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4499 ADHINISTRATIVE SUPPORT 0CCUPATIONSn INCLUDING CLERICAL

These workers Perform Jobs that enable an ordanization to run smoothlys They nas'work 8s

" secretariesy turistss or stenodrarhers. Others run computersr computer-related equirsenty or

other office nachines. Some dather and file data while others keep inventoriess disrerse
materials» or fill out forms. Thes wmay investidate claimsy rrovide various  kinds of
informations . or collect debts and serve notices. Some Plan and surervise the work of others.

45 SUPERUISDRS% ADMINISTRATIVE éhREDRT OCCUPATIONSs INCLUDING CLERICAL.

v

These workers surervise the activities of others who rerform Jobs that. help an orSanlzatlon “to

run  smoothly, Thew determine the work that needs to be done by such workers as file clerkss

information clerkss office machine oreratorss bill collectorsy and distributind clerks, Thew . - |

establish work rroceduress assidn workersy and set ur work schedules: They train uorkers;
review work for neatness and accuracs; and find waus to imrrove efflczencs.

@

.. 4511 SUPERVISORS$ GENERAL OFFICE OCCUPATIONS -
. _ . X

These workers surervise clerical staff who rerform routine duties in an offlce., Thes set up -
work rroceduresy prerare work schedulesy and see to it that office work runs smoothly., Theuy .

agssidn duties to office workers and check their work for neatness and BCCUT3CY, They listen to

" workers’ comrlaints and try to resolve them, - Thew also train staff and mas rrerare letters and

' SAHPLE WORK ACTIVITIES

Pt

L Lt

B I I s B

formsé and take dictationy check 1nventor195v order off1ce su991195v and kEEP rayroll .and. other'
records, . ; . ’

a

Direct the act1v1tles of workers who Process aPPllcatlons and claims

Frerare correspondence and take dictation

Check. arplications for errors .

~-Answer questions on the rhone ’

Surervise workers who do clerical work .
»Sﬁhggule work hours for staff to make sure enough workers are avallahle for around- the—clock
shifts

Train riew emplosees and evaluate their work

Take inventories of eauirment and surrlies °

Check records for completeness and accuracy

Surervise clerical workers who keep Pasroll records

HOURS OF WORK/TRAVEL

- Generalisy thgse Jobs involve a standard 35-40 hour work weeks during redular office hours.
SAMPLE PLACES OF WORK

Government Adencies

Hesepitals and clinics S -
Bus1nnss offices : - :
Insurance comPanies

Fdlice departments

Norn- Prof1t ordanizations

168
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4512 SUPERVISORS? CDHPUTER AND PERIPHERL EQUIPMENT DPERATDRS

. _ b‘ S . )
These PEDPIE supervise the activities of workers who orerate computers and related machines,
They train workers and see that the machines are cleaned and/cared for. They set ur work
schedulesy assidn duties to workerss and hele solve work problems. Theu prepare rerort forms
and compile rerorts on the prodress of work. Thes also develor methods to rrocess™ Finformation
used by computers. Theu wire control boards to ererare nachlne for dlfferent oeeratlons.
They also mas make minor chandes in computer PTOSTEmS

\

SAMPLE WORK ACTIVITIES . .

-~

Set ur work schedules and assign duties ta workers

Train new workers in the use of computers and related eauirment ”
Orerate a computer sustem to test new and revised prodrams v
Make minor chandes in computer routines so the outPut (1nforlat10n coalns out of a colPuter
sustem) will be in a different format

Helr COMPUTER OPERATORS locate -and correct errors o '

Follow a diadram to wire 3 comruter control board for a rarticular oeeratlon
Check equirment orerators’ uork for neatness and exactness

Solve work rroblems

Prerare written instructions for workers - &

HOURS OF WORK/TRAVEL

- Mang organizations use their coi;uters 24 hours a day. Therefores some workers in these Jobs
mas have evening or night shifts, Most werkers have a standard 35740 hour work week,

SAMPLE PLACES OF WORK -

Manufacturing firms
Wholesale and retail trade comeanies

Ranks

Government” aSenc1es

Insuarice companies

Companies and firms that erovide data Proce551ns services

" 4513 SUPERVISORS: SECRETARIES) STENDGRAPHERS; AND TYPISTS -

These reorle sueerv1se uorkers who tures take dictation: or rerform similar clerical taskse -

Thes determine work procedures and prepare work schedules, Theuy dive sroken and written

instructions to workerss assidn them dutiesy and check their work for neatness and correctness,s

Thes zlso study office procedures and Plan wauys to make work g0 more smoothly, They help

uorkers solve prablems angd may work along with thems Thes also wrlte rePorts and keer recbrds.

SAMPLE WORK ACTIVITIES

Assidn workers to take dictation for executlveS'

Assign recorded messades to workers for them to transcribe.
Check tupred coru for neatnesss seellinds and punctuation v el - :
Surervise ~ the activities of workers who Prerare lettersy. recordss rerortsy insurance
policiess -and other clerical matter
- Advise staff members in the technicues and stule of dictation and letter ur1t1ng
Recommend changes in procedures that will save timey moneys and lahor

Assidn new workers to exrerienced uorkers for training :

Evaluate workers’ performance ’

Recommend that workers he Pronotedy transferred or f1red

Keer worker time records ‘

[ I |
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HOURS OF WORK/TRAVEL

i—”Most of_theee workers keep standard office hours. Occasional overtime -work mau be ;required
in some .Jobs, = ' ' o A — :

SANPLE PLACES OF WORK e .

Bank e

Business and 1ndustrxa1 firms :

Doctors’s lawsers’s and other Profess1onals offxces
Federals Stater and Local Governnent aSenc1es

Insurance companies : .
Real estate firms. : . '

o 4514 SUPERVISORS: INFORHATION CLERKS

" These peorle surervise uorkers uho conelle and give out lﬁfDPlat;Dn and Provxde other 5erv1ces: -
to the pyblic,: They determine work rrocedures and: rrerare wWork . schedules,  They dive
instructionss assign dutiess and review: work for neatness and exactness. Theuy also look for -
ways to improve work efficiencu, - Thew handle comprlaints and addust errors.. Thes may hires . -
trainy and dismiss workers, Theu mau prepare rerortsy order suprliesy and keep tlne-and other
records. - They also way rerform duties of the workers theuy surervise,

SANPLE UORK.ACTIUITIEsg o . S T

2

.Talk with lanaSement and check prast records to detern1ne staff; hudSetv and eeu1P|ent needs
Recruits fhire and train workers , , C
Ex#lain work epractices and Procedures to workers: o S o ST
Assidn shifts to workers _ o S - S
Order suprlies
Keer weeklw attendance sheets and send then to Pasroll o
Write business letters and rerorts
Talk with eeorle to ohtaip information
Direct and review the work of staff
Keer records of work ‘activities: o
Review forms for comrleteriess and accuracs
Issue instructions on schedules chandes - o
Listenn to conversation between workers and callers to make sure that accurate 1nfornat1on is
being diven out . _ . ) -
Prerare daily worker and activity rerorts o T o ' oy
Arrange for seeakers to address datherinds . oL o o \;

|

.l\l.llllllllll

Recommend that workers be Pronoted or f1red
Sueerv1se workers uho. o

-+ Hendle comelaints at a telesraeh - h1shuas 1nfornat1on centers

L

office - + Take and retord reservat1ons at the
.+ Admit Pat1ents and PrePare hospltal front desk. of a hotel
records '+ Reserve seat srace for passenders on
"+ Interview eeople on public issues” -airline flidhts
y Bive bus schedules 1nfornat1on to « Sell tickets and check baSSBSe at a

. callers : railroad statioh
» Greet and welcome notor1sts at

. HOURS OF WORK/TRAVEL * .

o

Some of these Jobs may reauire work during evenindss ueekends;fand.holidaus.

_ L : S T R R S
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'SAWPLE PLACES OF WORK U

[

Airline comranies , L o SR } L.
Automobile clubs - - : :

Firms that conduct public survess . : : . :

Hospitals : S e e

Hotels and convention: centers . - .

-Goverrment sdencies

Hotor transrortation companies : o :

Reilroad companies ' ' ‘ . S

‘Telerhone and telesraph conpan1es R T

!l!l_!!‘lll

. o S e - e

" 4516 SUPERVISORS EDRRESPONDENCE~CLERKS AND”BRDERJCLERKS

Q

These PEDFIE supervise clerks who Prooess orders - for Products and Frepare 3 COMPENY’s

- corresrondences They plan work proceduress prepare work schedulesy and see to it that work is |

comrleted on time. Theu assidgn duties_to workers and check their work for neatnessy exactnessy

. and conformance to company policiess Theu resolve worker and customer comrlaintsy prepare work- .
rerortsy and may helr workers comrlete d1ff1cu1t tasks. Theu alsorkeep work records and may

hirey trains and f1re workers.,

- BAMPLE UDRK ACTIVITIES

- Su;erv1se uorkers who take service. orders and handle conplalnts from Phone or uater conPans:='
cugstomers .

« Watch uorkers handle serv1ce calls | . Srot check . order records for

to see if they are accurates FDllt&l : ‘Becuracy R
- gnd following company rolicy - .+ Answer auestions about services

+ Recommend ways to resolve custoners - Compile records for account1ns
complaints , PUTPOSES -

”»

- Sueerv1se uorkers uho prepare olass1f1ed ads

» Review ads and su93est waus to make : credit- - : U :
¥ them more effective : + Edit ads S - , oo LT
» Review customer accournts and arrrove © v Train new. uorkers . '

Sueerv1se workers uho prepare das and“electr1c-eouer serv1ce orders

. Route service orders to serv1ce + Answer telePhone auestions frol R
derartments and centers ' customersy contractorsy and building -

+ Review comrleted orders for accuracy - inspectors about the prodress of .~ . -
and comrleteness : ..+ -orders

SgieTVJSe uorkers uho ?rePare letters and. PEPfDP. other elerzcal dutzes in an. 1nsurance
office . - R

+ Read correseondencey studs PDIICB .."A‘ - gppearances seellxnsr and drammar -

recordsy - and examing rerlies Prepared + Return faulty work to workers u1th -

bs workers . . , v 1nstructlons for rev1510ns .
. » Proofread letters for stules o ' . o

)

Superv1se workers who take customer orders for Products- T T f S

4 Write letters to customers to ansuer
the1r ouestlons or adv1se then '

HBURS OF HORK/TRAVEEL

+

- Generalls these SUPERVISORS uork 8 standard 35—40 hour ueek dur1ns regular off1ce hours. .

_ ,',;17"5*;';1 ; fj'-. L r: 9




SAHPLE PLACES OF OURK

Advert1s1n§ agenc1es

Derartment stores :

-Gasy heat» rowery and Ilsht conean1es , : .
Insurance conpan1es : -
Newsrarers -

Frintingd and Puh115h1ns comranies

Telerhone comranies

Water comranies

¥

4519 supenvisokSé Rsconns CLERKS A
These reorle superv&se uorkers who gglPllE! tiles and maintain records. This 1hc1udes workers
wha shelve library booksy rent put safety derosit boxess keer office recordss ot code data-
"processing Tormss Thew determine work proceduress prerare work scheduless and see to- it that
work tuns _smoothlus Thew train workersy assidgn  dutiess and check work for neatness and

_accuracy, They prerare rerorts, handle complaintsy addust errorsy and solve d1ff1cu1t uork, -
eroblems, They also M3y Perforn duties of the uorkers ~they sueerv1se.

«O/

SAMPLE: WORK Acrlvtfles

S

- Sueerv1se 11brars uorkers who reelace hooks and other naterlals on shelves ,

+ Train and direct, uorkers in shelving fv . they: uere Pui in the FTOPET PlaCES .
- books according to 3 library sustem "+ Count the number of materials elaced

+ Check .shelved bpoks to make sure B ", on shelves to record shelv1ns act1V1tB

- Supervise uorkers who rent out safets depos1t boxes at 8 bank

L -

» Record the time at’ uh1ch the vault _ APProve or dlSBPPPOVE rentals and
is orened and closed _ ~ reauests to oren safety-derosit boxes . .

+ Authorize the forcinds servicings _ ~» Train new enelouees and 3591£n thes - -, -
and rerair of safety-derosit box locks - to duties - . o _ o “Pv

- Sueerv1se workers uho ‘keep central records files - - o . S R

+ Direct and assist workers 'in . dlsPos1nS of old f11es eﬁ
searching files to find lost or + Recommend chandes in work Procedures

missing records , o to imerove uork eff1c1encs
+ Direct and assist workers 1n :

Surervise workers who conp11e and na1nt31n Personnel recorﬁs

. Comrile rerorts of absencess R U Conduct reriodic Job-eerforlance
salariesy and other matters of e reviews ‘
interest to manadement . "+ Assidn exeer1en¢ed workers to tra1n
. Evaluate work done and return’ faulty neu—uorkers : ,

- work u1th instructions for. currect1on§

SUPEPVISE UDPkEPS who tD prerare PECDPdS fDP dBtB PPDCESSIHQ

Surervise ‘workers. who #rerare and send out’ customer bank statenents and keee check f11es:l'
Surervise workers who record securities transactions
Sueerv1se uorkers uho coneute 1nsurance Prén1uts

| HORS OF WORK/TRAVEL - \ LT e

Benerallsr these SUPERUISURS keee‘reéulax\off1ce hours.

 SAMPLE PLAGES OF WORK .




Barks and other financial firms - o .r1vate bus1nesses,

L}

+ Government agencies. -~ - , « Public and private libraries
v Insurance companies o e Real estate flrns

| L . a

Manufacturing companies -

A521 SUPERVISORSS FINﬁNCIﬁL RECDRDVPRBCESSING DCCUPATIDNS - ':_@”'~7

These PEDPle supervise workers who comFiles revlewv prepares’ and nalntaln f1nanc131 and relatedf

- precords. for a business, Theu determine work proceduress prerare work scheduless and see to it

. accuracdr and conformance to company rolicies, They helr workers hand
hires traine and fire workers: Theuy also keep work recordsy PEPDPtSv "and  waz- perform - other. -

 SAHPLE uoRK acr:u:rxes

|n-|x|-1||x||;~||‘x P

that the work does smoothlu, Theu assidn duties to. workers and ‘check t?EIJ uﬁrk fgf .geagseSSv
e work problems. a

dutles 1n addltlon to suservising. uorkers.‘

Superv1se workers uho; - :

Review schedules and records to rlan and schedule uork act1v1t1e5

fissidn exrerienced workers to train new workers .- .

Assidn workers to prepare receiptss billsy and. reports

Examine reroarts and documents for comrleteness and accuracy

Helr workers solve rroblems in tracind the sources of billing errgrs '
Direct. the maintenance and storage of recordss such as marsy deedsy and aSreelents

®pu.
PRGIRS

Direct the preparation of dovernment reports

Review and approve rautoll deductions -

“Help workers-in the analusis of rate 1nfornat1on

Check paurclle for accuracy . -

Review and correct customer accounts . .

Examine and correct bookkeerind and accounting’ entr1es o? other uorkers
Frerare shirrindg documents and related rerorts’

L

HOURS OF WORK/TRAVEL

=~ ’ o . Ty ’ "'.
-~ A co. 1

- Generzlly these Jobs-involeee 8 standard 35-40 hour uerk,eeek dutfhs normal office hours,i

N s R o L ey
SAMPLE PLACES OF WORK

- Ranks-and other f1nancfel'1n5titutions

" -~ RBusiness or industrial firms. o o

- Shirring and water transportatlon comranies e

4522 SUPERUISORS; DUPLICATINGv HAIL; ﬁND OTHER OFFICE HACHINE BPERATDRS

-

'These people supervise workers. uho orperate: office lach1nes/used to cory laterlal or Prepare and, _
handle wmail., Theu may work in the duplications department or mail room of a business or in a-

o . post office. Thew rlan work proceduresy prepare work scheduless. and see to it that work - is
-comrleted on Lime, .Theu assidgn duties to workerss check their work for neatness and accuracuy

' SAHPLE uonx aCTIVITIES

[]l\j:

wll Toxt Provided by ERIC

and recommend waus to improve work efficiency. Thes 3lso handle comrlaints and helr uovkers

,complete d1ff1cu1t tasks., Thes nay hxre end train workers and keeP wark records.

0 .

»

- 5ueerv1se ﬂorkers in the duplzcatlns departnent of a Pr1nt ei

-

173
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Talk with surervisors and company rerresentatives to solve PPDbIEIS and Tesolve cnlplalnts B

o




+ Study requests for copwing service - v reProductlon,

and decide the best method of - . 0Oversee machine lalntenance PPDSPBI -
comrleting the orders * v Talk with reorle who need printing . °

. Keep files that shou ‘the due date services to determine the methods and
and status of Job orders : -materials they prefer to be used

« Examine material in process and .‘Order laterlals needed hs workers
sdseest imrroved methods aof i

*- - Supervise clerks who orensy sorts and route nailvandyprepare aaterial for mailing.

"\5 + Read letters and determine where. " cost of 1311 perkits
: they should be sent . Interview Job arplicants and
+ Inform clerks of where to route mail- recommend that rersons be hired
+ Compute the amount of rostade . . Train new emrloyees i
‘reaquired on outd glns mail ¢ KeeP uorker records :
+ Use 2 rostade meter to comrute the . ; ,=z _
= Supervise uorkers who wrar and address Prlnted laterialv such as 133321nes, books, and
neuspapers _ .
" Rev1se malilns llsts working from ShlPPlnS and nalllns T v
+ Inspect work statlons to make sure reports ® o
- that material is wrarred and addressed + Keer 8 file of buss traln, and -
in time to meet delivers schedules - airrlane schedules and Postal lalllns ,
+ Record where- materlals were senty « rates . D

- Supepvise uorkers who Process mail in 8 rost office

. Keer records of processed mails mail .
in erocesss and chanSes in uorker : . - e
35513nments . : :

‘ HOURS OF WORK/TRAVEL -

- Some of these JDbS mau reauire some eveping or weekend worke htﬁere involve_a<stand8fdt35-46‘ .
hour work week durlns re3u18r office hours. “ e I S
A . . ST o R

SAHPLE PLACES OF HORK . ) , ’ :
R . ) . . . : - . L
- Ans business or 1ndustr9 that handles 1ts oun duellcatlns or CDPBIHS act1v1t1es
- Frinting and rublishind comranies . . o
- 4.8, ,Fostal Service P

4523 CHIEF CONNUNICATIONS OPERATORS U B

These reorle surervise uorkers who oeerate telephone and teleSraPh equirment, Thee uork 1n_-'~
places such a3s telerhone officess business firmss and aireorts, Thew determine  work
> .proceduresy prepare work scheduless and see to it that work is rrorerly done. They assidn
; duties to workerss check their work for neatness.and accuracys and reconnend ways to improve -
. work efficiency, They also handle comrlaints and difficult . work -rroblems. They w3y hirey -
' traln: and flre uorkers and keer . uork records, . . . :

SAMPLE WORK ACTIVITIES

Surervise workers uho operate teledrarhic turewriters

I |

-+ Assidn duties to workers and watch . o
them send and. recelve nessaees ' ' : .

- Dlrect workers who file lettersy lessaSes, 1nstruct10ns: and repqrts
- «~ Transfer orerators to different work stations to insure an even'work losd .
QO - Sueerv1se uarkers uho operate teleehone sultchboards at a telerhone central- offlee

12
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'tx}‘. - ) » . -

By

' Conduct ‘on=the~.job tra1n1n§ for new '; ' of/cails - B
- grerators - : ;,DISCUSS service PPDblElS w1th. .
+ Help operators PlBCE unUsual tspes _ custoners - N

- Superv1se workers uho receive and send IESSBSES at an a1rPort ter-1nal

v, Rece1Ve telerhone or radio- reouests
‘for eauirment repair
. Phong the eroper authorities in case.
- of an emerdencyy such as a bomb threat .
. Record work activities'in a lod .

- Superv1se telerhone oPerators in 8 telePhone off1ce or an 1ndustr131 f1rl

"+ Assidn sw1tchboard PDSItanS to e - outdoind Ions distance calls
prerators . , + Comrile 3 rlant phone directory
»..Keep worker attendance records. - + Relieve operatdrs of the1r dut1esz

» Keep 3 1o§ of all 1ncol1ns and . uhen necessars »

W,

. HOURS OF WORK/TRAVEL

Some of these Jobs may reauire shift work and/or weekend uork.‘

; SAMPLE PLACES OF WORK

A1rrorts -

Business and industrial firms ‘ : L .
Telerhone and teledrarh comeanies : .

t1

P

4524 SUPERVISDRS; HAIL AND - HESSQBE DISTRIBUTION CLERKS

These workers surervise workers uho d1str1bute messages and mail and perforl related cler1ca1.‘

.duties, They determine work rroceduress rrerare work scheduless and instruct the staff in day-"-

to-day orerations. They assidgn duties to workers and c¢heck their wark for accursey and
comrleteness, Thes also rprerare - work-reports and investidate customer complaints. In some

L Jobsr they are also responsitile for la1nta1n1ns t1ne and } Personnel records and for hiringy
' tra1n1ns and. f1r1ns uorkers.j . , X o ‘g v _ a

snnPLE‘uORK acTIvITIES | /f';f

- Superyise and coordxnate the act1v1t1es of u0rkers 1nvolved in sort1ns and del1ver1n§ lall

.. and/or messades , _ . o
" =~ Tletermine work Procedures S / _ : ‘ :
Preparg work schedules . ° ‘ _ S S

Inatrugt staff in dau-to-day operat1ons e oo
Assidn duties to workers and evsluate their uork o . -
Study waus to improve worker Perfortance

.t‘ll{

"~ Prepzre work rerorts.

- Investidate and resolve. cusf'ler colP131nts '
- Keer workep records , e
-~ Hirer tra1ny and fire workers :

HOURS OF HDRK/TRAVEL

- Most of these workers have 3 standard 35-40 hour work weeky u1th ‘ne _travel reeoiredqi<"
Houeverv HAIL aun POSTAL CLERK SUPERVISORS -39 have to uork at n:sht or. on ueekends. :

jl£3




.

T
8

T
w
3

S

- Dlrect workers to furnish surrlies and eau1Pnent : ‘ ‘
= Direct workers to arrange stock and order surprlies and eouxplent

-~ Study shipring rates-and routes to find waus to reduce transPortat1on costs

1l I_l,lhll

sanPLE:PLAbEs UF»HORK‘ B R

Buszness ‘angd 1ndustr1al f1rls

Post offices - Co
Telephone and telegrash ! colpanles

4525 suPERQISORss_HATERIAL;RECORQING:;stEDULING.;ofoig;srnlnurrns CLERKS

~

hese ' peorle surervise  workers receives storey lark and issues or sth supplles. Tﬁeslstudsv ‘

ssignments to determine the workerss masterialss and surrlies needed to meet work schedules, .

hey assidn duties to workers and direct. their sctivities, Theu also recommend waus to i ove.«.»
|
|
|
|
|
|
|
|

ork. methods and conditions._ Theu may prepare rroduction or other reports: order materia :
nd check materials received, ~Thew mas hires trains and fire workers. They also W3y Perforn Lo

ome or 3ll of the duties of ‘the uorkers they surervises

SAMPLE uohx ACTIVITIES

Superv1se uorkers who! - . _ , : P _‘ S e
Sy Order9 rece1vey storey issues and - .« Prepare duty’ rosters for a1r11ne
shir materials and surplies in-a : tlight crews - -
- stockrooms warehouser or ward. = - + Prerare work schedules for- telephone'
+ Prerare doods for shirment : : comPany worTkers oot
+ Cleans assembles and rack. sueplxes + Compile rroduction and sales rePorts
- and pauirment in 3 hospital’ central -« Distribute materials and tools to e
supply room - . “.production workers : :
_+ Attach rrice tads to goods in 8 _+ Storey issuey and keep records of

retail store - ‘annunltxon or exelosxves
» Determine rates for sh1991n§ 3oods o _ A

-

“Check' purchase orders  and work stations to deterl1ne the tsPe end alount of lBPklnS taSs
required for each shirment of doods » - ‘ '
Hele worders mark and tas merchandise

a

o _'»

"Plan. and rrerare work force schedulesy using 1nfornatlon such as budSet est1lates and
customer demands -

Inseect films beind 1ssued to make sure that they are prorerls rackaded and 1dent1f1ed

‘Dispateh workers to insrect products and check the .amounts received

Review inspection reports and lab tests to make sure that Products seet SPECIflCBtanS I
Plan the lavout of storade areas - _ S
Advise workers or the care of items rece1ved and stored

KEEP uotVég§t1le records for gayroll purposes o R

- »

, HUURS OF UORK/TRAUEL

»Manu of these JDbS nay reou1re some night uork and overtimes- 1nc1ud1ns uork on Saturdasss
Sundauss and holidaws. This is earticularly true when shlplents ‘have been delased or uhen
materlals are needed 1nled1atels -on Product1on 11nes. S _ -

VSAHPLE PLACES-OFIHORK"

’Manufacturlnd Plants and factor1es o R

Wholesale houses
‘Retail stares

Hoseitals . - . < R e
Utilitu conpan1es . o e e
Airline companies T e S
Telerhone comFanigs’ L 1 4

0il refineries and PIPEilne conpanlese-
Laundrw flants 4
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- Annunitidn rlants _
- Textile mills _ T

. . . . &

4528 SUPERVISBRS: ADJUSTERS, INVESTiGATORS: AND COLLECTBRS

These PEDPIE supeTvise uorkers uho~do such thlnSS as aduust insurance ClBllS! collect overdue ;
paumentsy or collect monew from coin boxes, Thew elan work activitiess prepare work schedulessy -
and see to it that wark does smoothly., Theu assign duties to workers-and check -their work for.

“exactness . and neatness. They handle worker and customer comprlaints and prepare work reports:

" . Thev may keep time and personnel records and oversee Preparatlon of Pasrolls. Thes also may: o

hires tPBln! and fire workers.

- GANPLE WORK ACTIVITIES

-, Surervise the act1v1t1es of workers who nake chanses to 1nsurance PDIICIES o L
. Review letters tyo n adents - workers : ' '
reauesting PDllCB hanges and assidgn - + Check the. alounts of premiums -

- them to workers for rroper action computed by workers for accuracs
+ Interrret insurance rolicies for ' o

~ Sufervise workers who collect overdue charde-account pauments -

+ Review account records to determine for handling <%, - °

_ which customers are late in paging - » Advise workers on how to handle A
their accounts , difficult work problems oy

', Develop form letters to be uspd in _ + Recommend chandes in policy and =~ 7

collection attempts -~ procedure to manadements based on ‘

. Ordanize the workloaqd of staffs , - workflow R
based on the number df late accounts - .+ Talk with or write tb custoners to L

+ Review letters of comrlaint from - ~explain what action is being taken to.
customers and ass1gn°th9t to workers resolve their comrlaints

“

- Ass1sn workers to collect noney’ Trom meterss pay phoness or vendlns lachlnes o 'fff-; B

» Count moneu collected and conpute
the amount due to adents

HOURS OF “WORK/TRAVEL

reauired.

SAMPLE PLACES OF WORK

. M v )
Retail stores
~ Business.offices = -
- Insurance comPanies
Banks and other financisl flPIS :
‘Credit card companies I
Yending mdchine companies :

L i

1}

Geheréllsq these Jobs involve a standard 35-40 hour work weeks with little or. no ﬁfaVei;




-

©

4529 SUPERVISORS, NISCELLANEOUS ADMINISTRATIVE .SUPPORT OCCUPATIONS -

These reorle surervise workers who receives ray outy and/or keep records of mones. for a.

business.' These workers include bank tellerss cashierss food checkerss and clerks who prerare

purchase orders and receirts./ They determine the workers and suprlies neededs establish work

proceduresy assidn duties. | They hire and train new workersy exslain comPany policiess and

enforce rules. Theu resolve jcustomer and worker comrlaints.  Theu count and derosit money

receiveds keep accounts and gther recordss and authorize pauments. Thew also handle comrlaints
- and other rroblems and may rerform some or all of the duties of the workers they surervise.

<.

- SAMPLE WORK ACTIVITIES

794
- Supervise workers who receives ray out and keer records of money in a bank
B . ¢
+ Train workers in cusfomer service tellers’ rerorts : .
and bankind procedures « See to it that enoudh money is on

+-Arrrove checks for raswent “a , hand to meet ledal and business -
+ Resolve customer comrlaints . demands. : A .
.+ Use an adding machipe to balance - ‘

o 7

- Surervise workers whg receive rauments for doods or services in a stores hotely or similar - -

rlace : N v
', Relieve workers dyring reak work + Comrare cash register totals with i
reriods o . - . receirts in_ the register
+ Search records to/ helr workers -+ Keer custody of orerating funds
locate and correct errors on , . Total funds receivedy endorse =~~~
customers’ billg_ ‘ : ) . checksy and prepare bank derosit slirs
” Plan and supervise the activities of food checkers and cashiers in a ‘large food-service
business AU : L o : ' o
. Establish food-checking stations to -+ Watch food-checkindy billindy and
support dining roomss barsy clubs» and cashiering activities C
social functions . Comrile rerorts for accountind and
« Hire and train uoﬁkers manadement Purroses :

Surervise workers who accert pauments for das and electric-rower bills

Supervise clerical workers in the field office of a construction rrodect . :

Surervise workers in the purchasind-and-claims derartment of a ferryboat service

Surervise workers who tuere letterss prerare rurchase orders» and obtain rrice quotations
. 3 : o o

LI I I |

HOURS OF WORK TRAVEL “
- Some of these SUPERUISORQ nay work eveninds or 6n Saturdass; _ . K“
SAMFLE PLACES OF WORK

Ranks

Hotels and restaurants ‘

Retail storesy includind grocery and derartment stores
Race tracks

UYtility comranies

Construction comranies

Water transrortation comranies

o P T, 17




6-47 ADHINISTRATIUE SUPPORT OCCUPATIONSv INCLUDING CLE’ICAL

.'-These workers FEPfDPI JDbS to hele a bu51ness or orsanlzatxon TR snonthls. Thes“uork as benk'

tellersy hotel clerksy or corresrondence clerks., Thes orerate office machines for financial
_ recordkeering or - durlicatind, - Some interview peorle to comrlete forms while others maintain
informaation in files. Some process library materials or examine ;nsurance clalls. Others [ T1°8
collect debts or work as 1nventors clerks. »

461 CDHPUTER AND PHERiéHERIAL EGUiPHENT OPERATORS

Workers in these occupations oeerate and tend conputers or the eauxelent that 1ssued ulth
computers, Theu may read prodrammers’ 1nstvuct1ons and set ur 2 computer runs Or they maw

operate the wmachiners that ~loads the ' computersy the printersy and the eauirment used for L '

computer outrut, Thew mas be resronsible  for card-to-tare machinesy card sortersy and.

collators.. They watch for Problels with the computer or rerirheral eGUlFlent and trs to. sulVe R

. those Problens._‘

4&12 COMPUTER OPERATORS - O

L e

| : ) . . : oLt

{

COMPUTER  OPERATORS control and tend computers. used ]to process - businessy SC}@ftIfICr
endineerindy and other data, Theu read srecial instructions rrerared by PROGRAMMERS and decide
what computer equirment should be set up for each .Job. To process the inputy they first load
the computer with the correct cards» taress or disksy and then they start the comruter, While

it is runninds they watch for error lights or other sidnsls that indicate Problels._ Hhen

problems occurs thes mau locate and solve Ehel or stor the Prosral.
, .

. SAMPLE WORK ACTIUITIES : -

> e

e

Follow 1nstruct10ns for orerating a coneuter ‘ o
Set control switches an computer eauirment o

Select tares and puncheards and load them into the comruter

Move switches to clear computer s% stems and start computers .
Watch machines and control panels for error lights . , . E oo
Ture commands into comruter consoles -~ ‘ : :
‘Notify a surervisor when errors ocecur -
wlre control ranels of eauirment

" HOURS_OF WORK/TRAVEL

.~ COMPUTER OPERATORS n3y work days evenlnsv or nlsht sh1fts; a5 many or33n1zat1ons use thelr

- computers 24 hours 3 das._

| SAHPLE PLACES OF‘uoRK_;"

Hanufacturxns flrls

Wholesale and retall trade coneanxes

Barks _ ,

Government asenc1es _
- Insurance companies ’ ’
Comranies that Prov1de data processing services for 3 fee ‘
Comeuter centers in colleSes and unlver51t1es '

EEEEERE

N
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4613 PERIPHERAL EQUIPHENT OPERATORS foo

PERIPHERAL EQUIPMENT OPERATORS < orerate machines that are used along with comruters. These
machines include devices used to load data into comruterssy (such as tare drives .and disk
-drives)s as well as printers and other devices used to retrieve computer outrut, Also included:
are stand-alone eauipment; such as card-to-tare machiness card sorterss and collators (machines
that arrange material in a certain order), These workers set up and addust these machinesy .
loadtang unload input cards or taresy and unload and sort .comPuter output such as cards or -
frintouts. ' B - ' » N

&

M '
SAMPLE WORK ACTIVITIES »

Tend a machine that sorts computer cards into droups .

Place cards in a feedbox and push buttons on a control ranel to sort them -

Remove sorted cards from bins : R :

Remove Jammed cards to clear a sorting machine

Mount reels of masnetic tare onto srindles.

Set duidess keusy and switches to rrerare machines for oreration:

Wire control ranéls according to a diadram . S

Watch computer cards in a machine for sidns of creases or tears.

Unload cards from 3 machine and label them R

Serarate and sort printed outrut formss using a seecial machine =~

Drerate machines that process data from runched cards into printed records o
Install a control Fanely using wrenches and a screwdriver =~ . -
Tend machines that coru rrinted material or runched cards

Tend machines that remove carbons from printout sheets and serarate. the sheéts<

| N PO I AN T N Y T NN N AR B N

B

HOURS OF WORK/TRAVEL

- As computer centers in many ordanizations orerate 24 hoursAardés; PERIPHERAL EQUIPMENT - -
OPERATORS mau work days eveninds or night shifts. o - -

SAMPLE PLACES OF WORK

Manufacturind firas -
Wholesale and retail trade comeanies , .
Banks : ’ R v
Government adencies '

Insurance comranies : i '

Companies that provide data processing services for a fee

Computer centers in colledes and universities

[ N T I T

N

462 SECRETARIES» STENOGRAPHERS, TYPISTS

-

Workers_in these occurations take dictations tures and rerform other duties to run an office. = -
Thes .may record and ture lettersy reportss and other information. Theu may run other office ..
equirmenty do filinds receive callersy 'and make arrointments.  Some workers answer lettersy
ugﬁte PEﬁDPtS! and do research. Some srecializeé in medicines laws or science. Some surervise
other workers., ‘ o S :

»

13
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4622 SECRETARIES

a

SECRETARIES set arrointmentss deal with callerss take dictations and ture.. In offices where
. turind is done. in word rrocessind centersy thes often handle a number of other duties, These.
duties rande from filind» routing mails and answering the rhone to more resronsible work such. .
as answering letters, doind researchs and writind rerorts. Some SECRETARIES specialize in a
certain area, such as nediciner laws scxence, or educat1on. Soue surervise 3 cler1ca1 gtaff,

_ SAMPLE WORK ACTIVITIES ‘

- Comrose and ture routine letters :
Keer an inventors of office suerlies -

- hOOZI tgroush law books to find court dec151ons that Pertaln to cases wour enploser 3y be
andlin

Serd hills to ratients

Welcome new mpmbers to an ordanization and issue lenhershlp cards

Receive and dérosit funds for lunchessy school suppliesy and student act1v1tles

Read scrirts and ‘ereérare notes for each scene in a rlay

Send 1nv1tat1ons and arrande for food serv1ce for-a hu51ness or soc1al d1nner ‘ »

Ture medlcalagharts, rerortss and letters

o

" HOURS OF WORK/TRAVEL

(No Inforﬁation) - ‘ o -

SAMPLE PLACES OF WORK

- Banksy insurance comeaniess real estate flPhS, sovernlent asencxeSv and other rlacés that-

A Prov1de services to the rublic.
~ Doctors’y lawsers’» and other rrofessional off1ces

- fny industry : . ) !

