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AUTQHOS!LE SALEE
' WEHKEES

(D D T 230 358)

o

o Nilliri of t,h,- Wﬂrk

Automobile sales workers are im-
portant links between dealers and car
buyers. Most’ Epe,clahz: in selling ei-
ther new or used cars. Others, partic-
ularly those employed in small deal-

- exships, sell both.

Automobile sales ‘workers speﬂd
much of their time waiting on cus-
tomers in the showroom or used-car

‘lot. Wheén a customer enters the

showroom, they try to find out what

_kind of car the customer wants by
asking questions and encouraging the -
’ cqamm:r to talk about cars on dis-

play. For example, they may ask if
the customer is interested primarily
im economy, or in a high-perform-
ance automobile. Sales workers km-
phasize the points that please their
customers in an effort to stimulate
their willingness to buy. To demon-
strate features, such as performance,
rid'a, and handling, that a customer is

lgokiiig for, sales workers invite their

stomers to test- -drive the cars.
Mnst people iant to batgain over ﬁil
price of cars or the allowance they

- get for their trade-ins, and some deal-
“ers expect their sales workers to ne-

- gotiate, -és'psmally if they are over-.

stocked that month. A sales worker

generally knoks what pm:: the deal- .
~er Will accept, but nio sale is final- simply wait for prospects to walk inio

" until the manager appioves the terms

the sales worker has offered.

-The, final step of ﬁvergnmlng the
él;tnmers hesitancy to buy and get-
ting the order (closing the sale) is

. difficult in‘any sales work. Closing is

etpecially difficult in automobile
sales because cars are the most ex-

. pensive pun:hase many penple can

make. Since closing the sale fre-
quently is difficult for beginners, ex-
perienced sales workers or sales’

. managers often lend assistance. .

Once the sale is made, the car must
be registered with the. State depart-
ment of motor vehitcles ‘and license |

plates must be obtained. Sales work-

ers fill out the forms necessary for
these items, and if*customers desire,
arrange for financing and insurance
as well. Finally, sales workers set uf
delivery date for the cars and answer
any additional questions the ¢ustom:
efs may have. )
Successful sales worKers always

. seek to develop customer loyalty and

in this manner build repeat business.
Therefore, following delivery, they
often contact customers to thank
them for their business and.to ask if
they are satisfied with the car. From

time to time, they also may send lit- '

The iuéﬂn of automobile sales -érk:ri often depends on thelr abliity to gain the
respact and trust of their customers.

3

.New-car dealers employed
 four-fifths of the total, and

' guids
managérs; both on the job and at po-.

ripdic sales meetings. They also may
aftend the training programs auto-
‘mobile manufacturers offer when

erature ‘on new models to
*in order to build repeat businesa.
Suc::s:ﬁnl sales workers camnot

“the showrdom. ‘Instead, they must
develop and follow leads on prospec-
‘tive customers, For examplé, they
nbt.nm names of pm:pect; from auto-
—mobile- I

dealer sales, service, and finance fec-
ords, They also can get leads from
gas station operators, paﬂnng lot at-

tendants, and others’ whose work

brings them into frequent contact

g and from

with car owners. After obtaining
their leads, sales workers may con- -

_ Pisces of Employment

About l-SGi—,ODQ persons worked as

bout

automobile. sales workers in 1976,
::G-'car

dealers employed the rest. Dealer-

shlps vary greatly in size and employ-
‘ment. Many small used-car dealer-
ships employ only one sales worker,
while some new car dgalgr;hlpﬂ en-
-ploy more than 50 sales workers and
sell over a thousand cars a year. '
Automobilg sales workers are em-
ployed throughout the country.

Most, however, wurk in hewnly
populated areas. ) é’f*'
ff; c

" Training, th:r’ Quaiifications,
and Advancemant

job.by salgs m;mageraéaﬂd Eipetl-
enced zales workers, with the amount
of training depending on the dealer.
In darge dealerships, beginners may

feceive several ‘days of classfoom -

tnmmg to learn how to obtain leads

" on prospective customers, to make

sales’ presgntations, and to close
sales. In addition, automobile manu-
facturers often furnish training man-
uals and other educational material
for sgles workers to study on their
own. ln dmmt every dezlgnhlp.
sales workers recéive continuipg
tz“and training from thejr

they develop new sales campaigns
that they want their dealérs to follow..
#
3

customers

tact prospects-by phone or mail.

£
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‘'t ﬁmme m‘:ﬁ"ﬂ"“m“ ~ Auto sales ﬂuaiuaia frnrn ear to year, gau:ing j,ga
Eﬁi ﬁr?ﬁe v mmin E.? ' rtunities for automob ge salesworkers to be
' can help > In e | - abundant in same years and scarce in others y

can help build mﬁﬂem in one’s

- ability to talk to customers. Also
" ‘courses in commerical arithmetic,
. merchandising, selling, business law,
~and psychology can provide a good 2 -

. bmckground for this type of work. -~
~ Previous sales experience or othér
work requiring contact with the pub-
lic is pot required, but it is helpful.

- Many persons in automobile. sales,
for example, previously were in fur-

Fetail sales of pnss-nqar car (lﬁ rﬁulpgns)

e, appliance, or dzmrstn—dn@r

Sirice mmmgbllgi are a magar pur-
hase| dealers prefer sales workers
who exhibit the méturity which can
inwpire customer confidence. As a re-
sult, many employers prefer, appli-
cants who are at least in their mid- or
lste twenties, with 21 as the mini-
mum age for beginners. But age re-
Quirements may be waivéd for a ma-.
_ture applicant..

The success of automobile sales
workers is often dependent on their
ubility to gain the respect dnd trust of
their customers. Therefore, they
must be tactful, well-groomed, and
able to express themselves well. Ini-
tnmr and aggressiveness also are
lmpn ant - since the number of cars

- sold usually depends on the number
of pragp::hve customers contacted.
Because automobile sales workers -

) Q-:culpgaliy work for days without
makinga sale, they neéd self-confi-
dénce and determmsunn to get -
through thgig slow periodls, .

Successful =mplgye=a who have
managerial ability may advance to
!;nitgm sijes manager, sales manag-
er, or general manager. Many suc-
cetsful employees prefer to remain
sales workers however, ﬁz they en-
Joy the freedorh of changing dealer-
ships or working in-different parts of.
the country. Some managers and
general managers open their own
dealership of become partners in’

' denlenhlps 7

¢

"Emplﬁfiﬂ-ﬂi Outiook

Employment of gutomobile sales
workers is expected to grow faster
than the average for all occupations
_ through the mid-1980's as the de-

mand for automobiles increases. In
addition to jobs resulting from em-
ployment growth; thousands of opert-
ings will occur as sales workers re-
tire, die; or transfer to other
occupations.

Over the long -tun, rising mpuli-
tion and personal incomes will lead
to increased car sales, and employ-
ment of sales workers will grow. But,
because sales are affected by chang-
ing economic c¢onditions and con-
sumer preferences, employment will
fluctuate from year to year. Opportu-

“nities for beginners, therefore, will be

plentiful in some year: and carce in
others.

- Emrnings and \'lnrklnﬂ
Conditions -

Most sales \\mrkeﬁ ar: paid a com-
mission, that is, a pﬂ’eénlazg either
of the price of every car they sell or
the profit-the dealer makes on each
sale. They may earn anothéer ¢ommis-
sion when customers finance or in-
sure their cars through the dealer.
Because car sales vary from month to
month; sales workers' commissions
also vary. Many dealers pay their
commissioned sales workers 8 mod-

t weekly or monthly salary 50 that
they will ‘have a steady income. Oth-
ers give their sales workers advances
against future commissions. A few

dealers pay a straight salary. Because

/ Ao

7 -

Ve

it takes some time for beginners to
learn to sell cars, dealers often guar-
antee them a modest salary for the
first-few weeks or months.

Sales workers employed by new-
car dealers had estimated average
weekly eamnings of about $300 in
1976. Earnings varied, depending on
individual ability and experience,
geographic location, and déealership
size. For example, aales workers who
worked for dealers that sold between

100 and 149 new vehicles annually g

averaged about $220 a week, while
those employed by dealers Fl“t sold

1,000 cars ot mm sveraged ahoyt ©

$340.

Many dealerships, ‘especially the
larger ones, also provide bonus and
other special incentive programs for
their aales workers. For example, a
sales worker may receive a bonus for
teiling more cars than expected.

.Earnings can change considerably

from year to year due to changes in ~

the demand for cars, In lean years,
workers with poor salet records may
be laid off, oy may quit to find better
payifp jobs jn other fields. Many,
however, ret&rn 1
demand Yor cirt inprover. .
Sales workers receive many fringe

sales staffs with demonstrator cars

* free of charge, or sell or lease dem-

ﬂmtijateriax\ a discount. Sales work-

selling when the -

. benefits. Dealens often furnish their -



-

Q

ERIC

Aruitoxt provided by Eic:

4-,».2 \; - L&*“r# .

L] \ .

ers also receive dnscuunts‘ om cars
_ they buy for personal use. |

Because most customers f} nd shaps

ping after work convenient, sales .

workers frequently work :vznmgs In -
-some- areas, they may work Sunday
and take a dayxgﬁ’ during the week.

