Service
and the unions.

Sources of Additonal
Information . ‘

1 >al post offices and State em-

ployment service offices can supply

Employess B0y

(1 thousands; _
700

=]

Souecs  Bycfay, o Lafe S1aLaiis

Employment in the postal service is expected.to
decrease due to mechanization and falling mail volume

Bl Oy ot 0 fu peratal 560 0w 1202 70 arid projécted 1985

=

_ _ —

details about entf'ani'e examinations
and employment opportunities in the
Postal Service.

e

MAIL CARRIERS

(D.O.T. 233,138 and 233.388)

Nature of the Work

Most mail carriers travel planned
routes delivering and collecting mail,
Carriers-start work at the post office
early in the morning, where they

- spend a few hours arranging their

mail for delivery and taking care of
other details. i : )

A carrier may cover the route on
foot, by vehicle, or.a combination of
both. On foot, they tote a heavy load
of mail in a satchel or push it in a
car. In outlying suburban or rural
areas a car or small truck is used to
deliver mail. Residential carriers cov-
er their routes only once a day, but
carriers assigned to a business district
may make two trips a day. Deliveries
are made house-to-house, to road-
side mailboxes, and to large build-
ings, such as apartments, which have
all the mailboxes on the first floor.

Besides making deliveries, carriers
collect postage-due and c.od. fees
and obtain signed receipts for regis-

tered, certified, and sometimes for ~

insured mail. If a customer is not
home the carrier leaves a notice that
tells where special mail is being held.

After completing their routes, car-
riers retum to the post office with
mail gathered from street collection
boxes and homes. They turn in the

collected during the day and may

" separate letters and parcels so that
they can be canceled easily, and they

turn in the receipts and money col-
lected.

Many carriers have more special-
ized duties. Some deliver only parcel
post while others collect. mail from
street boxes and office mail chutes,
In contrast, rural carriers provide a

‘wide variety of postal services. In ad-

dition to delivering and picking up
mail, they sell stamps and money or-
ders and accept parcels and lettérs to
be registered or insu;ed!



-

All carriers answer customérs”
questions about postal regulations
and service and provide change: of-

when requested.

Training, Other Qualifications,
and Advancement

Mail carriers’ must be at least 18
and qualify on a four-part written ex-

amination. The first part tests clerical
accuracy by asking the applicant to
compare pairs of addresses and indi-
cate which are identigal. The second
part lests ability t© memornze mail
distribution systems. The third mea-
sures reading ability, including vo-
cabulary, aind the fourth tests ability
to do simple arithmetic.

If the carrner job involves driving,

applicants must have a driver's li-

Carriers can work at theli own pace as long a8 they cover thelr routes on time.

ERIC
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cense, a good driving record, and
pass a road test. Before appointment,
mail carriers must pass a physical ex)
amination and may be asked to show
that they can lift and handle mail
sacks weighing up to 70 pounds.
Applicants for mail carrier jobs
should gpply at the post office where
they wish to work because each post
office keeps a separate list of those
who have passed the examination.
Applicants’ names are listed in order
of their scores. Five extra points are
added to the score of an honorably
discharged velgran, and 10 e¢xtra
points to the sgore of a, veteraf -
wounded in cdtmbat or disabled.”
When a vacancy occurs, the appoint-

- ing officer chooses one of the top

three applicants; the rest of the
names remain on the list to be con-
sidered for future openings.

. Mail carriers are classified as casu-
al, parti-time flexible, pari-time regu-
lar, or full time. Casual workers are
hired tiy help deliver rhail during
peak miailing periods during the year.
Part-time flexible employees do not
have a regular work schedule but re-
place absent workers and help with
extra work as the need arises. Part-
time regulars have a set work sched-
ule —for example, 4 hours a day

New carriers are trained on the
job. They may begin as pari-ume
flexible city carfiers and become
regular or full-time carriers in order
of seniurity as vacancies oucur Ad
vancement possibilities are limited,

" but carriers can look forward o ob-

taining preferred routes or higher
level jobs such as carrier technician
as their seniority increases A rela-
tively sinall number of carners be-
COMEe Supervisors.