4623 STENOGRAPHERS =~ ’

STENOGRAPHERS take dictation of lettersy rerarts» and other worded materials, Thew mau take

dictation usind either shorthand.-or a stenoture machine that prints sumbols as certain keus are

rresseds Experienced STENOGRAPHERS can take difficult dictation. For examrles thes mas sit in

on meetinds- or eroceedingds and later dive reports or word- for-word records of what was said,

%one lspec1allze in takind dlctatlon in for919n lan9ua995. Others uork for hus1ness reorle- uho
ravel. : )

' SAHPLE uonx ACTIVITIES

o

- Use a shorthand machine to record eversth1n9 that is said in a -eetlns

- Transcribe dictation oni a secial turewriter that_rroduces punched cards or tape . ~
- Use 2 tuyreuriter to transcribe dictated wmaterial and QPPEPBPE letal Plates used in an -

- addressind machine R, S
Dictate notes into a recordins nach1ne for other workers te transcr1he : : ) .
L1sten to a taped record1n9 and tuPe what 1s heard . : = S <

~

«

HOURS OF wﬁhK/TthEL

Most STENDGRAPHERS work 35-40 hours rer week durind resular office hours.,,
A few of these .Jobs may renu1re 50le travely but most do not.

19
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snnPLE PLACES OF WORK | SR x
- BanPs : _
- Insurance conPanzes

- Government asenczesland other. establzsh-ents that provide servzees to the Publzc
- Doctors’s lawuers’ and other tures of rrofessionsl offzces : S ,

- Uarznus businesses and orsanzzatzons

“TYPISTS make - tuped .coFies of handwritten» grinteds and recorded aords. Thes nay do other

AG24 TYPISTS

- office .taskss such. as answering the shores lezns: and runnind office machines, Theu ma¥ plap
and ture tabless prerare rerorts using many source materizlsy. and make master. copxes of reports

: to be PEPPOdUCEdo ‘They may lzsten to acrecordins ‘and tspe uhat 15 hear '

| "..'sen’PLE uo_kk Acrliviriss- o

"~SAHPLE PLACES BF UORK

Ty b

1 v ' x-.n»

e .

F.

-'TBPE reportsv buszness 1etters: and shipping. tzckets fron handur;tten CoPY - s
Add numbers on an addind or calculating machine -~ - R L

Listen to @ tare and ture what?is héard T . .

‘Keer records and files of comerleted work

Make cories of comrleted work: usind 3 copwing lachzne

Sort and distribute mail and answer the rhone -~

Check totals on rerort forms or bills T S

Watch 3 movie and ture 3 brzef dESCPIPtIOn of each scen@ - - - Lo LT

i

HOURS OF uoRmRAqEL‘V;. o

- TYPISTS freauentls are able to ‘obtain Part-tiie‘ubrk,

t

Fhﬁég;zes ' '

Bar®%y savinds and loan COlPanzééz and other fznanczal flPlS
- Insurance cdmeanies, . .
Real estate firms i
Federals statesr and local sovarn-ent BSenczes o
Motion picture studios o AR
Television stations : v ' '
Hotelss motelss and restaurants

Hosritalse clinicss and doctors' offzces

~ Lawuers offices . _

- Any ‘industry

o .

463 GENERAL omcs occummns LT e

People in these JDhS do Seneral clerzcal uork. They tspev leey record 1nfor-atzon: ansuer the

PhOHEI and Perforn other sznzlar tasks that nels an offzce T™Un snoothlu.'

. SAHPLET -'udax. Ac'nvmzs |

- Ansuer the rhones “deliver nessageSy‘and run errands
- =~ County weidhs or measure materials ~

.\)

[]2\!: Stamr pr nunber forns by hand or uachzne _

~ Sort and file records - o :3(]
.2




- Precave and ‘send out billss FDllCIES! invoicess and checks L
- Orerate office machines such as tBPeurlters; add1ns ‘machinesy and cop1ers
~ Post chardes to service stcounts .

= grerate a telerhone su1tchboard to take or°relau 1nforlat10n )

llllllil.l

- Sehedule aprointments
- Conpute and record Paglent of fegs -

v’no‘un,s. or»uunkmavst |

i

Beneralls these JDbS do not reauire travel. ‘ ER U ,
Most . of these .obs involve a standard 35-40 hour uork ueek. Houever' evening and weekend:
uork nay be recu1red in some uobs. A LT R

*'?SAM'P,LE'PLACES ‘or-uunx-' S R SRR S P S

Comranies that provide transportat1on o S
Schools and colledes - ' o TS L
Federals stater and local governlent a§encxes - & ot
Telerhone and teledrash companies = -

Financial firmsy such as banks and savingds and loan conpanies

Hosritalss clinicsy and doctors’ offices - L

Nonprofit orﬂan1zat1ons; such as anllal shelters~

Paolice stations . _ e

Bu iness offices » R P

464 TNFORMATION cu-:’R'Ks -

These uorkers sather and FPDVldE 1nfornat1on. TheQ a3y interview Pebple in order tc conpiete v

‘faras or records. Theu may work in hotelss helping guests check in or outy and insuring dood - o

service, Others helr rlan travel routesy make reservationsy and issue- tickets, - Some answer
awestions about. insurances - stock pricesy mortdade reauirementss or other.thinds. Some help

reorle comrlete transactions 11sten to conpla1nt51 write letters; or. Perforn other cler1cal C

tasks.

4642 THTERVIEWING CLERKS'

"o

| © - INTERVIEWING CL RKSbltalk to PEDPIE to set 1nfornation that is. needed to conplete forls or

records,  They may talk to peorle in person or by phone, ~ Thew ask "srecific  auestions of
pegrley record  their - answersy and. help FEDPIE f111 out forls.‘ Sohe also sorty c13551f9; and

: f1ie completed forts.

SAHPLE HDRK ﬁCTIUITIES

- Talk with hospxtal Pat1ents to find out thexr na-esy addPESSBS! and'aSes

- Set up times for reorle to be examined at & clinie

- {all credit buresusr emplovers: and rersonal references {0 check PQDPIE - credxt stand1ns

.~ Talk with reorle to learn sbout their buying habits or orinians
= Keer records. of deposits. and rauments and rhone customers who have not raid their accounts on

time

- Intervxcu PeoPle who want to oren 8 checkxns account and record the 1nforlat10n thes Pvnv1de"c

“anto forms
Talk with PEQPIE to Pind qut about their ucrk Problels
Phone Jab applxcants to of fer then aobs -

¥

i !




- SAHPLE uonx ACTIVITIES o T ?",”? S

lllll.

HOURS OF WORK/TRAVEL

(No Infarmation)

SANPLE PLACES OF WORK. : :

Medical centerss such as hosritals or clinics

Federaly statey and local dovernment adencies .
Nonrrofit ordanizationsy such as rehsbilitation centers
‘Ang- larde business or store that has charsa sccounts =
‘Ranks. and_loan comranies . '

~--Public orinion surveu firms

- St 4643 HOTEL CLERKS »

: HBTEL CLERKS redister duestsy assign thel to roomsy and issue. then thelr room kess. TheQ also .
- dive out mail and messagess answer euestions sbout hotel servicess keer guest rvecordsy = Prepare
billss and collect rauments. Theu may sell 1tens such 8s. cands or neuspapers and derosxt 1tels '

for suests in-the hotel_safe.

1

6 . @

-

ASSISn hotel duests to TUORS and 1nstruct bellhors to help then ulth th91r IUSSaSe
Sort and stack incoming n3il and messades o
Give and receive messades by rhoner sultchboardpxor teletspe nachlne

Keer records of which rooms are avallable - .

- ¥ake and confirm reservations

Sell tobaccor candyy and newsrarers

399051t 3uests valuahles in a hotel safe

3

HOURS' OF WORK/TRAVEL

Many of these Jobs.reguire'evehiné or nisht work,
Some of these Jobs mau involve shift work.

1

SAMPLE PLACES OF WORK B o

Hotels .
‘Motels ' R . _ _ g
Jotor loddes : : e
Resorts : E ; S

R T I

4644 RESERUATIBN AGENTS AND TRANSPORTATIGN TICKET CLERKS

.These CLERKS Help PEDPIE who- travel, Sune Plan travel routes and schedules and obtaln

reservations for reorle on rlaness trainss busess or boats. They also do such thinds as rlan

. auto trirsy rrepare travel informations reserve hotel. roomss and issue travel tzckets. “Others
help Passensers safely board the COrrect tra:n or Plane. e , o

PR

523;2‘.'3




SANPLE WORK ACTIVITIES o o

Plan travel routes and fidure out ticket costss u51n§ schedules and rate hook

Answer auestions about travel schedules and rlaces to stay

Prerare travel booklets that contain ticketss schedulésy and travel SUSSES&IDHS

Plan trirs for members of-auto clubs :
Inforn reorle about the need for visas and other, docunents renu1red for for91§n travel
‘Provide peorle with duidess directoriesy braochuress. and mar :

Check rlane tickets to make -sure rassenders have the right fllsht or seat

Assidn train SPBCE to Passengers_

NN

> HOURS OF WORK/TRAVEL .

- Some of these Jobs maw involve shift work,
-~ Some of these Jobs reauire evening or night work.

ﬁ..

’ SAHPLE PLACES OF WORK

Traveﬂ agenc1es

Airline and steamshir comranies _
Bus and train conpanles - : ' :

Hotels . o ' . L e
Government a§enc1es ' , N o o e

LI T T B

4645 RECEPTIONISTS

RECEPTIONISTS are often the first rerson callers see when theg v151t 3 place or orsanlzat1on._
They dreet customers or visitorss determine their needsy and refer them to peorle who can helr

them. Their daily duties derend uron where theu work, Those in medical officesy ma3y obtain’
information from patients. In. beauty shorss theu set up arrointments, In larde businessess

they give ID cards to callers. and arrande for escorts. Many REBEPTIDNISTS also do other-
thindsy such as turer ansuerlthe rhoner file and sort mail.,

SANPLE WORK ACTIVITiEs | e

i Obtain callers’ names and arrande for arrointments u1th Fersons thes u;sh to see

rersons called uron ¢
Collect and distribute mail and uessases
Issue passes to visitors
Phone clients t0 remind them of their aprointments .
Give travel information to bus or train rassenders - ! :
Greet visitors to s m111tars base; and record their namess hone addresses; and the tlles thes

[ T T I |

arrived . .
Caution Park visitors about f1res: wild anllals; and travel hazards , oL

-1

'HBURS OF HORK/TRAVEL

= A few of the Jobs may reauire evening ar ueekend uork. R Coe
. -~Generallsv these . JDbS do not reau1re travel, | o : C

| SANPLE PLACES OF WORK P 23

~'Dbbtors"and dentists’ offlces R 3 g . IR R
-.¥05P1tals and rursing homes - R o el o - '

. -~ Insyrance CDHPBI‘!IES
ERIC- Banks™ - |

185

Record the mnames of callerss the times theu visiteds the. nature of thezr bUSIHESS! and the .;'



Q

' —oGenéralls:'thesevCLERKSLkeeP'fesolartoffioe_hours. o :'p..v o "u}‘: lt"yj'

- Autouohlle clubs

[]2\}: Hotels and conventaontcenters

~. =~ Factories and Plants
- = Transrortation CDIPBnleS

- 'Military bases -

"~ Historical. soc1et1es

- Ans rlace that is open to the Pub11c :

a6 1arok&n1io§=cLERk,-N.E;c.'f’f"' o

These DLERKS Prov1de 1nforlat1on .ang. 3551stance to custolers. Thes answer - people s ouestxons

about such matters as insurances stock rricess travel services or mortdage reau1renents._ They . 3
_may answer auestions by rhone or letter - or .in. rerson. _ Some assist. peorle in _comrleting

transactions such as overseas rprhone callsy loan apelicationsy or room reservattonss - Some
receive and answer comrlaints of callers. They also IBB compile 1nforlat1ony ur1te lettersv,
fill out fornsv and regforn other eler1cal dut1es. . i

SAHPLE UBRK ACTIUITIES

. R . Lo DR . . s . .:p ) ._‘ E .;&%:‘;

Take shoned-in reeuests for 1nfornat1on about cred1t applxéants

i

. Identify callers by 3 code . RS S RN
+ Ture inauiry details on. the kewboard - ¢ T =\
of 8 machine , B L
, Read information from computer g : AR R
printouts or d1splass : : A N

T

Check the accuracy of loan’ appl1cat1ons

. Prerare a file for each loan o ' . PrePare 1nSUrance recordsn cred1t

+transaction in 3 bank : L -reportsy and cories of loan .
. Compare arrlications for loans _ . arpliecations =~

adainst credit rerorts " ‘s Prepare paument books and lall them
s APProve loans and rrerare checks v to custoners

Conplete nortsase transaot1ons after loans have been’ approved

. Check loan parers: for conpleteness ., BGet. busers and sellers to sidgn

~+ Answer bugers’ and sellers’ necessary documents
auestions about the deta1ls of the . 4 Operate office lach1nes to colPute
- transactions fidures : .

Ansuer rhoned-in ouest1ons about the act1v1t1es and Prosrals of an auto club

» Receive and record comrlaints about
“road conditions . o . S -
.+ Helr prerare traffic surveus _ . . i .
+ Tell callers sbout car 1nsurance and ‘ : o
f1nanc1ns

Contact oPerator5 in other countr1es to PlBCE 1nternat1onal calls '
Answer rhone calls from customers who want information about the stock larket

Provide travel informstion to tourists at a state information center - , Sy
Write letters to answer auestions sbout fishind and huntindg re3ulatxons : : :

. R - [
Ansuer reauests for 1nforlat1on about 1nsurance pol1c1es o e . P

'HOURS DF uoRK/TRAvEL . '_V.l: o e '_~. - e - , .x\

jsnﬁPLEVPLAcEs OF WORK

Lo . . .

- BJanks and other financial fxrus | ".':' — y
~ Goverrment  adencies S N 23%2

186




- Informatxen service Rirms '

"~ Railroad and other tr nsportatxon coneanxes Se . C S
- .~.5tate land offices - , . S - ' R .
o= Teleehone comranies - . : : R IR T

, 466'coﬁR£sP0NnEucE GLERKS AND DRDER.CLERKS o _' L

~Workers in these occupatlons help . " customers - PlBCE adsy order Products» or settle Problens. s
They may helr customers. write ads for newsrarers or madgazines. Or they -may process reauests
for - _rroducts.  Theu inform customers of availasbility» costss and- shirping dates. Some clerks
handle letters and calls from customers who want informationr . have comerlaintss .or reauvest
seeclal orders. Clerks fill out fDP-S’f*BkE raumentss urlte recexpts .and keep records. L o

“

’ 4662 CLASSIFIED AD CLERKS

'..These CLERKS take orders for ads 'and help Prepare the ads to be Prlnted in 8. neuseaeerv'
madaZines or some other publication. Some tzlk with customers to. find out what words theu want
‘in:ads and when they want the ads to aprear inm-print.  Thew use 2 rate schedule to fidure  out
‘the costs of the ads:  Theu slso fill out order formsy take raumentsr-write receirtss and keEP
order records, Others hele space and arrande ads on PBSES or check current ads to see hou lan9~
more daus they should be run., - o S

. : N o N - ’ ' o N

SAMPLE WORK ACTIUITIES

Talk with customers on the rhone or in rerson to take orders for classified ads.

Figure out the total charges for ads and collect pauments from customers

Measure and draw outlines of ads on dummy cory sheetss using a rencil and ruler

Arrangde ads on sheets so that.those of comreting customers do not arrear on the same PBSE
Mark ads that have exrired and note the rumber of daus others. should Tun .

Fidure out the total number of 11nes ava1lab1e for neu ads - _

[ A |

R

HOURS OF VORK/TRAVEL

CLASSIFIED. AD CLERKS who prerare copy las,herreeuieed’to'uprk late:at.ﬁiSBfiend on weekende,.‘ U
SAMPLE PLACE OF WORK - = ST

R et 2
Newsparer companies
Madazine companies
Advertising companies

| I 2

S '4663.cnknzspnnnENCE CLERKS

CORRESQOH“ENCE CLERKS ansuer letters concernlns such latters as reauests for doodsy srecxal
‘orderss-damade claimss credit. informationy incorrect billindss and roor service. They read
incoming wail and gather information needed to make rEPhes. Theu way ture or dictate a rerlgy
- prepare 3 form letters or send the customer’s letter to the aprropriste rerson or desariment
for a reels. Sone a8lso keee f;les of letters sent» recexved» or reauxrxne further actxon.

Yooy
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 SAHPLE WORK Acrrvzrrss R

- Ansuer a letter about a danaSe clarh or an 1ncorrect h1111n3s A
- Obtain the records needed to answer_ s reauest for information . g

Draft and ture letters to customersito. let thel know that their letters uere received and -
their requests are beind rrocessed -

Attach information te customers letters’ tor rerlies by other workers } 7
‘Send letters to other derartments for replies - o ; ’
Keer files of letters receiveds sentsy and reeu1r1ns further actlon - “f B R
Prerare reports<of letters Processed o R

-

HDURS‘DF;HDRk/TRAUEL” B I

-

- CORRESPUNDENCE CLERKS seneralls work from 35-40 hours a weeks during resular.office hours. -

, sthLE PLACEQ‘DF WORK .

S Ane bus1nessv “firms or industry ‘that receives larde awounts of/mail from the public or from
. custoners - : R : N o .

L 4664 ORDER-CLERKS

] .

L

-
N

ORDER CLERKS process reauests from customers or comPany eielosees for PPDdUCtS! servxces;- qr

aaterials. ~Thes wmay receive orders bs mails rhones order forms or.directly from Peoele.b,In,.,
. some casesy they rhone.qr write to reorle to inform them of ericess shirping datesy delausr o
‘other information sbout their orders.” Thes mau sepd orders to departments to be filled and;

follow ur on orders to make sure of rromet deliveru. . Sﬂle hele frerare- urztten contracts fnri‘
300ds or handle serv1ce orders and comrlaints., . .

A s g S AR

e,

e SAMPLE"unkK ACTIOITIEs'

- Sort orders 1nto sroues for delivery to serv1ce ‘centers

(uote freidht rates and dive information on truck arrivals to truekxns flrl custOlers e
Talk with reorle by rhone or in person to take orders for productss servicess or Iaterléls
Receive and record reauests from auto club members for emerdency road service

Fill out service cards or product order forms

Answer rhoned-in rerorts of das leaks and arrande for service crews’ to be dxsratched

Frovess mailed in orders for merchandise -

-Issue route slirs to truck. drivers who rick up donated cloth1ns and furnlture o

Receive and process reauests from hosritals for blood -

"Review incoming orders for comrleteness -
Contact customers to Het needed information
Keep ' records of serV1ces Prov1ded to customers

T

P (I

4

HDURS DF HDRK/TRAVEL

-

DRDER CLERKS Senerally uorP fron 35-40 hours Per ueek; durlns re3ular offlce hours..

SAMPLE PLACES OF WORK  ~ =~ .

- Llshtv heatr and POWET comPahies =
~ Teledrarh and ‘telerhone companies - :
- Comrapies that repair or instal] electrlcal eauxenent : : ST ' o S
- Printind -and publishind comranies SUE : : o :
= Department stores : . vl
~ - Nonerofit ordanizationss such as Goodu111 and the Salvation Arns o
El{:(:~ HEdICBl service firmss such as blood ban s

g o " a8 A: -’236;1_f>" o S ;;- B




&

- Ans business that delivers doods or customer services

A
£ N

-~ 7

' 4w Rsconn.ctsnxs S

e . o Tooa ° e i -
These workers cone11e 1nforlat1on, f1le 1t FPOFEPIB! and make it ava1lab1e to others. They may
gather  op verify information for emrloyee recdrdsy hioting work history or skills, They lBB

. work as file clerkss classifuing and sorting .documents and materials, then retrieving them

- other workers to .use. Others work in. libraries and shelve bookss check books in and out for

: users& or FPOCESS new later1als.» SGIE uorkers _process balloting 1nforlat10n or f1nanc1al
records. . . e . .

N . e

L 92 PERsoNNEL CLERKS EXCEPT PAYRDLL aND TIHEKEEPTNG

PERSDHNEL CLERKS dather and f11e 1nfornat1on'o the tra1n1nsv skxlls; Job dutxesv uork historyy
and traits of 3 firm’s emplovees, .They also way compile and tspe rerorts from worker recordss
Many have other duties as well, They may erepsare and la11 foras  or lettersv act -85
receet1on1st9 or check .Job aPP11cants references.

> ’ . @

+

-

a » ) L

X SAHPLE HORK ACTIVITIES B ' T

“ . . E e

N o

- heeP records of the selectlon and Placelent of uorkers in eivil servxce Pos1t10ns
.= Mail out aeellcatlon forms
... TAnswer aeplicants” questions asbout salaries and benef:fs
- Check applications to make sute they are comilete and* accurate
~ File aprlicatiorn formsy test rarerss and records
- Record inférmstion on file cards . , A o
- Ture rerorts and forms
Ta%? uz%h Job: aeellcants to det 1nforlat1on such as “Wwork exeer1encev educat1on; tra1n1ns; and
interests .
Call aprlicants for Jobs to, tell theu that they have been acceeted or reuected
Comrile personal information about the families of militaru workers o
*Write to references to find out about an aepllcants ‘social and loral hacksround e
Photogdrarh or ‘findererint new wdrkers . . :
Keer insurance records onh emrlodees -
Record information on workers such as names address: earnindsy absencesy. and alount of sales
Comrile detailed bills for serv1ces received by hospztal Pat1ents .

o

.
e . 4

}Ialllll

“ > . : . ’ . LR

HUURS OF UORK/TRAVEL

Generalls: these uorkers have a standard 35—40 hour urrkueek.

v

SAHPLE PLACES OF HORK - ' S :

S ' L A S .

.o Flnancev insurances and real estate f1rls . , o -

~ Manufacturind comranies ) B e e
- -Federaly states and local 50vernnent asencles ’ S

- = An¢ business or industry that has a larde nu-ber of elplosees; U
- Hoseltals , S P .

189




4694 LIBRARY CLERKS

'LIBRARY CLERKS do many of the routine tasks  involved in runnind a librars.  They help
.'librarians ' order and ordanize materials and. make it easier for patrons to find and check out:
materials, They check books in and out» sort and shelve library materialsy refair damaded
. -booksy and angwer routine auestions. They may keep files of srecial materialss . They mas help -

in the buslns
~to patrons in different areas of a town. o . . =%

[S

)
Kl

| SANPLE HORK'ACTIUITIES T s

Select t81k1ns books to be nazledzio blind Patrons
Preprare books fop m3iling - ,
Drive @ bookmobile or serecial truck over an assigned route to take llbrars books to Patrons -
Flace books and m3dazines on shelves A . -

Stamp dates on library cards and file cards '
Collect fees for overdue books - -

Comarile rerorts of ‘the number of books issued and the anount of f1nes collected -

Redister library patrons to permit them to borrow books - -
Tend 3 microfilm machine that records information about borrowers and 1tens issued to then :
Check issue cards to\see what books are overdue and who has them

Ture notices to let borrowers know items: are overdue" o

Issue booksy filmsy a ecordingds » . .

Inspect returned books for damade .

Find books shd other materisls for patrons

Use mendingd tape» rastes and 3 brush to-repair books o T S
Answer rhoned-in .inauiries about books asnd services : . : R
File cards 1% catalod drawers = - e - .

3

Rerlace borrowed materisls in stacks or files
g nater1als betueen shelv1ns areas and the 1ssue desk

. . : B . 4

|||||11.||f|‘||r||'||»r

Truck or car

HOURS OF uoéx/TRAvEL S S - e ._‘ , ‘

-'hIBRARY kCLERKS who uork in 30vernlent or other SPec1al 11bra1es usualls work 3 resular 40-»f
our week,

nd processing library materials or drive booknob1les to take - 11brars laterlals o

--In publicy colledes and unlversxts librariessy LIBRARY CLERKS IBB uork ueekend and - EVen1nS.7: '

hours, e
- In é?@iéntars and high’ schools: LIBRARY CLERKS uork regular school hours. o

-

SAKPLE PLACES OF uonx - e

Public 11brar1es _ _

Larde companies or bus1nesses that have 11brar1es . ) o L
Colledes and university libraries o o ;
Fublic school suystems 11brar1es , ‘ e !
Private libraries .

- Federal dovernmenty es#ecxalls in the Departlent of Dbfense angd the L1hrars of Consress

'

4696 FILE CLERKS

0.

FILE CLERKS keer office records . accuraggv up-to*datey and PPDPEPIB Placed. They clasSlfs,
starey updater and find office laterlals on reauest. They exsmine new materials and store them
for future use accordind to 3 sustems. When these records are reaugsteds theus locate them for
the borrower. = Theuy. alsg keep records of materials removed from the files and make sure theu
are returhed, In snall officesy thes often do other thindss such as tspev sort . na;lv .ar . run

office lach1nes.

/ _ _ o




-0

.. ‘SAMPLE WORK ACTIVITIES
~ File letterss cardss invoicess and other records by letters of the alrhabet

- = Read incoming material and sort it accordind to a filing sustes ~ - -

-~ Place materials in file cabinetss drawersy boxesy or in srecial filind cases : .. .
- Search far information. contained in files - S -
~ Remove materizl from files when reauested B

- Trace missind file folders -
~ Type file folder labels = = 7 : . ,
=-Mark or stame codes.on matevisl - - L
'~ Classify findersrints and record and file information about thes -
- Clir out articles and pictures in newsparers and file them for future use
.- = Keep files of uarns for stock reference . -~ . -". . . o
* ~ Store bank records and see that outdsted records are destrowed - = -
- Keep files of tsred material in a library -~ - .. 7 - " ..

| HOURS'OF WORK TRAVEL -

A,-'4Aﬁnst FILE CLERKS héve~a.s£éndérd 35—40Ahour1ﬂbfk,ﬁ§eké o
= Meny of~tbese*Jobs_offer opportunities for part-time work.

SAMPLE PLACES OF WORK
"~ Any lar9e~offié€ or business that kEeas fiLes“or;rg§orés;’but.esegéiailut: R

o BanKS'and finance comranies R

¢.

| AG99 RECORDS CLERKSs NeEsC. . -~ -

. 'These ﬁéﬁple.‘co-éile:“ réco}dv‘,filé;,'b? chécg infofﬁation ﬁéedéd'for 3 vafietQ ﬁfAPUPPOSeS;~A
" Some workers record information on insurance pplicies. Others check school. records to see

- uhether students are elidible to dgraduater or some may count ballots and prerare official
« . .records. Some keep records of deliveries to customefss comeile tinancial ' recordss weather

- chartsy gr train schedules, .

© SANPLE WORK ACTIVITIES

P

Comrute refunds ‘on. insurance roliciess usind a calculators adding machines and rate tables

Exanine students’ academic records to see whether theu are-eligible for gradustion
Intervied fisherswen to comeile information about methods and fishind locations -~
Count_votind ballots and prerare official reports of election resulis N o
-'gongxle records . of the number of newsrarers Or masazines delivered to eath city carrier or
.. gealer .. - . . SRR 2 - ~ . ] » ‘ T '
C —-Conggrt information obt3ined from records and rerorts into codes for srocessing by kewpunch
W updts . o, G - ' S ‘ :
. - Keer records of sugdestions received by 5 committee
- Keer records of credit cards rerorted lost by customers : . ‘ ]
- Comrile information about service calls to rower comrany customers I o
~ Recard ‘information about eroducts to -be returned to @ manufacturer because of defects or
- ipcorrect deliveries - - ¥ RS I R C _ v
.= Gort formss letterss checks receirtss and bills for filind or mailind G .
- Cohgx%e~data to helr a trust department in a bank settle estates and accounts that are. under.
erobate - : A , xh i ghiahtablil i wTE C
- Comrile records about stock and bond transsctions - : T o
~ Cowrile dailg stock market aquotations -~ .. . - L R T
.- Prepare and heep records of savinds deposits snd withdrawsls in g bank - .
', '~ Comeile records of phone comeanu customers’ chandes of address and services .
~ Record the time each train arrives and derarts from # train station B

. s
| I T T}

. - Check the accuracy of insurance comrany records L o
-~ Keep record of moneyr valuabless and other articles taken as evidence in criminal cases
Q -,gonp;%e ¢rgd1t %pfornatxog;nnta,og;et T o »b o *g 1 staff REE
E - Campile information on patients’ diets for use bw hoseital sta s
ERICT gESenble weather charts and bulletins for use in making %5‘f1iﬂht plans
B ot L | S - B

IToxt Provided by ERI



- Colleet l111tars 1nte111gence 1nfornat10n fron~laPSr charts- brxef1n559 and rePorts
= Tag. and arranﬁe artxcles for sale at an auctxon e A

HOURS or HDRK/TRAVEL ;"'1-*-" _’;}; R A»-,', S i‘:.A |

- These PEDPIE work in a3 wide varxets of 1ndustrles. Hork hours and travel reauxrelents vars. e
Houeverv many of these JDbS tspxcalls 1nvolVe 3 standard 35-40 hour Hurk weeks

~

A o - e - .

"SAHPLEvFLACES'OF'HﬁRK LT ”f AR

- Insurance co-Panxes L “ S T ,
- Schoolsy# 1nc1ud1ns,colleﬁes and un1ver51t1es STl e
- Government adencies - L SRR e '
~ Printing and Publlshzng conPanles ".“.,‘- - B
. =~ Retail stores T L A
. = Lidghtr heats and rower conpan1es - e T
.~ Banks and- other financial. xnstxtutlons G PN T T
". . - Hogritals -and clinics. - - - Lo L. v . R S
© . = Telerhone companies ~ | .. | - _ R s T
.= Wholesale trade firms - . U L S RS
=~ Airline companies . - - . o0 S
- Ans lndustrs ST e e e

T I

an FINANCIAL RECBRD PRBCESSING UCCUPGTIGNS.lJZ'?ﬁ” e ,'f,':. j;" |

These uorkers operate lach1nes that colPutE and record flnanclal 1nforlat1on for 3 COlPian.
. 'They mau orerate maschines that total billss rrint invoicess or check inventories. Thew may run
. bookkeering machines that account for- monies  paid ‘into or out of 3 firm. . Others orerate
.~ .. pauwroll, machines and compute wades for workers, Thes nay calculate weidhts and shxpr;ns ratesz o
EEEE transfer securitiess onjeonp1le fxnanclal PECOPd50 _

~

4712 BOOKKEEPERS AND ACCBUﬂTING AND AUBITING CLERKS

, These CLERKS conpute and record nunerxcal data (1nfornat10n) to keeP 5ets of f1nanc1al records
- completes currenty and accurate. Thew _keer  business and account records and may compile
rerorts that show all money received and paid out by a firme Theu Wwork with business. recordss
such as. invoicesy ledderss vouchersr and bank balances. They use adding machiness calculatorss
agg o%hgr business lach1nes to total 11sts of flsures and to conrute 1nterests paurolly or
other fi uress _ ,

' SAHPLE HDRK ADTIVITIES

o

Co= Aud1t t1té and laterlal charges on uork orders ' ) o , S
= Keer 3ccountingd records and: Frepdre reports for banks: businessesy - rower comraniesy -
dovernnent officess or other firms : » L B
- Keek current fecords of funds on derosit in forexsn banks . ‘ ‘
~ Check the accuracy of fidures recorded by other workers- ‘
~ Comrile credit card data from vouchers and computé chardes and Paslents due
-~ Comrile rerorts for bank examiners who audit sccounts - : v
-~ Compile and maintain records of 3 firm‘s stock and bond transactlons S o e
. = Receive and rrocess checkss draftsr and courons at a bank o e
~ Keer records of mortdade losns in & loan firm
.~ Comrute the interest and princiral pauments on loans
= Sggd gheEKSy‘ draftsy and other items to a- clearznshouse for exchanse and settle-ent uxth
other banks. .
= Keer- records of stockss bondsy trust deedsy and nortﬁases held by & bank e
. = Comrute interest on loanss notess and bonds - o
@ = Return unrsid checks to custoncrs or othcr banks %0 that accounts can ‘be adausted and N

‘ []g\ﬂ: balanced . L 3 _ ,
' “Wwi e N 192 3 1




o . o - i . S
. oL ) . .

L= Total and balance checks rece1Ved at s bank _ : o e o |
- Keer records of dividends on insurance rolicies ’ _ S
- Compile datato fidure the cost of lost or-demaded doods carried by & ra11roed )
- = Count_and record the number.of bettind.tickets cashed at a race track
- Caleulate the weight of shirs’ cardo tb compile reports used in assessing tBPlffS .
- Co-P11e reeorts on the value of FPDFePtleS acou:red hs 3 hank throush forclosure of 1oans

| ;—,Hnunfs'f oF WORK/TRAVEL

!

 These>e1erks:senera11s keep’resoier'off;ce hoors.
' SAMPLE PLACES OF WORK

Business firms _ . : S C

Schools - ' R LT L n ‘

- Hosritals . ’ . R A : : .
Norerofit orSanlzatlons . . S : C A
Government adencies

Ranks and.other finsncisl flPIS
Insurance couPanxes _ oo

«

[ T T R T T |

47213 PAYRBLL ANB TIHEKEEPINB CLERKS |

PAYROLL AND TIHEKEEPINB CLERKS keep records of the times PEDPIG uork and the uaSes thes earn.
They add ur work hours from tigpesheets and other records and fidure out the wasdes earned by -
"workets. Theu - may keep 1s . records of the times workers arrive at and derart from worke

- They use calculators and rosting machines tp conpute and. record hours workeds earnindsy

., deductionsy net wadesy and other’ information. = They enter thzs and other 1ﬂfornat1on onto <
"reoord cardss check stubsy and Pasroll sheets. !