Many dealers assign sales workers -

*floortime " ~hours they spend in the
showro@m greeting. customers. For
:xsmple, 5 - worker may be'in

the showroo fmi‘n 9 a.m. to 3 p.m.
1 week, {mm 3:'p.m. to 9 pm. the
next week @jd all day on Saturdays.
When not assipaed to the showroom,
they may spend‘a few hours each day
delivering cars (o customers and
looking fof new customers.

dditional
Hion

Sourcés o
inform

Details on employment opportini-
ties may be obtained from local auto-
mobile dealers or the local office of
the State employment service. For
general information about the work,
‘write to: C

Mational Automobile Dealers As.sav::ialian.
2000 K 5t
20006,

NW., Washingten, D.C

BUYERS

(DC).T/; 62.158 and 185.168)
s“}f ‘ ‘
£ Nature of the Work
The Americans have been invited
to a private showing in Phris. Repre-
senting a major New York depart-
ment slore, they sit with a select
groug in an elegantly furnished

. rgony. They watch ciosely as graceful
models float down the runway before

them to display the latest creatipns

. by. the world’s most famous design-

ers, Afler some consiltation, they
make Choices mvﬂleIE“ éuiands
perhaps millions of dollars.) jAllin a
day 5 wmrk J

* The job of retail buyer ftm brings
to mind thezglamour of high fashion;
indeed, muhy fashion buy;rq déalgad
exciting, fast-paced lives mvulvmg
frequent travel abroad. Not every

-, buyer, however, deals in Tashion Adl
‘merchandise, sold in a retat] store—

LR : v

Gy
garden furniture, sumn‘iﬂblle tires,
toys, aluminum pm; and  canned
soups alike—appears in that store on
the decision of a buyer. Although all
buyers seek to “satisfy their stores’
customers and sell at a profit, the
klnd and variety, of goods they pur-
" chase depend on the store where
they work. A buyer for a small cloth-
ing store, for example, may purchase
its complete stock of merchandise
from sportswear to formal eveéning
clothes. Buyers who work for larger

retail businesses often handle one or’

a few related lines of goods, such.as

men’s wear, ladies’, sportswear, or.

chlldren s toys. Some, known as for-
e;gﬂ “buyers, purc‘:hasz mer:handlse
‘ougside the United States.’

In order to puichase the best selec-
tion of goods for their stores, buyers

must be familiar with the manufac- .

turers and distributors who handle
the .merchandise they need.. They
also must keep informed about
changes in exlstmg pruducts aﬂd, the
development of new ones. To learn
about merchandise, buyers attlend
fashion and trade shows andvisit
manufacturers’ showrooms. They.,

usually order goods during bu}ing:
trips, and also place orders with

wholesale and msnufacturers sa*les

workers who call on ‘them to display
their merchandise: '

.Buyers must be ghle 10 ass::s thg
esale value of goods after a brief
kspeéﬁun and make a purchase de-

ision quickly. They are aware of

their stores’ profit margins and try to
select merchandise that will sell
quickly at well above the original
cost. Sincde most buyers work within
a limited budgst they must plan their

. purchases 1o keep necded: items al-

ways in stotk but also allow for unex-
pected purchases when a “'good buy”™
presents itself.

Because buyers purchase mer-.
‘chandisé Tor their firms to resell (un-

like .purchasing agents who buy

‘goods for direct uge by the firm—see
the statement or parchasing agents
elsewhere in the ‘Handbook), they .
‘must know what motivates customers

to buy. Before ordering a particular
line of merchandige, "buyers study

. tarket research’ reports and analyze

past sales records to deteymine what
pmducts ale durrently in demand.
They also work closely with assistant
buyers and sales clerks whose-daily
contact with customers ﬁ{lmlshes in-

formation about caﬁsumer likes and

Buyer in a largs depariment store discusses quality of marchandise with manutactur-
&r's represantative.

2

3



mﬁh

dhlnkgi In nddlt;qn \buy:r: read
fashion and: trade ms n
ast of ityla and m:nufmunng
fgllm ady in newspapers-and

s to keep

ﬁther\ media to check retail.competi-

eral osone

mﬂggm and watch gen-
omic ' conditions to antici-

pnt& cmmunef buymg patterns.

Hzrrhanduz

185 168) plan and coordinate buying -
and selling activities for large and
medium:sized stores. They divide the-
budget among buyers, decide how
much merchandise to stock, and as-
sign each buyer to purchase certain
goods. Merchandise managers may
review buying decisions to insure

that needed categories of goods are

in stock, and help buyers to set gen-
"eral pricing guidelines.

T4

Buyers and merchandise manﬂggrs

usually have very busy schedules and
deal with many different pgbple in
the course of a day. They work with
manufacturens’ representatives, oth-
er store personnel including storeé ex-
ecutives and sales workers, and cus-
tomers.
. promotions and creating enthusiasm
among sales personnel are part of the
buyer's job, and he or she may be

aske
dres

¥

Assisting with sales

.to provide information such as
sizes and product descriptions.

to thé advertising. department for a
sales’ promotion, or to meet with
floor sales workers before a new line
of merchandise is introduced. Some

buyers direct

sigtants who handle

routine aspects bf purchasing such as
verifying shipmdyts; others supervise
department mandiers.

Some buyers rejpresent lsrg: stores
or chains in cities'W 3
facturers are located. The duties of
these “market representatives”

1ere many manu-

vary

by employer; some purchase goods,

while others supply informati

‘ lrfanze for store buyers to meét with

I.an ’

2

Ngw techmjli;gy hss altefed th:

lhg pa:t, ﬁrms :mp!f;‘yed a buyer far

-each store or group of stores in a

local area. Now cash registers con-

- mected to a .computer, known as
. point-of-sale terminals, allow retail
chains to maintain centralized, up-to-
the-minute inventory records. With
‘these record$, a single garden furni-

ture buyer,

Q
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for example, can pur-

‘managers (D.O.T.

-and

t;ila.se lawn chalrs and- plEi‘NE
for the entire t:hillt o hRE

‘Ph cos of Emplﬁymim

In 1976, approximately lDBiDOO
buyers and merchandise managers
worked for retail firms. Althoagh
jobs for buyers are found in all
of the country, most ]Dbs are inm
metropolitan

- stores are :nm:emrated Mark' L re
resentatives worl g affi
in major market
York, Chicago, a

thousands
launched careers in ﬂi:tsiling 1

buy:r began in a ﬁn:krmm 3
hind a counter and worked up il

However, mew buyfrs will fmdﬁ
_!ggg degree increasingly necefs

fer programs in marketing and pu
* chasing and confer thousands ¢
grees each year.
numerous trade schools train

graduates in gr‘y ﬁcld of studyliand
train them on the job.

Many stores,; especially the lgrger
ones, have formal training progfams
for management or executive tfain-
ees, including buyers. These pro-
grams usually last from 6 to 8, mohnths
and combine classroom instruction
in merchandising and purchasing
with short rotations to various jobs in

mentals of merchandising and n
agement as well.

The tmmae s first job is likely ta be
that of assistant buyer. The duties
include supervising sales workers,
checking invoices on material .re-
ceived, and keeping account of stock

tabl‘és'

. genefal mer:h dlse mnnage ftg,r a
of

of high schook have

wvho show exceptional

retail store or chain. The length

time it takes to reaeh any of these

levels depends got just on the indi—,‘

vidual's ability |but on the store’s
need for management personnel. The
faster the compgny grows, the great-
er the oppogturfity for a worker to
acquire respa nsipility.

leadership ability and communica-
tions skills to supervise sales workers
and assistant bubers and to deal ef-
fectively with manufacturers® repre-
sentatives hnd store execulives. Be-
cause of the fast pace and constant
pressure of their work, buyers need

physical stpmina afld emotional sta-

bility.

( Employment Outlook

- Employment of i:u,yen is c;ﬁgemd
to grow more slowly than the average
f‘nr all ﬁc::upatiﬁm thmugh the mid-

pupulanty amnng gham amr:s, whlch
are expected increasingly to domi-
nate general merchandise retailing.
Although anticipated growth of in-
dependent food stores should partial-
ly offset these trends, they will still
reduce the number of openings for
buyers. Most job openings will arise
each year from the need to replace
workers who leave the occupation.
Competition for these jobs is expect-
ed to be keen, for merchandising at-
tracts large numbers of college
graduates every year. Prospects are
likely to be best for qualifiel appli-

cants who enjoy the competitive na- -
ture c:f retmlmg and wgrk best in a

E!rﬂlngi and Working
. 'Conditions

Buyers for discount department

on hand. Asgistant buyers graduallyi smr:s and other mass m:rchandlsmg

i

‘

\
H

-
|

R

i

P

- yeara of warl:mg as -

dlbe good at planning -

and decisionma lipg and have an in-
terest in merchandising. Theyg%d .

g



firms are among the most highly paid
in the industry, as are those who buy

-centrally for large chain-department
earned  between .

stores. Moat
SIS m and 325,000 a year in 1976

this mnge, Me.n;handnsmg managers

earned considerably more. The actu- -
al income depends upon the product -
line purchased, the sales volume of '

the store, and the individual’s senior-
ity.

Buyers often earn large bonuses
for exceptional performance. In ad-
dition, many stores have incentive
plans, such as profit sharmg and

~* stock options.

Q
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Buyers l’Egulate th:lr ﬂwn hnurs,

w:ek bgcau.z.e ﬁf spcf:!sl salgs, c:m-
ferences, and travel. The amount of
traveling a buyer does varies with the
type of merchandise bought and the

location of suppliers, but most spend *

.4 or 5 days a month on the road.

1

travel
trips a

Merchandise .managérs alsg
frequently, averaging severa
month in many cases.

