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: _ _ 'AQQQQHTAHTS Three ma;nr §§:§t1u1ltmg flelds are nesses apnd individuals whose

’ N public, mpagement, and govern- dealings are El.lbjeﬁt to government
.  (DO.T. 160.188) . - ment acgounting. Public account- regulations. :
e e . I * ants have their own businesses or Accountsnts often concentrate pn

NPT N‘ilpl‘i ‘of the Work work for accounting firms. Manage- ene particular phase of accounting.
Sy o 7 - ment accountants, also called indus-  For example, many public account-
" . Managers must have up-tg-date fi- trial or private accountants, hsﬂdle ans specialize in auditing (ns\ngwmg
* “nancial information to'make impor~ the financial tecords of the company a client’s financial records and re-
tant decisions. Accountants prepare - they work for. Government account- Ports to Judg-= their reliability). Oth-
and- analyze financial reports that' ants examine the records of govern-  €rs specialize in tax matters, such ad
furnish this kind of information. -  mentagencies and audit private busi-~ pPreparing income’ tax forms and ad-
S . vising their clients of the advantages
and disadvantages of certain business
décisions. Still others become spe-
cialists’ in. managerient consulting °
and give advice on a variety of mat-
ters. They mightdevEluPﬁfﬂ\nlB m=-
s;:nummg systsm to serve the needs
of clients more EHE::B"&’}' or give ad-
Vic® about different types nf ac‘.n:uum- )
ing equjpment. -

Management ac:t:numants prawde
the financisl information’ executives
need 10 make sound business deci-
sions. They may choose to work in -
areas such as taxation, budgeting, or,
investments. Infernal audjting is an
area of gpecialization within manage-
msm accounting that is rapidly grow-
lns in imporiance. Accountapts who
wotk ag ingernal auditort examine
"and evalyate their firm's financial
systems: and mlnagement cchti.pl
pmcedufes to ensure efficient and
economical ogeratioh. :

Many agcountants“in the Federal -
Governmgnt work as Jnternal Rev-
enue agents, ifivestigatory and bank
_examiners; other government ac4
countanis have regular accounting
positions.  * .

= ) -
. s &

Placas.of Employment

About 865,000 people worked as
accountants in 1976. Almost 20 per-
cent were Certified Public Acéount-
ants (EPA s) and nearly 12 percent
were Cersified Internal Auditors
(CIAR).

About 60 psrcent of all account-
ants do managément accounting
‘work; dfe-fifth of these work as in-

v+ sternal auditors. An additional 25 per-

o s e ¥ e woeeow. ... . cent are epgaged in public account-
=, o ing as proprietors, partners, ofr *

PR y employées of independent” account-

‘ . : o ing firms. Other accountants work

N » ) ‘ for Federal, State, and local govern-

*  ment agehcies, and a small number ¢

[l

Travaling auditor reviewing findnclal records st 2 company plant, teach’ in cjalleges and universities.
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ganizationt.

-

brtunitiey are rlarmt‘ul for part:

/ time work igFaccounting, psﬁl:ul&ﬂy

smaller tirms,.”
JAccountants are found in all mme
ness, iIndustrial, and government or-
Mont, however, work in
large urban ageas whete many public
accounting fi and central offices
latge businesses are congentrated,
for example, gver 20 percent of all

ae:uuman = employed in just
four m: gg@; l':h!(‘;agu Los An-
geles, \ i:ﬂ; WSShli’lEtﬁﬂ
D.C.

- Tralning, Qther Qlliliﬂ's;!ﬂdiﬂ,
and Advancément

- Training in accouhting is ;sijsge/
at colleges angd upiversities, account-
ing and business schools, and corre-
sponderice schools. Although many

, graduates of business and correspon-
* dence schools are successfyl in small

‘and business firms

firms, most large.\a;lblic -accounting
quire applicants
for accountant and internal auditor
positions 10 have at least a bachelor’s
degree in accoynting or a closely re-
lated field. Many employers prefer
those with the master’s degree in ac-
counting. A growing number of large
employers prefer applicants who are
familiar with computer technology
for both accounting and internal au-
ditor positions. For beginning ac-
counting positions. the Federal Gov-
ermnment réquires 4 years of college
training (including 24 semester hours
in accounting) ot an equivalent com-
bination of education and experi-
ence.. Fof teaching positions, most
colleges and upiversities require af
least the master's degree or the Cer-
tified Public Accountancy Certifi-
cate, 7
Previous wark experience in ac-
counting can help an applicant get a
job. Many colleges offer students an
opportunity to 'gain experience
through internship programs con-

.ducted by public 3c‘ﬂﬂuntmg or busi-

Q
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ness firms.

Anyons working 38 a “‘certified
public accountang™ must hold a cer-
tificate issued by the State board of
accountancy. Al states use the CPA
examination, prepared by the Ameri-
can Institute of Certified Public Ac-
countants, to egtablish certification.

Most successful candidates have EDI-
lege degrees, and three-fourths of the

States require CPA candidates to be

college graduates. Nearly all States
require applicants to have at Rast 2
years of public accounting expfne
ence for a CPA certifig ate,

Reduirements vary, but moreThan
half the States restrict the title *pub-
lic"accountant” to these who are li-
censed or registered. Some States
require anly a)high school diploma
while others rgquire 2 years of col-
lege o motg. Information on re-
quirements fnay be obtained directly
from individual State boards of ac-
couljtancy or from the National Soci-
ety of Public Accogintants.

"The' rersﬁgnized' mark of compe-'

terice and exp&nencg in the field of
internal auditibg is the designation,
Certified Internal Aidditor (CIA).
The Institute of Internal-Auditors,
Inc., confers this,designation upon

candidates wha have completed 3
years' E:penence in internal auditing
and who have passed a four-part ex-
amination. Beginning in 1978, a
bachelor’s degree from an accredited

college or university also will be re-
‘quired.

Persons planning a career in ac-
counting should have an aptitude for

mathematics. Neatness and acctra-
cy also are necessary. Employers
seek applicants who can handle re-
sponsibility and work with, little su-
pef\rlslﬁn )

To getto the top in the profession,
accountants usuvally must continue
their ; study of accounting even
thc:ugh they already have a college -
degree or professional certificates.
They may participate in seminars
sponsored by various professional as-
sociations or take courses offered by
their employess. A growing number
of States require both CPA’s and li-
censeéd public accountants to com-
pléte a certain number of hours of
continuing education courses before
their licenses can be renewed.sAn
incfeasing number of.accountants
study computer operation and pro-
gramming to adapt accounting pro-
cedures to new data processing
methods. Although capable ac-
countants should advance rapidly,
those having inadequate academic
preparation may be assigned routine
jobs and find promotion difficult.

L~
4

- accounting

i .
Jumﬁ: public accountants ususuy ‘
start by assisting with audltmg work
for sEv-E‘_ral clients. "They .may ad- .
vance to intermediate positions with

‘more. respohsibility ih 1 or 2 years

and to senior positions within anoth- .
er few rs. - In larger firms, those
who deé%uccegfully with top indus-
try executives often become supervi-
SOrs, managers, OF partners, or trans-
fer to executive positions in private
firms. Some open. .lhglr own public
accounting nfﬂces
Beginning management account-

ants often start as leqdger acr;t)i.int-

ants, junior internal auditors,
trainees for technical accounti
sitiohs. They may advance-to §
such s chief plant accountant, chief
cost accountant, budget direc¢tor, or
manager of internal auditing. *
become controllers, treasurers, fi-
nancial vice-presidents, or/ corpora-
tion presidents. In the Federal Gov-
ernment, beginners. are hired as
trainees and usually are promoted in
ayearorso. In college and universi-
ty teaching, those having minintum
training and expetience may receive
the rank of instructor without tenure;
advancement and permanent faculty
status depend upon further educa-
tion and teaching experience.

Employment Outlook

Employment is expected- to in-
crease about as fa.sa; as the average
for all occlpations tkcough the mid-
1980"s as’ busmesses\amd government
ageéncies continue 16 expand in size
and complexity. In addition to jobs
resulting from gmwﬂ;ﬁ, many thou-
,sands of openings will result each
‘year when workers die, retire, or
leave the occupation.

Demand for skilled accountants
will rise as managers rply more on
information to make
business decigsions. For example, offi-
cers of large corporations base their
decisions concerning proposals such
as plant expansion, mergers, or for-

_eign investments on information

about the financial condition of the
firm, tax implications of the pro-
posed action, and other consider-
ations: On a smaller scale, owners of

/small businesses are expected to rely

more and more on thf expertis of

public accountants in/ planning their
H ¢
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opernmnl ‘Gﬂvcmﬁem legmlatm‘n’ ‘hq 1977. Candidates whc had a supc-

1o monitor business af;tmty alse™is
g:;pec;t:d to add to the 'demand fors

ae;auntan,ts. An exsrn_ple is the Pen-.-
sion Reform Act of 19745 which es:-

tablishes ﬁ{?hmum standards fm- pn=
va:e pensmn plans. Tlus amﬂ

caunlﬂnt.s tn audit t.hem )

“Beoause of the growing cnmplemty
nf bu;m:gs callege graduates \vlll be
who lack :hls tramrh,g Many emplny-
ers plefer, grﬂTateg who have
“worked phrt- tim In a busmess or
accounting firm vﬂule ih“school,
Thnl: who have been trained in a

cific phase of accounting should
find ample opportunities.

Az data processing systems c:cntm‘
ue 'to Yeplace manual preparatipn of,
acg ting records and statements,
e need for some accountants to
perform routine tasks, _particularly in

=

largg firms, may be reduced. How- .

ever, many opportunities will arise
for accountants without a college de-
gree, mainly in small businesses and
public accounting firms,
Earnings and Working
Gbﬁd{ﬂﬁni

Starting salaries of beginning ac-

" countants in private industry were

$11,500 a year in 1976, according to
a survey in urban areas. Earnings of
experi¢nced accountants ranged be-
tween $15,400 and $23 400, depend-
ing on their level of responsibility
and the complexity of the accounting
system. In general, experienced ac-
countanis earn about twice as much
as nonsupervisory workers in private
industry, except farming. Chief ac-
countants who direct the accounting
program of a company or one of its
establishments earned begtween
.3$20,500 and *$33.900, depending
upon the scope of their authority and
size of professional staff.

According to the same survey, be-
ginmng auditors averaged $11,800 a
"year in 1976, while experienced au-
ditors’ earnihgs ranged between
$16,100 and $20,000.

In the Federal Civil Service, the
eptrance salary for junior account-
ants and auditors was about $9,300

Q

RIC

Aruitoxt provided by Eic:

rm;- academic recgrd recewed a
staﬂmg salary of about $11,500. Ap-
plu:ants with a master's degree or 2
years' professional expeneléi: began
at abaut 514 IQO Acsnunm tsin :he
521 SOQ a year in 19?7
Accountants who specialize in in-
come tax preparation work long

" hours under heavy pressure during

“‘the tax season; those employed by
national act¢ounting firms may travel
extensively to conduct audits and
perform, other services for their cli
ents. The rajority, however, work' ir

one uﬁ"i:s between 35 and 40 hoursa
week, under'the s@me general condi-
tions as ¥éllow office ‘workers.

Sources ol Additiona)
. ‘Information
Information about. CPA’s and
about aptitude tests in high schools,
colleges, and’ public acf:uunlmg firths
may be obtained from:
Americarminstitute of tcrtlﬁ;d Publie Ac-

b Y
.

'
3

" ness iam%l sales ability ii‘sndlé the ar-

¥

countants, 1211 Aver;u: Qf the Americas, *

Mew York, H.Y. H]Djﬁ

Further information on specialized
fields of acguuﬁtmg is available from:

National Association ~of Accountants, 919
Third Ave., New York, N.Y. 10022,

National Society of Public Accountants, 1717
Pennsylvania Ave. NW.. Washington,
D.C. 20006,

Institute of Intermal Auditors, 249 Maitland
Ave., Altamante Springs, Fla. 32701,

ADVERTISING WORKERS

(D.O.T. 050.088; 132.088; 14Y.081
and 168; 162.158; and 164.068
through .168)
Nature of the Work
Almost every business, from a
small grocery store to a large bank,
does some form of advertising to
pursuade people to buy its products
or use its services. Advertising re-
quires the talents of people in many
different kinds of jobs. Créative
workers such as writers, artists, and
designers develop and produce *ad-
vertisements, while people with busi-

L)

- sion,"publishing them™i
-of magazines, mailing Lhem directly,

rangements for broadcasting the
advertisements on radio and televi-

or posting them_on billboards. The
following occupatipns are those most
camm:’:ﬂly asgociated with advertis-
ing. - :

leyspapers -

ddvgrm*mg managers direct the ad- =

_vertising program ‘of the businesses
.for which they work. They determine

the size of the advertising budget, the . .

Sype of ad and the media to use, and
hat adveﬂ;smg agency, if any, to

mplay‘ Managers.who decide to em- .

ploy an agency work- closely with the

advertising spemshsts fmm the agen- ,
~+ cy. These managers may supervise

the prcparatmn of pamphlets, bro-
chures, or other materials develngsd
to promote the firm’s products or

‘services. Advertising managers work-

ing for® newspapers, radio stations,
and other communications media
have somewhat different duties.
They 4re responsible for selling ad-
vertising time or space, and do work
that is similaf to the work of sales
managers in other businesses. -

Account exegutives, are employed
by advertising agencies to develop
advertising programs for client firms
and individuals. They first study the

client’s sales, public image, and, ad--

vertising problems, and then create a
program that suits the client’s needs.
In maoft,agencies, artists and copy-
writers are responsible for de\élnp-
ing the actual artwork and advertis-
ing copy, but in some small agencies,
the account executives have this re-
spcnsibiljty. :

Research directors and their assis-
tants study the market. They review
possible uses for the product or ser-
vice being-sold, compare 'its advan-
tages or disadvantages with those of
competitors, and ‘suggest ways of
reaching potential buyers, To devel-
op market information, these work-
ers may survey buying habits and mo-
tives of castomers, or try out sample
adsMo find the theme or medium shat
best sells the product. (See the state-
ment on marketing research workers
for more information on this occupa-
tion.)