; SAHPLE WORK ACTIUI'TIES

Use a posting maoh1ne 40 record fllsht t1nEs and nllase flopn bs flisht off1cer5
Compile workers’ time and-rroduction records , , ,
Compute the total time worked by emplodees L ,
Caleulate the time worked and the units produced bs P1ece—uork uorkers -
Comrile rauroll datz from- timesheets and other.records to PrEPare eoneuter 1nput forls '
'~ Enter wade data onto pauroll records : , A _ ,

- Keer records of sick leave pay - ‘ : , :

- Keer records of doods rroduced by sroups of worker L
= Enter net wades on earnlns record oards; checkSr cheék stubsv and Pasroll sheets . S

CErr

" HouRs olr'uonx/raavsl; | A
r:f'séﬁeraii97 fﬁese Oorkerefheee é st;"dafd.35;49fﬁour work ieeﬁ, ’

SAHPLE PLACES OF HDRK " -

L - Ans bus:ness or 1ndustr9 that uust PFEPBPE Pasrolls B »,“f

o
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4715 BILLING CLERKSf'

: BILLING CLERKS PPEPBPE invoices or bills for doods and services Provrded to custoners by .3
‘business or firm, Thew look at purchase and shipping records to see what doods or services -
were delivered ang then use mrice lists or rate -tables to find the costs of these items.  They
total the chardes and erepare detazled bills to be sent out to customers, - They also nay

- prepare reports on accounts. ,

SAHPLE WORK hCTIVITIES

- Review bills of ladxns and other shirpings records to find the amount of do0ds ShlPPed
- Type the name of the shirrery and the weidhtsy destinationy and costs of SDDdS “on forls

- = Keep files of items received from or returned to vendors _

- Use an adding machine to total the costs of doods shxpped to custoners :

'~ Record savinds balances and loan informstion onto reorle’s bank account records
L - Fidure oult the service chardes for bank services
, = Tyre invoices that list the items solds amounts duey creﬁlt terns; and date of shxplent
| - - Total and record the amount of money collected on A COD route -
S Prepare final bllls for l8111n9 to electrlc poWer custolers

po g

. HOURS OF MORK/TRAVEL ~ -

¥

Generallys these workers have 8 sténdard 35-40'h0ur-ﬁprk'ueek«_f

SAMPLE PLACES OF WORK

Any business or industry.
Bank and finance comranies
Menufacturing comranies

Gavernment adencies - .
~ Public utllxtxes g B '
<~ Railroad comranies
- Compan1es that shir Parcels or fr91sht

LI O B |

4716 COST AND RATE CLERKS .'f,- B I
o These CLERKS conPute costs and calculate rates for 5ood59 servzcesv and the shxplent of soods.
| . - They - study voucherss rate tabless>billind statementss and other records to comrile information
| . needed to comrute. costs or rates., Thew use adding machines and calculators to total lists of

fidures and .compute rates and. charses. Thes IBB prepare chartsy sraPhSy or reports that .
. descrxhe the:r findings, e _ ‘ T o o

SQHPLE WORK ACTIVITIES ) : AR / AR

- Conwlle rerorts to lake sure that shlprng conpanxes are asked to P89 the correct harbor fees

'+ Compare inforastion on statenents; e . Prepare rerorts of findinds.
recardsy and. reports with a sth s -+ Inspect.sheds and warves to
‘manifest « " determine.rersirs needed . . ‘

» Lalculate the alount of tarlffy ..~ " »+.Read service meters to deterlxne :
based on the.ship’s nan:fest L : chardes to be made

- Studa existing frezsht rates and tarxff laus and recoulend chan!es in the rate Practxces of» '
an: air-y uatery-raxl—y or lutor-frexsht comPany e ‘ v - ,

,ﬁ(fzizé

. 1'94, '




+ Study’ PPDPOSBIS for chanses in - " cover items such as handlind costsy

.ratesy ruless or reSUIatIons recelved fuel costsy and classes of freisht
.~ {rom shirrers or carriers . - .+ Prerare revised rate schedules
"¢ Review existing redulations and , e fdvise sh1PPers and carriers of

decisions that dovern rates : rev1sed rates . o
+ Comprile rate-uanual sectlons that . ) .

- Provide rate 1nforq;t1on to rpassenders travallns on lotor tr1ps ;

« Talk ulth customers to dget _ ’ 1nfornat1on based on ture of veh1cle,
» information.on rrorosed trirs = . . distances toll costss and other
© .+ Study mars to select and measure - factors
“travel routes N . Conpute ratesy usxns 3 calculator

.+ Use a rate tahle to sather rate :
Comrile and colﬁute frexsht ratesy rassender faresy and-other charSes,for,tranSPortétion .

: vserv1ces o o T L . . )
N Class:fs freidght accord1ns to's SN Ansuer lall or- Phone inauiries frol :
rate-book descrirtion ' : , shirrers redardind ratesy routinge- .

. Calculate and record storaSE and ° " pack1n9: and other latters
redelivery chardes ,

-

Check and revise freight and tBPLff char99s on bills for fre15ht shlplents :‘
- Review Sas or electric rower rates to see if theu conforl to r99u13t1ons

REV1eu ‘reports and rate assidnments ' CDIPlle 1nfornat1on for rePorts on

for comrleteness and accuracy , : costsy revenuesy and alount of das or '

+ Review srecial rate accounts to . electricity used - S
determine chardes that will benef1t . ».Draw drarhs and charts that show N
customers L , : : chan31ns trends S

€

Compute dut1esy tariffsy and weidht and Frice 1nforlat1on for 1lPorted or exPorted soods

. Convert foreidn monew fidures into . = e T
UeS, money f1suresy usind rate charts : : '

Examine vouchers sent to an insurance carr1er bu doctors and 8PRT ve or dlsaPProve PaBlents
Calculate thie amount of chardes to be made for various tures of. ingurance’

Count the niumber. of words in teledrams and compute customer chardes\

Comrile production or sales cost rerorts for derartments in 3 busipss - L

- Prepare rerarts of the labor and eau1plent costs of loading and -oao1ns ship cardoes

b T T N |

HUURS OF HDRK/TRAVEL

. =COST AND RATE CLERKS seneralls keep resular off1oe hours.
"SAHPLE'PLACES],‘.DF'-HﬁRK' S ST S

- Water freidht comranies

- Air freight lines . .=

~ Motor freight lines. -~ .~ o o A
= Reilroad freight lines . oL . - T e
. = Lighty heats and rower. colpan1es P - _ S

~-Import/exrort-firms _ e

~ Ingurznce comPanies S L _ e

- Telerhone comranies . L S '

- Nonproflt orsan1zatxons TR s




a

A

4718 BILLING! POSTINGs AND CALCULATING HACHINE OPERATORS

7 ’ ’\'. . R
These PEDPIE oeerate machines used by f1rls “to record 1nforlat1onv determine bills and

[

inventoriesy and do math caslculations., Some workers prerare customer statements. The mschine

then computes the balances and reguired rauments, Others record 8 firm’s money matters on =
bookkeerind machine that caslculates balances and rroduces summary rerorts. In other .jobss
ugrter: use addﬁns lachxnes or calculators to comrute Pasrolls and 1nvoxces and do other
statistical work,

SAMPLE WORK ACTIVITIES |

- Sort documents to be PDStEd!-SUCh 8s checks and debit items
- Ture on 3 bookkeerind machine to record @ firm’s money transactions

- Orerate 3 wmachine similar to a cash redister to comrute restaurant Patrons bxlls for’ food -

" and beverades
Comrile and compute freidht and rassender chardes

Use 2 comrtometer to comrute railroad freight chardes

Cory information from office records

Post fidures from adding machine tares onto records - _ S
Use an auditing machine to add sales slip totals - o
Press keys and move levers to feed data into 3 calculatind machine -
Tend a2 machine that computes the volume of das flowind through a leter
VOPerate 3 Proof nach1ne to sort and record bank transactlons

oY

HOURS OF WORK/TRAVEL

T

- Most of these  workers . keer tesular' office hours. Howevers those who work in hotels and "

- restuarants may work during evenind and weekend hours,

SAMPLE PLACES OF WORK S
Eanks and other financial firms

Insurance comranies
Wholesale and retail stores

Reilroad and other transrortation conpan1es
Firms that srecizlize in ererarind bills
- Gasy lxshtu waters and other utility conpanxes

: 472 BUPLICRTING: HAIL: AND OTHER OFFICE HACHINE OPERATORS N /'4

o -

. These workers run lachlnes that coru docuuents: calculate f:nanc1al datay or rerform other
tasks in 3  business office, Thew may run machines that collate infarmstions rrocess checksy
calculate bills and rrint statementss count moneys or emboss metal addressing rlates, Workers
must set ur wmachines and addust the controls,. Theus may load the lachxnes or feed sueh

-aterxals as rarers dluer or coxns into- -ach1nes durind operation. -

..
L]

4722 Ehercatrns HACHINE OPERATORS

These PBDPIE operate or tend eauxenent that can ‘cory docunents such - as letterSv b11151‘-
drawindssy and invoices. The machines, thew use include " mimeodrarhs stencils and copwing
aschines, - Thes keer the machines loaded with rarer and see that thew are set up for the sroprer
numbers and sizes of .cories to be made. Theﬂ also may collate the coexed rades of lenSths
documentss by hand or usind machine. - . _ : :

Orerate a billind machine tr rrerare hxllsu statementsy and 1nvo1ces to be sent to- custolers'

Hotels and restaurants - o : o o - . v




" SAMPLE WORK acnvmss

Load parer into feed trass '

Ad.Just machines for sreedy size of parersy and flow of 1nk

Keer records of the number of cories made: , ,

Place master cories on the drum of a durlicating nachlne . : ,
Use an offset-durlicating machine to make cories of chartss schedules and bulletlns . o
Turn @ handwheel and ink fountain screws to control the flow of 1nk 1n a copier - ’
Select rarer_stock for colors sizer or thickness : _

Clean and file master cories or rlates .

‘Lock .parer in 3 clamping frame on 3 cording machine

Write pade numbers or titles on cories of Braille-embossed rades
Tend equirment that Photosraphs deedsy billss and checks

HOURS OF UBRKITRAVEL

- ﬂUPLIChTING HACHINE BPERATORS tselcalls uork from 35-40 hours rer ueekg durlns norlal off1ce.'
ours.

" GANPLE PLACES OF WORK

Banks

Insurance comranies }

Wholesale and retgil stores ' e
Firms that srpecislize in providing buslness servicesy such . as PPEPBPlnﬁ’ billsy mailing -
circularsy and copwind and collating records and reports : _ S
Schoolsy colledes and universities

Any buslness or 1ndustrs that reau1res larde alounts of naterlal to be coried

7

Loyt

4723 HAiL PREPARING AND HANDLING HACHINE'OPERATBRS.
Cw L

These uorkers orerate and tend lachlnes used to oren incoming mail and to rrepare bxlls and
> letters for mailind. Some of the machines fold and insert enclosures, Others addresss  seals
¥ and stamp envelores, The OPERATORS set upy loady and control these IBChlﬂESo They also las
remove Processed items fron the machines and stack them.

SANPLE WORK ACTIVITIES

Gperate a machine used to Frint addresses and code numbers ori enveloeesy accounting formsy
and_rackades o B
Position rlatesy stenc11sr or_tares in 8 aachine B o

Place artivles to be addressed in 8 loading rack S :

Ad.Just the flow of ink in a machine upit .

Use 3 wr nch and rliers to set machine sters and selections

Use 3 turewriter or embossind wachine to nake corrections on Plates used to address -all
Keer files of addressing plates

Tend 2 machine that folds ads» formsy lettersy or'other Paeer sheets

" Turn knobs to addust foldind rollersy side duidesy and stors in_a foldind IBChlne

:|1||||'|1|||

Tend 2 machine that inserts pripted matter 1nto folders or. envelores | v
Stack inserts into machine feedboxes . - N S _
Tend a3 maching that sesls envelores - T : ; L
» ~ Tend @ wachine that attaches address labels to ads ' : . . v
- Relove labeled articles fPQl nachlnes and stack them L A

HBURS aF HORK/TRAVEL _

- Generallsv these uorkers have 8. standard 35—40 hour ueek.ji'
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~ Banks o : , L e e L
- Insurance’ ComPanies . o ‘ o o e

- = Wholesale and retail stores

‘= Firms ~that spec1311ze in Prov1d1ns sueh bus:ness serv:ces 35 PPEPBPInﬁqplllS and laxllns

“eirculars

- 5

4729 OFFICE WACHINE OPERATORS M.EWC,

: TheSe people operate speclal nff1ce -achxnesr such as those used to PPEPBPE address:ns platew~
‘list and total bank itemsy a3ssemble  pades in orders. or sort and count monew, Some tend
- machines used to msount microfilm onto cardsy or to sort and record checks.  Theyu: may orerate

one or more machines. Many of the machines they use must be set up for orerastion: = To do thisy

“the - orerator may ' addust -settindss ~ mardinsy or other contrals. Thes also may load or feed
: co1n5v checks: dluey . Paper or other later1als 1nto the lBChlhESo , ¢

a .
e

SAHPLE UORK ﬁCTIUITIES ,

g

- Operate 3 lach:ne to elboss letterlns on -etal Plates used 1n address1n§ lachxnes or'

T AdJust the Plate carrxase “for the : letterxns tnol in. posztzon
" sgize of rlate : - -+ Pull a lever to lower the tool and )

.+ Read cory to be embossed . e enboss the letters on. the ?late
_+ Turn 3 handwheel to set. the '

T ~'set autonatle controls to space Iettersv wordsy. and 11nes

- Tend a machine that asseubles pades of printed -ater1al in nuner:cal order ‘

. AdJust.controls that resulate the ’ " holding traus ' oo

stroke of 3 rarer pusher: o .+ -Start the machine and renove _
_ + Place pages to be sssembled in - -~  assembled pades
- TendAa uach1ne that. lounts n:erof:ll onto file cards , :
v Insert. rolls of nzcrof:ln 1nto the v Pour SPeclfled anounts of slue 1nto .
" machine ..+ the hoerer
» Fill the nach:ne hosper u:th . “ 4 Start the lach1ne and Hatch 1t
- presorted cards : . R operate

. - Dperate a machine to sorty recordy and Prove checks fron nut-of-c1t9 banks

s

4*— Sort and count PaPEr RONEYs. usinsg a noneskcpunter _
e Check money for fake or worn b:lls S lachlne asa:nst the amount. of derosxt e
" Surt bills according to their value = " rerorteds usind an addin$ machine .
v insert them in the machine - e Bundle ‘and wrae counted money
Y Check totals registered on the =~ ./ o 3 _
- Sorts couhts and wrap co:ns: tsing var1ous nach:nes o “=", . e Ty T
¥ 'Feed coins -into the horper of 2 - ,‘;" counted noneu B N R
nachine that counts and bads them + Wrap coinsy us:ns 3 c01n-ur3PP1nS
» Re-over sealy and weidh baSS of . machine

N
Q

» Sort checkssy drafts and credit PR
letters acceordind to.bank o cL o
+ Endorse checks and other items by PO »-ﬂﬁt::
~ hand or lach:ne . T

- Operate a machine to, llst and’ total 1tens~to be collected fro- banks ‘

s Make cdn:es of trans:t letters and : . _~‘, ST S
~outdoing checks . : L C
, List transit itemsy u51ns an add1n§
sachine or calcuylator - i
.- f:“f - C e

- Tend & machine that separates: trzus; and addresses recn:pt for-s .

e .36

\) .




‘“‘. K

e Addust the nachlne to address the T A
. forms and serarate them for msiling : e
+ Check processed. forms for correct
. errntfnSrmtr:lnznsy”§nd‘§eearat10n ] CTe Do e
.». Chande aachzne r1bbons S B T IR S

- HOURS m-' uoRK/mvEu |
3 - Generails DFFICE mcums onzmms keep res;J.;; 'E?nce hours-‘ TR

 sawpLE PLACESOFHGRK T

f-\

- Bankseand other fznane;al 1nst1tutxons } L
- Busznesses offices . oo _vﬂ e

o
q -

T - ~~473 commzcmons EQUIPHEHT oﬂ-:nmns S -
. R - _ - 3 A
_ These uorkers lBB send or rece:ve tessaSes bs telesraeh: telePhonev rad:nv or teletsee. They
- may- receive messades. from alarm-sustems or transmit wirerhotoss Theu may work as switchboard -
- operatorsy helpind customers and clients. make ¢alls or arranding conferences; Dthers may send

- or' receive coded messadesy . transfer larde sunb of nongp by uzre: or dxrect the transfer ofﬁ :
_nater;als; such 85 Petroleunv to drstrlbutors. A o

"_

- N S T
i 5 . S T
l

R 473 ‘n-:LEPHONE OPERATORS

. : : Fanc | ) L S
These PedPle operate telephone santchhoards to conkect callers. Thes listen with heddsets - and -
-use- pushbuttonss = dislsgs -.or seeczal rluds to. connect phone lines, Most work:in telerhone - -
central offices:or larde busznesses. A few work in police stationsy military basess teledrarh
officess airrortsy’ or operator . trainind centerss - Those who work in telerhone-offices help

" callers reverse chardesr find Phoﬁe numbersy arrande-copference callsy lnd contact hele ln an
enerSencs.‘ They also record bzllx s 1nfornatxon for calls nade. L .

A

SﬁHPLE HORKlﬁcTIVITIES

- Operate a suztchboard to Put throush lons-dzstance calls
. . = WYatch signal lidhtsy rlud cords into 3 trunk-dacks and press buttons to connect eallers
| = Put tickets into time-stampind devices to record the times that toll calls were tade ‘
..~ Look a3t charts to.figure out the chardes for pau-phone calls v
- - Send messades on private teledrarh wires or rhones _
~ Receive and send solice messades '
- - Call for asbulances or fire truckss when reauested
- Orerate the communication system at an aireort
.~ Look ur shone numbers for callers -
- Put throush calls betueen offices in an bus:ness center el

Hmnsormnmm R

- Man9 TELEPHDNE COHPAHY and .BUSfNESS OPERhTURS uark betueen 35 and 40 hnurs a ueeky often. ‘
. during resular aff;ce hours, -
= TELEPHONE COMPANY OPERATORS and UPERATDRS in hotels: hosrztals, and other rlaces uhere rhnne
servzce is needed on ‘@ Z4-hours basisy often work on sh;fts and on holidays and week :
, n: OPERATORS. work selit shifts ~that iss they are ? gﬂ%ur:ns the reak callxns rcr;ods
;n he late mornings and sarly evening and have. tzne off in T T
: EJQJ}:‘  OPERATORS work onls rart-time, . S Lo
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o Penale in these Jobs operate tele:rarh eauxelent to’ send and recexve s1dnals or- m
- customers or businesses. . Some use srecigl turewriters to transfer bank funds and/securities.

. SAHPLE uonx ACTIVITIES

SAHPLE~PLACES-¢F-§DRK -

_ f_ Telerhone and telesrarh conran1es - R :
" = Mahufacturing f1rls , , -f.f .

- Hospitals = . e e

. = Derartment stores :
- smemeepysinesses that have a Iar5e nunber of rhones

~ Military servzces A _ T §
- firports - - o o T _ o o S

- = Bavernment asenc1es e i . L Te N
T Pollee statxons S ey L I

S ;.: . R 4733 TELEBRhPHERS o

ssases for
Others use teledrarh keus and: teletyre machines to send and receive train orders and MESSaLeS

‘They sometimes send 'and receive messades in code, Hans of these workers verfor clerxeal or
»“other offlce dutles 1n addltzon to sendznd and_ rece1V1ns lessades. : . v

R :

- Tspep code: and decode -essaSes

< Use 3 teledrashic turewriter to trénsfer bank funds .’ :ﬁi:i ',V_Af i;: ]:.r' 'd’:"‘ ;‘Q"'

T Keer records of bank funds’transferred-

Read incomind messades to dee if thew contain errnrs .

.~ Paste messades on a tare Jttachment to transmit them ‘L

.~ Press teledrarh keus to send messades in Morse code: : o o

= Sell teain tickets and forward baddade and freight .. = . . -~ . . —
= Notlfs uateruas off1c1als of acczdents and dzstress dalls ' e RAIRER.

HDURS oF HORK/TRAUEL o _.", o ‘;,‘,4;f:-vd" fvﬁf,t"

ﬁd',- TELEGRAPHERS uho unrk at traxn statxons or teledrarh offxces oftenA nbrk':duninsk nidhts'iandev

B ueekends. Also: thes often work on shlfts. ' R A

-

®

| snnpts PLACES‘DF NORK

- Telesrarh comranies N : S -s‘f',;x JEE

~ Railroad wards and statzons ‘

o Gavernment adencies
- = Banks and fznanelal 1nst1tut10ns

; 4739 COHHUNICATIONS EQUIPHENT OPERATORS' N.E.Co

G

vThese PEQFIE send and recezve nessases. Thes unrk in dxverse settznss and use dszerent kxnds'

of eauiraent. They may. operate a switchboards radios_alarms or wirerhoto mac

nessades to'dxrgct the Tlow.of 0il to and from an 0il slant.  Some provgdz tﬁiﬁﬁﬁon§°§§suir ::-'
services - for clients, Some listen in on'the business calls of shone comrany workers to make
sure that correct and courteous service to beind fiven, Some wire photos to neusrapers. Sone

- operate alar- ssstels to send and receive messades about fires of 1ntruders. g s

.




SAHPLE UORK ﬁCTIVITIES

= Send- nessaSes betueen the central offlcey PlPellneJteriinaisy’end PUl#ins sﬁétidné of ‘an 0il s -~
dlstrxbutlon rlant _ R ]

+ Use 3 switchboard to~ relas IESSBSES L Reée1ve rePorts of the Punplns IR

~ to direct the flow of oil and das° .~ = schedules Lo

+ Sends receive and rost 1nfornat10n © .+ Tupe reports and records and keeP
on-oil stocks oo Tiles

Operate a switchboard to Prov1de a telephone ansuerxns servzce for c11ents

;v Greet callers and give the client’s "+ Place shone calls for clxents 1n B
- pame Or phone number T "~ emerdencies s,
+ Record and de11ver lgﬁSBSES! §1ve g\' e Date and keeP f;les of lessaSes LT

T oout, 1nforlat1onr d’relay calls , , . _
calls betueen telephdhe operators and custoners to see uhether Proper L

Listen in ‘on sho
servmce is. beind.

,

j o UPlug thd i es_into the | \\ B E PN
© - . switchboatds listen™bo converSatxony s s TN " B T S : SRR
and re¢drd errors . v o e NG LT
. Bive ‘the list of errors o ‘ - e \\\.‘, R A . i
, ~supervisors for action o T o L A T A
. : B . I
e Operate 3 wirerhoto machine to send neus PhotDSraPhs to neuseeNErs and naSaz1nes I
-+ ‘Insert PhOtOSrBPhS into @ camera - telesraph wires . f\Nu ,f%’f 2
chamber that has a device which scans ~« AdJdst dontrols’to reduIate«the—“' ' X
and transmits rhotodrarhs over .. -processes of the machine '
- OPerate a8 fire alarm systems rad1o transaxtter and suxtchhoard to send and rece1ve lessases o
AN -about, fires : . . v _ e
+ Receive 1ncon1n§ fxre calls by phone T Use g radxo to ndt1f9 the f1re :
~ or alarm sustem “  department =
, Duestion callers and look at the ' "+ Send messades from the scenes of e
cite map to see if the fire is 1n “the - firesy such. as reauests for more help
service srea ©* and medical assistance S S
. Determine the nusber of units needed + Record the dater timey and: tspe of S
- to resrond to the fire , .. esll recexved or sent~ , R ,

L.
e

- Keer Piles of fire calls o ” : R
- Read and record coded sidnals rece1ved bs 3 secur1t9-s1sn311ns SBStEl

. Interpret coded signals recexved on i Record chandes in custOlers upen1n§

Sy

the sidnal bosrd _ 'and closing schedules ¥
» Rerort alarms to the PDlICE or fire > Prepare daxls activity rerorts S
" dePartment ‘ , _ :
HOURS OF WORK/TRAVEL -~ =~ | e

. . " . . . .
’ . ’ T ' B -

- Mapy of these Jobs may reauire evenind and weekend work.

-

- SAKPLE PLACES OF WORK . L
- Gas.and pil Pzeellnes and’ d1str1but1on centers B Lo . _.  o o
- Firms that provide business servxcesv such as telephone ansuer;ns L A

» = Telerhone compahies
' ~ Newsraper and madazine comranies
N ~ City and State law adencies’ _
L - Local fire derartments
| o= Ane bus:ness that operates 1ts onn securxte alar- sustem
r

® co C . . ' . . ¢




. A74 MAIL ANn'uEssnse-nxsrkxnurlns occopnrxons.n‘,.

-Uorkers in these occurstions handle mail and other lessages. They n3y. uork in rost offices

sellind stampsy sortind mails or answerind customer auest1ons. Some deliver mail to .rPrivate
tomes and businesses. They sort msil and carry new mail back to the -post office. In private -
"industry and dovernment adenciesy some workers sort mail that has been. delivered. Thew oPen - -
it stemr ity and route it to the arrrorriate rlace, Some workers de11ver lBll! Pack35951 s
teledramsy ‘and lessaSes between businesses or individuals. . _ R

»

4742 PUSTAL CLERKS, EXCEPT MAIL CARRIERS )

.

PBSTAL CLERKS process mail in local rost’ folCES and arSe mail Processind. centers, Most
rostal clerks “sort. mail. Thew serarate incomind apd outdoind wail into drours of letterse -
madazines» parcelss and newsFarers. They also feed let ers ‘throush stamp-cancelind machines: .
and sort mail by ZIF code for delivers or routind. Some work at public counters sellind . -
-~ 'stampsy post cardsy and_stamped envelores. Theu also redisters insures and weish mail and . .
.. comrute the. cost of mailind items, A few 91ve tests t PDSTAL ERKS. : - . S

SAHPLE'UBRK Acrrvxrxss

Sort 1ncon1ns a2il into slots or baSsv accordind t uhere 1t 1s SDlnS next o
‘Feed letters into an electric cancelind machine: . ,
Move mail from place to rlace in 3 rost office.
Give tests to rostal clerks to see what .theu know about citys state and re91onal addresses
Sell postade stampss rost cardsy and staared envelores - o e

-Issue money orders
‘Place mail into slotsy according to addressesy of names of Persons

Weidh rarcels on 3 scale and compute the mailind/ cost based onh uelsht and dest:natlon
Fill out forms for comrlaints.asbout mail servic . w
Answer peorle’s auestions sbout mail re9u13t;ong ' ' S . S

HOURS OF WORK/TRAVEL A R ,::, S
- POSTAL CLERKS who - sort m3il mag have to work st nlsht or.on ueekendsv because lost larde PDSt

offices process mail around the clock.
- POSTAL CLERKS who work at counters rarely. ave to work at nlshts; but R3Y uork on Saturdaes. -

- Some POSTAL CLERKS work on 3 Part-tlne bas _ .

43

. ‘ /
SANPLE PLACES OF WORK - !
e - The US Postal Service | : // - o ‘ :

4743 MAIL CARRIERS, POST OFFICE

HAIL CARRIERS walk or drlve over rl nned routes to deliver and collect nall. In the earls, .
"« morpindsy they Prick ur their mail at the rost office and arrande it for delivery. They then
deliver the mail to rlaces alond their routes, They also collect rostade-due and delivery fees
for redisteredy certified, or insured mwail. When theu have comrleted their routesy thew return -
to the post office with the wail thew have dathered from places alons their routes. Theu also
turn in nall recelets and fees colleoted durind the day. _

SAHPLE uonx,ncriuxr:es

Q Drlve -] nall truck to delxver la;l 1n 8 counte area _ {l(} '. ' :1 — o .
[:R\ﬂ: Plok up nall fron roads1de nallboxes : ’ B -




- Insert mail into slots of 3 naxl rvack to sort it for delivery i : : .
- Arrande. mail for delivery accordind to locations along the route : o
- Collect mail fees from reorle and have them sisn rece1rts for mail o

- Enter chandes of address in a route book , ;

-~ Readdress mail to be forwarded ' ‘ "
i' - De11ver fackades to businesses and homes

HOURS DF HORKITRAVEL

-
-~
@

= Host” ﬁﬁIL BARRIERS besin uork early in the nornlns in soue cases as eifls 3as 4 demey if thes'
.~ have routes in the business district., _ - - -
" .- — Some HAIL CARRIERS uork on-a part—tlle basls. . '

SWLE PLMCES OF WORK G

~The US Postal Service -« .

-

- ATAA BATL ELERKSy EXCEPT 'msﬁorr:cs

. . - ¢ . .
-~ &

These CLERKS presare 1nc0l1ns and ‘outdoind -311 for dlstr1but1ono When letters are received 1n
an offices they stamp them with the date and then orens reads and sort ‘thems They sort mail by
destinstion and turey such as *bills'y. "orders®y and "rauments®. Once the mail is sortedsy they

- route it to the sroser person or off;ce for handlind. They 31so ‘srepare. outdoing mail
sealind and stameing envelores and packades. They mau keer records of letters’ rEcelv:d and
sent out. Thes also may use mail rrerarindg and handllns lachlnes to rrocess wa3il.

smwuz uom( Acuvmss Y

~ Sidn rece:pts for. lBIl and record uhen it arr;ved » )
= Oren and sort mail -and. stamr it with the date it was recelved

~ Ture routing slirs

- Regord the. names of reorle who sent, letters to transfer‘stocks

- File records and receirts for stock transfer .orders - ,

- Mail letters) ‘adsy and samrle doods to possible customers o : .
~ Qren envelores by hand or machine . ,
~ Readdress mail that casnnot be delivered due to incoarlete Of 1ncorrect addresses ‘
- Keer a leddger of mail received and distributed

- Tahke outdoind redistered mail to the post office -

-Operate a8 -achzne that addresses: aexshs: and bundles na!az;nes or eataloss fbr na;llns

HWRSOFHORK/TRAVELv — T e

.-

- Generallsv these uorkers have a standard 35-40 hour uork ueeky durzns resular off1ce hours,

-'sm"n;z ‘PLAcEsoruoRK L — I
o —vConranles ‘that print and‘sublxsh 1t¢ns such BS'IBSQZLDES! catalogs: n& ranphlets -
- = Financial 1nst1tutxonsrznc1ud1ns banks and trust compraniess nortstse assocxationsv savznxs
and_loan comsaniesy brokerasess and exchandes

. = Wholesale and retail comsranies and stores - ’
=~ Any bus:ncssv firmy or industry that sends or recexves larse anounts of mail.

o 3 v




| A745 HESSENGERS J

L .
.

MESSENGERS run errands and deliver letterss packadesy and messages to homes» between .
derartmentsy or to other businesses. Their. work duties derend uron the Jobv Some deliver and
pick ur mail in 3 bank or business, Others-deliver teledrams or packades to homes, In some
Jobs -they mag furnish workers with clerical surrlies and deliver messades between offices, 1In
other Jobs: they sort and hand out mail, f11e art1cles and recordsy and do _other small tasks

. that make office work go more smoothlu. _ - . .

’ . . ) .
SAMPLE WORK ACTIVITIES

- Phone railroad workers to tell them when to rerort to work s :
.= Gather checks and ledal documents from derartments in 2 fingncial firm. ’ "
- Deliver checks and secyrities and det receirts for thew® _ ) ,

- Deliver and eick up mail inside 3 bank ' : .

- Drive 3 car to rick up and deliver items : b

- Deliver messadess teledramsy and Packades to businessés and Pr1vate hones

= Walky ride 3 biker or take a_cab to deliver items . .

Orenr sorty and hand out meil-in 3 business office . s,
‘Collecty seals and stémp outdoing mail . i - o,

Mark and file articles and .records ' 2o o / ; N
Deliver ads for an advertising adency ' ' i » ‘ .

Take iteas to,and from offices in 3 buildin -
Insert 1tens in a3 carrier and route thel throush tubes to d1fferent 10cat1ons =

— » 4

_HOURS OF HBRKITRAVEL - S s S

Generallyy HESSENERS have -] standad 35-40 hour work ueek.

SAMPLE PLACES oF WORK , : -,‘A",_ T
- Printing and Publ1sh1ns firmsy such as newsrarer and laSaz1ne conPan1es
~ Banksy stock .brokeradess and other f1nanc1al firas
- Railroad comranies _ . .
- Motion ricture studios e T - L . .

-~ Teledrarh offices
- Any off1ce, businessy or asencs that must: send letters, IESSBSES! or. Packases

475 HATERIAL RECORDING,- SCHEDULING, AND DISTRIBUTING CLERKS

¢

These workers keer track of materiazlsy eaquirmentr and work' schedules. Sone work as 1nventors
- clerksr receiving and disrersing doods and ecuirment from storerooms. .Some control the flow of
work or materials between comprany deParthents or disratch materials and workers to work sites.
Some work as  meter readersy materisls’ checkerss samelerssy or expeditors. They check SOOdS!
‘measure use of groductss or 1nsure that rrodyction or service uork runs smoothly,

1

4

4751 DISPATCHERS

DISPATCHERS §gnd out uorkers: nater1als, and eguirment as reeu1red bs work orders. Thes review
work orders™and schedules and notify workers of rerair or other work needed or materizls that
should be delivereds Thew may . ta3lk with department surervisors to find out how work is -
rrogressing and compile reports on the prodress of work. DISPATCHERS also keer records of work.:
- orders received and relaved., DISPATCHERS work in many d1fferentAsett1nss-and JObSo Hans have
other dut1es in add1t1on to those. descr1bed. : ' , : e

»_?,;h: RSSO 41§3




ow

" - - (ias companies. .,

— - Shipeing and other water transportatlon couPan:es
Nﬁ\\\\“\*\\\:\ggilroad and bus linpes '
- ies that Prov1de secur:ts duards’ and servzces

;\)

-work orders and schedules to derartmentsy and comeile work reports; Thes al

" SAWPLE WORK ACTIVITIES

< Gehedule times’ for cars to be repaired .
= Notify darade workers to deliver cars ’

~ Prerare work orders and send then to serv1ce crews
- Schedule service calls
- Send out service crews to reeair rhone llnes or sas mains

-

= Call customers to see if theu are.rleased with PEPilP service uork

- Keep recards of service calls and work orders .
= Use 3 radio-telephone to disratch orders and relay messases
-~ Take rhoned~in reauests Pee-repair uork and relay the reauests to 3 nalntenance creu

- = Order suprlies for repair workers . - : :
- Dispatch shir pilots to shirs enter;ns or. leav1nq 3 rort L

- Notify security guards of work 3551Snuents _ C T
- Issue eauirment to duards . L C '

- Broadcast orders to.police radlo patrol unlts A

- Keep records af the number and tures of railroad en51nes avallable C
-.Select tusboast captains from 3 roster "and notify them to reyort to uurk e
- Dispatch lond-distance buses accordind to 2 schedule - - "o N
- Send taxis out to reorle who call and reauest them ' L S

L= Send uorkers out to repair roadwaus and other structures

-7

¢ . . . -

HDURS OF UDRK/TRAVEL

]

= In many JObS! DISPATBHERS may be’ asked t6 work evenlns or nxsht shlfts. This 1slrart1cularls .

true in utilitys taxicsbs and transeortation CDIPBBIES and in Pollce departnentSr uhere _
DISPATCHERS are neeﬁed 24 hours 3 day, _ , . _ ‘

R I

<

sAﬂPLE- PLACES or WORK

~ Light» heaty and rower c0lPanzes'

~ Telephone comranies and teledrarh companies
~ Cits-or counts waterworks rlants

- Sarvice darades . e

-~ Police departnents Cod
~ Taxicab companies
~ Industrial plants

4752 %zonucrmn\hmmm R
\\ ‘ s - i -

These workers elan and schedule uork act:v:t:es in a buszness“taxuznsure that rrnductzon ur

sgpvice schedules are met, Thew estimate the nuaber of uorkers~and anount and tures of
aaterizls needed and then arrande for them to be erovided. - Thew schedule work eng\a imer relay
so” s‘cqggginge

- T

flow of aterzals and eau1rnent betueen departnents.

| SAWPLE NORK Amvnn-:s R R .