Sources of Addltional
Information

4 § = .
G‘gneral mﬁ:rmatmﬂ a*baut a ca-

National Retail M:rchants Assdeiation, 100
West 115t St., New York, M.Y. 10001,

f
Information on schools that teach
retailing is available from:

United States Office of Educalion, Division of
Vocational/Technical Edueation, Wash-
ington, D.C. 20202.

National Assaciation of Trade and Technical
Schools, 2021 L St NW., Washington,
D.C. 20036,

£, N

INSURANCE AGENTS AND
BROKERS

(D.O.T, 250.258)

Nature of the Work

Insurance agents and brokers sell
policies thay protect individuals and
businesses against future losses and
financial pressures. They may help
plan financial protection to meet the

e

- ela:m; :

;pemal needs nf-a customer’s family;
advise;abouyt insurance pmteﬂmn fér,.

-an amomobile, holne, business, or

other bmpeny‘ or help a Egllcyhnld—
er ﬂbtam seltlemEnE uf an insurance
" Agents and brokers usually sell
one ¢r more of the three basic types
of inkurafce:
(caspalty)‘ and hgaith Llfeﬂnsur-
ance agents, sometimes called hf=
gnderwrlters. offer policies that psy
urvivors when a pghcybalder dies,’
Depgndmg on the policyholder’s in-

be" designed to, provide reure-
Y income, funds for the educa-
tion of children, or other benefits.
Casualty insurance agents sell poli-
mjes ‘that protect individual pgl-
icyholders from financial losses as a
result of automobile accidents, fire
or theft, or other losses. They also
sell industrial or commercial lines,
such as workers’ compensation,
product liability, or medical malprac-
tice insurance. Health insurance poli-
cies offer protection against the costs
of hospital and medical care or loss
of income due, to illnessor injury,
and many life and casualty agents of-
fer health insurance in addition to
other lines. Many agents also offer
securities, such as mutual fund shares
or variable annuities.

An insurancé agent may be either
an insurance company employee or

life, property- llablhty .

j k“ | s, =

e
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an mdep ndent bus ness- pErs-un §u=.
thofized ‘to" repregnt tne insurance

“compéahy or more. Brﬂ:ﬁﬁ are not ., .

amder e::luswg (;pmrsct sith any
single campsmy. instead, they place -
< policies directly with the comipany
that best meets a client’s needs. Oth-
erwise, agents and brokers. do much
‘the same kind of work.

They spend most of their time dis~
cussmg insurance needs with pro--
spective and existing customers.
Some time must be spént in office=.
.work to pfcpare feports, maintain
records, plan insurance programs

" that are tailored to praspects’ needs,

‘and draw up lists of prospective cus-
tomers. Specialists in group policies

‘may help an employer’s accountanis

sét up a system of payroll deductions
for employees covered by the policy.
- Places of Employment

About 465,000 agents and brokers
spl insurance full time in 1976, In
additian thtiiusands of mhzfs Wﬁrked
aﬂd bkékers sp:c;n,ahze,d in hfs msur—
ance; the rest, in some type of prop-
erty/liability insurance. A growing
number of agents (called multi-line
agents) offer both life and property-
liability policies to their customers.

Agents and bmkers afe emplgyed
tnumry. but most work néar largg
population centers.

Inaurance sgents p@;n insurance programs that ars tailored to prospects’ nesds.

¥
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Training, Other Quaiifications,

and Advancement N

Although many emplo
college graduates for job
surance, most will hire high school

g:aduates with potential or proven.

sales ability.: College training may
help the agent grasp the fundamen-
tals and procedures of insurance zell-

. ing more quickly. -Courses in ac- -

counting, economics, finance,
business law, and insirance subjects
are helpful )
" All agents and most brokers-must
obtain a license in the State where
they plan to sell insurance. In most
States. licenses are issued only to
applicants who pass written examina-
tions covering insurance fundamen-
tals and the State imsurance laws.
Agenis who plan to sell mutual fund
shares and other securities also must
be licensed by the State. New agents
usually receive training at the agen-

cies where they will work and fre- .

quently also at the insurance compa-
ny’'s home office. Beginners
sometimes attend company-spon-
sored classes to prepare for examina-
tions. Others study on their own and
accompany experienced sales work-
ers when they call on prospective cli-
ents.

Agents and brokers can broaden
their knowledge of the insurance
business by taking courses at colleges
and uﬂiversiti:s and anending iﬂsti-
sp@nmred by insurance orgamza-
tions. The Life Underwriter Trajining
Council (LUTC) awards a diploma
in life insurance marketing to agents
who successfully complete the Coun-
cil’s 2-year life program. There is
alzo a course in health insurance. As
agents or brokers gain experience
and knowledge, they can qualify for
the Chartered Life Underwriter
(CLU) designation by passing a se-
ries of examinations given by the
American College of Bryn Mawr, Pa.
In much the sam®" WayJa property-
liability agent can qualify for the
Chartered Property Casualty Under-
writer (CPCU) designation by pass-
ing a series of examinations given by
the American Institute for Property
and Liability Underwriters. The CLU
and CF‘C(\J designations are recog-
8 F
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nized marks of achievement in their

réfspe'ﬁw: fields. .

"Agents and brgkers should be en-
thusiastic, self-confi dent and able to
communicate effectively. Because
agents usually work withouj supervi-
sion, they need initiative to locate
new prospects. For this reason, many
employers seek people who have
Eeen §m:c=ssful in mh:r _]nbs

al sales ab;ht_y and !eadershlp may
become a sales’manager in a local
office or assume a managerial job in
a home office. A few agents may ad-
vance to top posmuns as agency su-

good clientele prefer to remain in
saleswork. Some, particularly in the
property-liability field, eventually es-
tablish their own independent agen-
cies or brokerage firms.

Employment Outlook

Employment of msuranFE agents
and brokers is expected to grow
about as fast as the average for all
occupations through the mid-1980’s
as the volume of insurance sales con-
y ' additional
Jjobs will open as agents and brokers
die ] retire, or leave their jobs to seek
other work. Due to the highly com-
petitive nature of insurance selling,

many beginners leave the field be--

cause they are unable to establish a

fore Qppmtunluea shauld be quug
favorable for ambitious people who
enjoy saleswork. ’

Future demand for agenfs and
brokers depends on the volume of
insarance sales, Volume should in-
crease rapidly over the next decade
as a lar’ger propoﬁiaﬁ éf the papuia-

mgs am‘i famlly respanmblhtl:s. L.lft:
insurance sales should grow as more
families select policies designed to
provide educational funds for their
children and retirement income. Ris-
ing incomes also may stimulate the
sales of equity products such as mu-
tual funds. vsrlable annum:s and
hab!hly msurancé shc:ulcjl rise as
more consumer purchases are in-

sured and as complex types of com-
L}

ercial coverage, such as product li-
abilgy and warkers cnmpemgtmn‘
are gxpanﬂed ]
However, employment of agents
and brokers will not keep pace with
the rising level of insurance sales
bégause more policies will be sold 10
groups and by'mail. In ion, each
agefit should be able to handle more
busm:ss as :omputers take over '

'tasks The trend mward mulu !mg
‘agents also will cause employment to.

rise-more slowly than the volume of
insurance sales.

Eirﬂingn and Working
Conditions |

Beginners in this occupation often
are guaranteed a modgrate salafy

.while they are learning the business

and building a clientele’\ In many
large companies, new agdgts receivé
abolt $800 a‘month during this train-
ing period, which can last up/io 6
months or longer. Thereafter, most
agem‘_q are pald ona cummlssmn ba-

‘ pe;nds on th; type and amaunt of in-

surance sold, and whether the
transaétion is a new policy or a'xi_'gs
newal. After a few years, an agent's
commissions on new policies and re-
newals may range from $12,000 to
$20,000 annually. There is virtually
no limit on what an agent can earmn,
however. Thousands of established
agents and bmkers earn more than
ceasful cmes earn more than
$100,000 a year. _
Agents and brokers generally pay
their own autamabile and traveliﬂg

and ap:rate mdspgnd:nt busmesses
must pay office rent, clerical salaries,
and other operating expenses out of
their Earnings

are f,re: to arrangg !hmr own hnurs of

work, they often schedule appoint-
ments during evenings and weekends
for the convenience of clients. Some
agents work more than the custom-
ary 40 hours a week. (See the state-
ment on the Insurance Industry for
more information about work in life
and property-liability companies.)
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‘and retailers. They also sell to ht:s?i-

- Sourfces of Aadllle_n-l .
- Information . .

" 1Géneral occupational information
about insurance agents and brokers

19

'is available from thie home office of

moany life and pmpaﬂy-nablhty insur-
ance companies. Information on
State licensing requirements may be

oabtained from the départment of in-

surance at any State capital.
Ii\fﬂrin:hnn about a career as a life

insurance agent alm is " available

from:

‘American Council of Life Insurance, 1850 K
$1., NW., Washingion, DC, 20006.

The National Association of Life Underwrit--

ers, 1922 F
20006,
For career information on lproper-
ty/liability agents, contact:

F 5t., NW., Washingion, D.C.

-

Insurance Information lmmule. HD William

§t., New York, N.Y. 10038,

Nitional Amsociation of Insurance Agents,
° Inc.; 85 John St., New York, N.Y. 10038,

iAmGﬁélﬂ Mutuil Insurante Alliance, 20 N.

Wacker Dr., Chicago, [ll. 60606.