Advertising copywriters develop
the headlings and text to be used in

\

\
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the' ads, "By studying information -

“about the pfoduct and us pm:imal

- ¢ustomers, they are able to. write -

copy aimed at the particular group of

' customers the advertiser seeks to at-

‘tl‘ﬂct They may specialize in writing

. copy for a

pm-du:&s such as cars or computer
equipment. Cﬂpywnters usually
work closely with account execu-

tives. In some agencies, they may be ;

sup:nlsed by— copy chiefs! -

Artists and’ layout marlcgr;r create
the visual impact of an ad by select-
ing photographs, drawing .itlustra-
tions or figures, and selecting the size
or type of print to be used in a maga-

zine, or newspaper ad. When televi-

sion commercials are planned, they
usually sketch sample scenes for the
client to consider. (See the state-
ments on commerical artists and
. photographers for more 1ﬁf§fmahqn
on this type of work.)

Media directors (ot space buyers
and time buyers) negotiate contracts
for advertising space or air time.
They determine the day and time
when a televisipn commercial will
reach thé largest group of prospec-
tive buyers at the lowest cost. To se-
lect the best medium for the advertis-

. er, media directors must know the

costs of using various media and the
characteristics of audience
reached by specific |
television stations.
Production managers and thEJr as-

. sistants arrange to have the ad print-

£
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e:d for pui‘rhuatmn ﬁllTlEd for !EIEVI-
must kngw wiﬁI;:h:ﬁrms or t‘raelam:i:
workers will be able to produce the
best ad for the least cost.
Places of Employment ,
4

In 1976, about 180,000 people
worked in jobs requiring consider-
able knnwltzdge of advertising. Those
employed in advertising agencies
were heavily concentrated in New
York City, Los Angeles, and Chica-
go. S
Many others worked in the adver-

certain group of people, -
- such as business manag:rs, tgenag-
. ers, or sports lovers, or for a class of

h =
(l;lcatmns or

assnc;atmns and rnan' @ther orgmn-
zations. ‘Same p:nple had a

newspa.pers, and msgazmgs Snll oth-
er people in the advertising field .
- worked for printers, art studios, let-
ter shops, package dgslgn firms, and
similar busmesses .

i . nnd Adunﬁgm-nt

"Most employers - prefer - college -
E&duatesi Some employers seek per-
ons with degrees in advertising with
heavy emphasis on marketing, busi-

ness, ‘and journalisnT, ﬂﬂiEfE prefer

graduates with a liberal arts back-
ground (socia
art, and other disciplines); some em-
ployers place little emphs.s:s on the
type of degre#.
No . particular educational back-

. groundyis equated with success in
ad\féﬁisiﬁg In fact, relevant work
experience may be more important -
than educational background. Expe-
rience selling ads for school publica-

tions or fEdiE stations, or on a sum-.

mer job with a marketing research

service, can be a distinct advantage |

tathe jobseeker.

Some ofganizatjons recruit out- -
standing college 91‘361;3!@5 for train-

K

al_science, literature,

g o -{ !.‘ e .

g programs thg te:mrer all aspects of.

vﬂr’tlsmg work. In other firms, em-
,plnyees immediafely enter a specialty
and do not gain such all- round expe-
rience. Sqiﬂe beginners start'as re-
search or pmdm:nﬂn assistanits or-as
space or tli‘ne buyers. A Few bggm as
junior cnpywntgrs

- Many advertising ' jobs require

: |rnagmétltm, greauvmy, and a flair for

language. 1;5352 traits are especially
important to amsts layout workers,
- and account e:ecutwes ‘All creative’
.effort must be ‘directed toward the
sales function. People interested - in -,
her;ﬂrnmg advertising managers, ac-
count executives, media buyers, and
production managers must be able to”
get alopg well with people and be
able to selt their ideas, Research di-
reetaﬁi and their assistants must have
an understanding ¢ of human behavior.
All advertising workers must be able
to accept criticism of their work and
be-able to function as part of a team.
C)ppartumti:s for advancement in _
this field generally are excellent for
creative, talented, and hard-working
peup}g_ -For Example, copywriters
andfaccaunt executives may advance
wmore resptmslblg work in their
spe;laltlgs or to managerial jobs,. if
they demonstrate ability in dealing
with clients. Some especially capable

tising departments of manufacturmg_

firms, retail stores, ‘banks, power
companies, professional and trade

Advertising canbe a nﬂilying cares? Iﬁr persons who snjoy uﬂﬂy, =miﬂvn chilhng-
© a8, and e-nmp-ﬂlhn B .

o
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f_jn ‘may hm:nms parma:g in an
a:i-ﬁng agency, or they may :stab!

lish ﬂmr own igency

Eillﬂlamqn'i Outlook ©

Employmem of advertising ‘work-
ersis expected to increase faster than
the aver 1ge for all occupations_
through the mid-1980's. Most open-

need to replace workers who dié, re-

ings, hgwrrer‘ will result from the
tire, or leaye the accup’atian for oth-

I%c msy be spumd by the
ndency toward selfservice
in retail marketihg. An additional
factor is fhg growing need of small
businesses_for professional advertis-
Ang services. Employment in advertis-
ing occupations is strongly affected
by g:n:rhl bu;m#ss conditions be’
13 expand or, contract their
advertising h_ydgzts according to,
their fingncial success. Although op:
portynities should be favorable for
high qualiﬁgd applicants, particu-
larly ‘Wl retail . advertising, others
x:ekmg' entry jobs will face keen
Cﬂmpeutmn because the glamnrnus
nature of the field attracts many pegx
ple. . 7, -
Local tE!EVlSiGni radip, and news-
papers are expected to increasé their
-sbare of total advertising expendi-
tures while direct mail, magazines,
and national newspapers continue to
lose ground. The few very large agen-
cies that account for nearly al} na-
tional advertjsing are expected to

* maintain fast growth because of their

expanding: international business.
Earnings and Working
Conditions

Based on limited information, an-
nual salaries for beginning advertis-
ing workers with bachelor’s degrees
ranged from $8,000 to $10,000 in
1976. Higher starting salaries gener-
ally were-paid by the largest firms or
advertising agencies to outstanding
applicants, particularly those with
advertising experience. \, *

]
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Salaries of experienced advertising
vorkers .varied by size and type of

firm as well as by type of job. Ac-
. cording t0 a survey of advertising

agencies taken in 1975, average an-
nual salaries of workers in selecied
occupations were as follows: Chief
executive officer, $45,300; m:-caum
supgrvmr $28,400; account exeau-
tive, §$18,500; executive art director,
$24,400; art director, $17,100; sen-

_ior layout artist, $12,900; jumior lay-

out artist, $9,300; copy chief,
$22,300; senior copywriter, $(6,600;
Junior copywriter, $10,500; media

- director, $16,800; space or time buy-
“et, 39, JDD, research director,

$24,000; research analyst, $13,500;
production-manager, $14,400. Sev-
eral other surveys yielded these re-
sults: In 1976, the op advertjfing of-
ficers in large retail, firms averaged
over $32,000 a yeak in 1975, the
median salary of ad‘vamsmg direc-
tors in large banks ranged Jfrom
$16,000 to $47,000 a year; imn 1975,
the averdge salary of advertising

- managers in a wide variety of compa-

nies ranged from $18,000 to 534,{)00
a year, depending upon the annual
s.alés v@lufne fpf’ zhe ﬁrm Salaries of

many Dthei‘ m:eupatmns T“hgse
workers ar expEi;tE(‘j to produce
quality ads’ in as'short a time as
pos ble. Sometimes they mus

;cr in;*agular hours to 11} ‘T
lined or make last-minuté? changes.
Account executives, copywriters,
and layout workers may -become
frustrated by a client’s inability to
defing the type of ad he or she wants
for a product. -

Adveﬂiéipg can be a satisfying ca-
reer for persons who enjoy variety,
excitemend, cfeati\re challenges, and
competition. Unlike workers in many
other aztupstmns. advertising work-
ers expérience the satisfaction of
having their work in print, on elevi-
sion, or on radio, even though they -
remain unknown to the public at
large. '

Snuren of Addlﬂan:l
Ini’nrm:tlaﬁ Ch

f lnfannatmﬂ on advertrsmg age"ns o
cies and the careers they offer is.

available from: .

American Association of Advermmg Agsn- t

cies, 200 Fark Ave. New York, N.Y.
16017. 1 .

For additional informatich on ca-
reers and a list of colleges that pro-

vide training in advertising, contact: \

American f&dvaﬁqlﬂg Federation: 1225 !:Eii'i
necticit Ave. H\V \!Inhm;mn D.C.
20016. .

COLLECTION WORKERS
(D.O.T. 240.368)
Nature of the Work
‘ f;‘ﬁmpg:nigs that lend money or ex-
tend credit expect to be repaid. How-

ever, customers who “buy now™ are
not always able to “pay later.® Col-

lectiﬁn-wnrkf:r’s ﬂften r:slled bill cﬁi- '

f“*

. A collector’s pnmnry jnb dutyisto

convince people to make .good on
unpaid bills, The collector usually
receives a bad debt file after normal
billing methods, such as 4morthly
atatemen;s amd collection form let-
ters," have failed to elicjt,p t
The file contains inforgation '

the debtor, the nature ald amount of
the unpaid bill, and the last time pay-
ment was made,

The collector then contacts the
debtor, determines why the bill.is
unpaid, and tries to get the debtor to
pay or make new arrangeméﬁts for

payment.” -

’,ISEE approach that :éll:gtc‘;\rs use
depends on the type of \pdyment
problem they are handlingSome-
times customers feel that the bill is
incorrect, or that the merchandise
they bought is faulty, or that servu:es

they were billed for were not proper-"

ly performed. Collectors normally
recommend that the debtors resolve

“these disagreements by contacting .

the original sellers. In large stores,
problems are referred to special

{



" workers known as

A s

!

‘tors may perform other functions be-

‘ “:l,nmmn :srvm: dep' ments, set

-up to deal with disputed; ccbunts. If
the pmblgms are n& seitled, th= col- -

ta EBH‘F

" properly

debts.
When customers have

legﬁng afnnvardmg sddns;, the ¢
lector may inquire at the post office
search telephone dlrectbfles and call
on the persoiys friends and forme
neighbors. In [arge collection opera
tions, this may be done by collection
“tracers.”

In small organizations, bill colleé-

sides contacting delinguent custom-
ers. They may advise customers with
financial problems, or contact cus-
tomers to determine if they are satis-
fied with the way their accounts are
being handled Some collectors su-
pervise the rEstsssmun pracedure.
for businesses that reclaim goods.
wlzgg payment is not made.
Although most collectors do their
work by phone, some make personal
visits to the debtor. These visits usu-
ally are necessary when a large
amount of money is involved dad the

debtor has been unresponsive to &

phone contact,

Places of Employment

- About 64,000 persons were collec-

V!tiim workers in 1976. Although col-

Q

ERIC

Aruitoxt provided by Eic:

lectors work for a variety of business-
es, most are employed’by banks, loan
companies, and collection agencies.
Many others work for retail and
wholesale businesses.
.Jobs for colleciors
throughout the United
oppoffunities are begst in heavily
populdtedixban centers. Many firms
with branch—offices in rural areas

are found
States, but

in the business district of nearby
cities. -

* ‘ V :; -

ocate their collection departments .

$ .
Emining, Other Qualifications,

- mnd Aﬂiiﬁ=imiﬁl- . -

A high scheol edutaugn usually is
suf’ﬁclent for entry mtu Ihe callectmn

t:,lelmquent accounts on a p_ermn m-_

person basis, high school courses in
. psychology and speech may be use-
ful. Previous emplnyment as a sales
clerk can help’ the Eﬂﬂectnn wﬂrker

language m y be an asset fur persans
seeking collection jobs in areas with
‘large non-English-speaking p@pula*
tions. .

Mast of a collector’s training is on
the job. The employer may provide

.* training manuals that explain collec-

_tion procedures, but more often the
new employee gains collection skills
informally. For. example, the new
collector learns 4=l=phﬂng tech-
ﬁiquEs by listening afex
orkers make collection 5.
\ A collector’s most%mpm’tsm asset
is the ability to get along with differ-
ent people. He or she must be alert,

imaginative, and quick-witted to han- -

dle the difficult situations that are a
part of collection work. While collec-
tors should be sympathetlc to the

billpayers® problems, they also must

be persuasive to overcome some
debmrs‘ reluctam:e to fulﬁil their fi-

tor spends rm;st clf the day on’ the
telephone, a pleasant speaking voice
d manner are important.

The demand ln(n:‘all-:ﬂnn workers willbe
spurred by the sypansion of credit Ell'd
sarvices. 4

collec

" been reluctant t

The ;bllégtﬂr‘s job generally offers *
limited opportunities for advance-

ment; competition for the few super-
visory pﬁriﬁans is keen. Thg cpll=:=
tor with

however, mdy" become a collection
manager or supervisor of a staff of
ors. Some collection workers
progress to other positions in the
credit field, such as bank loan nﬁﬁcer
or outside representative fora collec-

"tion agency. Further education, such

as that available through professional
associations of collectors .or college

courses, may be helpful for advanced -

positions in the credit and collection
field.