.- Plan and schedule uark act1v;tles to uake sure that Productxon or serv1ce schedules are aet

- Study blueerints or drawinds to deter-1ne the tspe 3nd anount af uaterlal and eau:r-!nt
needed ta make. products
- §gvzeu dPrnductmn schedules and talk u;th deﬁartnent superv:sors to deternzne the -atermal
auire

"~ Prepare production schedules for products

~ §tudy rroduction schedules and staffing tables to deterlxne the nusber of‘uonkers renuxred

-~ Notifuy workers of their assidnments
~ Addust schedules to meet emerdencies caused by 1ncreased Productxon de-ands

- Arvande for materials to be transferred between derartments

o Coordxnate the activ;t;es of uorkers in various derartments -

205 '_ 43




© - a

Schedule the flow of work between departments to maintsin rroduction schedules

Review daily records of act1v1t1e51 records of laterxals recexved and usedy and rerorts - from

various workers IR ;

Prerare and ture reeorts b, 3

Schedule work on darments recexved for alteratxons at a retsil: store

Prepare schedules for the maintenance of military eguiament

Comrile weekly assidnment schedules for workers in the production derartment of 3 Plant

Comrile schedules for an advertxs;ns asencs to make sure that artworky. coryy and 1390uts are

‘prepared on -schedule . o

Schedule due dates for work in a keseunch derartment. - . ,- e

Determine the flight times of airrlanes , : o , : ;

'Prepare sehedules for bus or streetcar lines - ~ 0 : e

Gather parts reauired to comrlete electric units v 1 .

Estx:age t?i labor and material costs of Prlntlns and - blndxns bnoksr ramphlets and other

A printed matter . E R

e -~ Relay schedulindg 1nforlat10n to workers on a car assembly 11ne : S : S

- - Advise railroad rersir shors when locomotives need an oil chanse : oot ‘ o
|
4
|
\
|
\

- Comrile duty rosters for air flisht crews ,
- Schedule work for. a train crew and keep their time records
- Assidn taxi cabs to taxi drivers and keer records of their assxsnlents and trirs

- Keer records and rerorts of tests ‘rerformed by rower comrany crews

-

HOURS OF WORK/TRAVEL

(No Informétiop)

SAMPLE PLACES OF WORK -

Ty o v ' a

Manufactur1ns Plants
‘Railroad comranies ' o - o .
firline comranies - - , : o T S
Truckind firms , Vo o o S
Lights heats and rower coneanles

Comstruction comranies ' : - o 4

Retail trade stores ' , . L

Printind and rublishind coneenxes : ' S
Photofinishind plants

0il comranies

lllllllll.t

A753 TRAFFICv SHIPPINGs AND RECEIUING CLERKS

1)

~ These uorkers keee track of 3ll shirments of doods leavind or arrxvxns at a2 rlace of business,

" Before doods are shirreds thew check to see that orders have been filled correctlu,. Thes mas.
fill orders -themselvess by obtasipnind doods from the stockroom and packading them for shirment.
They also mas truck doods to the leadind dock and direct their loadinds - Thes check incomind
shirments te mzke sure ofders have been correctls filled, Thes keer records: of 1ncol1ns and :
. outdoind shirments and may arrande for adJustments when soods are lost or dalased. : .

SAMPLE WORK ACTIVITIES t : ° - " o o

= Record information about inconins and outsoins freishts such 8s destinationsy sending
\‘ﬂeaartnenty and chardes L
- Read 8 g4 orders to- deterllne the anount and ture of tranSPortatzon needed

Contact carriers—ta make arrandements for losdind products - :
Shir customers’ rarcels bu _railway exrress :
Weigh rarcels and refer to ra arts to compute charses
Sort rarcels and rlace them in bins @ ckss accordind to, their destxnatlons
Check the identity of freight cars enterind a railroasd vard to be loaded : _
‘Keer records and.- prerare rerorts: on _the amount and’ Value of fuel oil boushty recelvedv S
storeds and used in electric-denerating rlants T~ :
~ Count» weighy or measure items to be shirred : ‘ ~..
: - Stamr or #lue shirrind instruetions on erates or centaxners .

O - Place materials into enveloresy -boxesy or other conta;ners to: Be shxpped or nalled
[]2\!: Book freisht shirments on bozts or ‘shirs - :

Tl 206 44
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Do N SRR

'd-addustnentSQ Sonetxnes thes labelr Packv cratev or address soods»for del:veru. :

- Rﬂle1VEv storev and 1ssue 1tels such as{ "

- Sort nrders for flll Proce551ns and route them to processing unlts : ; ' .
= Receive articles returned by customers and route for reeair o
- lee cories of invoicesy cost estimatess and letters from custoners : T

nrack and examine incoming shirments - o .

' = Redect damaded items and record shortades

-~ Route incoming doods to the erorer departaents
'~ Book freidht shirments on boats or shirs
.= Count cattle, hoss, or sheer as thes are unloaded from trucks in a stockuard

HDURS oF HDRKITRAUEL . |

J,

- N:sht work and overtimer " 1nc1ud1nd uork on weekends and hnlxdass; nay be necessars uheni‘

e sh:enents have heen delased or uhen uater;als are needed un Productlon lxnes.
SMPLE ?LACES oF u‘om(f
- Factop&ES S
- Uholesale hOUSES»

~ Retail stores
- Warehouses » .

4754 STDCK AND INUENTDRY CLERKS

STBCK and . INVENIBRY CLERKS receives. unpack: store, and ‘issue goods and lerchandlse; They .

"_”control the flow of surrlies in and out of stack rooms. They rerort damaged or seoiled soodsy

keer track of the number- of items in storager and reorder thinds that are in short suprly.
Theu 3lsa may check the items for quality .and amounts -and . sometimes make " minor reralrs or

R

.'SMPLE WORK Amv‘més

4

« Ad nats used in prlntlns neuspahers.' ‘ Eau:etent; laterxals, ‘and su9911es
+ Moviesy filmsy slidesy and - v  at a warehouse or storade ward -
o videotares kert in film librare . Suprrlies aboard & shier -
"+ Explosive materials used at a Bread and bakers sroducts to be

« - factoryy mine or buildind rrodect ‘ - delivered bw route drivers
©  + 8eare parts used in a repair shop . « Foodstuffs in a storeroom that -
..+ Tool -and eauirment used in an - furnishes 3 kitchen .-
© ipdustrial elant ¢ ' .« Cloth. samprles used to_show custoners ’
« Linens and uniforms kert in suprls‘r, “- . fabrics that are available '
by @ hotelsy clinicy or hoseital - + Athletic suprlles used bs a seurts
» Items kert at a movie studxo ?POF o teai : _ .
.POOl . - ’

- Conplle reports of -gtock on hand and the klﬁd and 3lount of 1tels sold

- Co;rz%e information from shxepxns _and receivind »apersy . Orders’ contracts; and: accnuntin!
records v
. =~ Post 1nfornat1on to ledsers or other recards
~ Ovder stock as needed .
~ Compile recorfds of the amounts kxnd: and value of !onds on hand
- Prerare rerorts of inventoriess prices ang shortades -
- Obtain rarts from the stockroom and dive fthes to uarkers -
- Recard. the amounty sizer end stule of rafts handed out ta uorkers '
- Cosy code numbers onto work tickets to show uhere naterzels are lncated
4 - Direct workers to weidh or count stock and rec hé ampunt. rece1ved
- = Fill customers’ mzil and phone orders for merc an 1se i ;
- Fxll orders tar samrle rroducts for sale uorkers or. CUStnners




© . ~ Sehools -

AR .y i _
'HOURS OF WORK/TRAVEL

{No Information) - -
' GAWPLE PLACES OF WORK

,;*YFaétbries
~ Warehouses - -~
.= Wholegale firms- . ' S S e
~ Retail stores L LT
- Airlines S R L
'~ Bovernment asencies . T AR s
.- Hospitals = - L R N o ]
- - Railroad wards o : ' T e ,
© = Any ordanization that keeps larde amounts of doods on hand . . -
SR o A755 WETER READERS = |
‘KETER READERS go to homes and businésses to check nmeters that redister the " amount of
- electricityy steamy dass ~or water used by customers. Thes record the amount useds and then

"~ checks watch fors and rerort any damade to the meters, Thes mau walk or drive a truck alond

" ‘their assigned.routes to take the meter readinds, -Theu,also»q;s-collectvoverdue Pasnants from

customers and storp sgrvice~uhen'bi115~reiaiﬁ unraide -

sl wORKACTIVITIS

B "“alk.ﬁfvdrive1510nsfan assigned route to take ?eadihss of meter dials attéched;.iog howes. or
-gther buildinds =~ .~ AR I N o
- Check meters and their connéctions for defectss damades and improrer use

- Fill out farm used to note and describe meter damage’ -~ - = . . e
. = Turn off custoaers’ electricity or water when theu have not paid their bills

' . « Collect pauments for bills that are late in being raid.

- Return meter readinds to the businessfoffipe'so;thgsﬂganfbe used'infbillins,custuheré

.

© wobes OF WORK/TRMEL -
- HETER READERS senerally have 2 standard 35-40 hour vark week,
SANPLE PLACES OF WORK

~ - Lighty heats .and pawer comeanies
- Water companies ' IR
~ Bas comranies

5

. . 4756 MEIGHERS, MEASURERSs AND CHECKERS -

" These -seorle checks -weishi ~measures ‘and count materialsy sroductss or eauirment and record
- inforsation about them. They slso maw compute the .costss values or size-.of items.  This
- inforastion may be used for billings aualits controls.or rroduction and rayroll records, These
peosle work in g variety of Jobs and settinds, Some weish darbades check aircraft sartsy. score
__testss check shirments of doodss or time TV news reports.. ’ o E e g .

.208




ShHPLE'UORK ACTIVITIES

<

- Check u919h-1n lark1n95 on tobacco un1ts and record their ID nunbersv grades: and weights
-Estimate the size of loads on 3 truck enterind z dume and collect fees based on the size of
the load and the material dumred -
- = Weidh incomind raw cotton and compute and record: dinning chars

- Measure each board in a8 stack of lumber and comrute the totzl footage of the stack

ReaE tickets attached to bundles:of towels and record the nunber of bundles wrarred bs each
worker . - , o
Record the. yardades weights and lot number of PPDCESSed cloth S
Use 3 weidh scaley cauptind device and talls sheet ta add ur the alount of - rau IBtEPlBlS such_'
as fishy field crorss or steel indots R S
Weidh samrles of rproducts before and after uaste is removed fromithem

Comrile recordg of the amount, kindy dpd condition of cardg unloaded from a shir-
Comrute the cubic feet reequired to store cardo asboard a ship .

Weidh and record the weight of filled containers and the cardo of loaded vehxcles
Record the amount of sudarcaney cloths and tobaceo received for shirring

Check to make sure that rarts listed on rackindg and loading sheets are aboard axrcrafts L
Verify :he conditiony valuen and ture of articles boushits soldy or Produced a§alnst records o
.or rerorts . x
Measure tanks’ to determine .the anount of 11aulds they can hold :
Comrute the cost of adsy based on their sizesr dater ang rosition in 'Publxcatlon
Use a8 scorind machine or key to drade and score aeptitude or ability tests

Use a storwatch to time radio or TV commercials and rublic service announcenents
Weidgh and -ark the srice on produce in 3 self—serv1ce drocery store

2 T T T T T

'HOURS OF WORK/TRAVEL

(No_Infornation)

SAMPLE ,PLACES OF WORK

- Companies that handler producer sell or receive iiens~sudh,é§3

+- Adricultural Products v ' , Kn1tA906ds o - S
+ Sudar . + Leather rroducts: : o ~
+ Tobacco , » Alrcraft

-+ Textiles - . o _ N s
- Shirpind comeasnies - S L ' " B
- - Comranies that dive and score Psucholoélcal and other tests : o o
- Any bu51gess of industry -that keePs records of items shlpped; receivedy rroduceds  or
PPDCESSE , : : - '

L SAHPLERS

SANPLERS collect samrles of rroducts .or laterlals to check them for defectss send them for -
testinds or mail thew to customers.  They often mark and file the. samrles for later use in
filling ,orders. or rreparind rerorts. Some check rroducts to see if they meet customer
srecifications, These Jobs involve work with ~such Products as PBPEP! crude oils rhone
eauzplént; clothy milksr and rau cotton. ' . . ' s

| ;SAHPLEfHDRKNACTIVITIES » fV\\\

.~ Cut cameles of parer products to certain sizes and nank them u1th custoner order nunbers;'
batch numbersy and drade and color of rarer
~ Mail. samrles of rarer products to customers
- Comrare blueprxnts of Products ulth orders recexved fron custoners to nake sure Products ueet
specifications _ _ :
- Contact custa-ers to find out whether Products were delivered
‘ - = Take samrles from the tory middles and bottom of 3 tank of crude 011
o ~ Four crude oil samrles into bottles and send them to a lab for testing -
. ERIC- Write i’e#orts that_describe the findinds of tests on crude oil -

209 . i
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- = Examine returned rhone eauirment to see if lt can be adapted for use
- - Check cloth samrles mounted in books to mske sure they latch the colar and weave of saleles
- approved by customers '
"~ Collect milk samrles from Parmss dairy plantsy and tank trucks for lab’ stud1es
.- Pour milk samples in sterile bottles and_ weidh them on.a scale DR
- = Remove: sa-ples of cotton from bales to CIBSSIfB them . _ '

.nouas‘on'mx/mmm. | - Coes

(No infnriatieh);s
. SAMPLE PLACESDFUDRK S

- Industrlal flrns - o , ,

- Carpet and rud lanufacturers T L e, - , -

- Textile mills and outlets 2 T . ‘ L

- Companies that mshke electrical eau1plent LT R L R

-~ Compranies that make or distribute rarer products L LT e :

- -.Companies that sell adricultural products - - . S T
FIPIS that Prov1de bu51ness serv1ces = L T S .

4758 EXPEDITERS

- \

EXPEDITERS trs 4o see tn it - that eroductlon or serv1ce work ‘runs snoothls and soods are

delivered 'on schedule. They keep production ~recordss write seecial orderss and Prerform

- services: .for customers. Some check work schedules and orders to see what materials will be

' needed ahd inform surervisors of the locationy avasilabilityy and condition of naterials,

Others decide the order in which items will be made or repaireds compile rerorts on the
srogress of JOb ordersr COntact vendors to nake sure. SUPPIIES are shleeed on t;le._( :

 SAMPLE WORK R

- Rezlew Productxon schedules and uork orders to see uhat naterlals are needed to erocess
orders _
- Check. inventory . records {0 see what materials are on hand _ R o :
- Direct workers to move materizls to work areas - B T » o
- Record the ture and ampunt of materials sent to work areas : - o SR
- Place items .late in beind rrocessed at the front of 3 ProdUctxon llne
~ Compile production reeorts '
- Phoney visitr» or write to vendors to nske sure doods will be shirped- on tlne
- Arrande for workers who travel to det food servxce and transeoftatlon
- Arrande for gifts to be wrapred : - 5
Taske orders for dreetind cardss decovated cakesr or cut flouer
Arrande for defective doods that are covered bs 8 uarrantu to be replaced
Keep records of, 1tens in lavaway , o
- =" Apprave customers’ checks | '
- Resolve customer complaints and reeuests tor refunds and exchanées
- Phone pedrle.or businesses to 11 thew-air freidht has arrlved
- Qversee the loadlns»of earso onto a Plane

\ .X S

_HDURS oF uonx/mueij S

i

' (NeiInformation). .
SAHPLE P‘L'Aceé OF WORK

~ Manufacturing coueanxes e
EKC Construction comranies - 48




- Retaxl stores

~ Restaurants cafeter1asv and foad chaxns
-~ = Shoe.repair shors’ .

- Axrlxne conpan1es

0 . : : L - R R o . R .

4759 HATERIAL RECORDINS; SC%EDULING: AND DISTRIBUTION CLERKS: RoE Co- :

. These uorkers examine orders for doods and services “and-see to it that ‘the orders are Processed ,
rromptly,  Thew receiver . ‘storey and issue materials. They schedule the use of materials or
~ services and keep records of ‘materials on handy in uses or in production. _They may sort items
and mark them with pPrices or codes. so thst theu can be found uu1ck19o Thes also a3y conpxle ‘
records; Prerare. rePortsr and order needed laterlals. n S N o

-

iSAHPLE.HBRK,AQTIUITIES‘ S P A e Lo T
"~ 'Record information about castinds roured in & foundre . _ o .
~ Keer records of articles lost, foundr and.clzimed in 3 store ' S
- Keer records of chemicals, materialsy an!‘bau1pnent received for testxns in s lab -
- Stamry stencily or ‘tad packadesy and boxes of store soods to 1nd1cate del1vers routes -
- Sort darments sceording to lot and size numbers .
- Remove sales-slip stubs: fron PackaSEs at 3 loading dock and sort the stubs to keep records of

store deliveries* _
. - Study endineering draulnSs to ‘compile lxsts of parts needed to bu1ld airrlanes- =
-~ Keep records and files of bluepr1nt5v draulnSsp -and en§1neer1ns docunents reau1red bB

- departments in avrlant - . , g '
~ Attach price tickets to nerchandxse in & store e U

- Check addresses on shirring tads or labels to see 1f‘thes are correct and readable S
.= Record the prices name of buvers and SPade of tobacco on t1ckets attached to. P1les of tobacco
- - sald at ap suction : . o
..~ Comeute the time airrlanes and the1r-Parts are.in use each day .
- Notify the insrection derartment when parts ‘are due for an IHSPectlon v
.- = Compile and record information shout rerair work done bu railroad crews .« - '

- . - Write purchase orders for materials needed to repaxr ra11road tracks- and beds -

it Conp1le and kEEF workers’ production records : -

-HOURSDF.HBRK/TRAVEL_ e e RS e

-fﬁb'lnfdrlstidn)

SAMPLE PLACES OF WORK -

- Factories - A
- Retail stores L

"~ Wholesale dealershxps

= Airline comranies _ ,
- Railroad comranies
- Anu bus1ness that nust schedule the use of naterlals or serv1ces

’

478 ﬁDJUSTERSv INVESTIGATDRS! AND COLLECTORS L

These, uorkers sather 1nfornat1on about 1nd1V1duals and bUs1nessEs. They mag work for insurance

companiesy - investidating and settlind claims, They wmay examine financial records to make

- credit reports or determine eligibility for financial sid. Others contact. reorle to arrange
for' raument of overdue atcounts and debts. They gather ev;dence; 1ntervleu peopley reconnend
actlon.to be takeny and urzte reports of their fxnd1nss. - o




'~ Prerare reports that describe claim investidations
-= Talk with insured rersons to try to settle claims .

- =~ Check claim forms to make sure they are comelete » .
- Use 3 calculator to fidure out the alounts of claxls T :

4782 INSURANCE ADJUSTERS; EXAHINERS: AND INUESTIGATORS

" These peorle studs insurance clalls to see uhether clients’ Polxcxes cover the- for Partxeular’:

lossese They alsp determine the amount of loss suffered by clients. They talk with clients to

trg -to settle claimss and may approve rauments to them, Thew use reportsy phusical evidences -
“and witnesses’ reports to investidate claims. Many of these workers srecxalxze in- 3 certain

tupe of clzimy such as»autOv hone, lifey or eroperty da-aSe or loss,

eSAHPLE,HORKYQCTIUITIES

- PrePare rePorts and 1nsurance-cla1| forls '
~ =~ Studys claim forms and other ‘records to deternxne PEOPIE s 1nsurance coveraSe
. = Talk withy phoney or write to claimants and uxtnesses L L
« = Study police and hospital reeords S ‘ S B At

- Inspect prorerty damade
~ Determine the extent to which z.company. is responsxble for COVerxns PEDPIE'S los és

~ Recommend ledal asction when claims cannot be settled
~ Compare information on claim forms with that in company- records

“n

3
n

Houns oF HORK/TRhUEL.v'

- A?JUSTE%S nay’ have to work . evenxngg or ueekends “in order to 1ntervxeu ultnesses and,"f
claimants, _ :
Since most comPanies PPOVldE 24-hour claim servicer some ABJUSTERS aluass aust, be on call. A

On occassiony experienced ADJUSTERS may travel to the scene of 3, disastery such as. s
hurrxcane or @ rioty to work with local rersonnel. Some clazls A3y reauire. travel to other -

|

. -chAIH EX%HINES? have desk Jobss but occasionalluy may have to travel, Their averase workweek

hoursy - but they may uork lonser durxns resk ela;g loads or .when auarterlu or
searlu statements are Prepared. L e o

PR

SPLE PLACEs'or’uoax= L

4

- Insurance companies

- Inderendent ad.usting firms that contract thexr services for a i o
~ Banksy financial firmss and other business firms that hire ABJUSTERS to rerresent then in
claims BSBInSt 1nsurance conPanles o ,

e

4783 INVESTIGATORS ANB ADJUSTERS; EXCEPT INSURANCE

© These uorkers 1nvest1§ate People and/ar businesses 8PP191n5 for credxt; worky insurances or -

loans, Some check business practices to make. .sure redulations are beingd followeds - Some

investidate = customer comelzints about productss servicesy op billindgs. These workers’ contact B

reorle by phoner maily and in _rerson to dather information about the personsy businessesy or

- complaints “they are investidatind: Thew often "must travel to conduct intervieuwsy trace

debtorsy check public recordsy or make inspections.  Theu preeare. rerorts of’the1r f1nd1n§s and .

-may teke or reconnend actions to resolVe conplaxnts or Problels.-

~

 SAMPLE WORK Acrrvxrres‘.Lf

a

- Investxeate clains for reravment’ due to defect1Ve auto Parts T 'v B

) EABIIHE auto parts claimed to be . + Help dealers handle unsettled claxns
- defective and arerove or dxsaeprove -+ by consulting with customers: E

the claim R v T Prerare rerorts. of claims handled

w2 50
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PQong or ur:te to references 11sted on. credit aPPl1cat1on forls to check aeellcants © credit
standing SR . e

" Tsee 1nfornatlon on credlt _ , co o _ e L
arrlication forms ’ e L o o .
. , + Give information sbout peorle’s: . ; S . S N
e credit standind to credit, bureau
L . uorkers .

Record 1nforlat§:n about lost or stolen charSe cards in custoners account rEcords ’

e . o g

+ Alert merchants to watch for stolen
. credit card
+ Notifu otherruorkers to issue neu
‘charde cards-to customers. L A T S
Visit ~railroad offlces to exallne “records that#shou uhether the'correct tariff,rates are -
beind charded : Lo

« . ° . : s

"+ Compute and. check tarxff ratesr AT . Compile rePorts listind the nales
“using a calculator and rate books . =@nd locations of adents us1ns o

. Instruct adents to correct errors in ) 1ncorrect tar;ffs T
tar1ff rates, o , o

Investlsate eeoele of buslnesses aPPlBlns for cred;tz elelosnent, 1nsurance: or loans

. Contact former emrlavers and - people’ s east rEsldencesy arrest
A ‘neighbors to find out sbout reorle’s . . recordsy and unpaid taxes -
past health and behavior .+ Obtain eeoele s cred1t rat:nSs fro- e
~+ Examine public records to check on v  banks B .

Investlsate custoner couelaxnts about utxllts bills and serv1ces v”f

2

, Check past. weather reports to see if . Order tests to detect faulty meters ii;”

- thes helr exrlain 1ncreased poWET ». Talk with customers in person ar by
usade S - phone to exelaln the reasons for h1sh
« Revieu meter hooks and accounting : utlllts hllis :

records to see 1f theu. conta1n errors

- . . . . . o

8 HBURS OF WORK/TRAVEL

e

Hans of  these .jobs reou1realoca1 travel. A few Jobs may reouxre tPlPS out of toun that last :,

several daus. :
Sone of these .Jobs nas.reau1re SOIE evenind and/or ueekend uork.

S &

. BANPLE FLACES OF MORK -

Auto #snufacturind companies
"Banks and finance companies : : : o L
Credit” bureaus » LT e o R
Ilepartment stores and other reta11 stores W R S
Federal and State adencies L - AR
Insurance companies '{ N : R
P ‘Law_firms and attornes’s offices L %

- Ra11road companies Lo

|-;|||_t:|'

4784 CLERKSv SDCIAL UELFARE 3 L
_ SDCIAL;HELFARE CLERKS 1nterv:eu and xnvestzsate peoele aeelsxn: tor. Publlc a1d. They talk with
__arplicants _to det informationr such as' size of fawiluy health problemss and income, - They
" advise applicants of reauirements and orrortunities for public aids such as financial aid or
low rent housind. - They -also sive out information on commupity sources of aid. Thew check
“information obtained from aeplicants by contacting emplovers and public adencies. Thes record

" personal and financial information about aeplicants and determine whether aid should be
[]z\ﬂ:!rantedy denxedr or chansed. Thes also rrerare and keep records of asslsned cases.v




SAHPLE UBRK ACTIUITIES g

- Interv1ew and 1nvest1sate PeOPIe who u1sh to aPPls for Publlc lnu-rent hous1n§ -
N Process arrlications fqr Publxe oo 1nfornat1on : ’
~ housind : -+ Bive outr 1nfor-at1on -on conlun1ts
,-Talk with aPP11cants to dot - - sources of. social and financial a1d
informations such as size of fan1ls: .. » Determine whether apelicants meet ° .
~ - health and social rroblemss and income + reauirements for aids based on’ aSencs
+ Advise applicants of housind SR " rules and policies :
reauirements and oprortunities 4 Compute rent -chardess based on . .,
+ Contact emrloyers and. ‘public R T applicants’ income SR
“agencies to check aPPlxcant o * -+ Receive and‘recard secur1ts deposxts

- Interv1eu aPPlxants to detern1ne it thes neet renu1renents for Pub11d axd

‘4 Interpret and ‘explain rules and" r] - dranteds den1edp or chanseﬁ _
redulations far drants . - “ .., Aperove the amount of drants . . L
. Record personal and ‘financial - -+ Prepare and keep records of ass1§ned s
. information abtained from arrlicants e CBSES IR , o
"+ Determine whether aid should be .- Tyl
" HOURS or mx/mvsl. o o R R
. * SOCIAL WELFARE CLERKS generally keer r93ular office howss el

‘ . R . . R . ‘ B ’/I

b SAHPLE'PLACES ‘OF- WORK

V rj - . .
- Federala state- and local QGVernlent asenc1es SREEE

4786 BILL AND QCCDUNT CBLLECTORS

PR These'uorkers contact reorle to -arrande.or colIEct pasnents for unpald b1lls or accounts.;_
Their main Job -is to convince Peorle to pay their bills, - Some keer files of information on
debtorss the kinds. and~auounts of unpaid billss and.rast rauments made. They may contact the
- debtor by phone or - m3il or in person. Sometimesy they must search for debtors. Theu may
.repgssess goods or discontinue services when rauments are overdue, Dther uarkers in this drour
collect money from coin boxess Pay phoness or Park1n§ netErs. o

sem.s uunx ACTIVITIES o oy “ s

Call custoners tn let them knou that the1r accounts are late in he1n§ paid -

Mail form letters to customers to encourade them to pay their bills . -
Talk with peorle to find aut whuy their bills have not been. 3a1d on t1le

Order doods to be verossesseg or services to be storped

ll’l’l"

St + Teady ansWer and file ers from customers -
S Tracgbcustoners' new addresses 1nau1r1ns at the Post off1ce or nuest1on1ns their foruer
neighbprs

~-.Call ctistomers to tell them thexr checks have bounced

.~ Keer records of collectlnns aade . .
- * Use special tools to enter and start a car beins rePossessed
. Collect co1ns froa Parkxns meters or pay Phones - ,

HDURS OF HGRK/TRAUEL

~505e o{ these Jobs involve local traVel to locate dehtors or to collect lones fron c01n boxes _
and meters,
- Saﬂe uorkers in thxs sroun nay uork dur:ns even1n§ and ucekend hours.

e 52




SAHPLE PLﬁCES OF HORK

- Eqslness offlce ‘ "'w¢',
- = Benks and loan companies
=~ Collection_asencies N S P o S
.- = Public utilities .~ -~ = ; S , S o
. .~ Repossession adencies S : ' T

L e LICEWSE CLERKS "

| " LICENSE  CLERKS - 1ssue 11censes and Pern;ts to ‘aualified apsl;cants. Soue dive tests tof‘
~applicants to see if they meet licensing requirements, They issue driver’ss liauors marriadey

‘dody or other licenses and -permits. Theu auestion asplicants to set required information.

They record this information on prepared forms and collect reguired fees. - Thew azlso . answer
- peorle’s auestions about- 11cens1ns reauxrenents. Some dive tests applzcants to see 1f thes
jjgeet renu:relents. S o . e Ty, _ S

, SAHPLE HORK ACTIVITIES

- Record the nanes: addvesses: and other neuessaru 1nfornatxon about ?eople uho are appls1nsi
for licenses - A o , ‘ :
© o Collect the renu1red fees fron appllcants :
"~ Give'oral and written tests to reorler as renuxred for L:censes
- Adv:se dos ouners ahout dog 11cense laws .

| uouné oF uuamaﬁvél.f'

- test Licsust' CLERKS have 3 standard 35-40 hour work week.

-~ smm.s mcss nr WORK

Lo Federalp state and Iocal 9overnnent asencles that 1ssue 11censes and Perl1ts
= City hslls . . A : o )
R 00unts court houses

ce

479 HISCELLQNEDUS AD”INISTRQTIUE SUPPURT UCCUPQTIGNSv INCLUDING CLERICAL

o These uo;kers433rforn varied tasks to help bus;ness operatlons run snaothls. They may vwork as
. _bank tellerss takind derosits or keerind accounts records. Others work as proof-readerss
‘checkind coey for drammatical or tupodrarhical errors. Some work in data entruy Jobssy turing
materizl into computer storade sustemss while others cospile statistical data for drashs and
geports. Others work as teacher ‘aidess classxfw fzn!erprxnts: serve cuurt orders; or conrute

gRess . -

<

4791 BﬁﬂK TELLERS

. BANK TELLERS cash checks for bank custduers and hele the- deposxt and u1thdrau nones from the1r~

sccaunts, In shall banksy TELLERS also may sort checkss total credit and debit slirsy and

prepare monthly  statements for desositors.  In larde bankss tellers often specialize, One

LERy for-exameles mau sell savinds bonds while another takes derosits for Chr1st-as club

sccounts. Others maw keer loan recordsv h:ndle'forolsn non;esv sell traveler 5 checkss or
[]g\ﬂ:conrute 1nt¢rcsts on savinxs :ccounts. o ] _

s .- 93




smnsmmaﬂwnms -g_yﬂﬁhfrq

- Recexve checks and cash for deros1t - |

= Enter derosits in passbooks or dgive custoners recelrts |

- Check customers’ bank balances and cash checks - |

= Order. daily cash supplies.and count 1ncon1ns cash |

~ .~ Prerpare cash for shirment L .

o ='Compute bank service chardes - _ oL
© =~ Use adding machiness chanse- lak9P57 and other off1ce nachxnes ST o W
. = Take home-mortade pauments . o o S s

- Ruy ‘and sell foreidn moneys . |
~ =~ Tuee loan formss such as notesv contractSv and’ loan reneuals , o - ‘ .
- Open zccounts in other countries. . o
- Exaa:ne hond courons to find the date thes were. 1ssued: the Pasnent datev and the anount due L
: . . A . ‘

_ Huuns or HORK/TRAUEL ‘.'. (,'_,j;' ﬁ* S ,--',:- »‘ﬁ Ty
e BANK TELLERS usualls have 3 standard 35~40 hour Work ueek. - o o
L= A A few TELLERS uork even1n§s Or on Sbturdass: but most work dur;ns ueekdass. s

SAHPLE PLACES DF UORK

il Banks: savxnss and loan conranlesv -and other'gmch flnanclal 1nstxtut1nns

| 4792 PROOFREADERS

PRODFREADERS read . urltten or tsped later1als to check’ for l1stakeSo They aay either. mark the
errors thes find or correct thems Some look for errors in drammars seellinds and punctuation
in - copy  (written matter to be rerroduced in rrinted form)s and then use seecial codes to mark
_ the errors they find. _Others read proof (triasl cories) aloud so snother worker can mark the
arrors, - A few seecislize® in eroofing Braille coey PPEPBPed for the bl:ndv bu slld1ns the;r‘
f1nSers over the ra;sed letters to feel for errorss - ‘ '

SAHPLE ““RK'ACTIVITIES R 1_” R S IV o

- Read 3 PPDDf of Prxnted copy to look for and nark errors
~ v~ Return marked proof for correction - .
~ Check. rorrected rroof adainst cory
.-~ Correct sroof while another worker rea&% ‘the copy aloud .
- Redd cory while another worker marks errors on the eroof
.= Comrare @ proof cory of Braille ur1t1ns adainst the or1§1nal scr;rt 1n 8 book or- neusrarer
~. = Look up. rules of drammar - , ,
= Use - Pr1nter s SBIbOlS to nark evrors ' ' '

w

HOURS oF HORK/TRAVEL L ’t-_”=' o - e

- Same PRDOFRE&DERS may work during nights and ueekends.
- Soue PRDOFREADERS uork Part-txneo

'SAHPLE PLACES OF HORK

- publishing comeanies
L= ggantins gPi?anies. S S e - : _ S : :
sparer o o B . . , :
- Government adencies . o e g,/~ '
o - Comranies or orsdanizations that PPQPEFE materials for. the bl:nd to res d - ‘
[]2\!: Any orﬁan:zat1on ‘that ererares a larlc anount of ur1tt¢n naterial for rubl1catxon

== me gy
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4793 DATA ENTRY KEYERS : /

DATA ENTRY: KEYERS PPEFBPE input for co-Puters and machines by Punch1n§ Patterns of holes in
comruter cards to rerresent numberss letterss and characters. They use machines similar to a
tupewriters or special machines that convert what they ture to-holes in cards ‘or to _madgnetic
impulses on tares or disks. In most newer sustemss the aachine is eauirred with an electronic
-sereen that displaus information as it is entereda Sone uorkers turesety check 1nPut9 PTEPaTe

bra1lle; or code messades., R B
) ) K ’

-

W,
o

SAHPLE WORK ACTIVITIES

Y

Ture coded commands on @ computer terminal kesboard to enter and store data S (
Proofread a printout to correct kewind errors ‘

Jyre coded commands to a3 computer so it will rroduce- f1n1shed copPy - .
Read instructions to find out how to det a comruter.to formst text-in a certaln way .
‘Orerate an electric turewritind machine to tspeset master coriess such as stenc1ls and PthD— y
offsetss so cories can be made ,

Move levers to control the spacind between characters tuped :
Set stors to control mardins of tured materizls

Orerate & machiney similar to a turewritery to impress dots in letal sheets for nakxnsr :
braille books . ] T
Load decks of punch cards or reels of madnetic tare into & lachlne

Use a2 worksheet 'to ture 3 computer prodram

Set switches and rress keys to denerate madnetic impulses onto tare to record data s
Orerate a srecial turewriter that punches holes ln tare or parer so that letters or rerorts
can be rerroduced from it

Orerate an on-line computer tBFEHPltEP ternlnal to enter data into a comFuter

[ I S S R |

~

| EN S T S |

HOURS OF WORK/TRAVEL | | o B o

i (No Information)

SAMPLE PLACES OF WORK - *
) . ) ' ' . <’
- Manufacturing firas . S L :
- Wholesale and retail trade CDIPBRIES : . - . .
- BaflkS ) *
- Government adencies
- Printind and publishind conpan1-i' _
- Insurance companies & . , .
- Firps that PPDVldE data Prg phd services for 3 fee
4794 STATISTIBAL BLERKS » : -

These CLERKS comrile statlstlcs (nunbers that describe thinds or events) and put them in table
form for charts and drarhs, Thew may use addind machinesy calculatorsy or cosruters, Some

helr prerare directoriess surves findindsy medical rerortss opinion rollss or census reports..
Others comrute the amount of electricity used by customerss - the _amount of dag handled bs

pireliness or the amount of money which should be buddeted for prodects, . .
N . Q . w0 . RN ‘ | - . a
SAMPLE WORK ACTIVITIES v ¢ N

- Conr1le namess addressess and other facts or orinions S o
[: (:— Arrange information bu names locations sexs or other headinds -
R\, Compute the amount  of electrxclts used by custoners and record the a-OUnts used on record.