The National Association of Independent In-
sureri, Public Relations Department,
2600 River Rd., Des Plaines, 1ll. 60018.

o . L

MANUFACTURERS' SALES
“WORKERS

(D.O.T. 260. through 298.458)

Nature of the Work

Practically all manufacturers—
whether they make computers or can
openers—employ sales workers.
Manufacturers’ sales workers sell
mainly to other businesses—facto-
ries, railroads, banks, wholesalers,
tals, schools, libraries, and other In-
stitutions. '

s:li nome:hmcal pmdm:ts; They

"must be well informed about their

firms® products and also about the
special requirements of their custom-
ers. When sales workers visit firms in
their territory, they use an approach
adapted to the particular line of mer-
chandise. A sales worker who han-
dles crackers or cookies, for exam-

%

lllﬁuheiurir': nln mﬂif i-hi order for camera squipment from diplrlllnm ihn.'i:
phuln auppllas buyer. PR

ple, erﬂphasgss the wholesomeness,

’aurscuve Pagkagmg. and variety of .
lhese products. Sometimes sales

workers promote their products by
displays in hotelg and conferences
with, wholesalers ind other custom-
ers.

Sal‘es wc}rker’s who desl in highly

ic equlpmem, nft:n are called ;ales
engineers or industrial sales workers.
In ‘addition to having a-thorough
knowledge of ‘their firms' products,
they must be able to help prospective
buyers with technical problems. For

" example, they may try to determine

the proper materials and equipment
for a f‘irm 5 maﬂufacmriﬂg prm:ess

cc‘:mpany E!fﬁ!:lals and try h: negutn-
ate a sale, which may take many

ﬁ‘lDﬂthS OftEﬁ sales engineers work .
'velnpmem i

customéy’s specialized needs. Sales
s who handle technical prod-

vice.

ide ways to adapt products to a-

Although. manufacturers’ saiesf

* workers spend most of their mpe

visiting prospective customers, ghey
also do paperwork, including reports
on sales prospects or customers’
credit ratings. In addition, they must
plan their work schedules, draw up
lists of prospects, make appoint-
ments, handle some correspondence,
and study literature relatmg to their
pfodu::ls

'Places of Employment

Over 360,000 people were manu-
facturers’ sales workers in 1976,
About 15,000 were sales engineers.
Some work out of their company's
home office, often located at a manu-
facturing plant.. The majority, how-
ever, work out of branch offices, usu-
ally in big cities near prospective
customers.

'More sales workers are employed

' by companies that produce food

products than by any other industry.
Large numbers also work in -the
printing and publishing, chemical,
fabricated metal products; and elec-
trical and other machinery indus-
tries. Most sales engineers work for
companies that produce heavy, ma-
chinery, transportation equipment,

9



fm,n;l and. ;e-;g ific instruments,

fnhricmed msul ﬁducti. and pro-

'Tr!fﬁ\l'nﬂ, bﬁicr Quslifications,
LI -nd Advancement

Mﬂiullgh a I:E“ggﬂ ﬂﬁngE is ]n,v

‘creasingly desirable, the type and
Jevel of :educution a sales worker

sitions; many top e‘xeeutl\re‘ cib; in
mduﬁtry are filled by genp e wha

Because of frequent.¢

- business people in other ﬁrmi, l.ilés

workers often are able.t¢ fransfer to
nther jah! Sﬁme go mta bmmesl for

needs depend largely on the product  we _: e

- and ity market.

Mapufacturers  of - nontechnical

products often hire college graduates
- Who have a degree in liberal arts or
. butifiess administration. Some posi-
tions, however, require specialized
‘Uaipipg. Dgug taler workers, also
known gx pharmaceutical detailers,
utiglly peed training at a college of
pharmacy. Manufacturers of electri-
cal equipment, heavy machinery, and

some typet of chemicals prefer to -
hire pegple who have studied engi- -

neering of chemisuy. (Information
oh chemists, engincers, and others
with the technical training suitable
for work as manpufacturers’ zaleg
workers is given elgsewhere m the
Handbook.)

Beginping sales workers may take
sPecialized training before they start
on the job. Some companies, espe-
cially those that manufacture com-
plex technical products, have formal
training programs that last 2 years or
longer, In tome of these programs,
trainees rotate among jobs in several
departments of the plant and office
to learp all phases of production, in-
stallation, and distribution of the
product. Other trainees take formal
clasg ipgicuction at the plant, fol-
lowed by op-the-job training in a
branch office under the supervision a
- field sales manager.

A pleasant personality and appear-
ance, and the abijlity to meet and get
along well with many types of people
are important. Because sales workers
may have to walk or stand for long
pEriods or carty product samples,

me-physical stamina is necessary.
As in most selling jobs, arithmetic
skills are an asset.

Sales repres:nt,gtwgg who have
good tgles records and leadership
ability may advance to sales supervi-
sors, branch managers, or district
managers. Those with managerial
ability ‘eventually may advance to
sales mgnager or other executive po-

Emphyrﬂnnl Qullaek

Emplﬂymem in this field is expect-
ed to grow about as fast as !.h¢ avér-.

_age for all og:upstmns Qmwth will

occur because of the: -rising demand
for technical products and the result-
ing need f'm' tramed ;ale: \varkers In

stpres, and mst,!t,uggn; Vthat Pun:has:
large.quantities of goods at one time
t‘requently buy dlreetly from the

“‘manufacturer. The need for sales

workers will increase as manufactur-
ets Er’nphssize sales ar:ti’vities tc: com-

vs!uable, acecmnts

Earnings and Working
Conditions,

According to the llmlted mﬁ;ma—
tion available, “salaries for i’ﬁexpéﬁl-
enced sales workers ranged from
$6,000 to over $24,000. a:year in
1976, exclusive of commiiggions and
bonuses. The highest starting salaries

generally were paid by mém;fa,turs .

ers of electrical equipment,‘food
products, and rubber godds. The av-
erage experienced sales -worker

"earned between’ $17,000 and

$30,000 in 1976, depending upon
the firm and its product. The highest
paid sales workers sometimes eamned
upwhrds of $40,000 and $506,000.
Some manufacturing concerns pay
experienced sales wnrkg:s a straight _
-commission, based t:m theu'* doHar
amount of sales (as in the ‘case of
independent representatives); others
pay a fixed salary. The. rmuanty.
however, use a combination of salary
and commission, salary and bonus, or
salary, commission, and bonus. Com-
missions vary according to the sales
workers' efforts and ability, the com-
mission rate, the locatiph of their
sales territory, and the type of prod-

[
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_fict sold.- Bonus payments' may de-

pend on mdwiﬂuql performance; on
perfnrmance ‘of all sales warkgﬂ ‘in
" the group or district, or on the com-

pany's sales. Some firms pay annual
. bonuses; others offer bonuses as in- -

centive payments on 2 quarﬁerly or

- . monthly basis.

Some manufacturers’ sales work-
ers have large territories and do gpn-

'sidgrablé traveling. Others usually

work in the neighborhood of their-

“home base." When on busmes;\
" trips, sales workers are nelmhursed

for expenses such as transportation

and hotels. Some companies provide .

a caror pay a mileage allowance to

- sales workers whq use their own cars.

. Manufacturers® sales workers call -
at the time most convenient to cus-
tomers and may have to travel at

night or on weekends. Fraqu:ntly,

-they spend :venmga‘&wnhngirepém
However, some plan_their schedules
for time off when they want it. Most
sales workers who are not paid a
straight commission receive 2 to 4
weeks’ paid vac;tmn, depending on
their length of service. They usually
share in company benefits, including

—dife insurance, pensions, and hospital,

hirgical, and medical benefits:

- Sources of Additional
Information
For more information on the occu-
pation of manufacturers’ sales work-
er, write:
Sales and H,if*eﬁnj Executives International,

Career Education Division, 380 Lexing-
+ . ton Ave., New York, N.Y. 10017.

Manufacturer's Agents National Association,
P.O. Box 16878, Irvine, Cal. 92713,

REAL ESTATE AGENTS,
AND BROKERS

(D.O.T. 250.358)

Nature of the !Vp)rk

Real estate agents and brokers rep-
resent property owners in selling or
renting their properties. Brokers who
belong to the National Association of
Realtors receive the title, “‘Realtor;”

L
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bcr of people licensed to sell totaled
~about 1.5 million in 1976, according

_,m the National Association of Real
. Estate License Law Officials.

 Most real estate firms are relative-
L\Hmall indeed, some brokers oper-

- ate.a one-person business. Some

large firms have several hundred real
estate goents operating out of many
‘branch ﬂfﬁcg: Most sales workers,
- however,‘'work’in firms with no more
than 5 to’ 107other agents. A growing
numhsr of brokers, currently about 1.
.in 5, have entered into franchise
agreements with national or regional
real estate: nrgaﬂlzatmm Under this
type of arrangement, similar to. many
fast-food restaurant operations, the
broker pays a fee in exchange for the
privilege of using the more widely
~ known name of the parent organiza-
_tion. Although franchised brokers of-
“ten receive help in training salespeo-
ple and in running theix, offices, they
bear the ultimate responsibility for
the success or failure of the firm.
Real estate is sold in all areas, but
employment is concentrated in large
urban areas and in smaller but rapid-
ly growing communities. '

Training, Other Qualifications,
and Advancement

Real estate agents and brokers
must be licensed in every State and in
the District of Columbia. All States
require prospective agents to be a
high. school. graduate, be at least 18
years old, and pass a written test. The
examination—more comprehengive
for brokers than for agents—includes
guestions on basic real estate trans-
actions and on laws affecting the sale
of property. Most States require can-

E" didates for the general sales license

" to complete 30 hours of classroom
instruction and those seeking the
broker’s license to complete 90
hours of formal training in addition
to a specified amount of experience
in selling real estate (generally 1 to 3
years). Some States waive the experi-
ence requirements for the broker’s
license for applicants who_have a
bachelor's degree in real estate. State
licenses usually can be renewed an-

‘nually without reexamination. .