Empioyment lermh

Employment of inall cani...
who nunibered 250,000 1n 1976 s
expected to change very little
tfrough the mid-1980's. Although
the number of homes and business
establishments is expected to in-
crease along with growth in popula-
tion and business activity, anticipat-
ed cutbacks in the frequency of mail |
delivery should limit the need for ad-
ditional carriers. Most job openings
will result from the need to replace



experienced carriers who retire, die,
or transfer to other occupations.
Openings will be concentrated in

- metropolitan areas.

iy
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Earnings and Working K
Conditions

Paﬂ tirne flexible carriers began at
$6.18 an hour fn 1976, with periodic
increases up to $7.46 an hour after 8§
years of satisfat:tnry service. Haurly
wages of paﬁ time regular w 'ksrs
were SS 97 an hour, with
increases up to $7.21 an haur, fter 8
years of service. Full-time carriers
were pa;d on an annual basis, begm»
ning at $12,422 and increasit
maximum of $15,007 after 8 years.’
Rural carriers.are paid time-and-one-
half for each hour they work over 40
hours a week ar for each route mile
over 42 miles. They also receive an

allowance of 18 cents a mile for the /

use of lhmr“‘ummcbllﬁs Substiute
rural carrierd receive the same pay as
the regular carriers whose routes
they are covering. Rural carrigrs
work either a 5- or 6-day week.

A full-time city carnier works aun 8
hour day 5 dayz a week. City carniers
who work more than 8 hours a day or
40 hours a week also are pald 1 1/2
times theif regular rate of pay Lon the
extra hours.

10 percent :
between 6 p.

Maost carriers

the morning, in 50ME cases as ea.ly

ity carriers also reccive

b{:gin wourk warly Mg

as 4 am if they have routes 1w the
business distnct Carmiers spend ruost
of their time gutdoors in all kinds of
weather delivening mail Even those
who dnve often must walk when
making deliveries, and lift
heavy sacks of parcel post when
loading their vehigles

The job, however, has ils advan
tages. Carniers who begin wo.k carly
in the morning are through by carly
afternoon. They are also free to work
at their own pace as lang as thé}' cov-

miusl

Df (lm:, Mcrvscver fu!! time px:vsLal
employees have more job sccurity
than workers in most other indus-
tries. . .

(For information on fringe benc:
fits, see the stalement on Postal Ser-
vice occupations elsewhere in the
Handbook . )

Snureas\of Additional
lniormutlan

Local post ﬂﬁ' cés and State em-
ployment service: gffices can supply
details about entrance examinations
and Empinymﬁn‘ opportunities for

“mail carriers.

POSTAL CLERKS
. . ‘ - V ) 7 ;
(DO.T 231388 and 688, 232.138
and .368) ¢
/ ’

)

H’Eiura of the Work

Must people are familiar with the
post office window clerk who works
behind the counter selling stamips or
accepting parcel post. However, the
majority of postal clerks are distribu-
tion clerks who sort incoming and
outguing mail in workrooms,

Postal clerks work either at local
pust offices of at largé-central mail
prucessing faciliies. At local post
offices postal clerks sort the mail for
delivery to individfial customers. In-
coming mail colleated from the local

neighborhood boxes is forwarded to

the nearest mail processing center
where clerks continue the process of
sorting and preparing the mail for
delivery :

There a.s cuwie than 300 matl pro-
~es8ing « entzrs throughout the coun-
try which service the local post offic-
es in designated geographic areas.

Once mail is received. at_a center,,

letter sorting machine clerks, distri-
bution clerks, and mailhandlers sepa-
rate the mail into groups of letters,
parcel post, magazines, and newspa-

_pérs. Then mailhandlers feed the let-

ters through stamp-canceling ma-
chines. After this step is mmpleteg
mailhandlers take the mail into other
workrooms to be sorted according to

udEEtiﬁslii)ﬂ There c:lerks read the

msp«:mdmg to the letters’ destina-
tions on electronic mail-sorting ma-
chines; the letters drop into the
proper slots. Finally, the mail is sent
from the mail processing center to
local post offices or to other centers
for further sorting.

"]
U

. .

The clerks at post office windows
provide a variety of services in addi-"
tion to selling stamps and money or-.°
ders. They weigh packages to deter-
mine postage and chéck to see if

‘their condition is satisfactory for

mailing. Clerks also regisgr and in-
sure mail and answer questions about
‘postage ratgs, mailing restrictions,
and other postal matters. Occasional-
ly Lheyiay help a customer file a
claim for a damaged package. In .
large post offices, a window clerk
may provide only one or two of these
services and may be called a registry,
stamp, or money order clerk.

Places of Employment

Two out of every five employees of
the U.S. Postal Service were postal
clerks in 1976. The majority of the
270,000 postal clerks work at mail
processing centers, although many
still sort mail and provide window
services at local post offices thmugh—
out the country. .
Training, Other Qualifications,

and Advancement

Postal clerks must be at least 18
(at least 16 if they have a high school
diploma) and qualify on a four-part
wﬂttﬂn Exarniilaticm T’hg ﬁrst part

appht‘;ant to cc)mpsre pa;rs “of ad-
dresses and indicate which are identi-
cal. The second part test ability to
memorize mail distribution systems.
The third measures reading ability,
including vocabulary, and the fourth
tests ability to do simple arithmetic.
Applicants must also pass a physical
examination and may be asked to
show that they can lift and handle
mail sacks weighing up to 70 pounds.
Applicants who are to work with an
electronic sorting machine must pass
a special examination which includes
a machine Aptitude test