217
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f
BAY

;forls for bzlllnSs PUrpPOses ' '
-/ Comrile rerorts from measuresent eharts to shou how much Sas was Produeed and sold
~ Comrile daily records of the number of admissions to a hosrital

- = Comrile. 1nfornat10n frol Produetxon and sales records and rresent tt in chart forn

o~

. = Public and private elementary and secondary schools - !

ummsm-'mzmm. T R

(No Infor-atxon) e ' o IR . ." e
.- jlf‘ﬂ . : L . o . : ,

SANPLE PLACES or'upnx g

o N cTe ..

‘:ﬁ - Cbntraetxns fxrns that conduct’ surveys and POIIS _

- Lighty sheat and rower companies

- Guvernient adencies _ ; ' o fv_ ';'., o | -
- Advertising adencies ' . _ : g : R
=~ Hosritals and clinics SR S C _ S -

- = BGas rireline comranies . : o IR A

- Business offices - e . SR o - S

A 479srsmu-:nmss

&

TEACHER AIDES hele teachers u;th teaching and nnnteaehlns act1V1t1es. Thet do 'such thinss as

listen to .students reads - help students find informationy and rrepare seecial classroom
‘prodects. - Thes alsg drade parerss check homeworks and keer: health ~and  sttendance records.
Some mas. tupes files and copy materials for teachers to use.. Thew may also Frepare teachxns:

materialss set ur eGUIPlentr and surervise students during lunqh and recess. .

a

'SMPLEuuRK'AcnumEs A T

ot . ey

- Use an electric larkxns Iachxne to drade PaPEPS -

~ Compute drades for tests -
- AveTade test grades to comeute students’ Srades for a COUPSEQ;

«= Call the roll and rrerare attendance - : - ¢1»"' ' -

-~ lUse answer sheets to drade homework

- Pass out workbopkss rencilss and: other naterlals to students
- Keer order in the library and halls

- Set up and orerate eaquirment sueh as slide and film Prouletors

- Collect money and keep records -

‘Ho'uasfor UORK/TRAUEL

~ TEACHER AIDES a2y work on a full ~time or Part-txne basls. They usually work durtns“ the 10~

lonth Perlod when sehools are in sessxon. ’

\

_"SAHPLEPLAt_EFUF{‘ORk S B

S . S : . . . . -

-

-




4799 ADNINISTRATIVE SUPPORT OCCUPATIONSs INCLUDING CLERICAL» N.E.C. o

Peorle in these .obs rerform z wide rande of clerieal and other duties to helr wordanizations
orerate smoothly, They often work in rlaces other than business offices, Some coordipate the
use of rrizes on 3 TV dame shows Some clsssify findererints in s rolice station, Some code
and decode foreidn cables. Some comrile news stories for use on radio or TV, Some convert
reading  material to braille for use py the bl;nd. These are Onls 3 feu exalples of the dutles
these workers nas rerform. .

| )»PLE WORK ACTIVI'I‘IES

Coordinate the use of Pr1zes on TV dame shows

Comrile information needed to. rrocess mortdade loans '

Orerate @ Braille turewriter to cory reading matter for use by the blind

Orerate eeu1Plent to cory rolice records )

Transfer reorle’s findererrints onto cards

Code.and decode cables that. relate to foreign trade

Compile schedules of ads and public-serviece announcelents for a8 radio- statlon

Cors music onto manuscrirt raper

Address enveloresy cards: and rackades

Perform clerical duties in a8 court of law

Keer files and records of sireraft orerations

Record information on horseraces for use 1n 3 rac1n5‘9uh11cat10n

Authorize credit chardes adainst customers’ accounts

. Process and keer records of real estate loans ) ,
Rfad nguspapes and madgazines for articles on 8 certain subdect and lark art1cles to be

clirre , . ‘

Rent safe-derosit boxes to bank customers : e

[ 2 T T T T T T TN RO T T Y Y I |

1

e
Uom

HOURS  OF uomc/mvsrx S o .

N .

- These reorle work in 8 variety of JDbS and SEttlnSSo Work hour reaquirements vars. Many keer
redular office hours, Some may work evenings and weekends, A few Jobs require local travel
ta serve court orders on PeOPle,

SAMPLE PLACES OF WORK

Radio and TV broadcasting stations

Bands and other financisl institutions

Schools

Nonprofit ordanizations

Frinting and publishind comranies

Government adenciesy including rolice departlents
Insurance comeanies
Airline comeapies
Business services

N .
[ T T T T A Y O |
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499b;ssnvlcs OCCUPATIONS |

These workers rerform 2 variety of ?ub11c and sersonal services, They mau work im private

householdsy cleanind or caring for children, They mas work in health care facilitiesy helpind
- patients and assisting in treatment. .Dthers work as-waitressesy cooksy barberssy duides
ushersy or transeortation attendants. ‘Some work in protective services. as f1refishters and
PDllCEo _Others rerform business maintenance or Protectxve serv1ces._

' SB“PRIQATE;HdUSEnoLn'DCCUPATroNS

e

These Wworkers are emrlosed in private households to- Perfovn g variety of services. Thes ias be: -
day workers who clean housess care for childrensy or cook: Others mas do only cookinds servindsy
and menu rlanninge In lardey formal householdsy butlerss and housekeerers supervise other

staff who clean» cooky and care for children. Some household uorkers are resPons1hle only for o

the care of children.
: ]

502 DAY WORKERS

DAY WORKERS do housecleaning choress ‘make bedsy care for ch11dren» cooky and Perforl other’
services in private homess Thew are hired bu the hour or day to do this work., Thes often have
several emplosers., Some specislize in a certain ture of  services such 3s houseclean1n9 or

- child cares but the dutic® of most workers chande fron day to das. : \

SAHPLE uoRK'ACTIvITIEs"

o

Clean and dust furniture, hallwaysy and bathrools
Chande bed linens and mske ur beds

Wash and iron clothing by hand or lach1ne

Watch over children

Wash windows *

Wax and rpolish floors

~

HOURS oF WORK/TRAVEL -

- Many DAY WORKERS uork Part time. They may uork half-days or only two or three dass 3 ueek
- These uorkers must travel to and from PEDPIE s homes to provide services.. .

SAMPLE PLACES OF WORK

Private households o : ,
Colpan1es that erovide houseclean1ns ‘and similar services . )

" .« f(

ot ~

Py

503'LAUNDERERS AND IRONERS - -

These reorle wash and iron clothes and household linens for one or several rrivate families:
They may be hired by the hour or dad. Theu may do this work’ in their ‘homes or gat ‘their
Vogplosers hones.v Most of these workers do only laundrs works but 3 feu do other household
chores as well. . . o ‘



SAHPLE‘HORK‘&CTIUITIES '

~ Sort laundrs items by color and fabrlc and 10ad them 1nto 3 uash:ns -achlne T
= AdJust machine settings for temperatures water levely and wash time - '
- Heasure and add deterdenty bleach starchesy and fabric softenersy as reau:red'

~ Remove 1tens from the washer and load them 1nto a druer
L Sortr irons and fold drled artzcles

HDORS OF HDRKITRAVEL

- Hans LAURDERERS and TRONERS work Part-t1ne.
- Sole ‘af thESE uorkers travel to PEQPIE 5 hones to provide thexr serv1ces."

o

SA&éLE'PLAcEs:oFluoRK~:

a

‘.PPiV3tE,hDQSEh01d§

564 COOKSs PRIVATE HBUSEHOLD

People in these JDbS prepare and cook food for rrivate fasilies or households. Thes alsu Plan .
menus and order . food .surplies. -Some serve meals and clean the kitchen as well, Others have
helrers who perfors chores like reeling vedetables and cleanind the kitchen. . These - COOKS
. prerare _meals - according .. to recires ar to suit sn emploser’s tastes, '~ They mas Prerare d1shes
-~ for specxal .diets, Some PRIVATE HOUSEHOLD COOKS live in thexr elploser 5 ho-ea-

~

sAﬁPLg HORK'ACTIVITIES o

- Plan menus and order food supplies :

- Washy trxnr and prepare vedetables and meats for cookxns
- Follow 2 recire to rrerare and bake breads and. Pastrxes
- Boils broils fry» and roast meats

- Clean rots -and pans and obher cooking utens1ls

~ Praserve and can fruits and vedetables

- Prepare d1nner5 and serve then to old or d1sab1ed Persons

HOURS oF HORK/TRAVEL S ',j o

"= PRIVATE HOUSEHOLB CODKS who 11ve uxth fanllxes nas uork long or irredular hours.
~ These COOKS mau sonet1nes have. to uork dur1n3 ueekends .and on holidaus.

»fSAHPLE:PLACES;DF WORK

- Efivaﬁe'hnUSEholds,

>




— ) . E 4 . o R BN

505 HDUSEKEEPERS AND BUTLERS

HOUSEKEEPERS and BUTLERS superV1se the staff and the oPerat;on of larde households« " Thew-
usually are resronsible for hiring and firing the other ‘household emrlovees. Besides these
duties» BUTLERS receive and announce guestss answer the rhoney serve food and drinksy and may
act  as personal attendsnts. ‘HOUSEKEEPERS order food and c1e3n1ns supplies and keep records of
- hausehold expenses, Oftens these uorkers 'live in the EIPIDBEP 's hole. ' ,

[ .
'

SAMPLE WORK ACTIUITiES

Infors new household-uorkers of the emplover’s u15hes

Instruct new staff in work methods and routines

Assidn workers to cooky serve mealsy wash and irony and do other household duties
AdJust work activities to suit family nenbers

Oversee the serv1n9 of meals .

- Set tables )

~ Mix snd serye drinks

= Answer the rhone and de11ver messades

Anpounte duests’

Serve food and drinks dur1 9 ueals

Clean and polish silver

Wax floors and wash w1ndows .
Lay out clothes for fae113 members to wear C .
Pol1sh shoes ' A

A

Houas'or HORK/ TRAVEL - . SRR Lo

1

HOUSEKEEPERS and BUTLERS uho 11ve in the EIPIDBEP s home may. sonet1nes work long ordirresdléfb

hours.,
These workers may solet1les have to work during weekends and on hol1daus.

v

SAMPLE PLACES OF WORK

Private households

506 CHILD CARE WORKERS, PRIVATE HOUSEHOLD . . N

Peorle in these .obs taske care of children in 3 private home, Theu may care for one or wmore
childrerr in 3n emploser’s home or in their own homes. Some rear homeless or parentless
children as members of their own families, CHILD CARE WORKERS bathe childreny rpreepare - thebr
mealsy wash their clothesy and supervise their rlayy care for babiesy sterilize bottless
:repa;e and chande d1apers. These workers ‘mayw care for chlldren on an hourlu; dallu, or full

ime basis, : . . e

a .

SAMPLE WORK ACTIUITIES

Schedule activities for childrens such as exercises resty and rlay periods
Amuse children by reading to them or rlavindg dames with thel °

Frerare and serve meals or formulas .
Sterilize bottles and eauirment used for feeding 1nfants : - N
Bathe and dress wound children , »
Take children on walks and_outinds .
Wash and iron children’s clothes A
Keep children’s rooms nest and tidy

Schedule activities for children such as exercises rest and 9139 Perxods
. --Take foster children to their parents’ home during weekends and holidaus

- Write rerorts about chzldren s ProSress and behav1or for a uelfare asencu

Lhee b bty it




‘HOURS'OF*HORK?TRAUEL:
- Some of these uorkers 139 be EIPIDBEd on. 3n hourls or daxls basxs. Thes ‘may work duiins dasé

or eveninds
- CHILD CﬁRE HDRKERS who live in an enploser s hone nau care for children dur1n§ even1n§ and

- CHILD CARE HORKERS who rear children in their own hones lust neet ch11dren s needs d3115v
throushout the daw and night, and on weekends and holidays, _ ‘

 SAMPLE PLécEs OF WORK - " ¢
- Privata houséholds'

- .
. [

507 ﬁRIVﬁTE'HﬁUStHOLn CLEANERS ‘AND SERVANTS

Peorle in these Jobs rerform 3 var1ets of tasks to help keep rrivate homes clean and neat and .

to serve family members., Some plan and rrerare mealsy do dishes and laundryy rolish furnitures

vacuuny make beds and do other light household tasks., Others do heavu household works such as -

- washind windows and floorsy raintind fencesy mowind lawnsy and repairind doors and fixtures.
Some of these workers live ‘in the emploser’s home. Bthers rerort to uork at Pr1vate hones on a .
redular or part~-time basis.

SAMPLE WORK ACTIVITIES

Plan meals and order food and household surrlies
Prerare and serve meals and refreshments
Wash dishes and clean silverware
Help children bathe and dress .
Use a vacuum cleaners morss broomr and cleanind solutions to clean floors and ulndaus
Chande bed linens and_make ur beds
Washs mend and iron.clothing and household articles
Answer the doorbell and rhone
Clean bathrooms
Beat and vacuum rugs
"Wax and polish floors ° ) >
Remove and hand drareries
Clean and 0il furnace 1
Repair broken screens snd doors
Paint fences» darades and sheds
Mow and rake the lawn
Groom» feedr and exercise pets
0 Y

O T T T TR T U U N T T T N Y

'HOURS OF UORK/TRQVEL

1

- HOUSEHOLD WORKERS who 11ve in-~an emploser’s home may have long or ‘1rre9ular hours.
Sometimessy theuy mau be reauired to work during nightsy ueekendsr or holldass. '
- Some HQUSEHBLD HORKERS uork Part time's ,

B sA&PLE PLACES OF WORK

Private households

223




-

/509 PERSONAL ATTENDANTSs COMPANIONS, AND OTHER PRIVATE HOUSEWOLD OCCUPATIONS

These Peorle rrovide personal services to seorle in private homes. PERSONAL ATTENDANTS take
care of an emrloger’s clothinds rrerare bathsy run errandss rack clothing for travely and
rerform similar services as reauested. COMPANIONS denerally work for an elderly or handicarred
rerson Or someone recovering from an illness, Thes do such thinds as helr thiem take care of
social and business affairss accomrany them on trirs and outindss and entertain their cllents
by read1ng aloud or rlavind dames. Sone Jobs reauire that workers be able to drive, '

SAHPLE WORK ACTIVITIES

Brush; clean; ‘PTEssy and lend an emrlogser’s clothindg
Helr an’ emplover dress

Pack clothing for travel

Clean an emrloyYer’s quarters

Buy clothindg for an emrlouer

Drive a car to rerform errands

Mix and serve drinks and refreshments

Shamroo and droom an emploder’s hair

Give shaves and dive massades)

Tske care of a client’s social or business affalrs
Play cards and other dames with an emploger

HOURS OF WORK/TRAVEL T e

- Some of these Jobs mas reauire travel to take clienté'to arpointmentsy run errandss or B

. accomrany clients on trirs and outinds. ) L
- BGenerallyy these Jobs reauire some eveninds weekends -and holiday work. Some .obs reauire
that workers be available tg serve the emrloger on a 24-hour basis.

v

SAMPLE PLACES OF WORK .

- Private homes

51 PROTECTIVE SERVICE OCCUPATIONS

These workers provide public and erivate erotective services:s Thew may work as crossing
duardsy body duardsy or security duards in buildinds or armoured vehicles, Others mag work as
investidators or undercover agents. In public services theus may work as police or detectivesy
enforcing lawsy investidating crimess and ratrollind areas to_  insure .public safety, Others
work as flreflshters or 1nSPectors; Preventlns; fightirigy or 1nvest193t1ns flres.

511 SUPERVISORS! SERVICE OCCUPATIONS, PROTECTIVE

A

These workers supervise and coordinate the ‘gctivities of workers in protective service
. occurations., Theu may surervise the trainind of duardsy firefightersy inspectorsy detectivesy _
~or polices . Thes mas plan work activities and schedulesy enforce discirlines and handle =
comrlaints, Theu may sreak before community droursy testify in courts write reportso and -
rerform many of the duties of the workers they supervxse. :




5111 SUPERVISORS. FIREFIGHTING QND FIRE PREVENTIDN OCCUPATIONS

#

These -peorle surervise and d:rect the asctivities of uorkers who try to prevents contralv and

rut out fires, Thew also do such thinds as inspect homes and public buyildinds for fire hazards

. and spesk before communitu drours to warn them of such hazards.,. Their work duties include

trainind new workersy keerind uork recordsy and ur1t1n§ reports. Thes Blso dxrect flrefxshtxns
activities at fxre sites, . , _

SAHPLE HORK acuvn_:ss

.
.

- Train uorkers to use firefightind eauirment to Put out dlfferent tures .of fxres

-~ Inspect fire stationsy firetruckss and eauirment to see that theu meet set standards-
~ Determine the nature and extent of firess» and the dander to nearbw bUlldlnSS

- Direct firefighting activities at the site of 3 fire

~ Insrect homes and other buildinds for fire hazards

- Keer worker and eauirment records

Plan and direct fire drills

.= Prerare rerorts of fire callsy descrxhlng the loestion and causes and the anount and tupe of

damade
~ Use a radio to talk with flrefxshters from an airrlane to find what help they need and tn

\\\iz:ffi} them about chanding condxtxons :

HOURS OF WORK/TRAVEL © ‘ S e

o a

Many of these JDbS reauire shxftuork. ‘ :
Many of these Jobs involve nidghts weekend work and some overtime uork. , S
These SUPERVISORS 'mau travel to makeé inspectionss studs fire hazards; attend leEtlnSS) or
dive talks before drouprs, ' , _ _

" GAMPLE PLACES OF WORK R o

Clts and county fire departnents

firrorts

Larde lanufacturxns tirms

- Insurance comeanies 5

State adencies : . : :
Military services o C ‘ . -

9112 SUPERUISBRS: PDLICE AND DETECTIVES

. These peorle surervise PDllCE who keep law and order: detect and . Prevent CPIlES!I control

trafficy and investidate criminal cases. Theu study assignments and determine the workerss
materialsy and surrlies needed to complete them, = Thew estasblish .work rProceduresy assidn
dutiess and enforce discirline., Thew train new officerss exrlain police rules and lawss and
enforce safety rules,s Theu prepare rerarts and recommend waus to improve  work - methods and

conditions, Thes also may ang’ rerform mang o{ the duties of the off;cers they superV1se. o

.

SAHPLE WORK ACTIUITIES

- SuperV1se correctxon off:cers at a8 Prxsnn :

' Conduct roll cslls of nffxcers and HEIP handle unruls 1nlates -

Y assidn duties + Keer prison recards and prerare
.« Direct the release or transfer of reroMts -
. prisoners ' , + Review work records to deterulne
. Investidate inmate dlsturbancesv s ., staff members that stted for
such as fxghts . , assidnments ) v
- Surerv:se the actxvxt;es of staff in 8 Jjail S : » -f

izés’;_ | 63,




.. Establzsh rulesy and Procedures to ' " o other places

be followed by Jailers _+ Direct the search of inmates and :

+ Prerare work schedules and assxsn rrison’ ares
- duties + Inspect fac111t1es for cleanliness
+ See that inmates are avaxlable for . y Write daily activity reports :

“trdéals or hearinds ~. _+ Prerare orders for sueplxes
+ Egcort inmates to courtsy hDSPltBlS!___ ' .

~ Supervise rolice officers assidned to patrol duts

+ Inspact UnlfDPlS and eauirment T Report danSers in streets or’

+ .Cruise in 3 car to watch off:cers on » sidewalkss such as holes or leakzns
dutu ‘ © . das- mains . .

[

: deaartlent records

+ Plan a police record-keeplns SBtEl ,’ : statxstxcal and act1v1ts'reports

+ Keer an_ evidence file fof'act:ve .+ Review rerorts for accuracy hefore- o
criminal cases ‘they are released

« .Direct officers who PPEPBPE , e Prepare buddets for the unlt

Surervxse offlcers assxsned ‘to a PDIICE Preclnct statlon

" Take PESPDnSIbllltB far the ) ' prisoners. o - P
, safekeering of money and valuables ~ + Supervise staff who send and recelve

. taken from prisoners . radio -essades
+ Supervise offfxcers as thea search : ' .

a

Sueerv:;e lau officers uho handle connunxts soc1a1 Problels

“ 4 Talk with scc1a1 service adencies o -ball dames for nEIShbDPhODd vouths
and rublic dgrours to develor prodrams + Give lectures on police departlent

" to meet community needs. , functlons and soals '
+ Sronsor eventsy such as dances and .

¥

Direct the activities of highway patrol off1cers CoL ‘:v” '_u ;31‘ .

' PreParetrePorts on traffic . : ' o L :
conditions in the ratrol area ' e . -
e Direct officers in.the, safe ugse and: ) L :
o -care of police Veh1c1e5 ' Cee

[}

Superv1se detectives who 1nvest13ate nurder cases

. Bo to the scene of 3 crime and take to be held for nuestlonlns o o

Qe
, . »charde.of the investidation + See that bodies are Photosraphed in .
- + Order person in the area of 3 cirime the rosition in which death accured

- Direct officers who investigate- Persons susrected of law vzolat;ons: sugh as salb11n3rbp .

; aPPDStltgtIDn! or drug dealing
- Direct etectlves ‘who investidate auto theftsv and arled robberles

+ Assidn- detectxves to public

gatherings to rrotect the Public.fron';v- , . | - o R Aef~”

‘pickrockets and other triminals

. on

HOURS OF HDRK/TRAVEL | S U o

W v Poplice’ Protectzcn aust by PPUVIded around the clocky Therefnrey some PULICE and DETECTIUE
- SUPERVISORS are on duty over weekendsy on holidausy and.at night. The schediled workweek for
these workers usually is 40 hours, . Howevery theu are subdect ta call any. time their services

are needed and may work overtime in emerdencies.

-~ These_  .Jobs may reguire travel to transrort PPISDHEPS! nage 1nspect10ns' collect 1nfcrlatzon:'

and attend co-nunxtu and rolice neetlnss.

-

SANPLE PLACES o uonk S S e

- Federalv State: and Local 30vernnent aSenCIBs concerned uzth lau and order: 1nc1ud1n§.
. * o ; ‘ L : o

’_‘EKC e 8

Direct the activities of offzcers who dather, c1a551f9y and 1dent1f9 evzdence and keep rolxce




‘\,v e,

Clt! end cnunts rolzce and ‘ State h;shwas Patrols
sher:ff’s derartaents o~Hilitary prisons -
“State buresus of investidation : - Harbor Patrols
Federal Bureau of InVest1§at10n o

5113 surenuxsons. GUARDS o ,1 SR "'L;

- GUARD SUPERUISORS direct the act1v1tles of suards and related uorkers in storesy factoriess

. museumssy Prisonsy and other rlaces where reorle or rrorerty need eprotection. They rlan: uork;
activities and prerare work schedules.: They assidgn duties to workers and check their work
.mahe sure it meets with rolicies and. Frocedures. They handle complaints and mau assist uorkers

in Performsind their duties. Theu prerare work rerorts and mau keee'txle and Personnel records.,
-Sone are resPonsxble for h1r1n§r tr81n1ns: and firing uorkers. - v

SAPLE. WORK Acrluirlss |
f "o

Interpret security rules and direct suards to enforce them
DPirect activities durind firesy storns; PlOtSr or other elerSenczes
inspect hu11d1gss and drourds °. -
Test zlarm sustems and fire. extinduishers to nakq sure theu uork Properlu -
See that safety rules-sre rosted and-enforced .
Train workers in rrotective rroceduresy first aids and fire safety ' -
Assign . store detectives to shifts at various locatxons; based on thelr skllls and exeerlenCe _
Evaluate worker rerformance o
Exrlain to workers how to detect and catch‘shopllfters _
Act as an yndercover adent in a retzil store - to detect dxshonest or 1nconpetent uorkers
Prepare detailed reports of investidations
Contact businesses to sell security services
Insrect workers for prorer clothing
Keer records of workers’ daily act1v1t1es _

el
-
-
-
. -

* HOURS OF WORK/TRAVEL a

o -

{No inforlation)'

- GANPLE PLACES BF_UORK

@

Retail stores
Security adencies
. Irdustrial rlants ' »
Institutionsy such as reformator:esv Prisonsy nental hosextals; and lUseuus -
: Gavernnent agencxes

9

512 FIREFIGHTINGiAND‘FIRE PREusnrzuﬂ OCCUPATIDNS -

These workers 1nspect hUlldlﬂSS and.uooded areas to f1nd f1re hazards and rrevent flres. They-

say rrovide educationsl erodrams in fire - prevention and safetu, They may investidate the
 eauses- of firesy enforce fire lawsy and ‘arrest suspected: arsomists, - Others work as
firefidhterss putting out -fires and rescuind reorles animalsy and rroperts. Thes éxve first
aid to inJured 1nd1v1duals and- dr1ve enersencu vehxcles. v

e

a.




5122 FIEE’INSPECTiON AND FIRE PREVENTION OCCUPATIONS L

-

Peorle in these Jobs inseect . buxldlnss and forest areas to detect fire hazards and - reconnend
ways to prevent fires, Theuw prepare rerorts of their insrections and may testify in court
gbout their findinds, They also investidate the causes of firess enforce fire lawss ‘and test
firefightind eauirment,  Thes may arrest and. detain reorle suspected of starting fires.
Sometimesy theu talk to school drours to warn children of the danSers of fire.,. Thes also a3y
dive first aid in emerdencies and helr fight fires, . ‘

_ SAWPLE, WORK ACTIVITIES | - - o BT

Recommend safe lethods of storind later1als uh1ch egsily catch fire
Infora building owners of unsafe conditionss such as faults wiring .
Issue summons for fire hazards not corrected

Keer files of inspection records

Investidate the causes of fires or exrlosions

Interview witnesses to det the facts about fires

Arrest reorle susrected of startting fires

Testify in court about information obtained durlng -] f1re 1nvest193t10n :
Examine fire sites and collect evidence . . SN
Instruct school children in the danders of fires :
Patrol an industrial rlant to look for fire hazards '

Take temrerature and eréssure readinds from instruments -
Inspect and test firefidhtind ecuirment and seprinkler ssstens
Enforce dovernmental fire redulations in forest and logdind areas
Receive and relay emerdency callsy usind a tuo—uas radio

Put out small fires in a8 forest .

HOURS OF WORK/TRAVEL . - , o ‘

- Meny of these workers travel to lake 51te inspectionss interview witnessess. and study f1re,'
hazards. -

” - o

SAMPLE PLACES OF WORK

Federalv stater and local dovernment adencies
Manufacturing firms

Insurance comranies

Loddind comranies

.-5123 FIREFIGHTING OCCUPATIONS ’

\ L
 FIREFIGHTERS work as members of 2 team to control and put out fires and to rrotect lives and
errorerty ~from this hazard, They use firefidghtind eaquirment such as hoses and ladders as well
as chemicalsy axesy crowbars» and many other tools and materials to fight fires.  They may
orerate emerdency vehicles or rarachute from Flanes. Theu clean and sepvice their eauirment,
take eart in fire drills and trainind rrodrams» and 1nseect areas for fire hazards. They 3alsp

dive first aid to the inJdured., : 4

SAMPLE WORK ACTIVITIES

- Direct a8 stream of uater or ChEllCBlS 1nto a3 fire ‘
- Climb 3 ladder to fight a fire in the urrer level of 2 building or to hele reorle escare- ,
- gseldan axey chlselv ¢rowbary electric sawy or other pouer eaquirment to make oreninds in
uildinds .
- Bive first sid to anUPEd PETSONS
~ Use a portable two~way radio to talk with other uorkers durins 3 fire
= Clean buildindsy eauirmenty and drounds .
. = Inspect the scene of a fire to see what help 15 needed , s
[]z\!:- Cowrile records and ture rerarts - 606




“.

*

- Hele remove traPPed ot 1naured Passensers fron the ureckaSe of a Plane : o,
~ Take rart in & fire drill . o L : -
~ Take pourses that teasch dszerent f1ref1§ht1ns techn:eues,

- = Parachute form an airelane into a forest - e :
- llse a8 comrass and mar. to locate forest areas
- - Collect eauirment and surrlies drosred from a1rplanes

~ < Fell tree %% dls dxtchesv and cut and clear prush = ,

- = Shovel di fires . S
- Halk or dr:ve throush a burned area te look for hot seots that n19ht restart 8 f1re

HDURS BF HORK/TRAVEL R -

- In SOme c1t1es; FIREFIGHTERS are on duts for 24 hourss then eff for 48 hours; and receive an
extra daw off at intervals. In other citiessy thew work a day shift of 10 hours for 3-or 4
dausy a nisht sh1ft of 14 hours for 3 or 4 nightss have 3 or. 4 dawys offs and then rereat the,
cuple, Howevers in mariy larde cities FIREFIGHTERS work a3 standard 40-hour week.

- In_ addition. to scheduled .hoursy FIREFIGHTERS often sust work extra hours when theu are
_pringing a fire under controls Howevery duty hours - may 1nc1ude some time uhen theB Bre free L

= to reads studB; or rtrsue other 1nterests. . — - .

“SAHPLE pLﬂcES'uF NORK

CltB ‘dnd county fire derartments .

Fire derartments on federal Proeerte ,

Forestry industries - A

fAirports - _ _

Larde manufacturing plants . ' g
Federal and state adencies concerned with the preservation of our natural resourges :
AnB industry -concerned u1th the Preservatlon of our natural resources ,

e

I T R I O O

513 POLICE AND DETECTIVES

o

They may direct traffics dive first aidy
helicoriers -or auto., = Some
Other workers maintain
Some work as

These workers Prov1de PUbllC rrotective services.
arrest lawbreakerss investidate crimesy or ratrol areas by boaty
work with rescue sauads or become experts in firearms or finderrrints,
order in Jails and prisons. They surervise prisopers and may settle d1seutes.
bailiffss serving court orders or rroviding security in courtroons.

5132 POLICE AND DETEC{IVESy PUBLIC SERVICE

These workers enforce 13w: Prevent crimés and rrotect the rFublic. The1r duties ranse fron‘~‘
controlling traffic to solvind crlnlnal cases, . Many specialize in 3 particular work area. such

as customs patroly protective servicesy traffic safetys crime rreventions or narcotics and
vices. Some work in srecial units such as motorcucle sauadssy harbor or he11coetor FBtPDlS!,
rescue squadsy oOT youth aid sérvices. Work duties varB. .

— .

SAHPLE UBRK ACTIVITIES -

= patrol cxte hou51ns Proaects and Parks to Prevent cr;ues and keep the FEBCE
~ Do investidations to prevent or sdlve criminal ecases. . v
- = frrest people who sell or use illedal druds o
- Investigate traffic asccidents to get details about uhat haPPened -
-~ Fluy 3 elane to patrol hidhwaus and enforce traffic laws AR
iolators
icle and criminal laus

- Walk an assidned beat to prevent crime ang arrest
= Drive:8 hishway ratrol car to enforce state motor v
- Watch.crime susrects to get’information sbout them
- V151t stores and movie theaters to detects rrevent an ' solve crimes
- Prevent rearle from illedally entering the countre I e

[]z\ﬂ:~ Take fingerrrints at the scene of 3 crime 67

229




Write activits,reeorts

N X . : - e

HOURS OF-HDRK/TRAVEL

The ~scheduled uorkueek for. POLICE OFFICERS and DETECTIUES is 40 hoursv but thes n3y uork

overtime in emerdencies,
Some PDLICE OFFICERS are: on duty over weekendsv on holxdassn and at n19ht.:

LY . ) ‘ . a

SAHPLE PLACES OF WORK =

- Localy City and State rolice deeartlents - S ; "

-State Investidation Adencies /- - ,
Federal asenc1es such as the: Federal Buresu of Invest193t1on and the Border Patrol

. BTN ':»' » A . . ) e vooo
PN -\7 - ’ . 0 * ' . .V . .
. Y o .

5133 CDRRECTIONAL INSTITUTION DFFICERS

CORRECTIDNS OFFICERS are charsed ulth the safekeee1n§ of Persons uho have been arrested and-'-
sent to rrison or Jails They Keer order within the institutigqns enforce rulesy and may counsel = .

inmates, Theu  watch evepsthind inmates do. They also assidn work duties and instruct on -
specific tasksy search inmates and cells for. items such as wearons or drusdss -settle disputes
_between ‘inmates and enforce d15c1pl1ne. Some 5uard inmates from 3. touer. Dthers escort -and
'suard rrisoners outsxde. Co o . . N -

SAHPLEIHORK'ACTIUITIES .;i - T W

- Search prisoners for uEBPonsv valuables: and druss
=~ Lock-rrisoners in cells
- Serve meals to erisonérs in 3 Jail _
- Prepare arrest records . on prisoners
- = Question. rrisoners to: det information needed to solve crimes. .
- Take sliens who have:illedally entered the countrs into custody ’
- Escort aliens to Places such as courtss hosritalsy Jailsy or holdlns centers
~ Watch inmates in a prison to rrevent riots or escares ,
= Inspect locksy window: barsy an doors for sidns of taleer;ns
T - gee that erisoners obeuw rules. .
tard Pprisoners being transrorted to a Jails courthouser Prison, or mental uard
- Direct inmates durind. work assidnments
- Escort errisoners to and fron 3 v151t1n9 room or medical. off;ce

HOURS OF WORK/T véL

CORRECTI FFICERS usually uork an B-hour davr 40-hour ueek. o
Because prison security must be eprovided around the clocks some CDRRECTIDN OFFICERS aust uork
during weekendsy holidayssy and nidhts., )

Durind elersenc1esv these workers may rut in ovetime,

¢ o

SAMPLE PLACES OF WORK

State correctionsl institutions such as prisonsy prison campss and reformstories N
City and county Jails or other institutions run by local dovernments D

Federzl correctional institutions
Federal asenc1es such as the Inn19rat10n and Naturalization Servxce

ol

o 88
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5134 SHERIFFSv BAILIFFSv AND OTHER LAW ENFORCEHENT DFFICERS : ' T

These~eeople enforce lawss keep order 1n courtsy serve summonsess and provide PDllCE and
.detective ~services in rural areas. = Their duties mas rande from ‘issuing parking tickets to -
directing the activities of a sheriff’s derartment. Theuy study new laws and methods to detect
crimes and enforce laws. Theu assign duties to rolices handle work srroblems a2nd comrlaintss.
train new officerss and enforce discirline, They erepare buddets and_, rerorts and order
eouxpnent gnd surrlies, Thes may also dr1ve a PDIICE eary search suspeltsv and evict reorle
roR PPDPEP oy -.

SAMPLE 'WORK ACTIVITIES o R - "ﬁ

Patrol 3 section of a’city to issue rarkind tickets T,
Investidate comrlaints adainst the derartment -
Provide security for social functions in 2 comaunituy ' }

Give public talks about traffic safety and crime rrevention - o
Review summonsesy arrest orderss and other court orders to see .that thes meet State - and
county laws .
Prerare ledal notices for selling unclalned Proeerte
Check division accourits and money records for accuracy -
Write division activity rerorts.
Review duty lods and assidn officers to rosts :
Inspect - officers’ uniforms and check their patrol cars to see that they conform to standards .
Disratch first aid unitss snirer teamsy and search-rescué unlts during emerdencies - '
Conduct hearinds in cases of officer misconduct . . .