As real estate transactions have
become more complex, many of the
large firms have turned to college

12
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graduatea to ﬁll ;ales pm:tl@ns A
large number of agents have somé

_college training and the number of

caﬂ:ge graduates selling rgsl estate
has risen substantially in recent
years. However, personality traits are
fully as important as academic back- .
ground. Brokers look for applicants
who possess such charactéristics as a
pleasant p:rmnahty, hnngsty. and a
neat appearance. Maturity, tact, and

;enthusm:m for the job are required-

in-order to motivate prospectivé cus-
tomers in this keenly competisive
field. Agents also should have a good
memory for names and faces and
business details such as taxes; zoning
regulations, and local land-us¢ laws.

Young men and women interested
in beginning jobs as real estate agents

. often apply in their own ‘cdbmmuni-

ties, where their knuwledge of local
neighborhoods is an advantage. The
beginner usually learns the practical

aspects of the job under the directior™

of an :xpe_n:nc:d agent.
Many firms offer formal training
programs for both beginners and ex-

!FETISDEEé agents. Ahout 360 univer-

sities, :Gll:g:s, and junior colleges
offer courses in real estate. Atsome,
a studént can earn an associate'’s or
bachelor’s degree with a major ‘in

real estate; several offer advanced
‘degrees.

Many local real estate
boards that are members of the Na-
tional Assaci‘stinn of Realtors spon-
sor cdourseés covering the fundamen-
tals and legal aspects of the field.
Advanced courses in appraisal, mort-
gage financing, and property devel-
opment and management also are
available through various National
Association affiliates.

Trained and experienced_agents
can advance in many large firms to
sales or general manager. Persons
who have received their broker’s li-
cense may open their own offices.
Training and experience in estimat-
ing property value can lead to work
as a real estate appraiser, and péople
familiar with operating and maintain-
ing rental properties may specialize
in property management, Those who
gain general experience in real es-
tate, and a thorough knowledge of
business conditions and property val-
ues in their localities, may enter
mortgage fmam:mg or, real estate
counseling.

Emplaymcnt Quﬂnel:

Emplaymem of real estate iggntu
and brokers is«expected to rise faster.
than the average for all occupations

+in order to satisfy a growing demand .

for housing and other pmpemq: In-

addition to opportunities that result
from this growth, many 6pertings will

occur each year as wotkers die, re-

tire, or [€ave for other reasons. Re-
placement needs are high because a
relatlvely large number of people

transfer to other work after a ahafi o

time selling real =staté

The favorable outlook for employ- A

€Ricnt in thig field will stem primarily
From increased demand for home -

purchases and rental units; Shifts i
the age distribution of the population
over the next decade will result in a
larger number of young adults with
careers’ and family responsibilities.
This is the most geographically mo-
‘bile group in our society and the one
that traditionally makes the bulk of
home purchases. As their incomes
rise, these families also can be ex-

‘pected to purchase larger homes and .

vacation properties. During periods
of declining economic attivity and.

tight credit, the volume of sales and ~

the resulting demand’ for saleswork-

ers may decline. During these peri- -

ods, the number of persons s:ekmg

sales positions may outnumber dpen-

ings. Over the long run, however, the
outlook for salespeople is excellent.
*Many job opportunities should oc-

cur for both collegé graduates and’

mature workers trapsferring from
other kinds of saleswork. This field
will remain highly competitive and
prospects will be best for well-
trained, ambitious peopl€ who enjoy
selling. The proportion of part-time
real estate agents-has declined in re-
cent years as brokers have demanded
greater skill and professionalism
from those selling real estate. This

decliné is expected to continue hs

agents need more specialized know!-
edge to handle real estate transac-
tions, -
Earnings and Working -
Conditlons
© Comm issions on sales are the main
source of earnings—very few real
estate agents work fos a salary. The
rate of commission varies according
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to the types of property.and its valle,

the percentage paid on the sale of

farm and cormmercial properties or
unimprroveed land usually is higher
thian that paid for selling a home.

Cormimissioms may be divided
armongseveralagents in ar&al estate
firm. The pemnbn who obtains the
listing often receives a part whenthe
propexty i3 sold; the broker who
makes the sal<either getsthie rest of
the comm ission or shares it with the
agent ~whoe handles the ramsaclion
an sgent”s share wvaries
greatly from one firm to another,
often it i= about half of £he total
jarmoumt received by the firm.

Earnings of ful-time real ‘estate
agents averaged about §$13,700 a
year in 1976, according to estirnates
based on a survey conduct by the
Natiomal Association of Realors,
agents workingfe wver than3Ohoursa
week averzaged $3400. Manyexperi-
enced real estate agents earn
$40,000 a year or more, According
tor the sam e surve y estim ates, fe al gs-
tate broke 1s earned abowut §$ 27,0004
yeir in 19276 Full-time agents eam
ome and one-half times as much and
broken eam nearly theee Umes
much as awerage earraingsfo s all nen
supervisory workers in private indus
try, except farming.

[ngcome usually tmureasea as an
agent gairms expe rience, but mdivid-
ual ability . ecno mic conditivns, and
the type amnd location of the property
also affect eamings Sales workerns
who are activein cornmunity organi-
zatiorns and local real estate boards
can broaden their contacts and in
crease their earmings. A beginner’s
eaming oflem are irregular because
a few wee ks or even moenths may go
by withount a sale Although sorme
broke 1 allow an agemt a draving ac
count against fisture earnings. this
practice is not wsual with new em-
ployees. The beginner, therefore,
should hawe enou gh rmorey tolive on
until commissions increase.

Brokers provide office space. but
agents gemerally furnish their own
aujomobiles. Agents and broke rs of-
teti work #in the evernings and during
weekends to suit the comveniemce of
customers. Some firms, especially
the large ones, furnish group life,
heslth, and accid ent inswrarace.

Sources of Ad_dltl-:nni
Information

Details on licensing requiremerals -

for real estate agents and brokens a re
available from most lojal real estalte
organizations or from Che real estate
commission or board located imeach
State capital. Many States can fuar
nish manuals helpful to appBicarsts
who are preparing for the re<quired
wrilten examinations.

For more infofmation about op-

portunities in real estate woerk, as

well as a list of colleges and urlive;rgi-

tiesoffering courses in this field,co n-

tact: ) ,

National Association of Realton, 430 N
Michigan Ave., Chicago, lilinois 606 1.

RETAIL TRADE SALES
WORKERS

(.01, 260, through 290.877)

Mature of the Work

1he success of any retail business
i pends largely on its sales worke o,
(ourteous and efficient sevice froem

behind the counter or om the sales

floor does rmuch to satisly cistorners

and build a store’s reputatiom Evenn.

thowgh corstact with customers is a
part of allsales job%, the duties, skills,
and responsibilities of sabes workers
are as diffe rent as the kinds of mer-
chandise they sell.

In selling items _such as fumiture,
electrical appliances, orclothing. the
siles wotker's primary job is to cre-
ale an interest in the merchanaise.
“The sales workeer may arxswer ques-
tions about the construction of an
grticle, demuonstrateits use, and show
various models and colors In séme
stores, special knowledge o skills
dise. In a pet shop, forexample, the
sales worker should k now about the
care and feeding of animalks. People
who sell standardized articles, sugh
as many items in hard vare and drug-
stores, often dor little rmore than take
payrments and wrap customers’ pur-

i

chases. (In supermarkets and some ’

drugstores, cashierswrap or brag pur-
chases, receive payments, and make
charige. See staternent elsew here in
the Han dbowok on cashiers .)

In addition’to selling, most retail
sales workers make out sales or
charge slips, receive cash payments,
and give change and receipts. They
also handle retuins and exchanges of

The mcgiirﬁ any retall bausing=si d,ipmé!i Inrgslyon ili ey workers,
i .