Employment outlook

'eaple whq: are person-
and aggressive, for
se are likely to lead
: job.
he jobseekers have
accept collection
work. Mofe recenly, however, the
image of the occupation has im-
rpved. The role of the collector has
anded to include Gustomer debt
dinseling, and collection methods
have been modified in line with mod-
¢rn management techniques and re-
cent consumer legislation. Despite

stronges f :
able, autgm,
traits such as £
to success on thH
»in the past,

* this improved imdge, the number of

persons ’eeking c@llectia@aﬁs is ex-

-addltlﬁmsl ‘workers. Emp!m}an will

need large numbers of collectors ta
fill vacancies greated by turnover,
which is relatively high in this occu-
pation. In addition, new positions will
open up as tHe Q:cupatmn grows.
Emplnymgm opportuniti§s should
be best in collectign agencies, whyere
replacement needs continue to~be
H¥gh, and in retail trade firms, where
eamnings often are somewhat lower

- than the ﬁ The strongést com-

co egm:m pDSIllﬁni wnll

foer hlgher salaries \and
portunjties for advamge-
t.than ﬁtheré;nlplayers

: demand ﬁ:r callgcnan wnrk-

A 7
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+. ther growth of subuiban retail stores.
. -Delinqyent accounts, unforturiately,”
_ are an unavoidabie. aspect: of'the

- credit systems. Az businesses gFYnd
-attractive crédit texms for the' pur-
‘chase of greatséf numbers of
. and services to more and' more |
ple, the n umber of delinquent Ec-
- counts can be ‘expected to increase.
Additional collection workers will be

required to service these accounts a;ﬁ:'

2 perion -ta-permn buls

- Earnings and Working
Gnndlﬂonl ;

" Although .eamnings for collectors
vary among employers, the limited

information available indicates that
beginning collectors eamed about
. $125 a week.in 1976, or about
$6,500 a year. Managers of collec-
tion departments often ecarned
517,000 a year and more.

A survey by the American Collec- -

tors_Association showed that tele-
phone collectors working for collec-
tion agencies had an average
monthly income of $823, or, about
, $9,900 a year. Incomes of individual
- workers can vary substantially be-
cause collection agencies generally
use some form of salary plus commis-~
sion plm as afl incentive to their col-
" lectors. :

Commission schedules vary widely

may be paid a relatively high salary
with a low commission percentage or
receive a low salary and a high rate

on the money he or she collects for .

the agency. In somé agencies, a
quota is assigned to a collector or
group of collectors and a bonus paid
if the quota is reached. Earnings of a
few collection workers are only from
commissions.

In addition to salary, collectors re-

ceive the benefits common to other -

office occupations, such as paid va-
cations and health insurance. Those
who occasionally make visits outside
the office usually are furnished a
company car or are paid expenses for
using their own automobile.

Sources of Additional
Information
Information on jobs as collection

workers as well as other ppsitionsina
¥ i L]

from agency to agency. A collector - "0 3vailable.

ﬂf c:i'edlt t;nrd lar\gjcgi and ﬂié furd: ‘credit cul]ecugn ufﬁce is avallable

from: : '

American Cﬂllecmm Allncmkjn 4040 w
* 70th St.,, Minneapolis, Minn, 55415,

*

- CREDIT MANAGERS
(D.O.T. 168.168)
, Nnun aithi\vark
Bath busmesses and individuals
may require El’Edlt (the postpone-
ment of paymef unula ture date)

to meet their daily nged Qr a variety
of goods and services. For most

forms of credit, a credit manager has
final authority to accept or reject a-

credit application. .
In'exténding credit to a business
(commercial credit), the credit man-

ager, or an assistant, analyzes de- _rétails

tailed financial reports submitted by
the applicant, interviews a repreaent-
ative of the company about its man-
agement, and reviews credit agency
ports to determine the firm’s rec-
¥ord in repaying debts. The manager
also checks at hanks where Lhe com-

granted credit. In gxtendmg credit'to
individuals (consumer credit), de-
tailed financial reports usually are
* The credit manhger
must rely more on personal inter-
views, credit bureais, and banks to
provide information about t,he per-
son applying for credit. :
Particularly in large organizations,
executive level credit managers are
responsible for formulating a credit
policy. They must_estgblish financial
standards to.be met by applicants
and thereby determine the amount &
risk that their company will accefit

sécretarms.

. "

they iﬁcidd\ apphcmm dlerks, col- -
- lection workers, bm:l:k:epm, and -

In smaller enmpgmes that hpmdle a
limited’ number of accounts, -credit ©
-managersmay do much of the work
uf granting credit thémiélves. They
may interview applicants, analyze the * - -
information -gained in the interview;
and make the final approval. THey

. frequently must contact customers

_who are unable or refuse to pay their
‘debts. They do this through writing,
telephoning, or personal contact. If
these attempts at collection, fail,

counttoa cﬂlleehu"
an attorney 1o > take leg _Taclian

~ credit managers may j&fer the-ac~....

F!:en ﬂl Emplnym‘gni_

About 53,000 persons 'wc;’tkgd as:
credit managers in 1976. Abolit qne-!
half wege employed in whdlesale and;
ide, but many others, dbous
oné-third of the total, work fo?
manufacturing firms and finandal u;—
stitutions, Ferm ol

Although credit is' gr méd L
throughout the United States, i’l{:‘t
credit.managers work in urban areiif
where miiny financial afd busipess
establishments are located. .

i @y
Training, Other Qualifications, -
and Advancement

A college degree is becoming in-
creasingly important for éntry level

jobs in credit management. Employ-

ers usually seek persons who have
majored in business administration,
economics, or accounting, but may
also hire graduames holding liberal
arts degrees. Some employers pro-
mote high school graduates to credit
manager positions if they have expe-
rience in credit collection or process-

when offering its products or scrvnces ¢ ing credit information.

for sale on credit. Managers usually™
cooperate with the sales department
in developing a credit policy liberal
enough to allow the dompany’s sales
to increase and yet strict enough to
deny credit to customers whose abil-
ity to repay their debts is question-
able. Many credit managers establish
office pmcedures and supervue

analy;e facts, and p-:rfc:rm general
office duties in a credit department;

-

9

Newly hired workers.normally be-
gin as management trainees and .
work under the guidance of more ex- .
perienced personnel in the credit de-
partment. Here they gaina thorough
understanding of the company’s
credit procedures and policies. They
may analyze pre%@ug credit transac- 4
tions to learn how to recognize which
applicants should prove to be ggod
customers. Trainees also learn to
deal with credit bureaus, banks, and

A

o



ﬁijlgr businesses that can provide m- ly than thg avetage for all occup

" draw valid conclusions based on this -

“access to a central credit office; e
- gardless-of distance. )

' Another factor that is 7e:p¢ctad o .

- slpw the growth in ;he number a.

credit managers is the increased us

‘charge accounts, credit depnﬂ.ﬂignu
may bg rmluced or eliminated.

Elrnlnﬁl :nd Working
cﬂniﬁlnm .

In l§76 credn mnngger tram es
who had a college degree ecamed

annual salaries that ranged from *°
about:$10,000 to $11,000, depend-
- ing on the type of employer and the

geographic location of the job.
Assistant crédit managers aver-
aged about '$12,000 to $14,000 a

g __ ] | — i
A ‘college d.jrnu Is b-:gmlng. Iner-iilngly imparntant for entry levael ]ﬂbl ] eridll “‘year. and credit managl!n?hld aver-

ﬁllﬂ!gllﬂli“.

- -

* formation on the pdst credit dealings
of their customers. -

Many formal training prngrams are
available through the educational
branches of the associations that
serve the credit and finance field.
This training includes home stud®,
college and university programs, and
special instruction to improve begin- ~
ners’ skills and keep experienced
credit managers aware of new devel-
opments in their field.

A person interested in a career asa.

credit manager should be able to
analyze detailed information and

analysis, Because it is necessary to
maintain good customer relation-
ships, a pleasant personality and the
ability to speak and write effectively
alao are characteristics of the suc-
cessful credit manager,,

The work performed by credit
mansgeﬂ s allows them to become fa-

tions. Despite this relatively slﬁw
growth, many jobs Wwill become avail- -
able each year due to the need to
replace persons who leave the occu-
pation. Although there will be opper-
turiities throughout the country, em- -
,ployment prospects shnu&cﬂﬂtinue
to be best for well-qualifi®d jobseek-
gfs in metropolitan areas. .

The volume of credit éxtended _ = " R
“to develop and discuss new tech-

rose very rapidly during the past dec-+
ade. In the years ahead, businesses
can be expected to require increasing
amounts of credit to secure raw ma-
terials Yor production and obtain fin-
ished goods for eventual resale. It is

. in the area of business credit where

dermand for credit managers will be

.strongest.

Consumers, whose personal in-
comes have risen, are expected to’
ﬁnsnce greater nﬁmbers of hlgh-

- miliar \u#h almost every phase of-. ;redlt fnr ev@ryday purchases is ex~

!

Q

E

Aruitoxt provided by Eic:

their comipany’s busigess. Highly
qualified and experienged managers
can advance®fo top-level executive
positions. However, in small and me-
dium-sized companies, such oppditu-
nities are limited.

Employment Outjook

Through the mid-1980's employ-
ment is expected to grow more slow-

RIC

pected to grow as demand increases
for recreation and household goods
as well as for consumer services. De-
spite increases in consumer debt, the
use of computers for storing and re-
trievin} information will gnaﬂe\
greater volume of mfmmétTon tobe

processed more efficiently. The use—‘g

of telecommunications Ttwnrks en-
ables retail outlets to havi
v 9

I

-y

this -

immetiate

age earnings of about §17,000. Indi-
viduals in ‘top-level positions ﬂftan
earn over $40,000 a year.

.Credit managers normally work
the standard workweek of their com-
pany-—35-40 hours, but some work

longer hours. In wholesale and retail |

trade, for example, a seasonal in-
crease in credit sales can produce a
‘greater work volume. Some credit
managers attend conferences spon-

‘sored by industry and prnfesnﬂnal

organizations where ‘managers meet

niques for the management of acred-

- it departmént.

[

Sources of Addltlami

ation about a career in con-
credit may be obtained from:

International Consumer Credit Amociation,
375 Jackson Ave., St. Louis, Mo. 63130,

National Consumer Finance Ausociation,
* 1000 16th St, NW., Washington, D.C.
20036, .

For information about training’

programs available in commercial
credit, write:

National Association of Credit Management,

475 .Park Ave. South, New York, N.Y.

lmlﬁ:' y)

-

information s

- of bank credit cards. As stores mbih- _
‘tute bank credit cards for their own

=¥
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]NDUSTHIAL TRAFFlé sider factors such as freight classifi-
: - catiogs and rggulauﬁns, freight
“AHAGEHS * charg s, time sehedgles. size of ship-

. /(
(DOT. 184.168) [

s Nlﬁ-lrg &t the WQrk

" Industrial - firms want to receive’

tay materials and deliver customers
goods promptly, safely, and with
minimum cost. Arranging for the
transportation of materials and fin-
ished products-is the job.of an indus-
trial traffic manager. Industrial traf-
fic managers analyze various
transportation. possibilities| and
choose the most efficient type for
their companies’ needs—rail, air,
road, water, pipeline, or some combi-
nation. Then they select the route

-and the particular carrier. To make
their decjsion, traffic managers con- ' government regulam:ns They J

Q

-

(Thns statement does
fic managers who sell tfansportation
services for railroads, airlines, truck-
ing firms, and othet freight carriers.)

ctivities of industrial traffic man-
agers range from checking freight
bills to deciding whether the compa-
Wy should buy its own fleet of rail
cars or trucks or contract for servie-
es. They route and trace shipments,
arrange with carriers for transporta-
tion services, prepare bills of lading
and other shgppmg documents, and

handle claims for lost or damaged

goods. Traffic managers keep rec-
ords of shipments, freight rates, com-
modity classifications, and applicable

lmlunrlnl traftic managers -rr-nga tha transportation of materials and finished prod-
ucts

1o

RIC
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/ »

bt cover, traf-_

miust stay mﬁ:rmsd about chmglfg‘ '

-transportation technologys’

Traffic ‘managers often congult

with other company officials about

the firm's transportation needs, Thzy

may, for example, work with produc-
tion department personnel to .plan

shipping schedules, or with membérs
of the purchasing department-to de-

termine what quantities of goods can
be transported most economically.
Since many aspects of transporta-
tion are subject to Federal, State, and
local government regulations, traffic
managers must know about these and
any other legal matters that apply to
their companies’. shipping opera-
represent their/companies before
ratemaking an
<such as the Interstate Commerce

- tions. High. .ls? traffic managers -

Commission, State cnmmls‘amns, and:

lgcal fraffic bureaus. "
\ - . EY

Places of Employment

More than 21,000 persons were
involved in industrial traffic manage-
ment in 1976. Although most jobs
are found in manufacturing firms,

‘some traffic managers work for |
wholesalersior for large retail stores.