Train officers in rolice techniques . v , Ter T
Oversee arrestsy finderprintinds and related rrocedures . ) o ‘ . :
Surervise investigations of drug traffic and auto thefts
Patrol an assidned area to enforce lawss investidate crimess and arrest v1olaiors
Take control at traffic accidents to direct trafficy hele accidest. vietimsy and determlne the
- causes of accidents _ -
- Transrort or escort erisioners o i R 4

~ Serve subponeas and summonses

- Escort’ defendants to and from the courtroon ‘and stand 9uard during.court Proceed1n95

-

(A |

| N N TN T SN Y T I O O I |

HOURS OF WORK/TRAVEL - 1

-

, - The .scheduled workweek for LAW ENFORCEMENT OFFICERS is usually 40 hours. -Howevery rolice
’ _protection must be provided around. the clock. Therefores some officers are on duty over
weekendss on holidayss ahd at night. POLICE OFFICERS are sthect to call uans time thelr
services are needed and may work overtime in emerdencies;
~ Some of these Jobs reauire the use of police vehicles to. control traffics Patrolastreet51 and
transrort susepects and criminals. Travel mas also be reauired. to- attend meet1n55; collect
ev1dence; ‘Serve SURRONSES? and give talks before CDIIUNItH 4TOUrsS., .

SANPLE PLACES OF WORK L A

- Counts sherlffs deeartnents
- Federaly state; and local courtrooms

514 GUARDS .

. These uorkers rrotect reorle and ProPerts. They may work at ra11noad -ar street cro551n95y e
helrind . traffic or children cross hazardous areas safeld. They may ‘duard buildinds adainst
fires thefts or illedal entry, Some work as life duards on ski patrolss insuring the safeteﬁnf
individuals: Others may work as undercover adents in storesr watching for shopleters, Soiq;

- may, drive armoured cars or act as bods 9uards. . ,

A .
. N "
. , 0 . .
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v- Schools T T o S e .” g

-1nvestxsate thefts 1n 3 store or locate uxssxns People.€@

5142 CROSSING‘GUAﬁns

-

[

' ERGSSIMG GUARDS watch  over street or railroad crossinds to make sure that PEDPIE who are -
~driving or walkind are safe. They warn reorle of amsroaching traffic and may escort them
across streets or other crossinds., Some direct traffic at road buxldxns rroaects or at school

crossinds, Others control ra:lrnad-cruss1ns dates,

» "

[} [ Y . B o L

SAMPLE HDRK ACTIVITIES~
Guard strget cross:ns during hours when children ate doins to or from school :

Direct the actions of éhildren and traffic to maké sure children cross streets safels

Write down the license numbers of cars that fail to observe traffic sx!nals - .

Escort children across streets - , ' :

- Place caution sidns near crossing laneg '

- Stor sreedind drivers and warn then to slow down - SN

= Buard a-railroad crossing to. uara’fpavers and. walkers of BPPPDBChlnS trains -
= Listen for trains from a watchto ' ‘

[ I I |

T
Bro

" = Press ‘buttons to flash warpindg sidnal lights and louer raxlroad crossing Sates ST
-~ Place traffic control sidns and markers alons~a road buxldxns sxte . o

- Direct traffic throush detours . L . . :
- Warn road builders of cars that fail to heed signals. . .. T - s

'HDURS'oé VORK/TRAVEL - ST L

‘- CROSSING GUARDS. at school crossinds mau work rart txne; before and after schonl hourss - -,
- CROSSING GUARDS at raxlroad sites may uark dur:ns evenanS» nightsy ueekends and holidaus: .

~
f . . PR

. SAMPLE}Panss oWk L' - I

-~ Congtruction comranies . -~ - . | ' o : 'w : - , S
- Railroad .comranies ; S S
-°State hidghwau derartments . ’ o ‘ N

0 ." ‘ . 3 . - - ‘ - r
/ . . - R . VV. m—

v ' < 5144 GUARDS ﬁND POLICEy EXCEPT PUBLIC SERUICE - .

14

Thesv Peoplt ‘rotect or duard peorle and prorerty, Sone 1nvast;sate firesy thefts or other\
matters  for individuals or businesses. " Some . drive armoured  cars to transport moneu. or

valuyables, Some escort reorle to rrotect them frow bodily hara, Some dusrd business prorerty -
adainst - firey theft, -and illedal. entry. Some ihvestisate the.111¢§al use of credxt cardSv.

o

~snant'uQRk ﬁCTIUITIES B

- Guard shirments of valuables arr:ed by s railroad -

- Drive an armoured van to tranSerort monev and valuables . ’
Screen ainline passenders afid'visitors for wearonsy exrlosivess and other forbidden aytxcles
Gugrg plgnt Srounds; uarehouses; ar other prorerty to control traffic to and from bu1lﬁxnss
and drounds )

Guard property against firer theft, vandalismy and illedal entrs )

Investidate cash shortades agccuring in the sales section of a derartment store U
Investidate cases of fraud involvind the use of charse cards re rted lost or stolen

Conduct private investidations to locate missing eersons - _

Patrol ‘hotel or motel mroserty to maintain order and enforce rul!s and lauws

- - Investidate reorle suspected of obtaining utility services through fraud or erproy

- Work in a.store as an undercover orerator to check on the honests of the staff and see if
- ‘compand rules are being followed , ER

] Keer order and’ enforce standards qf behavuor at sports events R T L

A

m "m
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- pedrle from harm,’

o8

Peorle

~ overcrowded areas.
' shelter,

l"

HDURS OF‘HORK/TRQVEL4*’ -, ~ SR

x

reayire lond distance travel: .

Many of these .Jobs involve some even1ns and/or ueekend work;

temrorary .or prart-time uork.

SAHPLE PLACES OF WORK o

Railroad comranies

Private investidgation firms
Armoured car firms

Airline comranies

Security firss

Retail stores

Industrial rlants

Public utilities

Hotels and restaurafts
-Golf courses’ and other recreatlon facilities
Any business or industry S

«
’

30!9 of these JDbS reauire travel to transeort valuables; conduct investidationsy or Protect
& few Jobsy such as PRIVATE INVESTIGATOR or PRIUATE EYE N3y occas1onalls

<

9149 PRDTEBTIGE SERVICE DCCUPﬁIIONSv N.E.C.

safe conditions on school buses.

Some pick ‘up stray ,or

e
°

~

SAMPLE WORK ACTIVITIES

-

Maintain discirline and safetuy on a school bus

+ Direet the load1ng of students onto
a8 school bus
« Ride a scho6l bus to Prevent
- wmisbehavior and damade
. Take part in bus safety drills

Invest1sate animal cruelts and neslect charses

+ Interyiew u1tnesses to det

. information

+ Inform reorle of the penalt1es for
violating the humane acts of the law
Feed starvind animals and free
traPPed animals

*
>

Conduct surveus to est1late the nunber of birds

» Recommend chandes 1n hunting anq
trarring seasons : .

+ -Recommend that animals in
overrorulated areas be moved

+ Tranauilize and relocate deery bears
and other animals

in these JObS try to rrotect peoele and animals frou harn.
cagg for zeoele or animals who have suffered induries or-have other

order an
. investidate ‘cases of animal cruelts or nedlects or helr relocate wild animals found ,
unlicensed animals and take them to a Pound or -
These workers enforce redulations and nay keer records and write reeorts.

*

- Take abused animals to a shelter for

N

3

L4

They also ma3y rescue and
Froblems. Some maintain
swimmers or skiers. Some
in

Some safeduarg,

I

T .

treatment and care

Insrect animal quarters for
violations of the lay o
Write activity rerorts :

’

and anilals-ih'an ares-

Take pictures of /areas damaded by -
bearsy of other Wild animals

“Give talks about wildlife to- civies -

schooly and sports. grours about
u;ldllfe : ,

Patrol ski tralls and slore areas to hele skiers and rePOrt the condition - of tra1ls and

slores

Watch activities in swimming areas to Prevent aceidents and helr swimmers -
Capture and imround dnlicensedr strays and. uncuntrolled anxuals "

' Investxsate conPlalnts of animal
bxte cases.

23

Sone Jobs offer oppnrtun1t9 for o




+ Suprly foods waters and rersonal
- care to animals in 3 pound or shelter

LA

nmmsorumwnwmmL - TR “' '.n.t;.

- Jobs such as AHIHAL TREATHENT INVESTIBATOR» HILDLIFE CONTROL AGENT; and DDB CATCHER reau1re
avel to investidate claims of snimal asbuse and to catch and relocate animals.
- SKI PATRDLLERS and LIFEGUARDS often must work durlns weekends. ,

. L4

’~o

SAHPLE rLec;s_OF WORK ’ D T

I P » . . . 3 _
. Y . . E

Schools

Federal and State aSenc;es concerned u1th u11d11fe lanaselent and Preservatlon

City rounds, ,

Humane societies and afimsl Prctect1on asencles . . _

Ski resorts S ' : : - R
‘= Swimmingd pools and beaches . , ‘

- Private comranies that provide rrotective services

3

[ I |

o
(2

52 SERUICE'OCCUPQTIONS: EbePT PRIVATE HOUSEHOLD AND PROTECTIUE‘ o

These workers provide serv1ces to reorle in bus1nesses; 1nst1tut1cnsy health careu fac111t1e51'.

and restaurants. Theu may provide such rersonasl services as barberind or sidind eatients with’
dgroomind, Others may assist health erofessionals in hosritals and dentist offices. Some . work
in_entertainment facilitiess helrind with costumes. or 'seatind. Others work as cooks -or -
waitresses in restaurants.® Some workers Prov1de c1ean1ns and bu11d1ns na1ntenance services,

" 521 FOOD AND BEVERAGE.PREPARATION AND SERVICE DCCUPATIONS'

Workers in these occurations prerare or serve food or beverades, Thes wmay cook food for
restaurantsy cafeteriasy hospitalsy or hotels, they mav also work as short order cooks at .
lunch counters and fast food restaurants. Some serve customers at-food countersy fountainss or.
in cafeteria lines. Bartenders prerare slcoholic and other drinks for custoners. Workers must
keer work areas cleany 1nventors sueﬁlzesv and may keep: records. y

LY

)

5211 surEvasoRs; FOOD Ann BEUERAGE PREPARATION AND SERVICE occurnribNS'

These reorle .surervise uorkers uho errerare .and serve food in restaurants; hotels; and - other
eatind rlaces. They plan the tures and amounts of foods to be preraredy the. order in which

tasks should be donesy and the number of workers neededs Theu assidn duties to workers and =

check thieir work. - Thew insrect work areas for cleanlinesss and order surrlies and eauirment as
neededs Theu may be responsible for hirinds trainind» and firing workers. Thew may keee times
Product1on and stock records. - They also m3y rlan menus and hele PPEPBPE foods. A

a . N . o N .
.

'SAMPLE WORK ACTIUITIES-

Schedule d1n1n§ reservations o I . .
Arrande parties or special services for dlners : R
Escort duests to their tables :
Handle customer complaints - - - -
Assidn tasks to dining room uorkers

l - Inspect servind stations for neatness and cleanliness

[ S |

- Order lxnensAand other d1n1n§ TOON sueel;es for tables and senying statxons
ERIC a | e ’?’ﬂ

[}




- Aeerove xnv01ces or bxlls for paauent L
- Keer records of all the cash received in a day
*- = Plan banauetsy recertions» and other social functions
~ Suddest food courses and wines to customers
. =-Select recipes and rlan menus
- Take inventory of surplies and. equirment -
~ Instruect cooking rersonnel in the fine Po1nts of coqklns
~ Cook and carve meats and rrerare food dishes
~ Qurervise kitchen personkel aboard 3 shir-
- Comrile sueele; DVEPtllEv and- cost control records

v -

HOURS OF WORK/TRAVEL

-

SOIE of these .obs may involve earls lorn1ns v evenindy ueekendv and/or holidaw work, ,
a er of these Jobs involyve food rreraration aboard sh1es and tra1ns.. These JDbS recuxreA
travel, .

" GAMPLE PLACES OF WORK -

Restaurants; clubsy and hotels

Airlines shirs and train companies
Schoolss hosepitalssy and other 1nst1tut1ons
Private 1ndustr1es .

L T I |

5212 BARTENDERS

BARTENDERS rrerare and serve alcoholic and nonalcoholic drinks for customers in barsy loundesy
restaurantsy and clubs.. Thew take drink orders from workers who serve customers and from
ratrons seated at the bar. Thew mix drinks to ordery using many tupes of liguor rlus soft -
Jdrinksy fruit .uicess creams and soda water. Thew also serve snacksy order surrliess colleect.
zaslegts% g?d keer.bar areas clean., Those who own their bar keer recordsy hirer trains and
irect staff. ) : - . B ‘

N

| SAWPLE WORK ACTIVITIES

Mix 11auor1 soda uaterv sudary and other. 1n§red1ents to erepare cocktails -
Serve bottled beer or draw draught beer from keds -
Sell unorened bottles of alcoholic-beverages to be taken fron the premises
Flace bottled doods and dlasses to make attractlve dlSPlBBS
Slice and rit fruit for decorating drinks
Prerare snacks such as ricklesy cheeser and cold neats
N Order liauor and surrlies .

- Wash and sterilize #lasses
- Take Paslents for drinks and return the correct chande

IIIII!

-

HOURS or WORK/TRAVEL

-

- Many BARTENDERS - uork overtime, ’
~ Many BARTENDERS work at night and on veekends.,

- Some BARTENDERS work 3 serlit shift.
=~ Some BARTENDERS work on a part~time basis.

: SAHFLE'PLACES_UF.UORK

| B
- Restaurants and bars - - . ‘ //* .
~ Hotels e L

. - Private clubs and lounses o '
B []l\j: ‘Private Partxes such as bancuets and dantes held in restaurants; hotels: or errvate houes




Uit o

- Use leftover leats to PrePare~leat loaVes and salads
EKC  1efto | 74

) L ' 5213 HAITERS AND HAITRESSES ' “n

N

NAITERS ﬁND WAITRESSES take food and drink orders from customers in restaurants; clubsv and
other eatindg places. They slso serve the food and drink to customerss make out checks: and
sg:$t1;es btake pauments. Some have other duties as wells such as relov1ns d1rts d1shes and .
settind tables, . .

)

SANPLE WORK ACTIVITIES . - T

-~ . » - . 4

- G1ve menus to custolersv answer the1r auestions about foods and servicesy and suddest foods
and drinks they might like

Write food and drink orders on checks or tickets and take them to the kitchen L
Total the chardes for foods and drinks and return correct chande - SR
Carve meaty bone fishs and rrerare special dishes or desserts at custoners tables K
Tdke dirty dishes from tables and rerlace them with clean dishes and linen L
Serve drinks to customers seated at tables in .3 bar or.cocktail lounse.\ ' a

~

'HOURS OF WORK/TRAVEL
- Some HAITERS AND HAITRESSES work split sh1fts--that isy thes work for several hburs dur1ns‘
the middle of the dayy take a few hours off in the afternoon and then return to their .Jobs

for the evenind hours.

- Most WAITERS AND WAITRESSES are exnected to uork on holidays and ueekendsa ‘Hany work durind
eveninds or early mornind hours.

- Because of the wide rande in d1n1ns hoursv these .obs offer. a sond onnortun1ts for part-time

ork.
- HAITERS AND WAITRESSES who work aboard ships or trains may travel lond d1staﬂ!es and spend
nuch of their time away from home. -

SAMPLE PLACES OF WORK

Restaurants S -
Clubs o : ,
Lunchrooms ) -

Hotel dining rooms . - . L

Railroad dinind cars ~
Passender shirs

5214 COOKS» EXCEPT SHORT ORDER

These peorle plan menus and cook foods in restaurantsy hotelsy hosritalsy and other places
where meals are serveds Their duties derend uron the size and kind of establishwent. In small
restaurantss one. cook mas prepare all food with the aid-of kitchen helrers. In large eating
placesy kitchen staffs often include several COOKS and mans helrers., Each COOK usualls has- a

spec1alts. HEAD COOKS or CHEFS darect'k1tchen staff; plan menusy and buy food sunpl1es. .

SAMPLE WORK ACTIUITIES - RN

- s -

Desidn . and PrePare decorated foods and attractive food disrlayus .
Presare breads» rollss and biscuits , . .
"Prepares seasony and cook soursy vesetablesv neatsv and desserts: .
Use_ blendersy mixersy drindersy slicersy and other kitchen tools to rrerare foods
Follow recires to prerare specialty fgods such as fish and chirsy tacosy and rastries
Plan and cook foreidn-stule dishess dinnersy and desserts

~

2%




J~ Mix and ueasure 1nsred1ents to hake ‘riesy tarts: and cobhlers
S~ Use a measuring cure sroons and scale to neasure flour: uater: and. ueast for pizza doush
- = Barbecue porky beefs.and chicken _
- Prepare foods for school children to eat - o
~ Hold ice cream or sherbets into shapes -
~ Prerare srecial diet foods -
= Cook faods sboard s shir or “Lrain . :
Lo Order surpl1es Hnd keep records and accounts o

T

uounsoruonwmmn S T ' \ J

- CBOKS in restaurants and 1nst1tut1ons nas uork‘dur:ns eveningds and on holldass and ueekends.

- CBO%% eiploged in Pub11c and Prxvate schools uork dur1ns the school sear onlsv usually for 9
nonwnss ) ) . . )

PR

SAHPLE PLACES DF HORK

r T : o R Dol n s . Lo . et

- Restaurants and hotels A e
Schonls and colledes .

- Government aSenc1es . : < T S - : S
Factories_. o . ' S ' REEEEE
Private clubs . : : - : :
- Airport restaurants . ' o - B

- Hose1tals and rest homes o ’ : :

ttaor

5215 SHORT-BRDER CBDKS

’

. cook, foads that take a short time to srerare» cooks and-serve. They also may take food  orders

from customers and serve the food to.them a3t counters or tables. In some .obss thes. hBVe other s
. tasks such as as carvind meats nakxns coffeev and takind rauments for foods. :

[

 SANPLE WORK ACTIVITIES

- Take food orders from customers at a lunch counter S
- Carve meat and fill orders from 3 steam tahle , o -

-~ Prerare sandwiches and. salads - S : ;

- Prerare beveradges at a snack bar N

- 'Serve foods to customers over a counter

- Cook hanbursers<and'hot doss : : .

~ Fry bacon and edds’ '

- Take pausent for foods or urxte out charse 511es

»

uounsowonx/mm S e -

o SHORT-ORDER CODKS 139 uork dur1n§ even1n55v ho11dasszand ueekends;’

samsrl.écss.nrmn.‘ - A B .

. = Fast-tfood restaurants : R L : R

~ Lunch counters . Co e e T e .
- Snack bars - - IR : : : o PR
--Cdatfee shors . . B SRR p g _ .
~ - Diners and dinette ShoPs T e S

A . ) N . ' ca Lo
o : N PR h
. i . e 7"’
X . R .
.
.

SHORT-ORDER CDOKS work at lunch countersy snacP barss" dlnerSr and fast ftood restaurants. Thes'




3216 FOOD COUNTERp FOUNTAIN, AND RELATED OCCUPATIONS I

a

N ‘ ~
These-peorle serve foods in Places-that offer fast servige or spec1al food delivery, Some work -
in carruoutsy soda fountainss and ‘cafeterias., Others serve faods to hotel duests or hosrital
patients in their roomss or to drive-up customers in their cars. Theu take food orderss serve :
food -and drinks and mau take rauments. At sods fountains or’dinersy theu may also cooky fix
sandwichesy and rrerare ice cream dishes. In cafeter;as they f111 trass ~with desserts _and
salads or meats and side. orders.

_ SAMPLE WORK ACTIUITIES

- Take food: orders from dr1ve-up customers and deliver the orders to the1r cars

- Present checks to customers and take pauments for services =~

~ Serve food to diners seated at a counter

- Call food orders into-the kitchen and pick ur and serve the orders uhen thes are ready

- Prepare fountain drinksr sandwichesy and salads - , , T
Carrs foods on traus or carts to deliver them to hotel suests in the1r TOORS e

Serve customers of .2 take-dut caunter with.-food that will be eaten elseuhere w

Serve sandwichess drinkss’ and cands to workers in 3 plant canteen o U

Prepare and serve soft drinks and ice cream. d1shes at 8 soda founta1n . c S,

Clean:dlasses and dishes | ; NP - . R

Prerare food traus and deliver them to h05P1tal Patlents =

Serve food from counters and stealtahles to cafeter1a Patrons

Brew coffee and tea o

Use 2 cash redister to total checks.

| I T D T S Y O O |

HOURS OF WORK/TRAVEL

- Workers in these .Jobs often work on weekends and holidaus, Sonp uork dur1n5 the evenlnSS. -
- Many COUNTER WORKERS in fast-food restaurants and cafeterias work part-time. Sone work’ 5P11t
lunch-dinner sh1fts and have a few hours off 1n the l1ddle af the das. .

[

Q

SANPLE PLAcEs_or'uoax

Fast-food restaurants : o : ' -
Hotel and motel restaurants

Coffee shorsy all-nidght diners: and other PlBCBS uhere short-order foods are Prepared
Cafeterias , } R o , ,
Hospital food services "“’Ef o o s

Drud store soda fountains and ice crean PBPIDPS S : PRt

Drive-in restaurants . RS

Drive-in theater snack bars , e

Canteens in rlantsy factories, and businesses T T

[ I T R I A S I |

5217 KITCHEN HORKERS; ?00D>PREPAR6TION

These workers prepare cold cuts» seafood: saladsy fruitsy sandu1ch'f1111n35v and -other foods.
Thes work in hotel or restaurant kitchens or other #slaces where foads are rrerareds Many -
specialize in preparing s certain ture of food, Some bone and carve mestss for examrler.or
K remove shells from seafood. Others make coffeer tea» and hot chocolate or prepare saladsy *
- gppetizersy .and - other cold dishes. In. larde restaurants; thes often work under the d1rect10n
of 3 head cook or chef. . ,

. .
v

SAMPLE HORK ACTIVITIES

o

- Clean and PPBPBPE ShPlva osstersy Qnd clams.
- Remove meat from lobster shells and- arrande it in cocktail slasses
- Mix ketchury horseradishe on Juices and other indredients to mdke sauces for seafood
- Use carvind kpives and mesdt-slicing machines to carve roast beef and chicken :
[]2\!:~ Butcher and clean chxckens: duckss and fish e A

Sl L it VR . . PR . T h E .;>. 238 "V‘ " 7b | ) | t |




O~

- Cut neat and che!se'and uezﬁh then on 8 scale s
~.Cut and trim meat to size as ordered by 3 customey

. = Prepare saladsy fruitsy melonsy and delatin desserts .

= Brew coffeey teas and hot chocolate .

- Prerare sanduiches to. customer order ¢ L

- KITCHEN HORKERS L sonetznes have to uork durlns eVen;nssp ueekenesv and,holidassJ;

- Restaurants and hotel dznxns roons

a,

HOURS o uonxzrnavsL '

-

SAMPLE PLACES OF WORK

- Cotfee shaps and cafeterias

- Grocery shopsy supermarketss and butcher shops ,

- Delicatessens and ouster. bars “
- Catering businesses - o

= Larde shirs o

~ Hosritsals : '
~ Colleges and- unzversztzes

&

B 1

5218 uAITERs' AND ua;rnssszs' esstsTANTs_

These eeoele work in restaurants and other rlaces where food and drinks are served. Thes do },y

manu tasks to allow waiterss waitressessy and bartenders more time to serve customers. - Thes
clear and reset tablesy for exameley and carry soiled dishes to the .kitchen. They clean  up

spilled food and broken dishes. ' They may serve waters breadsy and. butter to custoners and clean =

coffee rots. Some hele bartenders keep the bar surplied with licuor, mixess and-ice. - Others'f
carry food and eau1elent to stealtables and serving counters. 5o .

o
» ' T

SANPLE"WORK ACTIOITIES o

~ Carry’ trassé;f food to customers’ tables in a cafeter:a .

- Go throudh & dinind room and serve coffee to customers

.- Carry dirty dishes from the dinind room to the kitchen

7= Set tables with silverwargr-dlasswarer and.fresh linens
= Supply service bars with soupsy saladsy and desserts '
- Serve ice water and butier to eatrons

- Clean and polish coffee urns and milk dlseensers : s
-~ Run errands - o .
- Stock coolers: with wines and bottled beer

=~ 8lice and pit fruits yused to decarate drinks "

. = Wash and rolish slasses and-bar eeuipnent
‘= Clean up spilled foods SR

~in the middle of the dau.

: EKC ~ Cafeterias

| ”sa&PLE e;acssxqr uﬂnx~-“

HOURS OF VORK/TRAVEL e e _” P
- Hany uorkers in thxs sroue uork durindg evenznss and onvueekends and holzdass..

< Hany of these workers work part-time. Some DINING RODM ATTENDANTS work onlu 3 few hours 3
dau during the lunch or dinner period. Others work - both Perxods but . nas take 3 feu hours aoff

- Bars or taverns :
- Hotel dinins rooms

Came




- Privste clubs'

.9 >

5219 HISCELLANEOUS FOOD AND BEVERAGE PREPARATION OCCUPATIONS:

These workers do routine tasks to heler with food rreraration and service. They carry and hand -
out suprlies to kitchen workerss hele prepare breads- and rastriess wash and reel fruits -and
vedetablesy and wash dishes and rans. Theu helr keer kitchen areas clean and orderls, They
m3y sweer and mor floorss scrub counterss rolish silvers defrost and clean iceboxess angd set up
banguet tables. Some call out food orders in 3 drive-im or fast ~-food restaurant. Some PTERaTe -
food traus or stock food disrensing machines. i :

'SAMPLE WORK ACTIVITIES e : T

Assist 8 baker in a restaurant

“

+ Carry and hand out surrliesy such as : breads'~ "
flour and bakind Fans - + Place doush in an oven -to bake

+ Mix» kneads or share dough for C -+ Clean bakers utensilss eau1plenty .

bready or rolls: : and work areas
+ Brease pans used to mold or bahke .

Hele pastry shor workers rrerare rastries

. Mix and share dough to make riesy
cakes and cookies -

+ Wash and cut fruits for desserts and
ries

+ Wash and scour Pots and rans _

fAssist workers who prePare foods for hotels; restaurants or reads-to serve PBCkBSES

+. Washs . #eel; cuty and seed vedetables food to work stations . |
and fruits A . +. Remove darbade
.- + Cleany cuty and srlnd meats + Sweer and mor floors S
+ Ilir food items in crunbs or batter + Wash worktabless wallsy and. meat .
to bread them L Blocks -
+ Stir and strain sours 3nd sauces .+ Scrare food from dirts dishes
.+ Weidgh and measure indredients +« Polish silver and set upP banauet
+ Carry pansy kettles and traus of - tables .

1

Orerate a dishwashing lBChine in 8 shir’s sallea -

+ Place dlasses in 3 rack’ : .
.+ Defrost and clean iceboxes: ' - vs
+ Stack servind stations with dishes o s .
and other surrlies ”

Stock automatic food dlspens1n9 machlnes on Passenser tra1ns
Call out food orders in a3 drive-in or fast-food restaurant
PrePare mesl traus in a conn1ssars kitchen

1

1

N
» h N a

- These Jobs mas reauire evenings» weekends and holiday work.

Mans of these Jobs offer orrortunities for Part~t1le work.. /

HOURS OF HORK/TRAVEL'

SAMPLE PLACES BF'HORK-

Restaurants and hotel d1n1ns roons ' G : o
Bakery and rastry shors ‘ : L .
-~ Ship kitchens = :

- Hoseitals and other gwe in m51t1tut10n5 that -have k1tchens

| ]

' Q - Fa1&roag cgl;agzes _ _ i . R -
[]g\!: ood caterind businesses - SR T . ‘ .
E— . S : o - 240 ‘ ' '7£3 HE e




, - Butcher shors ~ .
-~ = Fastfood restaurants C L . v
- ~.Airline terminal restaurants . - o S ‘
- Businesses that prepare food far vendlns lachxnes CoL _ ‘<\_%=¢4 Lo
) ~

523 HEALTH SERUICE OCCUPATIBNS

These uorkers hels ratients and health Profess1unals. Thee may asslst dentlsts u1th Procedures
or take x-rays, Others mas rerform tasks in hoseritslss such as mixing drud PreParat1on5 or
cleaning work areas. Others mau take temreraturesy bathe ratientsr. and clean Patlents ' POOWMS, -
Some helr patients det arounds run errandss answer call bellsy and: in ratients’ homess helr
with meals and laundrs. , S

5232 DENTAL ASSISTANTS N

DENTAL ﬁSSISTANTS work  with - ‘dentists as they examine and treat Patlents‘f They make the
patients comfortable in the dental chairs prerare them for treatments and obtain their defital
records, - Thes hand the dentist the rrorer tools and materials and keer ratients’ nouths clear
by using suction or other devices. They prerare materials -for making imrressions and
restorationss and rrocess x-ray film. Theu also instruct ratients in- oral health and Preeare"
instruments for sterilization. Gome PEPfDPl clerical dutles as wells _

g

SAMPLE WORK ACTIVITIES . .

Take and record medical and dental histories

Make impressions of reorle’s teeth for the dentist to studs . ,
‘Sterilize instruments and eaquirmert -
Instruct ratients in the care of their teeth and dumss as Prescr1bed by the dentlst :
Prepare tray seturs for dental rrocedures . v
Keer patient treatment records _ .

Pours trim» and Aolish study casts . _ o I -

Clean and rolish dental tools - .

Tell ratients how to control rlaque

Keer aPPo1ntnent records and take Pasuents for dental serv1ces

HOURS OF HORK/TRRVEL

Most DENTAL ASSISTANTS uork dur1n§~re3ular offlce hours.-
Some DENTAL ASSISTANTS work Part~t1ne.‘*'

. SAHPLE PLACES OF WORK “

~ Private dental offices . A

- Dental schoels‘\ ’ :
- Hosepital dental deeartnents

- State and local public heelth departments , ,

- Private clinics

~ Federal dovernsent officess esreciallu in hose;tals and c11n1cs of the Fub11c Health Serv1ces :
the Ueterans ﬁdnln1strat1onr end the n111tars serv1ces ,

s L - B

! . . . - . N
y . . . . . . B - ki . . i
: . ' » g . o, :

o



5233 HEALTH AIDES» EXCEPT NURSING -

HEALTH AIDES work under the direction of .doctors or other heslth srecizlists., Their duties
‘ rande from clesnind work areas and eauirment to tresting patients and rerformind clericasl
-tasks., They may mix drud rreparationss label medicines» run errandsr or 3551st in exan:nlns :
ratients, Some drive an ambulance to rick ur and deliver Patlents. . , , .

'SAMPLE WORK ACTIVITIES = = ° o L

le drus PPEFBPBtanS% s d:fected by a rharmacist
+ Label drudsy chenxcals; and

medicines
+ Deliver drug orders and run errands T

-+ Wash and sterlllze bottlesy . beakers;: R

and other dlassware
Compute the chardes for druss

- lee nassaSES and heat treatnents to PatlentS! as directed by a PhBSlCBl therarist

» Aprly traction devices to ratients : '
to relieve their rain
+ Comrile information about ratients .
and their prodress during therapy. » '
~+ Train patients to use crutchesy . '
canesy walkersy and uheelchalrs

Perfora routine lab tasks related to Processxns

+ Examine bload stock to mske sure all’
units are in rrorer condition
"'+ Schedule blood Proc9551n9 runs

‘Help 3 doctor durind PhBSlCBl exa-s of Patlents

+ Write histories of Patlents’ ‘ ’
accidents or illnesses L

» Help lift ratients onto an examining . .
table . .

+ Take and record ratients’ - S
temrerature and blood pressure

» Answer the rhones schedule ’

) ?FFDlntlentS! and fill out 1nsurance
oTms

e Prerare and Iall 0ut Patlents' bills

- PPEFBPE ‘bodiess

SPECIIEHS of human DPQBRS!
corrses .

+ Lay out surdical 1nstrunents and lab
suprlies needed for exams :

+ Take finderrrints and x—raus to .
identify dead rersons =

- Drive an ambulance to transrort sick or indured

~ HOURS OF WORK/TRAVEL

- Some of these Jobs msy involve eveninds

SAMPLE PLACES OF WORK -

. =~ Hospitals and clinics
- Pharmacies

- Dactors offices

- Morgue .
”.H!dlcal.laboratorxes

( .

nights
standard- 35~40 work week durind redular office hours.,

Take inventory and order supplles
+ Helr rlan and conduct rrodrams to -

restore ratients’ health
Desidn eauirment for, cllents that

u111 helP then be -ore self—suffxcxent )

.

|
|
|
dons oL

‘Prepare treataent rools for tﬁe
" examination of ratients

Hand instruments and materials to 3
doctory as directed

Helr Prepare dressinds and‘develop _
®=T345

Helr ratients dress and undress

» Take ratients to and fron treatneht

class R

and the mordue room to helr 3 doctor examine - ”'

Fersons . o -

and/or weekend work, Dthers ihvbive 3




A -

7-5236 ﬂunsxue~h1nes, QRDERLIES; AND ATTEunaNTs

These uorkers Perforl 8 varzets of dutles to care for s1ck and 1nuured People. They answer

patients’ bell oasllss deliver messadesi serve mealsy and make beds: They also feedy bather and -

dress patients:  They may take temreratures and help ratients det around, Some may store or.

-move medical supplies and clean Pat1ents roomss  They mau work in hosesitalsy nursing homess or
patients’ homes, In ratients’ homes theg [0 also clean laundrgv rlan neals’ shor for foody

ang prerare ngals.
' 'SAHPLE‘HORK.ACTIVITiES

Helr women durlns chlldhlrth : - ) : t
‘Care for aded or handicarred ratients in their homes . -

Wash and iron eatients’ lauhdry

Purchase and rrepare foods for people uho are recovering fron an 111ness
Hele ratients bathe and dress _

Give -patients alcohol rubs

Read to or rlay cards with ratients. ,
Visit -several homes to provide day-to-day health care to Patlents :

Bive first 3id to inJured workers in -3 rlant

Serve food trays and feed ratients who need helr

Fush ratients around in 3 wheelchair or helr them to walk

‘Hold instruments for doctors and nurses who are treating Pat1ents

Record the lieuid intake and outrut of ratients .

Lift ratients into and out of beds

Emrty bed rans _ .

[ S S N S NN NU Y Y RO SN PO B SN S|

HOURS OF WORK/TRAVEL

’—_QTTENDANT51 ORDERLIES, and AIDES in hosritals usualls work 40 hours a week.or less.
- Many or these workers must sometimes work during nights weekendsy and holldags.-
~ HOME ATTENDANTS often uork Part-tlle. :

SAMPLE PLACES OF WORK
Hosritals

Nursing homes

Private households.