Applicants should apply at the post
office or sectional center where they
wish to work because each keeps a
separate list of thnge who have
passed the examination. Applicants’
names are listed in order of their
scores. Five extra points are added to
the score of an honorably discharged
veteran, and 10 extra points to the
score of a veteran wounded in com-

D
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/ bat or disabled. Disabled veterans
who have a compensable, service-
\ connected dlgghlhl}’ of 10 percent or
more are placed at the top of the list.
When a vacancy occurs, the appoint-
ing officer chooses one of the top
three applicants; the rest of the

names remain on the list for future
appointments.

Mew clerks are trained on the job.
Most clerks begin with simple tasks
to leamn regional groupings of States,
cities, and ZIP codes. To help clerks

Tk
b=l

ERIC .

Aruitoxt provided by Eic:

learn these groups, many post offices
offer classroom instruction.

A good memory, good coordina-
tion, and the ability to read rapidly
and accurately are important. Distri-
hutmn Llerks work closely with other
clerks, frequently under the tension
aﬁd str ain of meeting mallmg dead-

nes. Window clerks must be courte-
nd tactful when dealmg with the
puhlu. especially when answering
qu&sn ns of receiving complaints.
al clecks are classified as casu

Do
b=

al, part-time flexible, pari-time regu-
lar, or fgll ame. Casual workers are
hired to help handle the large
amounts of msil duﬁrig pealc mailing
the yeari such as the Christmas sea-
son. Part-time flexible employees do
not have a regular work schedule,
but replace absent workers or help
with extra work loads as the need
arises. Part-time regular workers
have a set work schedule —for exam-
ple, 4 hours a day. '

Most clerks begin as part-time
flexible employees and become full-
time workers as vacancies occur.
Fuli time clarks may bid f'm' pfé—

shlft, a wmdcw J(Jbi ora hlgh,:r level
nonsupervisory position as expediter
or 'winds::w serviie [EChﬂiLiSIl Clgrks

Employment of postal clerks.is e
pected to decline through the mid-

- 1980’5 due to falling mail volume and

installation of more efficient sorting
machines. The amount of mail han-
dled by the pbstal service is expected

" to decrease because of rising postal

rates, greater use of telephones, and
development of other ways of distnb
uting advertising circulars. Neverthe-
less, many job openings will result
from the nced w replace clerks who
retire, die, or transfer to other oceu-
pations. '

Eainlngs and Warkiag
Conditiens

Footal clerks Ladl s
atarted at 312,422 a year i, 197, but
could advance to $15.007 afl»:r 8
years with satisfactory perfurmance.
Clerks working part time flexible
schedules started at $6. 18 an hour
and could advance to $7.46 an hour
after 8 years Clerks working part-
time regular schedules started at
$5.97 an hour and could advance to
$7.21 an hour after 8 years. All
clerks who work night shifts receive
10 percent additional pay. Besides
gaﬂd pay, full time pﬁstal &mﬁiﬂyegs

in most other mdustnes (Fm‘ lﬂfo—
mation on fringe benefits, see state-
ment on Postal Service occupations
elsewhere in the Handbook.)
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" Working conditions of clerks differ
dccording to the speciffc work as-
sighments and the amount ang®kind
of laborsaving machinery in thé*post
office. In small post offices, clerks
may carfy heavy mail sacks from one
part of the building to another, and
sart the mail by hand. In large post
offices and mail processing centers,

chutes and conveyors move the mail -

and much of the sorting is done by
machine. In either case, clerks are on
their feet most of the time, reaching
for sacks and trays-of mail and plac-

<r US, GOVERNMENT FRIRTH- 3 v
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4ang packages amnd bundles into sacks

and trays while walking around the
workroom. .

Distnbution clerks may become
bored with the routine of sorting mail
unless they enjoy trying to improve
their speed and accuracy. They also
may have ‘'to work at night or on
weekends. because most large post
offices mail around the
clock:

A window clerk,
#mand, has a greater variety of duties,
has frequent contact with the public,

Process

on the other

generally has a I&ss strenuous job,
and rarely has to work a night shift.

Sources of Additional
Information

LLocal post offices and State em-
ployment service offices can supply
details about entrance examinations



What to Look For in this Reprint

TD make the QOccupational Qutlook Handaﬂok easier 1o
sq; each occupation or industry follows the same outline. _
Separate \sections describe basic elements - such as work™o 5N
the Job, education and training needed, and salaries of wages.
Some sections will be more yseful if you know how to interpret
the information as explained below:

The TRAINING, OTHER QUALIFICATIONS, AND AD-
VANCEMENT section indicates the preferred way to enter each
occupation and alternative ways to obtain tratning. Read this
section carefully because early planning makes many fields

easier m enter. AlSD the Igvel at whn:h 'ycnu amg—:r amj the speed.