Some traffic managers work for con-
sulting firms that handle transporta-
tion problems for clients;, a.few run
their own consulting businesses,

Falining, Other Qualifications,
and AdVSﬂI‘,-‘BlT!!!ﬂ :
Although high school graduates
with experience in traffic depart-

menis sometimes are hired as traffic

managers, a college education is in-
creasingly important in this field. For
some kinds of work, college training
is required. To argue cases before the

_ Interstate Commerce Commission,

for example, a traffic manager must
meet standards that ificlude at least 2
years of college. Some employers
‘prefer graduates of technical and

trade school programs in traffic man--

agement. Others seek college and
university graduates who have either
majored, or taken courses, in trans-

. portation, logistics, physical distribu-

tion, management, economics, statis-
tics, marketing, computer science,
and commercial law. ,

_regulatory bodies



- indug—lgl tﬂfﬁc tmimng is avall-
.'able through .colleges’and universi.
" ties, technical and teade schools, and
seminars sponsored by professional
" associations. More than 100 colleges
. and universities. offer programs or
" .courses in traffic rivanagement. Col-
- lege” courses j this field often are
offered as pnrtsﬁf a major program in

s business ndmmmram:n In some col, .

leges and universities, however, traf-

fic mmngetneﬂt is uught in depart. -

. ments-df logistics, t:mspnrmtlaﬂ. or
marketing and distribution. T addi-™
tion to degree programs at the asso- .
ciate, baccalaureate, and giﬂduate

. levels, a number of colleges and uni- .
¢ ¢ veriities offer workéhops, séminars,

.and other short-term programs in,
trlnspartatmn and trafﬁc mnageL
ment. -

Industrial -traffic managers shotild
be able to analyze numerical and
technical data such as freight rates
+ and classifications to solve transpor-
tation problems. The job also re-
quires the ability to work indepen-,
dently and to present facts and
. figures in a convincing manner.

Newly hired traffic speclahsts of-
ten complete shipping documents
amil calcrlate freng,ht charggs At‘ter

technical wark such as analyzmg
,trsnspmtatmn statistics. A compe-
’tent worker may advance to a a super-
visory job such as supervisor of rates’

and routes; a few are prﬂmuted to -

Qflmmt traffic manager and eventu-
ly to traffic manager. Industrial
traffic managers can sometimes help
their chances for advancement by
participating in company-sponsored
training programs or takifg ad-
vanced courses in traffic manage-
ment. A growing number are certi-
fied by the American Society of
Traffic and Transportation, Inc..

Employment Outlook

, Industrial traffic management is a
relatively small occupation and is ex-
pected to grow about as fast as the
average for all occupations through
the mid-1980's. Openings will occur
gach year as new jobs are created,
ind as traffic managers die, retire, or
leave the field for other reasons. Col-
lege-graduates with a major in traffic

mansggtmm or transpﬁrtatmn can
. expect first consideration for the

available jobs.

Grﬂwth inthe mupatmn will stern
from an increasing emphasis on re-
ducmg the cost of receiving raw ma-
terials and diséributing finished prod-

‘ucts. As the distamte betvegen

markets becomes greater and’ rate
schedules and regulations govemning
transportation more complex, manu-

- facturers increasingly will require the
'expef_ils: of the traffic manager.

Earnings and Warking
Conditions
Industrial traffic § zia.llm g.ila=
ries started at about'$ 11,000 a year
in 1976, according to the limited in-
formation avaijlable. Although earm-

" ings of 'xpsnem:gd trsfﬁc managsn‘

week, some of them have to spen-ﬂ
time nut?de regular working hours
preparing reports, attending meet-
ings, and t{aveling to hearings before
State and Federal regulatory agen-
cies. LS

Sources-of Additional
. Information

Answers 1q, specific questions
about a career in traffic manageniem
are available from:

American Society of Traffic and Tﬂmp:mi ’

han Ine., 547 Weat Jackson Elwdﬂh
go. I1l. 60606.

For a list of colleges, universities,

and technical institutes that offer-im- ~

struction in transportation and relat-
ed areas, see: Directory of Transpor-
tation- Education, published in 1976
by the U.S. Department of Transpor-
tation (W ashington, D.C., U.S. Gov-
emment Printing Office). The dirp&-
tory is available in many school and
public libraries.

For a copy of the American Truck-
ing Association’s Direciory of Trans-
portation Educatibn in U. 5. Cd;!llgggs
and Umvernnes, write: -

American Trucking As.;m:lnmm Ine., 1616 P
§t. NW ., Washipgton, D.C. 20016.

For information on ptﬁ'pri:u:j:
schools that offer programa in ﬁa.ﬂic L

insnsgermﬂt cmﬂmt.

Natiomul Asociation of Trade and Techaical

Schools, 2021 L- SL-H\V W:lhinglﬂn,

DC. 213036

L

N g&iﬁﬁs- |

(D.O.T. 110.108,
119. 163) ,
" Laws permeite every aspectof our
society. They regulate the entire
spectrum of relationships among -

1 18, and

dividuals;-groups,- butinesses;-snd - -
..gﬂ*veminerm T‘“hE—y deﬁne righls as -

vene human activities as° ,jud;mg am;l :

punishing criminals, granting pat-

_ ents, drawing up businéss contracts,

paying taxes, settling labor disputes,
constnacting I:u:ldmg:i, and adminis-

‘tering wills.

Because social needs a.nd amtudes

'are comtinually changing, the legal
- system that rggulztes our social, po-
litical, and economic relationships

also is subject to change. The task of
keeping the law responisive to human

needs is the work of lawyers. Ao’

called-attorneys, lawyers are thefli
between the legal system and soc
To perform this tole, they must un-
derstand the world afound them and
be sensitive to the numerous aspects
of society that are touched ~by the
law. They must comprehend not only
the words of a paﬂlcular statute, but
the.human circumstances) it address-
es ag well.

Az our body of laws grows mﬂrg
wvolurninous and complex, asthe legal
system takes on new regulatory tasks
in social welfare, racial- integration,
energy conservation, and other
aresas, the work of lawyers takes on
wider slgmﬁcsni:e

N aturs of the Work
Lawyers perform a wide variety of
tasks, but certain basic activities are
common to nearly every sttorney’s

" work. Probably the malit fundameiit-

al of all is interpretation of the law,
Every attornéy, whether representing
the defendant in a murder trial or the

plaintiff (suing party) im a.lm(mit,v

i1
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combines an understand ing of t he
rélev ant laws with knowledge of the
facts in the particular cuse ino rder 1o
determing how the finst affeccts the
secordd. Based on this detemination,
thie attorney decides what cou rses of
aclion would best serve the in tere sts
of the party’'he or she represenis

— In order to interpret the |a=w
kmow ledgeably, lawye rs dores earc h,
They must stay abreastof their field,
in both legal and nonlegzal m atte rs.
A nattorney representing elect roni<s
m anu factureis, for example, must
forllow trade journals as well zs the
latest FedegFal regulations affectiryg
his'or her clients. Attorneys an the
Stale Department must re maire we Bl
veesed In cuffent avenbarsd in ten &
ticnal law, while divorce la wye T5
sprend 4 Cercain postion of Wi o (e
feadiryg about the chaigis g role ot
the family 10 modenn suchuy Ke
search alwy nacludes speafio 1n
depth readisg on the bagal questorns
uf el s iJlVlirj
the

or sibslagiive 1naltea
I any event, ove F
Iy bew

digested roquinesa law yei Taen adaaci

uzl case
whicliniing vorlursie ool 11 tu o Lue
fesScarch efficiendy guich By pyohi g
o lared o valuating the suba G «uf o
pandeslar an Ucle Grown sl o ase
lj;Lgtj“}' g lavwa,cia wy b= al.
v lves coutad with oo le Ay
ne ys cuhzall widh ihor i s, [REVRN
details of

termirac the hery s =ifn s

preblens o Lise G, ol e 1.
annad aslggeaot actl e cba iget L,
mieasy e lasbics. Lulsn (fue, . o0 wal w
yer learia L lear wihs po oople
Comile vun efhel€n, laabaon

Fually, nioat lawyes .
seflle whitnyE I dhie cosul ool G pad
worth  Thi ruay tare the fui i wal

reppoita legad bicts 0 L sianln b

v p:;:lp.;; wuih o i N Y-ETRN | SR |

torFney walb upo.ihea o, her abilal ta
LU E DT e dl i auges L.Ix:—.ul} ayad pr=inlze wl

| =
kgal grofesston depoasd wepn

murie Wetalleyu aapze o f
the-
law yes sinndiv iduad Fleld wd post.oon
Murst lawy ers are ciigag <d I=igezidial
pracuce and bandle all dudsot iésgi
work fu I hey thes
ind ivid ual who wanis 1. buy prosper
ly, make a will, sign & coritfac 1, s
lhewe per

foren w hatever tashs are nec €854 4 Los

clients [RSTIF IV |

setile aan sstale law yers

help their client comply withs the Lw

Lurgevisles  lwyen reeviewing legal matters pertalning to the compiny.

' e iallen 11

- &
an A s e s vl plrlase

Eeal estate,

A aal leber, pate nt

Teeo wr bz inatd, spal Tavo Copsumrsund
atime lawyers _ foo  example, may
eadly and lele viston sta

L pe besaid

Wores i th Bides anga  dihs the Fo den

W& Lenaatlea Yon - (e mirnls sléfs

(b Uy

orrapa pastandiile liermse tchiawal

Its sy nzlp oz aatrlistied sta

spprlicatioiss coniple pmesil fepurta
and vthier oo gy 1equa i d by the
[Ja e
b polian . llentes ifes illlf‘;gluf L:hdng
[ I O G

Lhosed bawyl 18 gy cosirrilan

on g dcgul @ bass They also
sepulations Coonnunica
dszlslance
to taltvidual oo orprasions wish
i, by Gas ) D at Ton wor estabilish
X8 SRR U B 2 T

L}(h.;i l. e e B L s e s o=
5ol e i
(FPe)
Faan

= ntlng publl Allta 2

Fodwial Po.owel

& ok Uisad un

and  oth ECBlacmlyly ape Ded. 2

cams aple Uosy haomdle caalt ers i ol
g the jcasonamble, s of wetliey
fake » ey help 3 fizen .jﬁvklup)lﬂls
dae umalst B0 Ple parls 1f =L talesgy  at
guili tols and est noray piepare e

Case i presdtatiom &ts Lual o ad

milnlstiative hearing, and argue the
case Theae lawyers also keep clicnts
inforined avout changes in regula-
tons and advise them as to the legal
ity of their actions.

Filvate piactitivieia apoclalize In
sthel atews lou S0Mme aw up wiils,
Liustls contiacts mwilgages and oth
et legal documeants; conduct out-of .
ions, and do investiga.

courl negotia
tive and other legal work 1w prepare
fur wlals S0me may act as trustees
by wlanaging a person’s property and
funds or a» vxecutors by seeing that
the provisions of their client's will are
A small number of law-
o

cafrled out

yeis devole thernselves entirely
coutuuoam worh An im;i.;_a.sing il -
ber fiandle unly so called public in
teicst case:r These cases, either civil
or &iminal have a potential inspact
eatending wall beyuand the individual
chiciit Adtuineys who take these
cases hope o use them as a vehicle
for legal and social reform

Some lawyers are employed full
timie by a single client Known as
house cuunsel, these lawyers tsually

work for a corporate firm, advising

) :
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and actirng on legal questions thaat
arise frorn the comepany's business
activities. Theese queestions may in-
volve patents for new proddctions,
FT'C regu lations, a business contraact
with another compasny, or a <ollesc:
tive brargaining agreement with a
union.

Attomeys employed at the vario s
levels of governsmerst constitute sill
another category. Criminal lavyers
may work in the office of a Staste
attorney general; thaey also muy be
errnplo yed by apwosscuror'sor public
defencler™s offfice, or by the court
iiself. At the Fedlerallewel, attwmesys
pesform isvestigations For the Justice
Perpariment aand regularory agencies
ilaﬂ‘")'*fﬁ alevery level ofgoveriment
also help developlaws and pro grarms;
thezy p rep are drafis of proposed e is-
lation , establish law <nforc emeut
procedures, aand arg ue cases.

Many peoprle who hawe legaluat
ng 4o not worke s lawye £3 brul waae
their kknowledge of law 1nothe g seasu
patiorss. They meay, for example, be
journalises, mranzagermien Leonsualarst.
anzlysts, Insuasice clam
tax colle tlors, prasbation
wredit

firanesial

ad justers .
of Fice x5,
];Eal hBa. lisr;.cun;! alavu Iy ali &asct by
those seeking of holdiny, potaly

fice

and Mweslgatos A

Ples oo uf Lissplasyiovme s

AL sl 1 JHE een o veea d

197 Al st il . w
PAERTA 1T S THIRR VRN
wth Avuell 30 pocent In

la Aye Iy I
towrfbay .
pr dvatel,
ol pracice aed the Liel B0 p

f it win

cenl working in law fiogns Gt e s

maining 1160J0, about oo zih 30l
were employ ed a5 1wuse ovurinel by
vafiows Business 1iims, ane fou «th

worked in thee Federal (o vt e g
the e mainder held postions inStale
ard local gevermment | adaiien
abrout 8 000 lawvye 15 caught full w0
paafl Line in law schvols Sonec s fa
rieed lawyers also have ndepadent
praciices: others do legal work pait
tirme whille ire an oth& Gecpatica

Trafinireg, Qth 81 QDuasiifi<atdoe
mnd Advaricemmant

In order

copurts of any Stale, a p&son =, be

adimitted to its bar Aspplicanis for

0 prastlice law o il

adnission to the bar rmust pas g
wrilleri exam ination; however, afew
States drop this requirerment for
graduztes of their own law schools
Lawyers who have been admitted €o
thebaTin one Stalacccasionlly may
be adwnitted in another withou® tak-
in g a1 examination provided they
m <l £hat State's standards of gooad
moral character and havea specified
petiod of Begalex perience Each Fed-
eral colrl Or agency Sels s 0w
quithifi cations tor those p rac ticirigb -
foreit. -