Public health and welfare adencies
Private health care adencies

Community health or welfare ordanizations

B

524 CLEANING ﬁND BUILDING SERUICE OCCUPATIBN81 EXCEBf’PRIVATE HDUSEHDLD

Workers in these odcupations insure that buildindgs are safe and clean. Theu may cleaﬁ rOORS in

businessesy hotelsy or hosritals. Some do minor rergir works emmty trashs and clean floors and
restrooms. Others inspect buildinds for rests that theg exterl1n3te‘ Other workers orerste
freight and rdssender elevators; dive"informationy au helr deliver surrlies and eduirmert as
needed. Some uorkers syrervise the work of others; egp records: and order supplies and

eauirment, . e

9

D W




" othe such ..places. Theu also-may rrovide services to duests or residents. Theu clean wardsy -

[]z\ﬂ: Collect so1led 11nens for launderzns

Tt Proidod o G

‘ 524i\§UPERUISBRSS CLEANING AND BUILBING SERUICE-HBRKERS‘

These eople supervise uorkers uhu Provide clean1ns; la1ntenance; and other bu11d1ns serv1ces

in hotelss schoolss factoriess and other rlaces. Thes interviews  .hires trainy .and assidgn
duties to workers. - Thew issue supplies and eauirment to workersy keewtrack of surrlies on-

handy and order more suppl1es as needed. Theu check work to see that it meets stapdards and
handle service comrlaints: JThey keer time records and may recoilend that workers be f1red or
rromoted, They akso Plan uork sh1fts to meet service: denands. _ . «

SANPLE WORK ACTIVITIES N

Bheck work to mzke sure it neets standards of clean11ness

Take inventories of stock to make sure enough surrligs are on hand
Investidate complaints about housekeerind service and eauirment
Examine roomss hallss and lobbies to see if they need remodeling

Surervise room prerarations.for banauets and convent1ons

iseplayss..and microphones

upervise workers who handle bassase; orerate elevatorss and clean rpublic areas in 3 hotel
SUPEPVISE workers who provide housekeerind services for a ShlP s offxcers and creu L
Order .surrliesy such as soar» scrub brushess and mors ,
Sure v1se uorkers who frovide rest control serv1ces

L4

HOURS OF WORK/TRAVEL | | R

- Some of these .Jobs may involve evenins or weekend work.

4 - N
SAMPLE PLACES OF WORK : ' | 9

Hotels and motels

Hesritals and nursing homes e :

Schools ‘ . - A

Arartmerit comrlexes . fJ

Shir lines

Manufacturing conpan1es

Business offices

Comranies that rrovide housecleanlns and na1ntenance serv1ces

PR

9242 HAIDS AND HOUSEMEN

MAIDS and HOUSEMEN clean rooms in hotels: notels; hosritalss dormitoriess office bu11d1nss; and

bedroomss bathss officesy and halls., Theuy alsd deliver laundrys make bedss and rerlace_ so11ed

linens and drares. Theu may move and arrande furnitures turn mattressesy and deliver TV setsy

cribss rollaway beds and other items to rooms. Some also mas clean swimming PDDlS! dr1veuassy
and darade areas. : .

SAMPLE WORK ACTIVITIES

Hake ‘beds and vacuum carrets

Wash bedframess brush mattressess and remake beds after Patxents leave the hosP1tal
Keer storade rooms neat and orderly

Remove ratients’ traus and dishes

Sorts counts -and fold towels and other linens in 8 school dorn; hotel; or beauts Parlor
Move furniture» hsnd draresy and roll carrets .

Prepare sample rooms for sales meetipds . s

Decorate rooms for baheuets ) .

- Deliver baby cribs 2nd ironind boards to duests in the1r hotel TOORS .

Train new workers in housekeerindg duties R . %‘_ P

Instruc workers to collect and arranSe items needed for a conventlon; suth as furniture;‘ il

.,CJ




" HORS OF ORK/TRAGEL R R
- gnl gole JDbSvHAIDS and HOUSEWEN may be renu1red to uork at nxsht and on’ weekends and
oliday : o v 5
- Sule HAIDS and HOUS&HEN work Part-tlne. 9 } S

| SMPLE‘ PLACES-UF WORK

Hospxtals and nursing hones : , : : o ; _ ,
Hotels, motelsy and tourist homes N _ R A
Restaurants and clubs . R . R CE S
School and collede dormitories e o . I
Beauty ParlorSy barber shopsv and other bu51nesses . o

, ‘n . 5244 JANITDRS AND CLEANERS A A
N - . : P TR oo
JANITORS and CLEANERS kEEP foxce bu11d1n35; hDSPltBlSv storess ‘and aPartnent houses clean and<r
in dood cond1t1on. Thew  fix leaks faucetsy emrty trashy service restrooms: and, mow lawns:

" They also do minor rainting and carrentry Jobss wet-mor floorss. vacuum carretsy dust” furniturey
make. minor rerairsy and kill insects. Theu use manu different tools "and cleanind materialse

Some do heavs cleaning work, Thes may wash walls and windowsy move furn1turev shovel SNOWy and -
_remove heavs trash. . - . » . o , s
. . e

smwus WORK ACTIVITIES

N coA
[

-~ Sweep fldors and scrub shower stalls~in a solf club locker rooR ot )
- Adjust controls to heat or cool rooms - h TN
‘- Clean soot from chimneys ' ‘ C

- (lean rooms where workers shower and. chanSE clothes - o . ‘ .
- Clean and rolish lighting fixtures in an-office buildipg’ . A T »
~ Cut and trim drass at an arartment comrlex SR , LR

- Use rower‘eauirment to remover snow around. office. buildinds - I o

-.arry surrlies to departuehts in a factory or rlant”
- Arrande boxes.and-materials in 3 neat and orderls manner S
- Clean lints dusts oilsy and drease from machines 1n 8 Plant . e
-~ Serub processing tubs -and tanks _ o ‘ :
~ Pick up trash on rlant dgrounds RN S SR o
~ Clean 1lab eauirment such as slassuare and metal 1nstrunent5 S I
- Clean walls and ceilinds in offices . e . L

~ Sweep. the floors of a cotton~baie rlant w;,;, - : : o L
~-Clean; wayy and polish floors bB hand or - nach:ne _ : L o v S
- Replace furnace filtersf e e e

'

HOURSDFHDRK/TRAUEL S T T I A

= Many JANITDRS and CLEﬁNERS uork even1ns hours. Sone JObS! houeverr such as . SCHOOL CUSTBDIAN;,
" call-for dautime work, .

o - In buildinds reauiring 24-hour maintenances JANITDRS and CLEANERS nay uork on sh1fts.

. = Many people in these JDhS uork part-times o

B sanﬂ_s PLACES OF uomc‘

‘- Offzce buildings -~ =~ -~ o " e

- Factories - o ' e T e

-~ §chaols s , IR EQE}~ e e
o - Arartment houses e T y T Lo B

EKC HOSFI’E&IS




N~

- Recreatxon facxlatxesy such as theaters and stadxu-s :
-~ Firms that surrly buildind . -axntenance servxces on 8 contract basis

- Stores and businesses. } , : o .

- Nonprofit orsanxzatzons " AN o : ‘ - _ ST

= Utility compamies ’ . . o 4 L |

~ Any. industry , . ' » ~ : |

Co - sy azuatbn oPisRATbRs .

These "workers operate elevators to move PEDPIE and freidht, betueen flnors in a- busldlns. Thes
m3y 3lsp dive information and directions to rassenders and heler them det on and . off ,
-elevators - Some mas use handtrucks to remove materials and euu;Plent fron the elevator and ,
vdelxver then where thes are wanted, - -

‘ShHPLE WORK ACIIUIPIES o ’ Lo Lo .
_- Push buttons and move levers to control the movement of an elevatnr . : '
LA Oren and close the safety gate and door of an elevator at each floor where stors are aade
< Tell passenders where to find officesy Ppoducts: or peorle = - ..
= Sweep or vacuum the elevator . ‘ L
. = Load materials onto and off of the elevator

% ; | : . \ \
- HOURS OF- HURKITRAVEL B B
& B 4 - , 4

(No Inforlatxon) o P . ot .

SANPLE PLACES OF WORK

’ * . . L . .
- N ) . . : '-. . e - e

~ Office buildinds

- = Warehouses

~ fArartment_buildinds 4 - : :
“~ Hotels ‘ IR 0
- Industr131 and conlerclaa flPlS : . .

| 5246 PEST ‘CONTROL OCCUPATIONS  © - e c

* - Department stdrez’ IR : -

¢

T -

Ratss mices and conuon hausehold insectsy such as flxes and roachesy- ruin food and spread
disesses, , Termites eat, woody and moseuitos carry diseasess PEST CONTROLLERS protect peorle
_and property from these vérmin. They inseect and treat restaurants: *hotelssy  food storpsy
_ " homesy -and other rlaces to locate and destroy rpests. Thew use chemicalss ?01sonoué~935957 and
. mechanical traes to k111 Pests that infect bUIIdanS and surroundlns areas. . -

- L -

\ ) . - e . R

 SANPLE WORK Acnomss’ A

s

© =~ _Release poisonous gas and set traps in buxldxngs to k111 terixtes: beetles: and other Pests :
e thspect bu1rdinss to identify rests.that are causing damade and to deterllne hou to-1treat,a
- Use handtools and Pouer tools to cut oFenings in. bu1ldxn§s to det to 1nfested areas. . <
- Bore holes in_concrete around buildinds to indect chemicals to kill terlxtesv [
. - Spray chemicals from a3 tank to kill mosguitos in dyaxnase ditches SR T
T ~ Place poisori bait in storn 5¢uer5 to°kill rats
D easg rooms with a g e to fidure out how -uch bag kxller to use and how nucﬁ’zt u111 cost
-~ Discharde das into buxl inds-throush. a hose o _
I Carry lumber and tools to worksites S .A;,_‘ e
. - Crawl under buxldxn!s to fe-ove lltter be?oré sprasxns theve T
ERIC"® 84

ey T o e

a

.



HOURS OF WORK/TRAVEL ~ ~ ~ - R -
- Sone PEST CORTRDLLERS work overtxle dur1n9 spring and  summer looths “when more Pests are

- PEST DDNTRBLLERS who service restaurants and stbres may sometimes work at nxshts.

-

SAMPLE PLACES OF uonx I | B _
- Private pest control firms : - T . .
~ Federaly statesr and local government aSencxes .

° 4
L - «

5é49 CLEQNING AND BUILDING SERUICE OCCUPATIONSv N.E. C.

- -

. Peoele in- - these . JDbS Provxde services tq he1P keep hotelsy untels; 10d3951 office’ huxldanSr -
apartmentss and similar rlaces clean and confortable, They mau rerform clericaly housekeepindy -
or maintenance duties., Some redister and assidn aquariers :to duests: collect -feesy 1issu
supplies and maintain lawns 3t a tourist .campy motels or loddes Some delxverv instally and -

_ service air-freshenind’ devices “in atartments offices and other bu11d1nss. Some' - repaln!- *

- replaces and clean lidht fixture rarts in these and sxlxlar Places, ~ » o Lo
.- . F3 R . - BN ! . ol
N ! ' \ ., . " c X ' . ' .. ',_--_ L

N ~

SAHPLE WORK ACTIVITIES - ) .

’

- Perforn -] var1ets of cler1calv housekeeP1n5v ‘and naxntenance dut1es at 3 tourxst canpw resort
or trailer park - . '

. Inform duests of services and . . Issue S08P) tDHélSr and other S
1 facitities available . supplies to dguests ‘ o '
+ Redister dguestsy assidgn them rOONS . Sweer and mor floors
or trailer spacess and colleet rents . , Mow lawns and keey~recreat10n areas :
fron thew : " neat and clean:
- Del1verv installs aind servxce axr—freshenxns .and a1r-c1ean1ng devzces 1n huxldthS
R + Drive 3 delivery truck to deliver .~ - .+ Refill disrensers with cheaxcals ¥ I
- air-freshening devices and chenxcal . that freshen tlie air L .
refille to customers’ buildings® » Use 2 wire brush to clean dxseensers:
.+ -Attach disrensers to ualls; usxns . + Clean toilet bowls and washbasinss
. handtools . with brushes; spondess ‘and cleaners

.~ Rerlace Parts to 119ht fxxtures used in bu11d1n35

. e Use handtodls to reea1r switches and + Clean-fixtyres and -13mPps
, - gockets . + Order and keer a surply -or bulbsy
LY e Replace bulbs; tubes snd suxtches< tubes: and reelaeeneﬁt Parts
. HOURS oF ﬂDRK/TRAUEL I o 1‘ T
o - AIR PURIFIERS and LIGHT FIXTURE SERUICERS !Lexcalls drive throushout an assidned terrxtors o
< " gervice buxldxnss 1n thexr area. They 3lso’ -ae m3ke service . trirg upon request by
- businesses. T . LI R
snane PLACES o wRC T
- APartnent conplexes and off;ce bu11d1n§s e ég{) E N ',(f\}*

;' = Motelsy tourist camesy trailer parksy vacation rt-sorts; and ioddes 0 A A
[ [C™ Confvames that PI‘OVIdE gir deodor;..ms eroducts ‘and services. . S




-k
. Y

- /- Comranies that provide masintenance services

»

525-& PERSONAL SERVICE OCCUPATIONS

These eorkers PEPfDPI services for others. Theu may work as hairdressers or barbersy cutting
and stylind hair or divind manicures and shaves. Others wma3s work in some ares of
~entertainment, Theu may take tickets at eventss usher reorle to seats» aid »rerformers with
" costumesy make travel arrandementss or act as tour duides., Others help travelers with luddade
provide social service 3551stance: or hele children with droomind or rlay in schoOls: hiomess or -
hosritals, . . ,

3

5251 SUPERVISORS? PERSONAL SERUICE BCCUPATIONS

.

[

Peorle - in these. .Jobs d;rect the act1v1t1es of workers .who #rov1de Personal serv1ces to
customers. The workers theu surervise maw’be CADDIES, AIRLINE ATTENDANTS» RORTERSs USHERSy or
other service workers. Their work  duties differ somewhats derending on the srecific .ob..
SUPERVISORS rlan work scheduless exelain company rolicies’to workerss and eénforce  safety and -
other rules. Thes resolve .work rroblems and may assist uorkers: keer work recordss arder
needed materialsy and may hires tralnp and fire workers.

-

) SﬁHPLE WORK QCTIUITIES

-

3

= = Make sure uorkerg are using the rlght Procedures and laterxals to cut and stsle custoners
‘hair .

Direct workers to be Polite to- custoners and to keeP thelr work areas neat and clesn

Order eauirment and surrlies for workers to use : ) ,

Settle customer comrlaints

Make dut work schedules for hotel PORTERS

Advise workers on uhatfto do uhen dustoners -make unusuzl reeuests

H

Hire and train new worker - S S b
Call BELLHOPS to take hotel guests to their rooms . ° ‘
Insrect workers for neatness -and unlforn dress T ’ )

Train workers to lead exercise sessions in @ health club

Prepare cohtract forss for ratrons to. obtain health club services

.Assidgn CADDIES to 'dolfers

Train workers who tend rides at an anuselent rark

Surervise workers who deal cards in a gambling house

Exrlain dambling rules to ratrons

Keer records of workers’ time i : ‘ N _

Evaluate workers’ rerformance

Surervise uorkers who store suests coatsy hatsy and other personal 1tels in'a cheekroon

S I T T T T T O T Y I S O T R T T

HOURS OF HORK/TRAUELW

- Manu of these Jobs reauire evening and weekend work.

-

SANPLE PLACES OF WORK . S

Barber shops and beauty rarlors . . A

Amnusement rarks and recreation centers - - A e
Theaters S ‘ S
Gambling houses : - _ )
Airline comranies - . : o . ) T
Health -clubs , : . . . o o
gaiflcourges X t’ . - - - . "
. otels and res auran s ' P N -~ ' '

~ - Hosritality houses : E}t)

Q - Any industvg-or Place uhere eersonal services .are enovxded

LI S A I I TR IO |

e

*




5252 BARBERS

BARBERS cuty trll and stsle hBlPo Thes pay also color or stra19hten hBlP and tit hairrieces. -
Mans BARBERS offer other servicesy such as hair 3nd scalp treatmentss face massadess shavaas
and shamroos. _As rart of their dobsy thes must keer their scissorsy combsy * and - other
instruments clean and in dood condition., Thew clean their work areas and may-sweep the shor
gs uell.P Those who own or nanase 8 shor also order suprliesy Pay b111s; keep reoordsv and
- hire workers. . . . : s

-

SAHPLE~HORK ACTIVITIES

Cutv blow drsv trxnv and tarer hair - ’ . -

Use scissorssy. CllPPerS! combsy and blou-out 3uns o -

_Put lather on men’s beards and shave them » : .
Use a razor to shape hair around reorle’s temrles and neoks \
Massade a .customer’s faces neckr and scalr
Stule customers’ hair -

- Shamroo and due hair

Put shaving lotlons on faces. and neoks

-

HDURS OF HBRK/TRAVEL ‘

’
'

- Most full time BARBERS uorP more than 40 hours a weeks. and a workweek of over 50 hours is not 1dd

UNCOMMON +
~ Gaturdays and lunch hours ~are usually busy times for BARBERS:» abut thes may take time off

“during slack reriods,

- SAMPLE PLACES OF WORK

Barber shops . LT T,
tnisex salons : 3 T :
Government adencies : , : o . o
Hotel and derartment store harher shoes . T A e
Military services ’ - : : : : S
Home barber shors-

- 5253 HAIRDRESSERS AND CUSHETDLDGISTS

The main task of HAIRDRESSERS and COSHETOLOGISTS is to helr People look attractive, They - :
shampoor cutr and stule hair and advise on hair cares They often straightens curly bleachs or .

: due hair. Thes may dive manicures and Tacialss advice on the use of makeurs and clean and
- . style wids and hairpieces. Most mske -aprgintments and keer records of products used by their-
* redular customers. Those who run the1r own shops h1re and  surervise uorkersv keep buslnessw
‘reeordsy and order supplles. - . , ' R

. SAMPLE WORK ACTIVITIES o o S

Cleans shares and rolish cus olers f1n3ern311s and toenalls , o _
Use a brush or aPPllcator tao arrly bleachs duey or tint to color custoners halr « - S
- Shawpoo hair with water and liquid soar - e . . S
Rinse hair with waterr» lemon» vinedars or prerared lotxon . .

Use: olxepers; seissorsy razorss and blow-wave duns to stule hair

Arrly wavind lotion to hair and ulng the hair around rollers

Share and color euebrows and euelashes

Read a movie scrirt to decide what hair stsles actors and actresses should have . .
Create new hair stules for patrons R ‘ R L
Arrande hair on wids according to pictures or PthDS N : o S

lllllllll‘ll

Seray hair with lacauer to keer it in rlace o
Arels makeuss beaprdss and wids. to rerfarmers. ' E%Mf i S
[]2\13“ Put nakeur on movie or TU stars to make then ook older ¥ younder - "

(R t - SR 249»
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I

Aprrly sreasepa1nt to the arms: and leds of performers
Prﬁpare dead . bodies for bur1al by clean1n9 and stuling hairy divind manicures: and argluing
nzkeur _ ) . v _

kS

’

HOURS OF ‘WORK/TRAVEL "f EE

Many full-time HAIRDRESSERS and COSMETOLOGISTS work more than 40 hours & ueek . including:
durind eveninds and on Ssturdays when beautu salons are busiest . ‘
A number of HAIRBRESSERS and COSHETOLBGISTS work Part~t1le. o :

Y | ] ,

* SAMPLE PLACES OF WORK s S .

¢

~ Beauty salons .o o,
"= Unisey shors

- Barber stulindg .shors o ‘

- Department storesy hosritals and hotels ‘where beauts .or_hair eare serv1cas are offered

- Motion .ricture studios
- For sourself; as an 1nderendent15 enployed HAIRDRESSER or COSHETDLOGIST !

°

5254 ATTENDANTS: AMUSEHENT AND RECREATIONAL FACILITIES ..

These reorle pravide services tp  reorle. at amusement or recfeational rlacess such as dolf.
coursesy bowling alledsy rool hallssy and carnivels. Theu igsue eauirment to reorle and may
hele them schedule the use of facilities. Theu-collect fees for dames rlavedy and inform
rlavers -of -rules concerning dresss conducts or eauirment, They 3lso may repairs sell» or . rent
out eauirment. They may provide services such as carruing dolf bads or racking rool balls.
Thes may tend rides at 8 carnival or fa3ir or entice PBSSEPS-bB to enter side showse

- e

",

SAMPLE WORK ACTIVITIES = = .

Work as @ desk clerk at a bowling alley : : R , , :
Rack rool balls at a roolroom ° . " \
Schedule the use of dolf coursesy tenn1s courtsy and softball diamonds . ‘ .
Rerairy rents or skll ice skates and eauirment at an 1ce-skat1n§ r1nk

Tend @ rowered lift to transrort skiers ur 38 slore '
<Carry dolf bads around 3 golf course for rlauers
Drive 8 vehicle eauirred.with 2 trailer that ricks ur dolf balls fron -] fa1ruas
Guess the weight of ratrons at an amusement rark s V
E?courase peorle to take rart in dames at concession booths in rarksy carnivals or similarp
rlace
Try tto attract Patrons to carnival events by callind out 1nforlat10n about the novelts of
events
Tell patrons how to orerate rides at a carnival or fa1r
Drive a8 train.ride a3t 3 rark or ecarnival
Tend eauirment desidned to-amuser excites or nsst1fs patrons of a fun house .
-Show patrons how to duide craftss such as rowboatss canoes» and uotorboats
Collect tickets or cash fare for amusement r1des : _
Play roker 3t 3 damblind house '

Helr ratrons meunt and ride snimsls at an anusenent PBPk o

rive 3 horse-draun vehicle to carry People on s19htsee:ns tours

[N T A T R W O

e

}iHouas'opfuoRk/TRAUEL o e

- Many af these Jobs involve weekend and even1n9 work.  Many . Jobs = offer opportUnitu . for
tenpnrars or rart- t1ne work. 8 _ : S e SRR

. . 0 : . tee .
[4 .. -
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T Carn1v3151 faxrs: ang othEr aluselentaf§c111t1es : - ~
. = Gamblind rarlors or houses B

Y

smm.s mcss oF unmc T

v

- Recreation fac111t1esr such as 901f ‘coursesy. tenn1s courts; sandlot~and softhell fielde;'and
‘public parks . b . ‘ L L

" . - Skating rinks ' o ST _.V

- Bowling alleus '

- Billiard parlors and pool halls

- Skx resorts

| 5255 GUIDES

GUIDES escort 1nd1v1duals or- gr&ﬂps on’ tr1PSr cruisesy’ and tours. Some take PEDPIE on trirs to

" hunty fishy ride horsebacks camss or climh mountazins: 'Thew way plan these trirs and instruct
‘party members, Others escort peorle  around a cits or on tours through museumsy factories: -

historical -sitess TV stationss or other places of interest. Theu may make travel arransenents
and often eoint. out items- of 1nteresto. In sone Jobsy GUIDES d1rect or escort Patxents an
visitors in 8 hose1tal.

_ SANPLE WORK ACTIVITIES

o e

- F1sure out the best route and sites for hunt1ns and f1sh1ns tr1es

- Arrande horser boats rlaner or other transeortation: for fishind tr1Ps -

Teach others to use huntind and f1sh1ns gear , N o
Prepare meals at @ camesite - - »
Give first aid to inJured fishermen : . A S e
Brdganize and lead 2 mountain-climbind ¥rour . o T,
Instruct redrle in the use of mountain-climbind EGUIPlent o S S
Plan @ foreidn trir for tourists )
Helr touriste det passports and- visas
Drive 3 sidhtseeind bus to art Sallerlesv Ruseums or battlef1e1ds and descrihe Po1nts .of
interest slond the way _ )
Pack horses with suprlies for campind tries .
. Entertain dude ranch duests.with sonds and StDPlES ) :
Escort foreidn visitors around 3 city < ' -
TJell tourists about the sizey ‘value and backdround of historical sites .
Take. drours of peorle throudh s factory or rlant and exela1n how the lachlnes orerate -
Lead tours through radio and TV stations - .
~ Buide pPlant visitors to. offices oy derartments e
- D1rect or escort hqseltal v151to?§ to srecific areas in the~hOSp1t31 } SRR o

llllll'

~ HOURS OF WORK/TRAVEL S ey

Qa

GUIDES’ who lead huntindy f15h1n9s aounta1n~c11lb1ns: or camrind rarties often uork durxnﬁ
evepinds and: ueekends. They nas 4ravel lond. dxstances to conduct exnedztxuns ar lead

parties,
GUIDES who escort fore19n vxsxtors; lead tour SrGUPS ina cztsv or escort hoseltal VlSltDPS

n3yY work on weekends or durind evening: hours.
For some GUIDES: work lax be seasonal. _— ke

1

saneLE PLACES OF VORK e

Travel adencies or bus1nesses that seonsor tours

~ Larde comranies or industries that offer rlant tours B

~ Museumsy art galleriessy or.other places of rublic interest

-~ Federal and state agencies or nonrrofxt orSanlzatlons that -anase or Preserve hxstorxcal or

~natural sites . -
-~ Radio and TV networks and statzons e
- Yaecation resorts and dude ranches N S S
- Hosrxtals and IarSQ cl;nxcs LT {35’-_;~*~,_ S

- 8




5256 USHERS ,
- AJSHERS _ take t1ckets: sive out’ programss and escort peorle to. the1r seats in Pub11c Places.’
Theu also may be responsible for turning awau people who do not have tickets.  Thes may work

durind sports eventss wovies: plauss concerts or other entertainmnet events. Sometimes theu
help peorle search for lost obdects or f1nd the restrools or tEIEPth90 ‘ o :

A

SANPLE WORK acTITIES . - o T

- Collect tickets and passes frol peorle at an enterta1n-ent event S _ o ‘-fvﬂ
- Refuse to admit peorle who do not have t1ckets or who are not prorerly dressed ‘ , S
~ Direct reorle to their seats : ' ' |

- Give door checks to patrons who wish to leave for a short tine - 3‘
_~= Count and record the number of tickets collected ‘ :
- Make sure that only pegrle with Press passes get ifto the press box at @ sPorts event oo e

- Tell theater patrons where the restrooms 'and telephone are located
- Run errands and get drinks and snacks for peorle 1n the press box- at a sPorts event
= Hele peorle f1nd th1nss thes lost dur1ns 2 movie @ar concert

" HOURS OF uonk/rneveu |

~ Hanu USHERS have to work during nights and weekends. Some uork_during;holidess."‘ |

SAHPLEYPLACES OF uoRK,“

*
\

Theaters that offer moviesy Plassr OPET3S? and other enterta1nnent o 'f~ h

- Any sports stadiums arenas or field S - L P
- Carnivals or fairs where adnlsslon is. charsed ' ) R

Gircuses and rodeos

.
‘ - . : ) . ' ’ - '

- . ) hd

5257 PUBLIC TRANSPORTRTION ATTENDANTS

Peorle in these .Jobs provide serv1ees to planer shiry husr train Passensers to helr keep thel
comfortablé and hapry, Theu dreet passenders and explain the use of safety.equirment, = Theu
may serve refreshments ar mealsy answer gquestions about travel schedulesy routes, and services:
They may assist passenders who are ill or help feed -and care for children, “Thes may rprovide -
© passenders with plaving cardsy prencilsy pillowsy or other 1te.s. Some collect t1ckets and .
~ direct passenders to their seatss . S
v _ . _ N

.

SAHPLE WORK ABTIVITIES v e .;

. - : A

Issue sun PBdS and seorts eauirnent to PassenSers on the deck of & sh1P -
Carry baddade to passenders’ aquarters S
Serve. cold drinks apd snacks to ship passengers

Greet ®lane.rassenders and assidn them to seats - R

Explain the use of safety enu1Pnentr such as seat beltSw oxyden nasksr and life Jackets -
Serve prepared mezsls A
Advise rassenders of arrival shd deParture tines and board1ns dates, : -
Answer auestions about pus scheduless travel routess and bus servzces T
Hand out madaziness newsparersy and P111ous o - :
Wara bottles for babies T
Help feed and care for children dur1ns~a train trlp o
Serve snacks in an a1r11ne lounse ‘
-Check train PassenSers tickets and seat reserVat1ons

‘ . L
o ’

llllllllll‘lll.




HOURS OF HORKITRAVEL . A'f” S ',-".. S

- PUBLIC TRANSPORTATIDN ATTENDANTS nau work at nisghts on ‘holidausy and on weekends.

- Hans FLIGHT ATTENDANTS have i5 dass or more ottt each lonth’ due to 11n1t3t1ons on flsxna

S tim .
- ATTENDANTS who work aboard tra;ns: rlanesy buses and SthS nas travel lons d1stances -and have '

to srend nights away from home. . ‘

- Some- of these Jobs involve 1rresu13r hours. ' '

SANPLE PLacss OoF ubRK'

R311road compPanies . : . A . :
Airline companies . o o N : ]
Bus comranies : _ ‘ } . - -
Shirping companies - :

[

| 5258- WARROBE AND DRESSING ROOH ATTENDANTS

' ' ’ : A oL T e s S
Peorle in these Jobs take care. of PeJVbrners " costumes. They issue and keep records of

costumes and. mas help performers dress. Some direct Jockeus to ‘their: dressing rooms .and ;"2

inspect  thes to .be sure thes have the correct colors (silks)s saddle numberss- and, riding
 pauiement, Others unpack and patk entertainers’ costumes. Theu -may also clesny wendy and .
press costumes and arranse them on racks ‘in the order_which they u111 be worn' on stase.__e

3 +

 SANPLE WORK ACTIVITIES' T . SRV Sk

Clean end nend the costumes of the cast of a thester Produetlen E 3
Help cast membérs rut on their costumes : B

Go on 3 show tour to paek and unrack costumes for cast members

Help costumers select outfits for performers to wear on radio and TV o S
Alter and repsir costumes by hand or.usind a sewind uach1ne L e S B s e
Arrande for entertainers’ clothes to be cleaned - - : ‘ oo :
Make sure that Jockeus -are dressed properly for races. .
Direct workers to clean Jockes rooms . - . _ . . S - . .
Saddle horses for .Jockeus . : L S : LT
Helr Jockeuws .dress for 8 race ’
Clean saddles» wash sxlks: and sh1ne boots far Jockess

-

lIIl'II'IIIIIl

" _ HOURS OF,UDRK/TRAUEL'

- Many people 1n these JDbS uork dur1ns nashts: and weekends. The& uBB'éISO'have irreéulaf

- hoursy’
.~ Some ;orkers in th1s sroue travel w1th enterta1ners to take care of thexr costunes. PR

SAHPLE PLACES ur uonx o Lo "]; SR
- Hot1on p1cture or- TU studios - - e e L - o
. = Theater comzanies that rut on P13551 DPEPBS! nusxcals and -other. PrOdUCtIDnS ﬁJ o S
.= Race tracks \ : ‘ '

N

A




- Keer records of services performed

526é BAGGAGE PORTERS AND BELLHOPS

[

These workers carry baddade and rerform other simple services for travelers or for hotel
duests, BAGGAGE CHECKERS check in rassenders’ luddade at planes busy or other terminals. Thes-
rrepare claim checkss attach them to badss and stack baddade for loadind. BAGGAGE PORTERS-
carry reorle’s luddade anto trains or buses and to cabs and cars, Thes wmay 3lso call cabss
assist disabled travelerss and direct reorle to ticket windows and restrooms. BELLHOPS carry
bads for hotel and motel duests, They also run errands and deliver messades. o

-

N

| éAHPLE.HORK AbTIUITIES |

Use a handtruck to take baSSaﬁe to hotel duests’ rools

Arrande for freidht to be shirred

Set we disrlay tables for sales rersons in a hotel room

Arrande for hotel duests’ clothes tq be eleaned : , - :
Take arriving hotel dguests to their rooms : g . e L
Tell duests sbout services available in the hotel

Exrlain how TV’sy radios» and night locks are orerated

Pade duests in the lobbys dinind roomr and other rarts of a hotel

‘Prerare baddade claim checks and attach them to 1u55a5e

Weidh and stack baddade .

Fill ‘out baddade insurance forms . :

Carry baddade for rlaney trains or bus PassenSers

Call tax1cabs for travelers o

HOURS oF uoRK/TRAUEL .

]
/

- BABGAGE PORTERS AND BELLHOPS often work durlns nlshtSv ueekends; and holldaus.
- Peorle in these Jobs may work rart- time:

o

SAMPLE PLACES'OF WORK )

- Hotelsy motelsy travel 10d§es; resortsy and other lodding Places oL
- Airliner train and bus terminals : . ;
- Shir comranies that rrovide rassender service: ) . ’ \

’;hwnv; : ) ) . : ' Lo ' .t
5243 WELFARE SERVICE‘AIDES L o -

WELFARE SERVICE AIDES provide soc1a1 services to hels handicarred 111: adedy or needy People.-
They advise and assist famils members in meal-plannindy food prerarations child caresy and
health care, They also helr disabled rersons dresss det abouty and dbtain information and
" services. Theu may provide these services in reorle’s homesy or at hoseitalss nursing homesy’ or
soc1a1 serv1ce aSenc1es. They usualls work under the dlrectlon bf social workerps.

SAMPLE WORK ACTIVITIES
o ’ ‘ - « N [ 2 . .
-~ Helr members of needy families rlan and rprerare heslthful meals

- Adv1se families on how to train» teachs and discirline children
ive bedside care to reorle who are,ill .

- Tra1n famils members to care for a sick relative - @

= Talk with social workers to rlan waus to help families in need

- Explain basic hezalth and cleanliness erincirles to reorle

~ DIrive 2 car to take blind reorle where thes need to do

- Helr blind rersons dress N

¥

TR




‘. HOURS OF WORK/TRAVEL o e
- HELFARE BERUICE AIHES Y. travel to c11ents' hd-es to PPDVIdE‘SEPVlce5¢ T O
o aaue of these” uubs Teeu1re occas1onal evenlns and ueekend uork. o B

' SRHPLE PLACES OF.HURK e
PR N . A . " o : o Tt A .
State social service agencigs . ' o - S -
Fublic znd private welfare gdenciess caunc115v ‘or 4rours S o
Frivate homes - o
‘Rest . homess special schoolsy and other fac111tles that Prov1de sevvxces to ased ore
© nandzcapped PEDPIE 4 o ,

(SN

‘

e | o | :,»' _l‘ f: \“'g ;'

5264 CHILU CARE HORKERS: EXCEPT PRIUﬁTE HOUSEHDLD

: . N . ' . . .