13
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mf:fcha"ndise! and keep thsir wufk
help mder m;erchandlse, slm:k
shelves or racks, mark- price ugs,
take inventory, and prepare displhys.
(Rougerdrivers, who sell bread, milke,
and other products direcly to cus-
tomers on a regular route, are dis-

cussed elsewhere in the Hardbook: )

Places of Employ me nt
In 1976, 27

sales workers were emplo wed inr el l
businesses. They worked i store®
ranging from the small dnug o go
cery store employing one part time
sales clerk to the giant depaiment
store that has-hundreds of sales
wurk&rs;.tThtyE‘iic; wthe  fust dwor -
to-duor sales companies £0d rual or
deg houses The largest ermiployers of
retail trade sales work ers ‘are depart
ment stores and thase scll kng gern cial

mure than 1 s iy

merchandise apparel an«d agie mo
ries, and food ¥

Aglhuugh sales Jaba aie io-
almost every communiuy, most sales

wnsd his

workets are cmployed i Lage C1ues

and nearby subuiban aews

Hialishng Olhis: sd. allissais, |
anu Advencesme nt

Lonpluysis geuially pedte o0y

huol for s@ka .l

Those without a high scioel d g lis ina

giad.atcs

wcan alauw find jub; allhuué!’i he w =ik
pennit sequiiement wompliata Ue
pivces. fur thoas uoder |2 ye=st  al
age

Thou.wias 1

the country Lav

L ORI '

liat sbutn o iaa
tion prograws Geneally <o . sisting
of a cooperative arimng. meru e
tween school and business wons . nt
ty, these programs allow st udents 1,
work pait time at local stexres whoile
1aking courses in merchandblicg, w
counting, and uthet aspects of veiall
ing. The expuricnce and e du —attan
gaincd can improve unel prospects
for permanent empluymen,

Many distributive educa ta- ..
g54ms cater to adult amd conti. ul.y
educadon lu additic g, wye fedzrally
funded pi‘uj:.;t called *'70 001 " fo
n the needs of Jisad van uged

and high schuoldpouts Op
erating out of school districts and
colleges across the Nation, “=70 101"
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combites fulltime employ ment wiith
part-time instiuction after howsrs, ~

Many -high school and \colle ges
hawve & ch apterof Distributi ve Educa-
tion Clubs of America (RECA) . a
ser vice or gan ifation dedicated o [ht:
ggsls of distributive education and
good citizenship. DECA miem bbrs—
studen s awnd faculty -rwn their local
chapter, elect officers, and plan and
partci pale in activitids on the lucal
State, and national leve Iy

Femons mteiested iM sales o ba
should apply to the personmel aific ¢s
of large retail stores, where they arec
lkely tobe imterviewed and . in sumne
CasEs, apii‘lu_dt: test Erm-
Ployers prefe. theese whe enjuy wor k-
ng w!lh’pﬁupic and have the tau 1o
deal with different pesonal itie s
Anﬁng other desitable characteris
LicE a1 ars Intelesl 10 sales worrk,

glven an

pleasam pemernalily, a Neat appea s
ance, and the ability w comrmumicate
cleemily Fruspsective sales worke s
showild alse be willing Lo »tand fuar
long pe riods

liz any saeall slisica
- w2l empaiyese Lo the paoprictonin
giew ly hired sales gorsonrcl in

als cm per i

=iy
1isk liy wue sales slips :\-;d W peralln g
lis lasger stwies,
Lial.alng o ugrams ar likel; 1o b
move foumal and ., inddude speual

the wash 1 agl=le,

2ud o Bulia g 1aa au lllsg wagilabn privd
[FIE ’
L Y N Y T
Ateheant s liiess typl.ally bacgia 11,
anad sther e
Palliiiciails sans e a « ssloaer naeda

Aaahiey gan wxpign

bhvuneaar a jesl,ns

lttle wsatslase

cane ansdac uive ity ey iBiove L po
stlion sl gr cater asponsbiliy, Sl
teig by tickoer "
Pl ane ey fur Bl
ke
katow led ge of ahe produst and the

lis

He Enis large
Tu g2, the

L& nsusl

and
usue fly requiices
greatest fudend fior persusaiton
trese deparvmesus wnes flueds the a8t
eaper lotnned  amd the nighest pard
sales worhens

Kewall sellin, 0 cosann s ol wn

o4 Vleldstaa walchi atle an, lo, ces

may advascd to oaLeull ¢ Jobs e
getdiZn of cvucclional bavkgion ad
Althis ugts lar ge cetail busincsses gen
erally hirecolle ge graduates as man
agement Lainees, this is not the euly
way tom uve into)obs atthee manage
Some sales wankens are

ment lev=l

‘ ¢

p romote d 1o jobs as bu 35;5 depart-
mient managers, or slore ‘managers,
Orthers, partiqularly in large stores,
mmay adv zance to administrative work
sira areas such as personnel or adver-
tising. Opportunities for advan ce-
ment are limited in small stores
w here ore person, often the owner,
does mo st rmanagerial work. Retail
se llingexperience may be an asset in
quialifyin g fo r sales work wjth whole-
salers or mamufacturers.

Employment Outlook

Retail Lrad e selling will continue 1o
be an excellent source of job oppor-
tumities For high school graduates
even thou gh employment is expected
Ww_ increasse more slowly than the av-
erage for all occupations through the
mid 1 980 s In addition to full -tlime
jobss, there will be many opportuni-
lies foer peant-time workers, as well ag
for tempaary workerns during peak
sellng period s such asthe Christm as
seanson. Prospecis aie cxpeocted to be
good becamuse retail selling is a large
turnover s high
Memst Openings will oecur as experi.
encced full and part time sales work
s leave Lheir jobs

eccuprdlicen and

Eeilng maez voliein wnid
wofe o swillimcrease e . ued fia
saless work &3 Sales ermployment will
i £ease iore sluwly tha® the vol.
however as self-ser

the

Lzaige

ume ¢ f sales

sli=ad
15 cxlontsd LG drug, va
kinds of toies AL
mesome le ela
“'big
such as Ulevision scts,
tis

vie < fulas 1 miual
fuuadidres
flety and oth o
the
illﬂ,;
[{ e

a £« yulic

saENe vime i lsing

scre s=se  Wie devaand o
lterns
the sates wor ke
sperid a gosud Jeal of vime with zach

aust uns &1

Eu.tuyeand Wi klngg
Cond e res

she slasz lng Bag - Lo

T TN qumum nol coer, d tpj
LGl cor dracts was  ihe Federal
Pl i i swages, 3230 an howt Ex
cup ted wesre employ <ea of chedin
Fiims o indeprendent stuses doing
l<ss gham $2 50 Q00 wos th of business
per year Imstores where 1t applies,
the rinimumn wage covers part-lime
and lempormy as well as full-time
e mpEoyees,



e

Q

ERIC

Aruitoxt provided by Eic:

Stores in nxjor cities usually are
covered by union con tracts. Most
agreemients provide for aprogressive
pay scale based upors ex perience and
length of emplyment Stright
howrly wages rangzed frormn$230fora
beginning full ~timse cleric to $4.37 for
an gggrieqc:i:d full-tirme  clerk  in

197!

In addition to their salary, sorme
sales workeers receive commissions —
thastis, a perceptage of the salesthey
make. Stillothers are paid astnight
commmission alone Those paid only
by commission nay find their earn-
ings greatly affected by upsand
downs in the €conormy. Earnimgs are
likely o be huighest in jobs that re-
quiire special skill in dealing withcus-
tormers or techinic al ke nowledge of the
merchand ite sold. Acmong the high-
est paid are peop le who sell autonmo
biles, major sppliaraces, and furmi
ture. On the average, retal trade
sales workeehk carnaboutas much s
nonsuprervisory w ork ers in pilvate m
dustry , ex<cepE farming.

Sales workess i hmany icfal sterds
may buy merchamndise ata dis<ount
often from 10 1> 25 peicent below

= T hs™ praviege somic

regular price
times s & xtermdedd 16 the ermproye<’s
farnily Some stoes espeslally the
large crnes, payallor partofthe L ost
of such ernplOyce benelils a3 Hife 1
suranc €, liealthirmsuranc e, wiu ap.zn
sieen
Plass) [nill tBie walias oooe Bis oL

a Sday 40 hour wesl
surne slures the slamdard workwe b

al el agh 0
is konger Because Satur day is abuay
day in retiling, cmipleyees wsually
worrk that daw and have a weckday
off. Longer than normal hours trsay
be schreduled before Chiistmas and
during other peak periods, and eni
ployees who work overtime recsive
additicnal pay or an cqu al amount of
tirme off durirmy sBack periocs Sonae,
especially thoese empioyed by stores
in subwurban shopping cenu<rs regu
larly work om¢ €veming 0T rhore a
week.

Part timit sales wartksis
worrk during the s wre’s peass hours of
business—daytimee rush hours, eve
nirygs, and we<kends.

Sples workesrs i nretaill wade wsual
ly work in clean, welllighted places,
and many stowes are air-corditioned

gl

Some jobs, however, require work « Route drivers' duties vary accord-

outsicle the store. A kitchen equip-
muent sales worker may visit prospec-
tive ¢ ustomers at their homes, for ex-
ample, to help them plan
refiowations, and a used-car sales
worker may spend much time at an
owtdcsor lot.

Sources ot Additional
inforration

Information about careers i retatl
szles 15 available from.
The Hétiaml Retail Merchants Asspciation,
1MW 1155t Mew York, NY 10001
Additional information on careers
ir retalling rmay be obtained from the
personnel offices of local stores;
from State merchants' associations;
or from local unions of the Retail
Clerke s International Association
Informiation on distributive educa-
tron programs may be obtained from
you State employment sexvice or by
w Tl ag Lo : ;
U nitecd States Omce of Educauon, Dhvision of
Venational/Technical Education, Wash.
ingon. b € 20207

For mivisuativis abisut s /00017

, s0gE am 1 youl auca, walle,

(. aliead  Hulizs tt Buildag 131
wt Hill kg Newa.w el 1w/11

FARV. & 3
[ TP

rsuUsil E UHMIVERS

RIS R s T 5

coa bhan, Waas

adust ba, = thietl 4
. ices thiougn the rou. - iy
i a0 debver their products In
[ 2. these workers sometlimeés are
k1o ~n as dJdriver sales workers or
route sales workers. Through their
selling ability, route drivers increase
sales to existing customers and gain
acditional busingss by finding new
custoome s within their territories.
A lso. because rouie drivers are the
custo mer's conlact with the compa-
ny, their reaction to complaints and
requests for special service can make
the difference berween getting a larg-
erorder or losing a customef.
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ing to the industry in which they are
employed, whether they have a retail
or wholesale route, and the policies
of their particular company. But, the
following specific examples provide a
general picture of the job.