It you
are a student, yDu méy want tcs c:@nsu:ar takmg thqss cOUrses
thaught useful for the occupations which interest you.

Besides training, you may need a State license or certin
cate. The training section indicates which occupations geher.
ally require these Check requirements in the State where you
ptan to work because State regulations vary

Whether an occupation suits your personalily Iz aihwlhel
important area 10 explore. For some, you may have 1o Make
responsible decisions in a highly competitive atinosphere  For
others, you may do only routine tasks under close supervision
To work successtully in a particular job. you may have to do one
or more of the following

nlivale wlhisis
- direct and supervise ulhiis
- work with dll types Gf peopl.
work with things = you need . .
and manual gexteriy

- work independently  yuo ceed boaen s w0
self discipline
work ag part ol d tue. ..
- work with details perna,
vt laburalury 1epuils
- help people
use crealive tlaleolu and 0.
woik 1n g coatned wrea
du phyaically hard o Ja ..
work outside nall lyyes ol we.
T T Y O e L T L | .
cats and abililies 50y wu L JUdye whelher
Istic., sull you
The EMPL W . BALITIT oot Tu vty ow. Lias 50w |

the job market 1s likely (L be tavoral le Usually ¢ . 0 cufe l

expected growth is compared 1o the aserage pro)acled growin
rate for all occupations (20 1 percemn belweer 1976 gna 1985)
The following phrases are used

Mucti fasle:

Faste: 250 .« 1Y u9
Aboul as lasl 150 1w 24 9%
Slower fﬁ"ﬁ 14 9%,
Little chanye 391043 3%
Decline 4 0% OF Mmoot

Generally, JOb oppuitiille: are lavwiable i
growing at least as fast as for tiie economy as =

But, you would have to know the number of pecplu ...
peting with you to be sure of your prospects. Unfoctunately, this

[ch ! ~ 23

Aruiext providea by enc

supply information is lacking for most occupations.

There are exceptions, however, especially among pro-
fessional occupations. Nearly everyone who earns a medical
degree, for example, becomes a practicing physician. When
the number of people pursuing relevant types of education and
training and then entering the field can be compared with the
demand, the outlook section indicates the supply/demand rela-
tionship as follows:

Excellent-m—ev-n-nm--Demand much greater than
] supply
Veiy good -~ .- ... .--Demand greater than supply -

Good of favorable - -- .- -Rough balance between

. - gémapd and supply

May face competition -~Likelihood of-more supply
than demand

Keen competition ---~=~Supply greater than demand

Carnpelition of few job openings should not stop your pursu-
g a career that matches your aptitudes and interests. Even
small or overcrowded occupations provide some jobs. So do
those in which employment is growing very slowly or declining.

Growth in an occupation is not the only source of job
openings because the number of openings from turnover can be
substantial in 1arge occupations. In fact, replacement needs are
expecled to create 70 percent of all openings between 1976 and
1985

Finally jub prospects i your area may difter from those In
e thalion ds a whole. Your State employment service can fur-
nisty loeal information .

The EARNINGS section leils whal workers were garning in
[ 3 Y

Wiilel Jubs pay [he mosl 15 a hard quéstion lu answer be-
.ause good information is available for only one type of earn-
mgs wages and salaries —and not even this for all occupa-
tions Although 9 out of 10 workers receive this form of income,
Mmany ealn extra morney by working overtime. night shitts, or ir-
reguler schedules [n sume occupations, workers dlso receive
Ups o Lommissions Lased on sales or service Some factory
wUlke, 5 aré paid a piece rale—an extra payment for each item
they make

The feinaining 10 peroeil ot all workers— the self-employ-
-1 includes people 1IN many occupations—physicians, bar-
beis writers, and farmers, for example. Earnings for
seit e nployed workers even in the same occupation differ
widely because much depends on whether one is just starting
out of nas an &stablished business.

Mos! wage and salary workers receive funge benefits,
such, as paid vacations, <holidays, and sick leave.

Workers also receive income in goods and services (pay-
mentin kind). Sales workers in department stores, for example,
otten receive discounts on merchandise.

Despite difficulties ir determining exactly what people earn
i e job, the Earnings section does compare occupational
ea.nings by indicating wheiher 8 certain job pays more or less
than the average for all nonsupervisors in private industry, ex-
c¢luding farming.

Each occupation has many pay levels, Eegmners almost
always earn Iess than warkers whg have been s:n the ij fur

Ihat offer the hlghest Esrnlth often are thnse where llvmg costs
are most expensive.
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