To cqualify for the bar examination
i mowst Stares, an applicant must
have completed 3 years of college
ardd bave gradusted from a law
sc hoo B approved by the Ametican
Bair A ssociation (AB.A) Of the p Toper
Stale authoritics. (ABA app rovalsig-
aifies that the lavw school mee s the
m inineum standards necessary To al

low its gaduates to take the bar’

emint andd pracilae leaaw 10 &y (ﬁlﬂlg
G rad, sate = of nonapprorved sc hools
are reestricied to the State” in which
iFae s howsl 1s lucated ) A few Slates
acctepd the study of law wholly in a
law s llice uor in combination with
sLudy pa low school, ot ly i:falifu[nk
aciep 6 the sludy of law by corr e
sprond 2L £ o yualiication o vakiryy
thxe baar e ®ain Several Staiess e quiTe
cepate aileon and approvesl oE st dersts

wlhe Stale Hodrd oof Examame 1, -
a'm.l trebsac they enter law achasul i
daitligg the . atly years of o gal =ludy
Lisoten % lles o andndatas iriust surs
phic «ex kships before theyare ad
e lie 4 s the bas

AltFisu gh TS SL ST

vhiedg 1 o
i e many esusl Siat s zad the Dy
0 ot owf Culumbaa paiticipaie ih the
Miultist, & Bar Examinatiors (MBE)
The MBE cuvering issues of broad
is given in additiun €0 the
Siilc bas how the MBE xore
Is lc.aled raries from, Stite © Stace
The collegge  and law
L_hos | education wusually @k 7
full e swdy wfler high
4 ycars oF Llﬂdéigfé—dué;z
wilowed Ly 3 years in le
sahu, 1 gllhuusﬁ I lnl!"bél ot law
sehoo s a<cepl stude ﬂlﬂ aftesr 3 yeamrs
of college, an increasing numbr € re-
quire applicants 10 have a bacteelox’s
degre 2. To meet the¢ mmeeds of'sty-
dents who van attend only part timee,

rmlei e &1,

ciam,
Peytalica
yeus |

sachues |

sL udy

| <
AL

elides,
" iles el Fill the bill, ax long as the

a rumber of law school's have night
or partiime divisions which usually
recquire 4 years of sudy In 1976,
abeout -one-fifth of all graduates of
ABA-zpproved schools were part
time students.. )

Compe titio ™ for afmision to law
scool has be corre internse in the last
feww yesars - En tollmments rase very rap-
idly betw een 19469 and 1972, and,
according to one estimate, applica-
tio ns outmurribered available open-
ings by almost 10 to 1 in the mid-
19 70's. A lihough the increase in en-
rol Imesnts s expe cled to slow by the
[9880's . law schoosl admission will re-
memin the first of sewveralhurdles for
prowpescliwe lawyers.

Preparation fora career as a law-
yex'really begins &ncollege. Allhuugh
thesre is rwo such thing a5 a "prelaw
mamjor . the undergradu ale prograrn
alrmost al ways makes = difference.
Ce raincourses and activiliesare de-
sirable be cause they give the student
thes sk ills nee=ded lo suc<eed both in
jave sc hooel arnd ira the profession. Es-
seritial sk ills—the ability to write, t9
rezad mnd anallyse . to think conceptu-
ally and Logically, and €o com muni-
catg werbally—are leasned during
The besst un-

higgh sehowl and college.
de fgeaaduzle pProglam is ane that cul
liv ates these skillls while at the same
tirrie beroa den ing ghe studlent“sview of
the warldl. Mlajoss in thee sodial sci-
na turzsl sc iences, and human-
stusdoril d ves oL specialize oo uar
1o =y

Stucln s haletealed i 4 peartlculai
wopect of e law may flad it helpful
o tak ¢ relited courses, for example.
en ginecring and sciences courses for
satent allorney, and
¢ fuluretax lawyer

the prospective
ac«ou ntirag for th
In addliticn, Ljpii‘lglsad\fkablﬂ simply
fo Morivesnierice in law school.
Acceptance by most law schools
Je pernds on the applicant’s ability to
de momstcate an  aptitude  for the
staady of law . usually through good
grades and the Liw School Admis-
sican Test (LLSAT), administered by
the Educational Testing Service. In
1976, 16 3lawsc hools had American
Baar muorciation approval. Others—
chriefly might schools—were ap-™
proved by State authori ties only.
The first year or year and a half of

1}
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law school generally is deloted to

» fundamental courses such as consti--

tutional law, contracts. property law,
and judicial procedure.,In the re¢
maining time, students may clectspe-
cialized courses in fields such as tax,
labor, or corporation law. Practical
eferience often is acquired by par-
ticipation in schvol-sponsored legal
aid activities, in the school’s practice
court where students conduct trials
under the supervision of experienced
lawyers, and through writing on legal
issues for the school's law journal.
Graduates recelve the degree of juris
doctor (1.D.) from most schools as
the first professional degree. Ad-
vanced study often is desirable for
those planning to specialize, do re-
search, or teach in law schools,

The practice of law involves a
great deal of responsibility. Persons
planning careers in law should like to
work with people and ideas, and be
able to win the confidence of their
clierits.

Most beginning lawyers stat w
salaried positions, although some go
into independent practice immedi
ately after passing the bar examina
tion. Newly hired salaried attorneys
usually act as research assistants (law
clerks) to experieniced lawyers o
Judges. After several years of pio-
gressively responsible salaried em
ployment, iuty
practice for themselves Some law
yers, after ?&dra of practice. be ung
judges

many lawycers go

Employinant waie., s

A rapid Ificlease 1u the s,
law school gradustes has roa. ..l
keen competition for (he svailable
jobs. In the years aheast, the numbe
of graduates is expecied (0 1nciecase
further and intensify this competi
tion.

Employers will be selewitve a1 tin
ing new lawyers. Graduates o well
known law schools and those who
rank high in their classes should find
salaried positions with law firms, on
the legal staffs of corporations and
government agencies, and as law
clerks for judges. Graduates of less
prominent schools and those with
lower scholastic ratings will experi-
ence some difficulty in finding sala-
ried jobs. However, many will find

14
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opportunities in fields where legal
training is an asset but not normally a
requirement.

The employment of lawyers is ex-
pected to grow faster than fhe aver-
age for other occupations thiough
the mid-1980's as increased business
actwnty and population create a de-
mand for attorneys to deal Wwith
growing number of legal quesfions.

Supreme Court decisions extending
the right to counsel for persons ac-
cused of lesser crimes, the grqwth of
legal action in the areas of corffumer
protection, the environment, and
safety, and an expected increase in
the use of legal services by rniddle-
incopie groups through prepaid- legal
Frvlié programs also should provide
employment opportunities. Other
jobs will be created by the need 1o
replace lawyers who die, retire, or
leave the occupation for other rea-
50Nns

Prospeils for establishing a new
prdctice probably will continue to be
best in small towns and expanding
suburbdn areas, as long as there al-
ready exists an active market for le-
gal services in which the new lawyer
can find client In such communities
cuoimnpetition is likely to be less than in
big cities and new lawyers may find it
easier to become known to potential
clients, also, rent and other business
<usls are somew hat lower. Neverthe-
leaa, staitg a new prastice ‘will re-
tnali, atl o ypensive aad risky proposi-
tlou that should be weighed
catctully Salaried pusitions will be
himited lasgely 1o urban areas where
the chicf employers of legal talent-
guvernme nt agencies, law firms, and
big corporations are concentrated
Earnlnigs and Warking

Conditions

#

1.y —isenterilg praclice in (976

ravd a wide range of starting sala-
15 —~fomabout $10,000t0 $23,000
a year. Most fell in the $15,000 o
$ 18,000 range Factors affecting the
salaries offered to new graduates in-
¢lude. their academic records; type,
size, and location of their employers;
and whether the new lawyer has any
specialized educational background
that the employer requires. The field
of law makes a difference, too. Pat-

15

ent lawyers, for exam end to
garn more lhan general corporate at-
torneys. Lawyzrs with at least a
year's experience working in manu-
facturing and business firms earned
about $18,000 a year; those with a
few years of experience earned
$30,000 or more annually, In the
Federal Government, annual starting
salaries for attorneys in 1977 were
$14,097 0r $17,056, depending upon
academic and personal qualifica-
tions. Federal attorneys with some
&xpenenge earned $24,308 61 more
a year. »

Beginming lawyers engaged in le-
gal-aid work usually receive the low-
est starting salaries. New lawyers
starting their own practices may eam

- little more than expenses during the -

first few years and may need to work
part tirne in other ocqupations.

Lawyers on salary receive in-
creases as they assume greater re”
sponsibility. lm:am&s of lawyers in
private practice usually grow astheir
practices develop. Private practition-
ers who are psﬂ:nsfs in law firms gen-
erally earn more than those who
practice alone.

Lawyers often work long hours
and are under considerable pressure
when a'case is being tried. In adei-
tion, they must keep abreast of the
latest laws and court decisions. How.
ever, since lawyers in private prac-
tice can determine their awn hours
and workload, many stay in practice
well pasi the usual retirement age.

Sources of Additional
Information

Feiasns considering law as a ca-
ieer will find information on law
schools and prelaw study ih the Pre-
law Hundpook, published annually
( Princeton, N.J.: Educational Test-
ing Service). Copies may be available
in public or schoaol libraries. In ad di-
tion, many colleges and universities
have a prelaw advisor who counseis
undergraduates about their under-
graduate coume work, the LSAT , law
school applications,’ and other mat-
ters.

Information on law schools and
law as a career is avaiible from:
Information Services, The American Bar As-

saciation, | 155 East 60th 51, Chicago, IIl.
60617 . (There may be a slight charge for
public ations.) .
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Information on law school accredi-
tation is available from:

Association of Amencan Law Schools, Swite
370, | Dupont Circle MW, Washington,
.C. 20036, ’

For advice on fidancial aid, con-

tactalaw school financial aid officer.’

The specific requirements for ad-
mission to the bar in a particular
Stale may be obtained at the State
capital from the clerk uf the Supreme
Court ar the secretary of the Board

of Bar Examiners

WORKERS

(L2 1 O30 uBn,

Mature of thhe Wuik

Bualacones feai v a gleal o o
information 1o make scand d s
wn theit produdis
Marketing research workers provide

much of this mfurmation by analys

lruw o inaihst

ing availlable data on prodoois and
sales I addnsonal infoimation 1w
quited tual uot avatlablde they o on
Juat muark <ting surveya
view i g likely

needed data They alse, pr pace Lales

selia

by

ithhusc 1ee ha ¢ th.

furcoants aun.d i!l-:lhiim' tEvdnnn aida
tions on paoduct design and advertis

i
| S T :.!.,.L,:\.Aé el [

[98 B YR E.oarikl

RTINS ¢ ullec uan.

soul. 5 .ach as wo apa . witads
I y

publishicd materteds and c.peits un

the subjedt undel 1 ceabigailug L

erample, a.arkeilng 1esearch wank
ers niaking sales furccasts may begin
by studying the gruwih ot sales vol
un:e In sevaral Jifferenc viiea This
growth may then be traced Goom
the

compan, s aales fotce wi st ot

Creases 10 populalion stz of
money sponl un advestismg Other

markeung reseurch #orkers may
study changes n the quanuty of com-
pany goods on swre shelves ur make
door to docr surveya W get inturima
tion on company produdts
Marketing research wourkaia wien
are concerned with customers’ upin-
ions and tastes For example, U help
decide on the design and price of a
new line of television sets, markoting

¢

research workers may survey con-
sumers (o find out what styles and
price ranges are most popular. This
type of survey usually is supervised
by marketing researchers who spe-
cialize in consumer goods; that s,
merchandise sdld to the general™pub-
lic. They may be helped by statisti-
cians who select a group (or sample)
1o be interviewed and 'motivational
research™ specialists who phrase

questions to produge reliable infor-
mation (Fuce the Investigation is un
the ma keling rescarches
may sSupervise the
well as direwt the uthce workers who

tubulate and analyze the information

derway
interviewers as

vullected
M’drki:liug

wsed Ly bustiges and wdustaal fie

way be conducted differently from

MUY LYs (o1 consulner goods: Market

suiseya win psuddusls

15

Mg icscarcdicra often conduct the in
lervicewa thennches tu 5;11[1@-* 1
tons of he pioduct They also may
speak (0 company officlals about
new w.es tor 1p The, wmust thaefuie
have specialized knowledge of hoth
i hoting techniques and the mdus

tital ases ot the piud!;\.l

Plg%gﬁ o Esvsprbuyaoomint

Loy 20 Lgtd Dot v, el o

coinh werher were vraphoysd i

1976, Most jobs for marketing re-
search workers are found in manu-
facturing companies, advertising
agencies, and independent research
organizations. Large numbers are
employed by stores, radio and televi-
sion firms, and newspapers, others
work for university research centers
and government.agencies. Marketing
arch organizations range in size

“from pne-person enterprises Jo firms

with & hundred employees or more.

New Yark City has a large number
of marketing research workers.
Many major advertising agencies, in-
dependent marketing organizatigns,
and central offices of large manuXac-
turers are lotated there. Ancother
large concentration is in Chicago.

- However, marketing research work-

ers are employed in many other cities
as,well  wherever there are central
offices of large manufacturing and

sales Giganications

Lialning, Other Qu
and Advanc

mant
Altlsvugh o bachelufs degice usu
Aty 1s sufficient fur Wfatuees, gradu
ate cducation 15 neceBsary for many
spe.talized poalliuns 0 s ketlng re
scarch Giaduaté study usually is re

yuued fout advancement, and a slz

Markst remearch workers often test reactions to a company’s product.