On a typical day, drycleaning route
drivers begin by picking up cleaned
garments at the processing plant.
Usually they load their own trucks,
carefully arranging the racks of
clothes, draperies, and other itemsin
the order in which they will be deliv-
ered. As they make their deliveries,
they also pick up items customers
want cleaned. Drivers tag these items
so that they can be returned to the
right owner. Sometimes, they note

‘the type of stains to be removed or

special processes, such as water-
proofing, that customers may re-
quest. After delivering the clean gar-
ments, drivers give each customer an
itemized bill and collect the money
due. Periodically, they stop athomes
along their routes to try to sell their
company's services.

Many laundries rent linens, towels,
work clothes, and other iterms Lo
businesses Laundry route drivers
service these establishments on a
regular basis, replacing soiled items
with freshly laundered ones. These
route drivers keep a record of what
they pru-'vidé and must make cert
that stock rented out is eventually
retuined Although they sornstimes
solicit new business from che smaller
establishments in their territory, the
larger ones are contacted by other
sales workess in their company.

Wholesale bakery route driverns de
nver bread, cakes, rolls, and other
baked goods to grocery stores. Be-
fore siarting on their routes, they
check to see whether the proper vari-
ety and quantity of products have
been loaded. Depending on how
many items each store stocks, a driv-
er may visit from 10 to 50 grocery
stores each day. At each stop along
the route, drivers carry the orders of
bread and other baked goods into the
store and arrange them on the dis-
play racks. Together with the store
owner or manager, bakery route
drivers check the merchandise deliv-
ered and prepare a bill. They also
credit the store for the value of the

15
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% - ;
stale items left over from the previ-
ous delivery. ;

Bakery route drivers pay close at-
tention to the items that are selling
well or sitting on the shelves sp that
they can estimate the amount and
vatiety of baked goods that will be
sold by the grocery stores. This helps
the bakery plan its nightly produc-
tion. From time to time, the drivers
visit grocers along the route who are
not customers and try to get orders
from them.

Vending machine route drivers
make certain that:-the machines in
factories, schools, and other build-
ings on their routes are stocked with

merchandise and are in good work-

ing order. At each location, they
check the items remaining in the ma-
chines and remove the money that
has been deposited in the cash boxes.
Drivers also check each vending ma-
chine to see that merchandise and
change are dispensed properly, and
make minor adjustments to machinés
that are broken. In addition, they
clean machines and replace stock.
Route drivefs ks’:p n:g,uids af xh;:
chine and Iﬁi: munsy l,h:y remove
They may try to find new locations
for vending machines by visiting
stores, factories, and other vusiness.
es along their routes.

PFlaces of Employment

200 BOUY
tud a wide

Aboul ronte
warked of bust,
nesses i1 19/6 Moa, were « npluyed
in laundiies, dairies bakeciies, and
firms thal disturibute fuod and bever
ages. Because these are located 1n
small towns as well as in 1arge citics,
route driver jobs exist in all paris of
the country. '

carety

Training, Other Qualificativua
and Advancemaent

Roule drivers must be good Ja

‘ers, and they also must be able . sell

To get people to buy, they must
know their product or service thor-
oughly and be able to convince oth-
ers 10 give them a try. Other impor-
tant sales gualifications are a
pleasant voice, an ability to speak

well, and a neat appearance. They
also need self-canﬁdem::. initiative,
and tact.

16

Route drivers must be able to work
without direct supervision, do simple
arithmetic, and write legibly. In most
States, a route driver is required to
have a chauffeur’s license, which is a
commercial driving permit. Informa-
tion on this license can be obtdined
from State motor vehicle depart-
ments. Route drivers who handle a
great deal of money may have lo be
bonded.

Most employers prefer their route

drivers to be high school graduates.

“A good driving record is important.

Most companies give their new
employees on-the-job training which
varies in length and thoroughness.
Many large companies also have
classes in sales techniques.:

School-and-work programs in re-
tail and wholesale merchandising are
helpful to a persqn interested in en-

tering this occupation. High school

courses in sales techniques, public
speaking, drivér training. bookkeep-
ing, and business arithmetic also are
helpful. Valuable experience can be
gained by working as a sales clerk in
a store or by taking some other type
of selling job

Some people enter this occupation
as  rowie driver helpers (D.O.T.
2%2 887) Helpers assist drivers with
loading ai.d unloading the truck and
may relieve them of some of the
driving When openings occur, help-
ers may be promoted to drivers. Thé
dairy aud vending machine indus-
tries, however, generally do not em-
ploy llﬁlpﬁls

soule or sa,l;s 5up€,rvlsun bu! lh;sé

Jobs are relatively scarce. Advance-
menc usaally is limited to moving
from a retail to a wholesale route,
where carnings generally are higher.
However, some drivers obtain better
paying sales Jobs as a result of their
expéerience in route selling. *

Employment Outlook

£

1L. total number of route drivers
1. expected to change little through
the mid-1980's. Some openings for
new workers will arise, however, as
experienced route drivers transfer to
other fields of work, retire, or die.
o Applicants with sales experience and
gcad drivimg records have the best
chance of being hired.

pud
)]

4

Most job opportunities will be in
wholesale routes. Since most route
driver jobs currently are in wholesale
routes, openings due to turnover will

- be higher on these routes than

retail ones. In addition, employment
of retail route drivers is expected to
continue to decline, further limiting
opportunities. .

Earnings and Working
Conditions

Most route drivers receive a mini-
mumm salary plus a percent of the
siles they make. Thus, earnings are
strongly affected by an individual's
selling ability, initiative, and the rela-
tionship he or she establishes -with
customers. Wholesale route dri
who make deliveries to stores usual
earn more than those who make dE=
liveries to homes. ‘

Retail route drivers in the dairy.

‘industry employed in large cities had

estimated weekly earnings, including
commissions, of $268 in 1976. Those
on wholesale routes earned $320 per
week. Route drivers in the baking
and beverage industries were paid
weekly wages averaging $180Q plus
commissions, according to informa-
tion from a limited number of union
contracts. .

The number of hours worked by
route drivers varies. Some work only
about 30 hours a week; 6thers may
work 60 hours or more depending
upon whether they have well-estab-
lished routes or are trying to d up
new ones, and how ambmnmey
are. The humber of hours worked
may be limited by a union contract,
although many contracts mere
specify the earliest hour that work
may begin and the latest quitting
time. The hours dlso may vary with
the season. During the spring-clean-

ing season, for example, drycleaning

route drivers may work about 60
hours a week, but in winter they may
work less than 30 hours.

Many companies requife route
drivers to wear uniforms, Some em-
ployers pay for the uniforms and for
keeping them clean.,For many route
drivers, the fact that they do not
work under close supervision is an
attractive part of the job. Within cer-
tain broad limits, they decide how
rapidly they will work and where and
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when they will have a lunch or rest
period.’ A less desirable characteris-
tic is that route drivers have to make
deliveries in bad weather and do a
great deal of lifting, carrying, and
walking. They also may have to work
unusual hours. For example, drivers
who have retail milk routes generally
start to work very early in the morn-
ing.

‘Many route drivers,
those who deliver bakery and dairy

particularly

producis, are mermbers of the Inter
national Brotherhood of Teamsters,
Chauffeurs, Warehousemen and
Helpers of America Some belong to
the unions which tepresent the plant-
workers of their elnployers

Sources of Additlenal
Information
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nomic conditions and trends, a col-
lege education is icreasingly impor-
tant, espec:lally in the larger
securities firms. This is not true, how-

ever, for part-time work selling mu-

tual fynds.. Although employers sel-
dom fequire specialized training.
coursés in business adminisuration,
ire helpful
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managerial experience is very helpful
to an applicant.
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sales workers are expected (o be fa-
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market activity, job prospects and in-
come stability will be greater for
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provide their clients with complete
financial services than for those who
rely strictly on commissions from
stock trapsactions

Mature individuals with successfigl
work experience should find miany
Job cpportunities Demand will be
strungest for well roynded persons
r all aspects of
the securities business Those seek-
ing part time work will be limited io
sclling shares in Mutual funds.
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supervisory workers in private indus-
1ry, except farming. .

Securities sales workers usually
work in offices where there is much
activity. In large offices, for exam-
ple. rows of sales workers sit at desks
in front of “'quote boards™ that con.

would ‘adwise tliﬂ family about less
expensive.summer gates and special
air fares The agent would discuss the
wide range of hotel costs and facii-

ties and wauhj try to arrange the,

1ical trip for that par-
ticular farmly The agent would also

Training, Other Qualifications, _
and Advancement
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wHOLESALE TRADE
ALES WORKERS

(DO.T. 260. through 289.458)

v

l Nature of tha Work

Sales workers in wholesale trade .

play an important role in moving
goads from the factory to the con-
sumer. Each sales worker may repre-
sent a wholesalet that distributes
hundf:ds"nf simiisr prr;nducts A

pl: may stm‘:k its warehcjuse wnth
metics to" sL,lpp!y Slif)ﬁ:S lhat sell di-
rectly to the consumer. Likewise, a
wholesale btilding materials distrib
tor sells hardware and u:!jslru:_uun
materials to builders who would oth-
erwise have to deal'with many manu-
facturers. ,
At regular in¢
vigit buyers for _Ela!li mdustnaL and
commercial firma, as well as buyers
for institutions suth as schools and
hospitals. They show samples, pic-
tures, or catalogs that list the items
which their company stocks Sales
workers seldom urge customers to
purchase any particular product,
since they handle a large number of
items, Instead, they offer prompt. Jde
pendéble service so buyers will be

come regular cuswmers g

Wholesale sales wc‘_nléu‘ls R TS
many important scivices for .claileisd,
such as checking the storz’s stock
and ordering items that will be
needed before the nc«t viait Sumne
wholesale sales workers help store
personnel improve and update sys
tems for ordering and 1nventory In
addition, they often advise retailers
‘about advertising, pricing, and ar-
ranging window and counter dis-
plays. A sales wourker who haudles
specialized products, such as air con
ditioning equipment, may give tech
nical assistance on installation and
maintenance.