[P

ts



able number of market researchers
have a master's degree in business
administration or other graduate de-
gree as well as a bachelor’s degree in
marketing. Some people qualify for
jobs through previous experience in
other types of research; unmuslly
eachers of marketing or statistics,

p-t

for Example may be hired to head

esearch d:partmf.ms in
gns or advertising agen

310 B prﬂgiams in
and relatéd fields, inei luding courses
in statisgj-é; English composition,
speech ‘bsy;hﬂlngy and ECONGMICE,
are valﬁahle preparation for work in
marketing research Some maiketing

Mmatkecting

reséarch positions fequire special
ized® skills such as engineering. o1
substantial sales experience and a
thorough knowledge of the Cotipa
ny's pmduch I{n;wlcdgﬁ of dma
)f vonpulers 1 sales

EWN|

R'!L [taalng use
forecasting . distiibution Lol

analysis,
College g:admuca itiay (huad deeis

st job in any of a numbe. of places

in the market teacarch depattinent of
with o icacar.b

a large cumpany

ﬁiil!, | Y = plgunlhg
ARETL. 5
keting aepartment

éi,)\f;;‘.nil“lifiel,

tag 2. 01 Li a4 Wil sty siend

lldlllgt’! usué“y Atail w. s Is
assistants or jurior anafy sts At ﬁlsl
wloaie al

they
wourk such asvopylog data f.

may  Jdo cunadeiabls

i e hs
hshed svu.ces cdithng ava o ding,
questiunnatres, .nd tabuiating aui. oy
returns They ulso lesrn Go oo ondn.t

miervicws and wilic 1op gl o0 au

vey findings As thoy galu et

ence, assistants and Juator nalysis

may assummie tespomibihity fu. speatt
tc marketing rescarch projucts wi ad
Al

ey be-

vance to supervisory postlionas
exceplionally able wurke:
come markeligg iesearch diuecte oo

vice presided F;n matkellng a.a.l

sales .

Either alune w1 8% poit 01 & « au,
marketing rescarch workers aiast b
able lo analy:ze problems objecucly
and apply various techniques to then
solution. As advisers (0 manageinent
they should be able 10 write clear
reports informing company officials
of their findings

16
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Employment Outlook

Opportunities should be best for
applicants with graduate training in
marketing research or statistics. The
growing complexity of mafketiﬁgﬂju
search technigues also may expand
opportunities in this field for psy-
chologists, economists, and other so-
cial scientligs

Markgnﬁ}rf;sgargh employment
rises as new'.products and services
are  developed, particularly when
vbustness activity and pe
comes are expanding rapidly. In pe

riods of slow econemic growth, how
the reduced demand for
markeling services may limit the his -

sonal 1n-

ever

ing of tescarch woikers
Over the long
growth and (he increased variety of

TUfl pt}puia!lun

gouds und services thal businesses
and 1individaals will fcqulic ale-cAi-
pecied o altmulate a high level of
markeling activity A5 a result, em-
ploymentl ot maiketing refearch
wutkheia 1t capectled W giow much
faster tha, the average for other
s uprallisis lhlu\jgh the mad 1980 s

Cuompetition amoay aanufactur
caa ol both conaumer and industnal
products il siake the appraising of
niashellng sitaallons iy reastngly Ln
peatant As lechnigugs hinptove and
Blatistic.d duta avcuymuldate, ¢ company
alltctals aie Dhely Lot more often
e srtarhsting res€wich wu:Kers por in-

Loevinatlon and gdvice

»~

s wmrvad v byl

Caoi dlic ny

s ,.55.!\;,11._@

i oA i

(SO

wisul bl | U\,‘J a y1.
cevndiig o the Bjaited

Loocataati noavallabl,  Ferseas with
thiasler » l.l\,i!é. ces In business adininis

and related fields usually

Lialis,
started ath .alaries around $15.000
a year 3dlacling salarles varied ac

wootding o the type. slee and locaiion
of the fiim aa well 45 the exact nature
uf the pudition Uenerally, though,
sle.ling salaties were somewhat high-
et and promoton sumewhat slower
than 1n other occupations requiring
stmilar (Faining

Experienced w.iheia such as sen
iuf anal9sis received salaries over
$19000 s year Earniugs were nigh
eat. however, furworkers in manage

menl positions of great responsibil-
ity. Directors of marketing research
carned well over 57’5 000 a year in
1976.

Marketing research workers usual-
ly work in modern, centrally located .
offices. Some, especially those em-
ployed by independent. resegrch
firms, may travel for their work.
Also, they may frequently work un-
der pressure and for long hours to
mee! deadlines

Sdurces of Additional
A pamphlet, YCareers in

Intormation
%ﬁrke-&
g (Monograph Series No. ), may
be purchased for $1.50 from:

Asnefican Marketing Asstsiation, 212 South
Riverside Plaza, Chicago, 11l 60606

b

PERSONNEL AND LABOR
RELATIONS WORKERS
168, -

L a0 0Bl thigugh

&9 Ll
Hulyig of lhe Work

Aee Lol Deat  eriphsy ool
allabile anyg matching them to the
joos they can Jdo best isimportant for

o

tne

the success of any Liganization
day mousl Lusinesses are much 100
large fur Cluse contact belween wwn
ers fuid their exnployees Instead, per
sunnal and labor felations workers
provide the link between inanage-
ssisting man-

ment and eniployses-
agement o make effective use of em
ployees’ skills. and helping
employees o find sausfaction in their
jobs and working conditions Al-
though some jobs in this field require
only lintited contact with people out-
side the office, most involve frequent
contact with uther people. Dealing
with people is an essential part of the
job

 Persunnel workeis and labor rela
uons workers concentrate on differ-
enl aspects of employer-employee
relations. Personnel workers inter-
view, select, and recommend appli-
cants to fill job openings. Xhey han-
dle wage and salary administration,




E

Q

_salary

training and career development,
and employee benefits. “‘Labor rela-
tions™ usually means union-manage-
ment relations, and people who spe-

cialize in this field work for the most
psrt in unionized business firms and
government agencies. They help offi-
cials prepare for collective bargain-
ing sessions. Pparticipate 'in contract
negotiations With the union, and han-
dle labor relations matters that come

up every day.

In J small company, personpel
work oonsists mosily ofsinterviewing
and hlrmgi and ope person usually
can hapdle it all, By contrast, a large
organitation needs an entire staff,
which might include recruiters, inter-
viewers, counselors, job dnalysts,
wage.and salary apalysts, education
and training specialists. and labor re-
lations specialists, as well as techni
cal and clerical waorkers.

Personnel work often b;gmﬂm
the personnél recrujter Ot employmeni
interviewer AD.O.T. 166.268), who
works on a person-to-person basis

_with present apd prospective em-

ployees. Recruiters travel around the
country, often to college campuses.
in the search for promising job appli
cants. Intervicwers talk lo applicants,
and select and recommend thuse
who appear Qualified to fill vacan-
cies. They often administet tests o
applicants and interpret the rEsuIﬁ;
Hiring and Placement speciali
need to be U’ll;iuugh]y fomilliar with
the organization and 1ts persenpel
policies, for they must L& prepared to
discuss wages, warking conditions,
and promotiohal gppuftunitics with
prospective and newly hired employ-
ees. They also need to keep informed
about equal employment Opportunity
and affirmative action guidelines.
Equal employmeng oppottunity is a
complex and sensitive afea of per-
sonnel work which in some large or-
ganizations is hapdled by special
EEO counselors or coordinators. The
work. of employmeht counselors.
which is similar in a nuwmber of ways,
is described in a sepagate statement
elsewhere in the Handbook.
Job anglysts (D.Q.T.,166.068) and
dand’ wage - pdminis¢rators
(D.O.T. 169.118) do ﬁlery exacling
“work. Job analysts collect and ana-
lyze detailed informatidn on jobs, job

te
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Zthese courses,

. programs are handle

qualifications, and worker character-
“istics in order to prepare job descrip-
tions, sometimes called position clas-
sifications, that tell exactly what the
duties of a job are and what training
and skills it requires. Whenever a
government agency or large business
firfrintroduces a new job or evalu-
ates existing opes, it calls upon the

. expert knowledge of the job analyst.

Accurate information about job du-
ties also is required when a firm
evaluates its pay system and capsid-
ers changes in wages and salaries. Es-
tablishing and maintaining pay sys-
tems is the pﬂrn;lpal joh-of wage
administrators, They devise ways*of
making sufe that pay rates within the
firm are fair and equitable, and con-
duct surveys o see how their pay
rates compare with those elsewhere.
Being surte that the firm’s pay system
complies with laws and regulations is
another part of the job, one tHat re-
quires- knowledge of compentation
structures and labor law, '

Training specialisté supervise or
<onduct training sessions, prepare
manuals and other materials for
and look into new
metheds of training. They also coun-
sel emplueyees on lraining opportuni-
Ues, which may include on-the-job,
apprentice, supervisory, or mangge-
ment Ualnlng

Employee- benefits supérﬂsﬁrs and
.ther personnel, specialists bandle
the wmployer’s benefits program,
which often includes health insur-
ance, life insurance, disability insur-

ance, and pension plans. These work- |

cts also courdinate a wide range of
employee services, including cafete-
rias and shack bars, health rooms,

recieational facilities, newsletiers
and commiunications, and cdunseling,
for work-related personal problems.:

-w

Counseling employees who are ap-
proaching retirement age is a partic-
ularly important part of the job of;
these workers.
Occupational safe

and health
led{ in gvarious
ways, Quite often, in shjall-ompa-
nies especially, accident frevention
and industnial safety are thy responsi-
bility of the personnel depaﬁmemﬂ
or of the labor relations iBEClallﬁ if
the union has a safety representative,

-
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“Increasingly, however,

separate safety department under the
direction of a safety and health pro-
fessional, generally a safety engineer
or industrial hygienist. (The work of
occupational safely and health work-

ers is discussed elsewhere in the

Handbook.
« Labor Felations spefiﬁlfu (D.O.T.
169.118) advise managémepnt qn all
aspects of union-management rja-
tions. Whéng the contract is up f <
nggﬂugtiani
ground information and technical
support, a job that requires extensive
knowledge of economics, labor law,
and collective bargaining trends. Ac-
tuﬁgﬂtlauﬂﬂ of the agreement is
ecundu::tem top level, with the
director of-lmbler relations or other
top-ranking official serving as the
employer’s representative, but mem-
Bers of the company’s labor relations
staff play an important mle thmugh-)
out the negotiations.

Much of the everyday work.of the
labor relations staff concerns inter-

pretation and administration of the
.contract, the grievance procedures in

particular. Members of the labor re-

lations staff might work with the

union on seniority rights under the
layoff procedure set forth in the con-
tract, for example. Later in the day,
they might meet with the union stew-
ard about a worker's grievance.
Dr:nng e job well means staying
abreast of current developments in
labor law, including arbitration deci-
sions, and maintaining continuing li-
aison with union officials.

Personnel workers in government
agencies gemerally do the same kind
of work as those in large business
firms. There are some differences,
however. Public personnel workers
deal with employees whose ‘jobs are
governed by civil service regulations.
Civil service jobs are strictly classi-
fied as to duties, training, and pay.
This requires a great deal of empha-
sis on job_analysis and wage and sal-
ary classification; many people in
public personnel work spend their
time classifying and evaluating jobs,
or devising, administering, and scor-
ing competitive examinations gwen
to job applicants. :

Knowledge cﬂ'éul;s and regula-
tions pertaining to affirm#ative action
‘ +

7

there is a’

they provide back-"

P
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and equal opportunity programs is
important in public' personnel work
In 1972, the US. Civil Service Com-
mission established, a specialization
for Federal personnel workers con-
cerned with promoting equal oppor-
tunity in hiring, tramning, and ad-

vancement. Simmlar attention to
.

equal employment opportunity, 4t
companied by a need for qualified

staff, 15 evident in State and local

government agencies.

Labor relations
impaortant specialty in pdblic person

4N Jncivasingly

del administration Labor relations in

this field have changed !;L?l')?h;igﬂ:]}i
i

d% uflilisg 4

In rec

Nl years, tength
;i,rﬁ;tjng Buvernnient woilkeis has
grown This has created a need fur
more and belier trained worker. (o
handle negotiations, glie. anfes aad

Az !—L.ji,i

al State and lowal Eover n;»{;m agen

arbittation cascs on behalt

Filo, a8 41 [

e 1976 Jhaat 43 0o '
ait pedsuvnnel anag labwr | L,

v hed 1a

WLHL rs Niu;ly oot 4

pPHVale mnduatiy  tor aneoatac e

bariks, Msutaince i Jditles alillon. s
dng[h;mu( atur.a and Gthos Busd
ness concerus Som. wo.kad i pri
valeg gliipi\,lyhi\_!ll ageosboa L hadhig
excLallve Job-search ageiraes “of-

1o tainpitatioa agesnntes a1l

[

A g s i, L I
lwod delacinn v g0 8 Soee 94 D00
I 1276 st h.d y o Crdeiar B oale

atd lucat govennnicntagenaie: ! Laa
of these wei€ Ly persunnel ad s
Uation, they hanaled retiutvaicin 1n

leiviewing 1;sfiu5 Jo-tr Wdasalficati o

training and other peconnel wiatter.

for the Nationy 05 million putili,
zﬁnpitg)rgt;g Sum}\»;; on the taft .t
the U5 Lmploymea Soivice aad
Stare employment agen. 1es Sull sth

ers worked fur agencies tha, oversed
compliance with labor laws Saine
for example were wage hour . winpli
ance officers, thel, work 15 Joscribed
I another part of the Faadbosk
the statement oo Lealin and eguia
tory inspectors (Government). Othes
public employees 1n this field earnied

out research in economics labor law
personnel practices, and retated sub
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lects. and sought new ways of ensur-
ing that workers’ rights under the law
are understood and protected

In comparison with private indus-

try, labor unions do not employ a

large number of professionally
trained lapor relations workers.
clected union official generally han-
dles labor relations matters at the

cpmpany level At national and inter
nalional umon headyuarters, how
ever, the resecarch and ﬁdu;glmn
staft usually includes Spﬁkialléé with
a degree i andustiial and lalbﬁi !;:;'-!a
oS economics, of law I

A few pensonnel and labur rela
Hons ‘workers are 1o business fur
themsclves as nanasgoment consul
cxpeits In addition, some people in
the Nelu tcach culleége or universily
wotitaes i peisonael adiimistration
tdustinad celatons snd related sub
Juuts

11 N P P

FYPURNE B9 1 16 B TS SN

sefallin s wy ke s wsc lowated i 1he

bighly mdustnialic «d sections of the

gu;iuh}

Vs sissl aor sl s & BEEEE 1 Y

ah.. Adve itumant

Liis 'R
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[ T S ]
\NE oo llaNs Un fre 050N, el an iabo.
V&llh Lu“«,;gg 5134‘“3(;3

loyey  look for graduates

soldilana
Some o,
st Lavc najuied Ta personnel ad
s as clal and lobod

telaticns while sthers prefer college

[FTS YR B PO § FRFTRRPEY 4

pradufitc . with & general business
beihginnd 501 other employers

funl that o

Foersobnél admasuation  pahitit al
auluinee 0t public adiminat 160 can
Lo an as.et i look tng fur a job with a

gooefMinenl agency

Atleast 200 culley a0,

voos have prog.ams lea hog to a de

ey Inotne field of persoanel ang

labro. te1ativas (W hie persunnel ad
nithistration b, widely taught the
sumber bt poog.amis that focus pri
maaily s latur selalions 15 qdite
small ) o L dditi;., many schools of-
fer cortse work 1 cigsgly relaced
Au anterdisciplinary back
1 thia

fierds
stoand is a, ploptiate for work i
E p PIup

dica at.d a combinaton Uf COUrses i

the social sciences,” behavioral sci-
ences, business, and economics is
useful.