Sales workers do some 1scurd
keeping and attend to otheé: details
They must forward orders to their
wholesale houses, prepare reporis
and expense accounts. plan work
schedules, draw up lists of prospects,
make appointments, and study litera-

Aruitoxt provided by Eic:
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ture relating to their products. Sonre
collect money for their companies.

Fl:ci: of Employment

About BOB 000 persons were em-
ployed as wholesale sales workers in
1976. Wholesale houses usually are
located in cities, but sales workers
may be assigned territories in any
part of the country. Their territory
may cover a small section of a city
having many retail stores and indus-
trial users; in less populated regions it
may cover half a State or more.

Firms selling machinery and build- .

ing materials to industrial and busi-
ness users are leading employers of
wholesale sales workers. Other large
employers are companies that sell
food products. Wholesalers dealing
in drugs, dry goods and apparel, mo-
tof Vehicle equipment, and electrical
appliances employ many sales wark—

ers ds well

Training, Other Qualifications,
and Advancement

1he background a sales worker
uceds depends mainly upon the prod-
uct line and the market. Selling cer-
tais products requires extensive
techaical training. Drug wholesalers,
for example, must know the names
and characteristics of the pharma-
ceutical products they sell. A back-
ground in chemustry, biclogy. or
pharmacy would prove useful, if not
indispensable la other product lines,
such as food . familiarity with manu-
factureis and brands becomes much
more imporiant than knowledge
about the product itself.

Product knowledge is not enough,
Lowever, whi:n the sales pefsﬂn has
maéhmi;ry ttj mdustnal
must have the

zl;;lngal
firms, fu, example,
technical (raining necessary to dis-
cuss thel: products But they also
must undersstand how customers op-
erate, what equipment they need,
and how they might use their ma-
chines in new ways. The greater this
understanding, the more machinery
they will sell.

Most wholesale sales workers en-
ter their occupation via one of two
routes—working up the ladder or
transferring in with the appropriate

21

background. High school graduates
may begin a career with @ wholesale
firm in a nonselling job or may be
hired as a sales trainee. In either
case, beginners usually work in sev-
eral kinds of nonselling jobs before
being assigned to sales. They may
start in the stockroom or shipping
department to become familiar with
the thousands of items the wholesaler
carries. Later they may learn the
prices of articles and discount rates
for goods sold in quantities Next,
they are likely to work on “‘inside”
sales, writing telephone orders. Lat-

er, as they accompany an expefri-

enced sales worker on calls, trainees
come to know some of the firm's cus-
tomers. ’T‘he time spem in these ini-
usually it take 2 years or lunger to
prepare trainees for outside selling.

As professionalism grows in whole-
sale trade and as products become
increasingly complex, more and
more college graduates enter the
sales force directly out of school.
Competent sales workers also trans-
fer from manufacturing and retail
trade sales positions. Their experi-
ence with a particular product line
gives them an advantage over the
newcomers to the field.

Sales trainees in very large whole-
sale firms participate in formal train-
ing programs that combine ¢lass-
room mqﬁrucugn with short rotations
in various nonselling jobs. Most
firms, however, have no formal pro-
gram. Their trainees learn by observ-
ing and trying the different aspects of
the work. As they become familiar
with customers and procedures, they
gradually take on the full responsibil-
ity of the job.’

Sales workers sometimes can aug-
ment their on-the-job training with
outside programs. While only a few
colleges offer courses relevant to

wholesale distribution, the number is -

expected to increase. Trade assoei-
ations sponsor training programs to
fill this need. Vendors, too, hold ses-
sions, usually to instruct sales people
how best to sell a particular product
line.

Experienced sales workesx. who
have leadership qualities and sales
ability may advance to supervior,
sales manager, or other exeéculive
positions.

[
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Employment Outlook

Employment opportunities for

sales workers in wholesale trade are

expected 1o be good for those with’

product knowledge and selling abil-
ity. In addition to new positions cre-
ated by growth, many openings will
stem from turnover, which is fairly
high in this occupation. A person’s
sucgess in selling greatly depends un
his or her ability to locate new gus
and persuade them w buy A

numbet of new sales workers find
they are notsuited 1o the competitive
nature of selling and Iéave the occu
pation

The

workers 15 expecied o grow aboul as

number of whalesale sales
fast as the average fur all oocupdlions
through the mid- 1980
and msitutons will require a wide

Businesses

vately uf products for thelr swn use
and Althaugh

many others

fur eventual resale

laige purchasers and
whiv 1oyuire highly specialized prod
wets will buy directy from maautae
turess, the ragjority of transSactions
willinvolve the wholesale distiibuta

As chain stores and other large
s cenlialize purghasing aclivities
the value of the sales made o ndy
vidual sunturacsis becuaies ]g;g;. ainl

LUIhpie tllon o cales sk Luespatind g

ly grealer Wholesalzia can b ex
pe=led ft: cocet thi T IN PRSI ¥
cilsphaclelag su.toabi awivlga  0d
tncicasing the xlaéd of thelr  aics
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Earnings and Working
Conditions

A;@)rdiﬁg to himited information,
most beginning sales workers earned
around 39 500 a year in 1976, Expe-
nenced sales workers earned consid-
erably more. Since commissions of-
ten make up a large proportion of the
€, carnings vary

sales worker’s inco
widely in this occupation They also
depend un the sales worker’s Experi-
un the

ence and semornty, as well as
product hne. Median carnings of the
lowest paid sales workers in 1976
vanied from $12.000 in automative
parts and supplies to $1%,400 in pa-
per and paper products distribution
Median carnings of the highest paid
sdales wuthers ranged hom $20.300
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Sales workers often have long, it-
regular work hours. Although they

all on customers during bu 8%
hours, they may travel at night or on
weekends to meet their schedule,
However, most sales workers seldom
are away from home for more than a
few days at a uume. They may spend
evenings writing reports and orders,
may carry heavy catalogs and sample
cases, and be on their feet for long

nding on length of service,
most lm workers have a 2- to 4-
week paid vacation. Many are cov-
ered L!§ cotmpany benefits, including
heallth and life insurance and retire-
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What to Look Forin this Reprint

To make the @CCUEEHDI’?Q Outlook Handbook easier 1o

use, each occupation or industry follows the same outlline

_ Separate sections describe basic elements, such as work on

the job, education and training needed, and salaries or wages

Some sections will be more useful if you know how to inferpret
the information as explained below

The TRAINING, OTHER QUALIFICATIONS. AND AD-

VANCEMENT section indicates the preferred way to enter each
occupafion and alternative ways 10 obtain training Read this
section casefully because early planning makes many fields
easier to enter Also. the level at which you enter and the speed
with which you advance often depend on your tralning |
are a student, you may want 1o consider laking thoSe wuurses
thought useful for the occupations which interest you
Besides traning, you may need a Slale license v certl

cate The training seclion indicates which occupaliuns gener
ally require these C
plan 10 work because Stﬁgﬂe regulations vary
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Aruitoxt provided by Eic:

supply-nfgrmation is lacking for most occupations.
Therehare exceptions, however, especially among pro-
fessional occupations. Nearly everyone who earms a medical
degree, for example, becomes a practicing physician. When
the number of people pursuing relevant types of education and
training and then entering the field can be compared with the
demand, the outlook section indicates the supply/demand rela-
tionship as tollows
—-~-Demand much greater than
supply
.Demand grealer than supply
-Rough balance between
demand and supply
May tace competition --{ikelihood of more supply
than demand -
= supply greater than demand

Excellent - --—===

Veiy yuwld
Laoud o1 tavorable

Feo wolnpelilion -
Linpsliien ot lew job openings should not stop your pursu-
J « career thal matches your aptitudes and interests Even
winall or oveicrowded occupations provide some jobs So do
those nowhich employment 1s growing very slowly or declining.
wrewth 10 an oceupation 15 not the only soufce of job
Jwenings because the number of openings Trom turnover can be
substantial i large dccypations Infact replacement needs are
capeuled L ureale 70 percent of all operings between 1976 and
1985
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veadlig was wahen from the 1978 79 eantion ot the Queupational
Outlouk Hardbook But the Handbook 1s not the only source
b usetul caregr Inturmation published by the Bureau of Labor
Statistice The thandbook's vompanion, the Occupational
Outlook Quarterly. is published four times during the school
year lo heep subscitbers up to date un new occupational studies
conpleted between editions of the tHandbook The Quarterly
alay, yives practical nfornmation on training and educational
vppotluniies, salary iends, ardd nuw and emeryging Jubs  Just
whaal péuple nzed to kiiow U plaa caieeis
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