Prospective  personnel  workers
might include courses in personnel
management, business administra-
tion, public administration, psychol-
ugy, sociology, political science, eco-
nomics, and statistics Courses in
labor law, collective bargaining, la-
bor economics, labor history, and in-
dustrial psychplogy provide valuable
backgound for the prospective labor
relations worker

Graduate study in industrial or_{a-

work in labor relations. While a law
dégree seldom is required for jobs at
the enury level, most of the people
with respunsibility for contract nego-
Ualiuns are lawyers, and a combina
ton of industial relations courses
and a law degree 1s becoming highly
desirable

A (ullege cducation s ifMipurtant
tul 1t 15 nud the only way to enter
pefsoniel wurk. 3ome people enter
the field at the clerical level and
advance w professional positions on
the basis uf experience They often
find it helpful to take coliege courses
part lime however. ’

New peisohgel wu L‘;:g usnally on
tet furmal uf:i}lhi;: Jub waining pro
grams 1o learn How to classify jobs,
interview appheants, w1 admiuister
employee benefits After the training
period, new workess are assigined o
specific: atews 10 the conpany’s e
A fiei
gaining experien..e, they usually can

pluyee .elaticns departinent

advance within theirr own company
At
suiie people move fiom

ot lianster o aavthe: enployer
this pulat
personnel 1o labur relat.ns work

A gruwiig number of people ente
tLec tabor relations fiela, direcuy, as
traniees They usually -:jzt graduaies
ul maste. sdegiee programs in indus
Lial ieldtions, or 1nay have a law de
giee Quite a few peouple, however,
begiu in perso.inel work, gain experi-
and subsequently
ielations job
middle ranks .t a

ence (n that area,
muve Intw a labor

Workers 1a the
la,ge organizadon often tansfer to a
top Jub in a smaller one Employecs
with exceptional ability may be pro-
molted to executive positions. such as
director of personnel or director of
labor relations
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Personnel and labor relations
workérs should speak and write ef-
fectively and be able to work with

‘people of all levels of education and
“experience. They also must be',able

to see both the employee's and the
employer’s points of view. I addi-
tion, they should be able 10 work as
part of a team. They need supervito-
ry abilities and must be able to ac-
cept responsibility. Integrity and
mindedness are important quali
for people in personnel and labor re-
lations work. A persuasive, congenial
personality can be a great asset.

Employment Quticok
4

The riumber of personnel and la.
bor relations workers is expected o
grow fast¢r than the average for all
I \ gthrough 1985 .as em
ployers, in fé?singly aware of the
benefits to be derived from good la,
bﬂf;managgizabnt relations, continue
to suppor{ sound, capably staffed
:mplgy:ej,rslmian; pfograma In ad-
dition to pew jobs created by growth
of the occupation, many &nmgs
will become available each year be
cause of the need to replac wprkers
who dic, retire. of leave thel ;"gba fur

othel reasons

) '
ngislauum selilisg  steacdaida ib}

employment gractices in the areas
occupatipnal shfety and healih g
employment qpportunity. and pen-
sions has stifimekated demand for per
sonnel and labyr relations workees

gual

Continued growth is fuicsesn, as cm
ployers thioughout the counuy re
view €xisting prog.ams in cacl. ot
these areas and, In many .ascs, estab
lish entirely new onesi\This has creat
ed job opportunities for people with
appropriate expertise The effort o
end discriminatory employment
practices, for exampie has led to
scrutiny of the testing selecticn
placement, and promotion proce
dures in many companies and gov
ernment agencies. The findings are
causing a number of employers to
modify these procedures, and 10 take
steps to raise the level of profession-
alism in their personnel departments

Substantia] employment growth is
foreseen in the area of public person-
nel administration. Opportunities
probably will be best in State and
local government, areas that are ex-

pétted'to experience strang employ-
ment gfg#th over the next decade.
By contrast; Federal employment
will grow slowly. Mgreover, as unions
strength among public employees
ontinues to grow, State and local
igencies will need many more work-
ers qualified to deal with labor rela-
tions. Enactment of collective bar-
gaining legislation for State and local
government employees could greatly
stimulate demand for labor relations
workers knowledgeable about public
sector negotiations.
Although the number of jobs in

[ )

ojected to increase over the next
petition for these jobs

lso is increasing. Particularly keen
competition is anticipated for jobs in
labor relations. A small field, labor
traditionally has been diffi-
eak into, and opportunities
aré best for applicants with a mas-
ter’s degree or a strong undergrad-
uale major in industrial relations,
andnics, ur business. A law degree

is an assel

Condltlons

T
i ghiing el oanalysls 1a pTivala
fuslry staied ot $11,2604 year in
1976 according to a Burepu of La-
tbur Suatistics survey Expetienced
job analysts earned 319,200 a fgar,
aboat twiee the ,gﬁ;éiagé for alf ngn
superiiauly ~orkers in private Indus

Ly excepl fanmling Waggjuid salary
adninistraiors earned about $19,800
and personnel managers averaged
$21 {00, accordthg to a survey con
ducted by the Administrative Man-
agemeut Society. Top personnel and
labur relations executives in large
corpwrations carned counsiderably
more

Avétage salailes tur personnel spe
.1alists employed by State govern-
ments ranged from $9.900 to
$13.00u a year in 1976, according to
a survey conducted by the U.S. Civil
Service Commission. Personnel spe-
cialists who had supefvisory respon-
sibilities averaged from $14,800 to
$19 500 and State directors of per-
sonnel earned average salaries rang-
ing from $27,400 to $31,900 a year.

In the Federal Government, new
graduates with a bachelor’'s dégree

20

_International Personnel Managemen

L

generally started at 39,300 a year in
1977. Those with a master’s degree
started at about $14,100 a year. Av-
erage salaries of Federal employees

in several different areas of person-

nel work ranged from abqut $19,300
10 $24,500 in 1977, as folfBws:

k4

. $19,300
21.100 *

Staffing specialists

Position classifiers =
Personnel man

Federal employees in the field of
labor relations had generally compa-

and employeg~Telatiohs specialists
g nf relations offi-
year in

1977. Federa
were higher, gbon
on the averagdg.

Employees

" week. As a rule, they are paid for

holidays and vacations, and share in
retirement plang, life and health in-
surance plans, and other benefits

in their organizations,

»)fjin;u of Additional

lﬂjurm:tl;ﬁn AN

For gé\]éral information on careers
i: personnel and latlos. rclations
wuirk, write to.

American Society for Personnel Adsninistra-
tion, 19 Church §t., Bejfiia, Ohio 44017,

For information concerning a ca-
tcer in employee training and devel-
opment, contact:
ming and Develop-
. Madison, Wis.

Amercan Society for Tr
ment, P.O Box 5
53705

Informatian about careers in pub-
li~ personnel administration is avail-
able from: _*

e
onne ment Anoci-
ation, 1313 E. 60th §t., Chicago, 1l

60637,
A brochure describing a career in

labomynanagement relations as
field e iner is available from:

Direclor of Emnngli National Labor Rela-
tions Board, 1717 Pennsylvania Ave.
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PUBLIC RELATIONS
' WORKERS

(D.O.T 165. 6’58)
ih'tun of the Work

Public felations workers apply
their. talent for communication in
many different areas. They may han-
dle press, community, or consumer
relations, sales promotion, political
campaigning, interest-group repre-
sentation, fund.raising, or empleyee

.recruitment. The role they play is

crucial to impyoved understanding
and cooperatian among the diverse
individuals, gréups, organizations,
and institutions that make up our so-
ciety.

How successfully an organization
presents goals and pnln:i‘é% may af/

. fect its public acceptance, prosper-
_ity, and even ils co

ntinued &xistence.
Public relations workers help organi-
dtions build and maintain positive
iblic reputations. Public relations is
mere than telling the employer’s
*‘story,”” however. Understanding the
attitudes and concerns of customers,
employees, and various other “pub.
lics"'—and communicating this infor-

Pubiic relatie

mation to management -is an ‘“‘Pﬁfi!‘*lpan} aud its policies towards its

tant part of the job

Public relations depailinenta are
found in organizations of all kinds,
and workers must tailer their pro
grams t# an employer’s particula:
needs. A public relations diFecior fur
a college ¢t university, for example,
may devote most of his or her ener
gies to attracting additional students,

'while one in a large corporation may

Q
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handle the employer’s relatio ith
stockholders, government gg}“:cs,
and community groups

Public relations workers put o
gether information that keeps the
public aware of their employer’s ac-
tivities and accomplishments and
keeps management aware of public
attitudes. After preparing the infor-
mation, they. may contact people in
the media who might be interested in
piblicizing their materipl. Many 1a-
dio or television publid service an-
nouncements or spechl reports,
newspaper items, and magazine ar
cles start at public relations workers'
desks. Sometimes the subject is a

20

employees or its role in the commu-
nity. Often thessubject is a .public
1ssue_ such as health, nutntion, é{ier
gy. o the environment.

Fublic relations workers alsd ar-
sange and conduct programs in
which company representatives will
have direct contact with'the public.
Such work includes setting up speak-

ing engagements for company offi--

cials and writing speeches for them.
These workers often seérve as an em-
ployer’s representative during com-
munity projects or occasionally may
show fiims at school assemblies_ plan
conventions, or manage fund-raising
campalgns.

Public relations staffs in very large
tirms may number 200 or more, but
in most firms the staff is much
smaller. The director of public rela-
tions, who is often a vice president,
may develop overall plans and poli-
cies with a top manageqent execu-
tive. In addition, large public rela-
tions departments employ writers,

21

s workers help organtzations build and maintain a pa;lﬂn puhllc imags.

research workers, and othef special-
ists who prepare material for the dif-

ferent media, stockholders, and oth-.

er publics.

Workers who handle publicity for
an individual or direct public rela-
tions for a university or small busi-
ness may handle all aspects of the
job. They make contacts with people
Gutside the argsﬁizaticﬁm dxi: the nec-
, and
prep_a!js maleﬂal for publlcalléﬁ;
These workers may combine public
relations duties with advertising or
sales promotion work; some are top-
level officials and others have lower
level positions. The most skilled pub-
lic relations work of making overall

.plans and maintaining contacts usu-

ally.is done by the department direc-
tor and highly experienced staff
members.

Places of Employment

About 115,000 persons were pub-
lic relations workers in 1976. Manu-

"’d‘
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facturing firms, public utilities and
transportation companies, insysnce
ion-
al associations employ many public
relations workers. A sizable number
work for government agencies (the
Federal Ggvernment alone employs
several thousand public information
specialists), or for schools, colleges,
museums, and other Ecﬁucati@nali re-
ligious, and human service organiza-
tions. The rapidly expanding health
field also offers opportunities for
public relations work, in hgspitals,
pharmaceutical companief, and
medical associations, for example. A
number of public relations workers
are employed by _public relations
consulting firms which furnish public
relations services to clients for a fee.
Somé work for advertising agencies.

Public relations workers are con-
centyated in large cities where press
seryices and other commun cations
facilities are readily available, and
where many businesses and tmd‘;ga—
sociations have their headquarters.
More than half of the estimated
2,000 public relations consulting
firms in the United States are in New
York, Los Angeles, Chicago, and
Washington, DC A major uend,
however, is the dkspersal of public
relations jobs throughout the Hation,
including smaller wwns

T;iiﬂh‘ig. Other Qualilivativas
and Advancement

A college educallon  cuaita. .
with public relations experience 15 an
excellerit preparation for public rela
tions work. Although most begiiners
have a college degree in journalism,
communications, or public relativns,
some employers prefer a background
in a field related to the firm's busi-
ness—science, finance, or engineer
ing, for example. Some firms want
college graduates with experience
working for the news media. In fact,
many editors, reporters, and workers
in closely related fields enter public
relations work,

In 1976, about 90 colleges and
more than 30 graduate schools of-
fered.degree programs orspecial cur-
riculums in public relations, usually
administered by the journalism or
communications department. In ad-

.
1

"

“dition, about 200 colleges offered at

least one course in this field. Courses
include public relations theory and
techniques, organizational communi-
cation, public relations management
and administration, practical courses
in publit relations, and others. Spe-
cialties are offered in public relations
in business, gﬂvernmtm and non-
profit organizations. Péfkons with a
bachelor’s degree in public relations
or a related field generally enter staff
positions whereas those with a gradu-
ate degree are more qualified for ad-
ministrative and managerial jobs.
Public relations workers must have
considerable ability to gather infor-
mation, write, speak, and deal effec.
tively with people. Courses in jour-

nalism, busine administration,
psychology, socio tigjﬂpnlltifal sci-

ence, advertising, English,%and public

speaking help in preparing for a pub-
lic relaliaﬁs caree’r Extracufriéular

pg}llugtmﬁ or t:levnsmn or rsd o sta-
tion provide valuable experie
Many schools help studgms
part-time or summer intEﬁ!Shlps in
public relations which provide train-
ing that can help in competing for
entiy positions. Membership in the
Publi. Relations Student Society of
America provides an GPPSﬁunity for
students w cxchange views with pub-
lic relations practitioners and to
make professional contacts that may
be helpful in later securing a job in
the field A portfolio of published
articles, television or radio programs,
shde pr;sematii’jns. and other work
samples usually is an asset in finding

W‘.

Creattvily, Inluatlive, and the abil-
iy to express thoughts clearly and
simply are important to the public
relations worker. Fresh ideas are s0
vital in public relations that some ex-
perts spend all their time developing
new ideas, leaving the job of carrying
out programs to others.

People who choose public rela—
tions as a career need an outgoing
personality, self-confidence, and an
understanding of human psychology.
They should have the enthusiasm
necessary to motivate people. Public
relations workers need a highly de-
veloped sense of competitiveness and

FIp

ot

_\f\!h{] die, 1

r
function as part of a

team.

Public information specialist posi-
tions in the Federal Government gen-
erally require a college degree. Me-
dia, writing, or editing experience
may be quite helpful in gaining such
a position. Requirements for similar
positions in State and local govern-
ments vary.

Some companies— particularly
those with large public relations
staffs—have formal training pro-
grams for new workers. In other

ms, new employees learn by work-
ing under the guidance of experi-
enced staff members. Beginners of-
ten maintain files of material about
company activities, scan newspapers
and magazinés for appropriate arti-
cles to clip, and asserpble informa-
tion for speeches and phmphlets. Af-
ter gaining experience, they work on
more difficult assignments, such as
writing press releases, speeches, and
articles for publication. In some
firms, workers get all-round experi-
ence whereas in other firms, public
relations workers tend to specialize.

Pmmu tion tfﬁuﬁ»enﬁisar’y jobs r'nay
dle more dgmaﬁdiﬁg and creative as-
signments. Some experienced public
relations workers start their owncon-
sulting firms.

The Public Refations Society of
America accredits public relglions
workers who have at least 5 years'
experience in the field and have
passed a comprehensive 6-hour ex-
amination ‘(4 hcur’s written, 2 hours
oral). However, because of disagree-
ments over the appmpnaleness of
formal licensing requirements in this
field, such requirements are not ex-
pected in the immediate future.

- Employment Out It:k

yment of public®relations
expected to increase faster

bs created by this growth,
yill occur every year be-

10 new

ers may be at‘feeted b, economic

-
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conditions, slackening as employers
delay expansion or impose staff cuts
durpng business slowdowns. Over the
long run, however, expenditures on
public relations are expected to in-
crease substantially. Corporations,
associations, and other large organi-
zations ape likely to expand their
public relfations efforts to gain public
support and approval.
Competition for beginning jobs is
- ¢ keen, for public relations work has
an aura of glamour and excitement
that attracts <large numbers of
“Jobseekers. Furthermore, the pum-
ber of people who transfer mgu pub-
lic rﬂmns from fgewspapes, adver-
_tising, or other closely related jobs is
expected to exceed the number
transferring out. This factor should
serve to stiffen competition.
Prospects for a career in public
relations are best for highly qualified
applicants—talented people with
sound academic preparation and
some media experience. Most open
ings are expected to occur in large
organizations —corporations, pGblic
relations consulting firms, manofac
turing firms, educational institutions,
and others

7 Earﬁhg; andd WQihlng
» Conditions

Starting siﬂﬂnes for college graau
tes ‘g in publh= relations
rally ranged from $7 500
00 a year in 1976, perzuns

ﬂ\

'with a grgduatﬁ Jdegree gencerally
started at a highe: salary
The salaries of experi€nced wuik
ers generally are highest in laige o1
ganizations with extensive public 1¢
lations programs. According to a
.1976 survey, median annual salarics
" of public relations workers were as
follows: Presidents of public relativns
consulting firms, $38,000; public in
formation or relatibns directors and
managers in th; “Federal Govern-
ment, STB{QJ;} n State government,
$17,0007 cal government,
$22,000; in Ed [cational _grganiza-
tionis, $23,500. Atcording to a 1975
survey of a wide range of firms, pub-
lic relationg executives averaged
$29,000-494000 a year, while public
relations managers averaged
$21,000-31,000 a year, depending

ERIC

Aruitoxt provided by Eic:

on the annual sales volume of the
grm. Many firms offered incentive
ipensation. Based on a 1975 sur-
vey of advertising agéncies, public
relations directors averaged $20,100
a yeAr, whilepublic re:latigjns account
executives averaged $15,100.
* Public relations ‘consulting firms
oftetnpay higher salaries than organi-
zationd with-their own public rela-
tions dEPdrll’ﬂEﬂtS Salaries in manu-
facturing firms ire among he hlghesl
while salaries in social wellage
ciés, nonprofit onganizations, hospi>
tals, and universities are among the
lowest.
In the Federal Government,
bach lm s degree holders generally
d at$9,303 or $11,523 a year

ant's ax:sdemlc record; master’s de-

c

gree holders generally started 3t
514, 097 a year; additional education
or experience could qualify appli-
\,E;ml for a higher s}lary, Public in-

ﬂ?[lnallun spﬁcia!isﬁ‘avﬁag‘:d about
$24,300 a year ird 1977.

Although the workweek for public
iclations staffs usually is 35 to 40
hours, overtime often is necessary to
prepare or deliver speeches, attend
meeling. and community activities,
or travel out of town. Occasionally,
the natuve of their regular assign-
ments or special events requires pub-

liv relatlons workers o be on call
atvund the clock

Sousues af Audilonal
Infurmation

. . wtawt Infurmation and alist of
n .o offering degrees and courses
1.. the field, write to:

Cargei Infunimation, Fublic Helations Society
845 Third Ave.,

Curnient information on the public
ilations field, salaries, and other
items is available from:

PR Reporier, Dudley House, F.0. Box 600,
Exeter, N H. 03831

Fur addllmnal iﬂf@ffﬁaﬁﬁﬂ on jﬂb

tions field in gs = ra!. write to:

Public Relations News,
New York, N.Y.

Service Department,
127 East B0th 5t.,
10021,

depending upon the appli- -

MNew .
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PURCHASING AGENTS
>
(D.O.T. 162.158)

Nature of the Work

If materials, supplies, or equip-
ment are not on hand when needed,
an ofganization’s work may be inter-
rupted or halted. Maintaining an ade-
quate supply of items an organization
needs to opgrate is the purr;hasmg
agent’s job.

Purchasing agents, also called in-
ustrizl buyers, obtain goods and ser-

"[vices of the required quality at the

lowest possible cost, and see that
adequate supplies are available.
Agents who work for manufacturing

'firms buy machinery, raw materials,

product components, and services;
those wc‘rl:lng for government agen-
cies may Purchase office supplies,
furniture, and business machines. In-
formation on retail buyers, who pur-
chase merchandise for refle in its
original form, is presented in the
statement on buyers glsewhere in the
Handbopk,

Purchasing agents buy when stocks
on hand reach a predetermined reor-
der poigt, or when a department in
the Ei#mzﬂmn FequSlllﬂﬂS items it
needf. Because agents often can pur-
chase from many sources, their main
job is selecting the seller who offers
the best value.

Purchasing agents use a variety of
means to select among suppllers
They compare listings in catalogs and
trads Jnumals and telephnne supplr .

"mzél mth salespgrscms to examine

samples, watch demonstrations of
equipment, and discuss items to be
purchased. Frequently agents invite
suppliers to bid on large orders; then
they select the lowest bidder among
those who meet. requirements for

- quality of goods and delivery date.

In some cases, however, purchas-
ing agents must deal directly with a
manufacturer to obtain specially de-
signed items made exclusively for
their organization. These agents must
have a high degree of technical ex-
pertise to insure that all prpduct
specifications are met. : -

It is important that purchasing
agents develop good business rela-

]
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ence, while other companies hire
ration or liberal arts

business admi
~majors for trainee jobs. Courses in
purchasing, accounting, economics,
and statistics are very helpful. Famil-
iarity with the computer and its uses
also is desirable.

Small companies generally have
ess rigid educational requirement g
cause they often purchase les
in much smaller

goods

grac
grams in purchasing for emry level
jobs. Promotion of clerical workers

or technicians into purchasing jobs is
much more common in small firms.
Regardless of §ize of conmipany, acol
lege degree is becoming increasingly
important for advancement to man-
agemenl posilions.

The purchasing agent inast be able
10 unalyze numbers and technical
data in order to make buying deci-
stons and tahe 1esponsibility for
spending large amounls of mouey
The job requires the ability to work
tudependently and a poud memaory
fur details In wddition, a purchasing
agentmusal be taciful 1 dealing \ﬁ‘l

saleapeiauis and able o molivals

wthiges
2, 5
Ré“’gu..ukaa R T

L, nnlng

Cobusatbyaal
vackground, purchasing

onsldeiable

ageuls Inlilan apend
time learning acoutl couipany opeTa-
tions and Pl!lgtléﬂ!lls pu)\;ﬁdu! €a
Khey may be assigned (o the stoice
kegpors segtion u;) led, n abaat the
pu[’LhﬂSulg‘;S}‘.‘a"grﬂ inveatlory e
oids and stordge factlitics Nexu they
Play vuth with crpoiienicad Buycis 1o
lcata abuoutl types of goods pur
Chased, prices, and sapplicn
Following the inital training pert
col Juuion purchasing egents ar. giv
cu the tesponsibility tor purchasing
$tanda,d and catalog items As they
galin cxpunlence and Jdevelop eaper
liac 1 theis assigtied sieas they may
be promoted 0 puschasiag agent,
thea semuwn p\u;hgémg agent Work

cis with preven abilily can meveinlo

1 wharge of & group of purchasing
ag.:iuls an then advande w manager
of the enthie puichasing Jepartment
Many purchasing managers move
ine e, soutive positions us director of

[
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purchasing or director of materials
management.

Continuing ‘education is essenfial
for purchasing agents who want to
advance in their careers. Purchasing
agenls are encouraged to participate
in frequent seminars offered by pro-
fessional societies and to take
courses in purchasing at local c:ulh:g
es and universities. The recognized
mark of experience and professional
compelence in private industry is the
designation Certified Purchasing
Manager (CPM). This designation is
conferred by the National Associ-
ation of Purchasing Management,
.. upon candidates who have
passed four examinations and who

the mdlgalmn of prulcisu)ndl compe
u:r‘n,; is lhc dgsigngm:m f:rll e d

P?i?))_
wh!gh 15 conferred t):j lhg MNaticznal
Institute of Governmental Purchas
lng Inc Thfs CPPO l&fafﬁé\lﬁg}yﬁgﬁa

educational and cxpcrlen&;c: n‘:qulrL

menis
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hose college program included one
course or more in purchasing alsp
sh uld have brighl pmspexzts Gr’adw

£

g shDuld LDﬂllﬂUE to hind ample up=
pirgﬁni(iés‘ although they will
probably be limited to small firms.

Demand for purchasing agents is
expected to rise as their importance
in reducing costs is increasingly rec-
ognized In large industrial organiza
tions, the purchasing department will
be expanded in order fo handle the
growing complexity of manufactur
ing processes. In companies thal
manufacture ¢bmplex items such as
industrial engines and tarbines, elec-
cquipment,. and
cquipment, there

tronic computer
Cullimunleallons

will be a growing neced for petsons

highiy technical goods
ngg uppul Lunillles
o fitins pioviduyg peisonal,

shisaulsl

alas,

PN Y
bustiivas  and piofessional services
Stiong g.owtlh » capecied for this
acclot f the e ononiy, and a growing
number of hospitals, school districts,
aid other cslatvely small employcrs
ale focugaizsing the I,mpol’lanLj;' of
prutzastonal puichascrs moreducing

then sepperallilg wuals
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Gmpléx or technical goods averaged
bout $|jl7 000. Assistant purchasing

anagers received average salaries

GF about $20,000 a year, while man- .

agers of a purchasing department re-
ceived about $24 ,700. Many corpo-
rate directors of purchasing or

: matériais management earned welf

dver $50, OOD a year. Salane.s g

lities often are ngE[Er. In
1976, earnings of purchasing agents
were about 1 1/2 times as much as
the average for all nonsupervisory
workers in private industry, except
farming.

In the Federal Government, begin
ning purchasing agents who had col-
lege degrees earned $9,300 or
$11.500 in 1977, depending on scho-
lastic achievement and relevant work
experience. The average salary for all
purchasing agents in the Federal Ser-
vice was $20,500. Salary levEls vary
widely among State goveramenls;
however, average earnings range
from $10.600 to $13,900, for pur-
chasers of standard items, $ 14,2006

% 18,800 for senior buyers purchasing
highly com Iex items, and $21,000
w 526000 for State purchasing di-
[ =10 TV &1
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