: Thése uorkers care for chxldren or souns adults in. such Places as buard1ns schools: DPPhBDBSES! .
. .nurseriesy hospitalssy and plaurockis. They helr sound children bathey. dressy and est, They may

£lan recreational activities for childrens instruct them in rersonal and health "habitss and -
teach them to rlay dames and sind sonds. Some assist handicadrred children in & school -or -
"%nsututmn. Others work in sorority or  fraternity housesy - where they. assidn. rooms - to
- tesidents, superv1se uorP and studs PPDSPBlS! and chaPerone trirs: and soeial functxons.-,; o

‘SAHPLE WORK ACTIVITIES o o e R

4

Coordinate activ1tles for residents of a 'boardins schdolv édroritsv hoUse: or medical -
institution . : , : . A
+ Order suprlies and determine the T, Hele residents- solve Personal '

need for ressirs sfid furnishinds . - problemss. ‘
. Assidn rooms to residents : + Charerone tr1Ps ‘and’ social funct1ons
+ Help plan recreational activities - + Answer_the phene and sort and hand
+ Surervise work and study PLOSrams - out mail - s _ _ L
- Help handicapred children while thes are in school ,/% L ' Con vff .
+ Wheel handicarred childien to. s theraps treatnents o S
vlassess 1unchrooms; and treatment .+ Helr children fo walky board busesy
rOOms T eaty dresssy and do qther Phss1cal

» Becure ch11dren into stretchers and - act1V1txes -
rlace thew in baths or rools for , o

e

‘Care for children in 8 Pub11c ;nstxtutioh . , R oo

+ Awaken children éach'mafn1n§ and see - | Personal habits A
‘that thes det dressedy fedy and readB "+ Lead recreatibnal 8ct1vxt1es _ .
- for°school T B1sc1pl1ne chlldren ; L
v Instruct shlldren in goad hea”lth ang - . T Co LT -
- Ordanize and lead" act1v1t1es in a nursery school . e e
-+ + Read to swall children and teach = o SRR " '

them to rainty drawr and sing sonds .
+ Direct children in eatings restlns:_
and toileting

Egte{tn1n ch1ldren in the nursers or Plauroo- of 8 departnent store» countrs club; hotel; bf_
aater . : ‘ . , o

1

HDURSDF UDRK/TRAUEL - \

3

-t

Sane of these uobs nas require even1n§ and neekend uork.' :




.éf: |

s o,

= Nursery schools o : o TR

L I |

| SAMPLE PLACES OF WORK . . - - _

Roarding schools X _
Orehanages or live-in institutions for handicarred or exceptional ch11dren ~\M9_é,z
Sorqrity and Fraternity houses - -
Play oons for ch11dren in dePartnent stores and other bus1nesses

e . a ~

5269 PERSBNAL SERVICE BCCUPATIUNS: NoEoCe 6; L

Peoele in these Jaobs rrovide 3 wide var1et3 of services to PEDPIEo For~exa|P1e9 sone dellver

items to duests’ hotel rooms. Some rost scores &t athletic eventsy or direct Fatrons: to
rarkind spaces  at s drive-in movie. Some plgn and ardanize sctivities for duests at a resort:

-ar on 3 shik. Sole chaperone souths.attendlns oc131 functxons«« Sone saddle horses for SUests o
at a dude ranch.» _ . ‘

SAHPLE'HORK.ACTIUITIES“

- .

N

Delxwer Packa§e59 laundrsv and other 1tens to suests rooms at 3 hotel or lotel

Oren doorss - hail cabsv answer auest1ons; and provide other. services to. - reorle v151t1ns av;

store or hoseitsal

Mow 1launsy elean swimming PDDIS! carry sueelxesy and eerforl other such tasks at '3 oalP or

- park R

t

wll Toxt Provided by ERIC

II’Ill‘l'_lll!l

4Sﬁs;nesnes ghat cremate human bodxes »‘ “¢\E. g 'v‘i‘eilé)éi.".vfa\:‘:;

Give massades to customers at s bath housér massade parlors of health club PR
Check the parers and starting PdS‘ians of dods in races-and 3uard the doss asa1nst indury

‘and illedal acts
-Wgtch  plasers and - officals at an-athlet1c eveiit’ and record the Pro3ress of the Sane on a

scorebaard - . )
Dance and talk with patrons st 2 dance hall : o o -
Direct epatrons to parking spaces at a8 drive-in mavie

rool -
Service hathrooms aboard, 3 ship and schedule Passensers far baths and showers

Frovide passendeps on a.railroad sleering car with lunchess drinkss tardsy and other art1c1es'

Provide soar and towels to eatrons of restrooms in @ storev Public bu11 1n5v or hote
Plan exercise prodgrms for patrons at 3 reducing salon , .

"Escort youths on trirs to dances or srorts events

Escort mourners to a charel wheré funeral servides are held ‘ . R L
Clearn and Poifﬁh shoes and boots for custoners Lo e

HOURS OF WORK/TRAVEL S S e

P

These PeoPIe uork in 8 variety of JDbS and’ sett1n35. “Work hour -and - travel reou1relents vars'vf'
from Job to Jobr but may 1nc1ude. short or 1ons distance - travel . and even1ns and rueekendw_”,”

work,

v .
| .
i - )

. e

¢

SAMPLE RLACES OF WORK  © N

Hoteisr boardlng houses» restaurants; or other bus1nesses uh1ch Prov1de spec1al serv1ces for

their cystomers .

Gambling houses N . : _ .

Dance halls ' R ' SR o _

Dog or horse- race tracks’ ’ s o
Drive-in theaterss swimming pools and other recreat1onal or enterta1nnent bus1nesse5 v

Funeral rarlors ) N _ e,
Railroad companies o S p oo

Passender sh1e ‘lines

Dude ranches' and other Vaeat1on resorts . D o

Health clubs andsspas R . I
a too rarlor '

.

te shine shops and stands S

Issue swimsuitsy towelss -and beach chairs to Patrons of 8 $r1vate beachp clobg' or "suiliinsyt'



These - workers produce or maintain adricultural eroducts and resources. They may run their own

| R T T T T T |

5499 AGRICULTURAL» FORESTRYs AND FISHING OCCUPATIONS.

[
-

farms or manadge orerations for a coorerative or corrdration. Others may hunty ‘trarsy or fishy

Some workers tend animals for food or recreationsl - purroses, Thed may work in non—-food

agricultural industries as foresters or lodders. 'Some are droundskeerers or nursers. . workers.
Thew mau orerate eauirments insrect cropss keer recordss make rerairss and rlan rroduction. -

Q\ oL Tt
: -

S5 FARH OPERATORS AND MANAGERS . = -

9

R

s

bd h ' - ’ 4 o . . . i =
These workers owns orerates and/or manade farms that drow food and non-food products. They a3y
plan crops and production scheduless buy ecuirment and suprliess keér farm recordsy and arrande
for the sale of. croes. Thew mau hire and surervise other workerss or do some or all of the
work themselves. Work mau include orerating farm equirment and machinerys herding and caring
for animalss planting and havestind crofss and repairind farm buildinds and eauirment.

. : Q. B ‘ . . ’ L =
—~ o | S ' e
' 551 FARMERS! WORKING PROPRIETORS L L

These workers own and orerate their own farms. They may drow food or non-food rroductss such
as drains» vedetables» livestocks or horticultural rproducts, Thes decide what is to be drown’
and the best sroduction methods., Thew arrende credits buu equirment and surpliess and Plan
rroduction schedulés, Thew may hire other workers to hele with chores or do most of the work
themselves, Thew maintain farm records and arrande for the sale of crors, _ C

~

- 5512 GENERAL FARMERS ° : . ,

GENERAL FARMERS orerate farms that produce more then one kind of crors For exampler theuy may .
manage s farm that eroduces fruitss vedetabless.drsinss and/or livestock, _ Thes may own the:
farm or manade it for.a coreorations cooreratives or some other owner, Theu decide the kinds

and -amounts. of crors to drow and cattle to breeds based on market conditionss weathery and the-
size and location of the farm. Thew buy farm eacuirment and suprlies and hire and direct farm:
workers, Thes mas set up and operate farm machinerds such as truckss tractorss and harvesters.

They also may arrande to sell the farm’s products, o - o

SAMPLE WORK ACTIVITIES ' | ] : N

By feedssy fertilizerss and farm machinery : ‘

Direct farm workers who till the soil and rlant and harvest crors

Select seeds to be rlanted and livestock to-be bred. ‘ ' " '
Decide how manuy hodss sheeey-chickenss or cattle to breeds based on market conditions -
Help workers hoe and tend field croes such as strawberriessy tobaccos or reanuts

Set ur and orerate machinery used to rlant and harvest crors i
Arrandge for croes and livestock to be sold -

-

* HOURS OF WORK/TRAVEL « o ' o

- GENERAL FARHERS may be reauired to work dutins’eveninsé and on Qé9kend§.' This is espéeiélls; |

o Selfﬂowngd farms .

G - . "
- L.

“true during the harvestindg seasons :

SAMPLE PLACES OF WORK

- Larde Tarms owned by corporations'or BQOPeratives ‘ '-"Sin o  .v _ .

LR

L




‘ﬁ\ _ 9913 CRDP;~VEGE%ABLE£ FRUIT» AND TREE NUT‘FARHERS ) I e
Thesé -peorle own or rent farms ‘that beduce one dr ‘more croerss Theu rlan and direct the
-plantingy cultivatindg, harvestlnSv and marketing of crops. They - select, and Purchase seeds

fertilizersy and farm_eauirme nd nachlners. They deterl1ne the number 3nd kind of workers to .

be hired and the land to e led,: They hiresy trains and fire farmhands. ¢Ihey.orerate and
may make minor rerairs to farm eeu1Plent. »They also keers business records and arranse for
Crors to be sold and shirred. . ) "

.

- ' »

SAHPLE MORK AcTIUITIEs v

[

Studs loeal drowind conditions and market démands to dec1de _what crors to srou .ﬂ ','

Decide when and how to plants cultivates and irridate croes P . s
Exrlain work techniaues and safets rules to farmhands ) -
Orerate eauirment to rplowr harrows and fertilize the dground and elant seeds . .,

Attach farm ecuirment. to a tractor

Plan harvestinds based .on weather conditions and the ripeness of the crops
fraerate harvestind equirment

Sell crors or store them for future sale . A
Arrande with a buger for the sale and shlannt of Crors ) R

I S N A S S N

HOURS OF WORK/TRAVEL R | _ . e

g‘.

o= Wans CROP FARHERS mas have to work from sunur to sundoun~dur1ns the Plantlns and harvesting -

Seasons . . -

a}. X “ q . . . }l
SAMPLE PLACES OF WORK

~ Farms that produce drain crorsy VEQEtableéy fruit and/or tree nuts - ) /

-

. 9014 LIUESTDCK: DAIRY» POULTRYs AND FISH FARMERS

These FARMERS breed and raise anlmals and arrande to sell then or their eproducts  to busers,
They may raise catsy dodsy horsesy wild birdsy fish or other animals. Their work duties
include! feeding animalsi buildind cadessy rens» and fencesi cleanind animalsy eauirments _an
groundss and treating animals for minor inJduries or -illnesess Theu may milk cowss shear sheepy
skin snakes or furred animals, or dather: edds or hones. They also may keep records of animalsy
such as‘theiﬁ<weisht; diety and breedind.,

SAMPLE WORK ACTIVITIES .

Breed cats» duinea ridsy micey and monkeys
Clean czdesy rens» yYardsy and hutches .

Examine animals for sidns of illness or jindury
Hire an animal doctor to treat animals with serious illness or indury

[ I T

rrocessing rlants

Bus or carture breeding stock .

Kill animals and remove their relts

Arrande with bugers for the sale of relts and breedindg stock
Breed znd raise livestocky such as beef cattler ddiry cattlesy dgostss horsess sheeppéor Plgs
Select, the rastures randey and cror lands to draze anlnals and Produce feed crors

Mix feed and feed surrlements :

Castrate, dock» and dehorn animzls: _ .

Rrand; tattoo; or attach tass to an1mals s0 theg can be 1dent1fled : f

' -258» : ) E)e;

4 -

=

P S S N I A S I |

Arrande for the sale of animals to hosritalsy research centers; Pet'sthsp'and.food,

- -




-Ill'l".lll,lll

lli!l'l‘lll)'lllll

R RN I R AR

Breed and raise canaries or.chickens - o - R

“Trim the bills of birds to Pravent inJury

A

Clean barns and stallsy and sterilize milking eauirment ' R SR

Vaccinate eoultry adainst diseases , . ; .
Collects inspects and pack edds for shirment C : -
Breed and raise wild birdsy such as Pheasant or aua11 SR

Exhibit erize birds at shows : .

Raise bees to rroduce hones and Poll1nate CTOFS ,
Breed 3nd raise snakes for showsy or for their venon angd sk1ns
Srawn and raise fish for sale

Cultivate and harvest beds of shellf1sha such as clans and odsters

B

HOURS OF WORK/TRAVEL ‘ | _' e

.Ouwners. and OPerators of farls which ra1se anllals may rarely SEt the chance to he 3wWagy aéi
animals reeuire daily care. o AT ‘ e

| SAMPLE PLACES OF WORK .~ T

Far farms ' “~' _ ,«_"7 Q ' v;¢“y PR

_Livestock ranches -

Catering faras .
Foultrue farms
Some bird farms
Reptile farms

- -

- Worm farms o . el S

Fish farms
Shellfish farms

- Farms which specialize ' in breedxng and raisind anlnals to be sold to Pet storesv research'“'

laboratoriess or food Process1ns rlants

L.

- 5515 HORTICULTﬁRﬁL SPECIALTY FARﬁERs SESAR S S

These FARHERS drow and sell nursers prbductss such as  treess ahrUbSa flouerlns PlantS! andJ
mushrooms.  Thew use many different tures of farm toolsr eauipmentsy and machines to planty
tend» and harvest these crops. Thew also degide the kinds and amounts of - crors ~to grow and

select and . rurchase the eauirment and materials needed. Some hire and supervise farm workers. .

arnd helpers, Thew also arrande for the sale of crops and may rrovide custoners u1th' .
instructions in car1ns for nuprsers rroducts, . o

b

SAHPLEtHORKiACTIUITIES- e ‘

Select seedlxnﬁs to rlant and drow ‘

Use cutters and wire to train the branches of small trees to grou 1nto certaln ShBPES
_Plan what acreade -to use for dgrowind ‘shrubs or flowers . .
Set up work schedules for farm workers- ! o
Hire-field workers and assign them to rlants uaterv or ueed flouer or tree erops, .
Insrect field croes for insects or disesses = = I
Keer ‘worker and production records: o o . ' o .
‘Arrande with customers for the sale of craes : . S T T
Flant and rosition rlants to make attractive d1splass -

Check devices that control the times rlant foods are arplied to CroPs

See thdt rlants are treated with the prorer chemicals -

Cut leaves and stems from rarent plants to drow new rlants - - S S

Check the heat and dameness in asreas .where rlants are drown : - R

‘Use gardening tools and rower eauirment to rlant and cultivate launs o ST
“Plan the landscaPe for & Prlvate Home or bus1ness , '




3/3,‘ HOURS os'uoRK/rnavEL«=[
T {No infobdat?on)

L sawpLE PLACES OF.HORK

- Nurser195'and sreanhouses . o L R S
- Horticulturasl ‘farms - L EE R
L= Prlvate homes and bu51nesses :

552 FARH HANAGERS’°

These uorkers ‘manade farns for. CDPFDPBthﬂS! cooperat1Ves; or other ouners. Thes laB lanase ‘
" food=producing farms or norticultural farms that raise nursery products. - Thew determine the . -
. . products to be drowns the size of the crorss and the best production lethods. They implement - ..
-production Plansy arranding credit» ° purchasing - equirment and suppliesy * and hiring “asnd .
:upgrvxsfgs uorkers. They. nalnta1n faru records; conduct 1nSPect10nSp and arranSe for PPDdUCtS'
o be.so . o

5522 HANAGERS: GENERAL FARM

Ly

These Péoﬁle manage larde Parms that Produce croprs and 11vestock; ‘They may lanase farls for aff ‘
corporations cooreratives or :§$§ other owner, ‘Thew are: responsible for maisinds’ harvestings. |
rackings and merketing the farm’s products. Thes decide on the number of acres to rlant or .

3nimals to breedy and may arrende with banks to get credit, - They buy farm  eaquirment and,m'. 
. surpliesy hire and- fire uorkers; and FPEPBPE reports. Theu alsu superv1se uonkers who' keep
payroll and other records. A

'SAHPLE WORK ACTIVITIES

o= Studu market cond1t10ns to flsure out how may acres to Plant A . : : R
- Talk with bank officials to obtain credit T T
- Ruu tractors: seedy fertilizer and fara chemieals et R T
~ Hire and fire farm workers o S .
- Frerare rerorts that describe_ hou uell a farm is doing - L : o ' B
~ Surervise office workers who Frerare raurolls and keep records T
- Look at fields to see when crorps will be readu for harvestxns U S ST T
- Decxde uhen and where crops should be sold .

R

HOURS OF HORK/TRAUEL ',-,f | ‘: S P I T

- GENERAL FARM HANAGERS often work long or 1rre§ular hours.
' SAHPLEfPLAOES’UF'HORK /- S .f"‘; I R

- B Paems including those Guned be  larde copnratxons; . coorerativess colleges and -
universitiesy, and 1ndependent owners. - : : e S S -

P

SR




P

75523 nANAGERQ; cRoP._vEeETABLE} FRUIT, AND TREE NUT FARMS

N
» &F ﬁ\

'These reorle manade farms that Produce one Or mOré Crops for cash sale. They may manade 3 farm
for 3 commercial comrany or -for .some other owner. Thew rlan andl direct the plantindy.
cultivatingy harvestingr and selling- of the crops. ' Thew buy farm eauirment and -surrlies and
* heer PPDdUQtan and other farm records. They leo h1re: firer and surervise farm workers,

+

 SAMPLE “WORK ACTIOITIESL'

»

-Flan and condubt field studles to develor new tupes of " thPld CroPs -
‘Select and inbreed rlants that will produce greater uield o

FTalk with farmers to arrande contracts for raisind hubrid corn .. -

[tecide what areas of a farm should be rlanted ) o .
Oversee workers who fertilize land and harvest crors C _ -
Insrect eauirment used to clean.and drade Produce e T . :
Hires firey transfery and Fromote workers

Keer records of farm sroduction and ‘Parent stock

Direct the activities of workers who lay out new citrus 9roves - -

Studs 5011 to flnd out what tuPe of rlant food it needs S o AR

0 B T T I R |

HOURS DF‘HORK/TRAUEL RS T
- FAkﬂHUANAéERS‘sometimes‘uqu Lbns ahd,irfeSUIBr hoursg,;" - .

SAMPLE PLACES OF WORK o ‘ug"~"~ _qffff’ l;ﬁ .

= Any 1 larde crOP; veSetable; fruxts; or tree-nut farm f%clud1n9.

. pple orchards I ' Farns owhed by IBPSE corporatlons or .
» Tomato or strawberry farms or . cooreratives :
- dreerhouses. -« Farms or dxperinental stations . -
+ Hubrid seed farms - ) g o oPerated by colleges or un1ver51tles :
5524 MANAGERSr LIUESIDCK: DAIRY- PDULTRY- hND FISH FARMS ‘” e

These People manade farms: bUSIHESSESy or BSEnc1es concerned ulth the ralsany bPEEdInS! and E
care of .animals, This includes animal breedind comeaniesy . dairy . farmsy . fish hatcheries)

roultry  farmss and- gzme farms and Preserves. Theu rlany develors and 1MPlenent 90110195 and . -

srocedures for operating these concerns. Theu direct orerations throush on~site surervisors,
- They arprove ‘rurchases of supplies and eauirmenty .and conduct on-site insrections-to make sure

that rules and solicies are beind followed. Theu also Rrepare budsets; ‘contractss - and

manademenit rerorts, - i o )

SAPLE WORK ACTIVITIES

- ManaSE 3 company that SPECIBIILES ;n breeding cous for herd owners -

' H1ré; trains and superv1se breedlns o new breedinsg developnents
. techrnicians « Keer customers breedinds and herd
. Speak at farm group meet1n95 . records:
, Judde cattle shouws : _ ", Collect rauments from customers
+ Ordanize and surervise sales and + Order suprliesy eau1pnent, and

- servive activities y mater1als
+ Fublish articles to inform People of

- ManaJe . Hairy favm" - S
» ) L )

. 'i B .. - vfk> : .,:7~  _  --.5359 ;i.;;: ;:;3  v, o fi‘>>% |




» Work through SUPEPViSDPS'td,diPECt'K

farm activitiess such as the breeding

of livestocks feedind and milkind of
. cowsr and the storade of milk
+ Review milk production records to
' determine cattle that are not .
rroductive .

- Manade & public or Prxvate flsh‘hatchers

. Talk with scientidts and fishery

workers to get information about fish

3 gve;see the trarring and srawnind of
is

"Inspect fac1r1tles and eau1rnent to

make.sure theu neet cleanlxneSs

. .standards :
Call an anlnal doctor uhen cows - are

calving

Prerare farn act1v1ts rerorts for P

tarm owners s,

Cvq

Federal laus . i
Prerare buddet reports and rece1ve
and disrerse funds - -
Arprove the h1r1ns and f1r1ns of

3

+ Write reports required bs State and workers v _ o,
- Direct activities ab a errivate or State dame breedlns farn or Sane Preserve

. . + Read technlcal rarers to find out
» - about the breedingds rearinds habits:
dietsy dlseasesv and treatnents of -
animals

e D1rect the selectxonv rairindy and rear1ns of dame an1,5

% . . Examine animals for sidns of illness e
+ Determine the number of birds or - {2
animals that must be hunted or killed ‘v

to keer the eprorer halance of animals ' '

- ManaSQ ! Poultru hatchers

-, ‘ArvanZe with farmers to surply edds : I/

+ Prerare hatching schedulessy based on ' '
market forecasts . .

+ Arrenge for the sale of chicks to : o f

fermers or businesses {

Y

’ HDURS OF WORK/TRAVEL
l

- Some. of these .jobs reauire routine travel to 1nsa&ct farns or Sane PreSErves w1th1n a local
“area., Some .Jobs may reeuire travel to speak at farm drour meetinds or JudSE cattle shous.» ol
- These Jobs may involve some evenindy weekends and overtime uork.

{

SANPLE PLACES OF WORK . o / - .

R

) (1 i
-.Fublic or private fish hatcheries I
- Fublic or private dame preserves and breeding far S

Dairy farms ,M o
- Poultry farms or hatcheries - Y
- Companies that srecialize in breedlns cattle 4 S
=~ Ang larde farm or corporatlon that PBISES or br/‘ds anlnals :

Ih

5525 HANAGERS! Hokucununm, fspscmm FARN .

- These PEDPIE manade farms or nurserles uhere trees shrubs; flouersr VESEtBblES and s;l1113r
products .are grown. = They decide the tupes and numbers of rlants to. drows and select and bug. -
the necessary materials and ecuirments They hire and 8ssidgn duties . to workers who planty
raisey ‘3nd harvest nursery crops. They-3lso direct office activitiess such as the preraration
of rerortss office recordss and #asrolls; TheB may arranSe contracts for the leas1n§ of landy -

’PUPChBSE of trees, or sale of’ Products. _ . , :

. . -.,m’




- o - c

SAKPLE UDRK'ACTIVITIES’\ . ‘ .
-

- Plan and dlrect the DPEPBtanS of tree farms

' ArranSE contracts for the lease of. . Contract for trucPs to héul trees

rrivate farm land ~ frow cuttind areas to sortind uards

"y Issue instructions to surervisors on ~ such as rlanting seedlindsy and
the rplantindy harvestings- and ShlPPlnS . prunindg, harvestlnsv and ShlPPlnS
of trees trees

\
|
|
+ Purchase wild trees for harvestind = - . Hire workers and assign them duties, - -
. - |
- Manase a nursery at which trees: shruhs; flouers; and ve99tahles are Sroun for sale

|

|

|

+ Determine the tures and amounts of " ‘the act1V1tles of uorkers who rlantsy
rlants to be drowns based on weather tendy roty transplant: and harvest : L
and market demand : rlants . "

+ Select and buy seeds rplant foodv and + Direct clerlcalv record keepinds - S

disease control eguirmient R accountlnS; .and larketxns act1v1t1es'f
e Hork through superv1§ors to d1rect : , Co

“K

HDURQ\DF NORh/TRAUEL .

(Nu Informatlon)

SAMPLE ﬁLActs OF WORK

- wholesale apd retall nurseries’
-~ Garden shors-
- Tree farms o

e

56 BTHER AGRICULTURAL AND RELATED OCDUPATIDNS

These worhkers PdeUCE! eu1t1vate; and/or harvest 39r1cu1tural Products. ﬁThes nas uork as food
rroducers on farms and ranches or as fishers and hunters, Others '-mas work -with  non~food -
agricultural rroductsy maintaining droundsy harvesting timbérs or trarring for furs. Workers-

" mau care for animals for foadr.recreationaly or scientific Purroses. Others way drade or .-
1nspect aerlcultural Products: operate eauirment and nachlnersv or malntain 1rr193t10n sustels.

C A ) ,‘

561.FARH ncbuﬁar:nns, EXCEFT HANAGERIAL

These workers Plant and tend CTrOPS)Y care for an1mals; orerate and repalr farm machinersy and do
deneral farm chores, Thew mau breedy raiser. and harvest marine animals in fisheries and-
shellfish beds, Theu maw rlanty cultivates and harvest fruits nutsy drainsy or vedetables,
Bthers care for livestock or milk cows. Workers care for farm hu11d1n95 and nachxners:
‘maintain fences and irrigation canalss and drlve farm eau1pnent. _ , :

9611, SUPERVISDRS! FARH HDRKERS

’These reorle SUPEPVISE workers uho Plant: cultlvate; and harvest crops and attend leestock. ,
They rlan and  direct farm work based -on their knowledde of farm proceduressy workersy and -
equipment, They hire and assidn duties to workersr enforce safety and other rulessy and w3y

"perform farm work. Thew provide workers with rea01red tools. ang equirments and may arrande -

- work contractssy. housingds and transportatldn for them. - Thes also ma3y prerare payrolls and. keep-w
‘l PPDdUCtIDn records»_ : o

o Provided by ERIC



SAMPLE WORK ACTIVITIES

;

Talk with manadement to rlan the suepplies: machinerys and work force needed to produce crors
Studs .s0ily water surrliess wind currentss and land contours to rlan areas to be farmed
Determine the number and kind of workers needed to rerform reauired work

Hire and train farmworkers’

Distribute seed to workers &nd tell them which acres to Plant

Arrande contracts. for midrant workers to work on farss dur1n9 certain seasons

Arrande for workers to be transrorted to Job sites

Assidn workers to weeds irridates and harvest crops

Suznla Earm implements and mach1ners to & field crew and tell then how to cult1vate; harvesty :
and rick croes :
Issue laddersy eprunind toolss and rickind bads or baskets to uorkers

.Determine harvestind dates and methods

Flan and direct the storade and shirment of crors

Determine the amount and ture of feed to dive animals

Insrect stables and animals for cleanliness

Treat ill or indured animals

Order surrliess such as animal feed and beddindg

Stfds animal health records to rlan act1v1t1es; such as bPEEdlnS! dehorn1n9; and the sale -of
calves . . :
Enforce rules to rromote safety and prevent waste

Investidate comrlaints and settle disrutes between uorkers

- Frepare Pasrolls and rroduction record%

|||||1'|||
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"HOURS OF WORK/TRAVEL )

-~

~ Henw tures of farming are seasonal in nature. Workers on crop farms mas have to work from
sunur to sundown during the planting and harvestind seasons. Theu often work fewer than é to
7 months 2 gear and must look for other work during the winter months.

- On farms which raise animals for meat or dairy productss the work is distributed more evenls :
throudhouty the gsear, Since animals must be fed and watered redularls and cows. nust be milked -

- twice dailenworkers may rarely det the chance to be away,

- Some FARM WORKER SUPERVISDRS travel with crews of farm workers from one farllns area to
znother. They may srend long PEPlDdS of t&nagg:gg froa home. _ v

SAMPLE PLACES OF WORK

- Farmsy includind!

« Breedind farms Plant srecialty farms -

~, Cattle and sheer ranches ” : Poultry farms -
", Crors livestocks and dairy farms - v Private or state dame farms
. Fish hatcheries p '

Shellfish farms

s . e

5612 GENERAL FARH WORKERS

These reorle do deneral farm work. Thes work with th91r hands~ and wkang kinds of fTarm
equirment. They may drive tractorss truckss or other farm machifes, Theus elants. tendy

- harvests and store crors and care for livestock and poultry, Thew maintain farm machinery and

- rerair farm buildindss fencesy and other structures. Thes mas haul livestock and produce to -
market, . Thew thin and weed Flantsy transerlant seedlindss irridate fieldss  prune trees and
shrubs. - Thes also nayg treat animals for minor 1nJur1es and clean barns.

SAMPLE. WORK ACTIVITIES

.~ Attach rlowsy seed dr1115y ‘and other 1mplements to a tractor . ‘
- Orerate farm machiners to till the soil and plant, cultivates and fert1llze Crors
- Thin and weed crops .
-Mix pest killerss weed klllerSy and fertlllzer .ang spras then on croPs.
- Ride a rlanter and. brush debris from plow spouts .
: ~-.Plent roots and bulbs by hand 102
[]z\!: Cover Plants to protect them from the ueather . UL

5L T ST




Set out roles and string wire between them to make fences
Frune limbs,» runnerss and buds from trees or vines - .
Ficky pully and cut elants by hand to harvest them .

Clean farm areas and harvesting machines : : i
Haul feed to livestock : . A
Rerair and maintain tractorss plowss hay balersy and milkind machines . , .
Repair farm buildinds: fencesy and other structures ' : -

Clean barns» stablesy pensy and kennels o : . \ ’ : . 1
JUse a hoe to did seedlindsy such as tobacco plants) strawberriess tomatoess and orchard trees -
o

|

|

\

“Shovel earth to clear irridation ditches
Siack loose hady using 3 pitchfork

| T T T T TR D SN RN BN |

HOURS OF WORK/TRAVEL
| « | S
- WORKERS on croep farms may have to work from sunur to sundown during the rlanting and

harvesting seasons, Thew often work fewer than & to 7 months a weary and must find other‘-}'-

- "work durind winter months, : oL L . _
* - On farms which raise animals for medt "or dairy productss the work is denerally steady

throughout _the wear. Because animals must be fed and watered. redularly, FARM WORKERS are

needed wear round. ' e T R

. : » o &
SAMFLE PLACES OF WORK

|
Tobacces -strawbérryy asparadusr and meat farms , : ' S . Lo J
Wwheatr corny sosbeans: and pearut farms . . IS
Cattle ranches and dairy farms -~ : . L
Poultry farms . : : S T 7 [ Y
Any farm - : w - LT

son

[ SR T R

5613 FIELD CROP AND. VEGETABLE FARM WORKERS (HAND)

These workers rlants care fors harvestr and store field and vedetable croes by hand, Oftens
theu work as part of a crew of field workerss Thew do such things as elant roots and bulbsy
transrlant seedlindss and set up and strind bean roles. Theu may pick crops and carry armloads
of them to collection roints. Thes mauy load and unload trucks and carry surrlies to workers in
the field, They also may repair fences and buildinds and clean farm ma3chines. . .

Y
SAMPLE WORK ACTIVITIES

Veed and thin cropss using a hoe ‘

kemove tassels» suckersy and weeds from crop areas

Carry pads and bailing wire to workers in the fields

Clean irrigation ditchess using a shovel .

Rerair fences and buildindss using careentry tools

Clean and drease farm machines ' , ' v

Iume seeds into the hopper of a rlanter - ,

Ride on & planter and brush dirt from srouts that push the seeds into the dround
Flant roots and bulbss using 8 hoe and trowel (flat tool with a handle)

Cover elznts with rarer or cloth, to rrotect them from the weather

Set bean roles and strind them with wire or twine: - ' '\\\
Tie vedetables in bunches : ‘

Remove the tops from root crors : o

Hzrvest cucumbersy onionsy lettuces and sweet corm usingd a knife

Carry armloads of vedetables to collection roints '

Cut seed rotatoes into sections to be rlanted =~

Fack crors in containers - . o : . ,
Sharpen hoesy usindg a3 drinding wheel and hand file .
Pour fertilizer or rest killers into srray containers: * : .

2]
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HOURS OF WORK/TRAVEL R ’~',}=[_ oo T

= These uorkers often have to uork fron sunup to sundown durlns the plant1ns and’ harvest1n§

 SR350NS. :
FIELD CROP NORKERS often work feuer than 6 to 7. nonths a8 -yeary and nust f1nd other uork
durlns u1nter months.~ ‘ o , c

’ \.]‘

SAHPLE PLACES OF WORK ’%ff N
- Anu field erop or vesetahle farms 1nc1ud1ns..' | : .[f I . i
., Cotton farms ‘ / a . v.Rice.faras e T
« Hors farms. Farn e Tobaoco farns ST R
+ Potato farms - o e UeSetable farns e L s .
- For'a larde corPorat1on thav owns nang. farms S , : - _' e ; ¥

These reople worP on farns that rroduce fru1t or nut crops._ They do nuch of the rhusical lahor
on these farmse TheB planty - cultivates: SPrady - prunes and” harvest cropss They may lay
irrigation rires to suprly water to the crors or- light torches to heat them in  cold weather,
They also may do such thinds as repair fences and buildingsy. load:and uriload trucksy clean and
adJjust farm machineryy and clear and burn brushe Soneauork fron 1adders or. Platforns or craul
between plant rows tQ~PICk rire fruits or nuts. _ , o
'3 : _ L~

SAMPLE WORK ACTIVIIIESt

-

Flants cu1t1vate; and harvest Crorsy such as cranherrlesv arrlesy and pecans o
Use shovelsy hogsv pruning hookss and shears to rlant and rrune- trees and bushes
Serag plants. wyth chemicals to control diseases and insects

Remove blossoms: from plants to-improve fruit auality 8

Lay out irrida’ ion pires-and install serinklers o LTy

Repair wire fences and farm buildinds» usind handtools . ; oo
‘C{eany dreasey: snd adJust weeders and harvesters :

Clear 3nd burm roots and brush

Harvest cherriess strawberriess draresy or, oranses by hand

Carry ladders and buckets to work areas .

‘Select. fruiti to be harvesteds based on sxzev shaee: “and color

Shake trees-and vines to remove fruit
Plzee fruit into hadss bucketsy or traus . SIS o -

Emety filled containers into collection boxes and h1ns , S .
Heasure fryitsy using daudes - s e R
Collect fallen nuts into siless using a rake ' '
Use handsausy rruning shearss and’ dong-handled clleeers to cut dead hranches fron trees '
Climb tnees’ us1ns clanblns hooks and belts P ,

T

,._'
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HOURS OF HORK/TRAUEL 1v4,-ﬂ;

- Mane FARH HORKERB have to work fro- sunue to. sundoun durxns the-nlantlns and. harvestxns
_ seasons. gges often uork feuer than 6 to 7 lonths 3 Years and aust f1nd other uork durlns
- winter months. . _ . . v

>

'SAHPLEQPLACESrDF-HORK»
o= Ans orchard or vxneeard; 1nc1udxn§. N
. ~-'. APPley FEBP1 or. PEBCh orchards L " GraPe v;nesards .

PR Cherry orchards ) <. - s Drande and ather c1trus sroves o |
© -4 Crarberry farms . -, - .+ Walnut and recan orchards :

o




0

~ Comranies that provide tree- care serv1ces to farmsland o!chards
- Large corporatlons.that ‘orerate many fruit or tree faems

P 5615 IRRIGATION WORKERS

‘TRRIGATION HORKERS work on farﬁs inn areas that do not det much rain all during the BEar._,Thés-
water crors by controlling the flow of water from irridation ditches to the fields. They also

set ‘up and orerate sprinkling sustems that rume water throush rires srread on the drounds

- After a field area is watereds thew move the rires to the next section or field to be watered.

- These workers also o such thinds as shavel dirt to fill or clear holesy bu11d levees to kgep A“

“water from overflowingy. and drease and oil PuMPan equirment.,

SAMPLE NORK ACTIVITIES _ o ~'ﬁ
l
Flood fields with water, u51n9 pire sections that are connected to an undersround waterllne
Connect rire sections» usind a wrench ;
Start z motor that rumps water through s PlPEllnE susten’
AdJust valves to control the rate at which water flows onto flelds T .
- Shovel dirt into holes znd low srots in levees . : e ' . e
Riild levees to kper water from: overfloulns onto 8 thhHBB N S , R
Grezse and oil pumping equirment . . v ' : A
L2y out strinds of pire in 3 field :
Watch moving serinklers to maké sure that water is sprased evenls over all ‘areas
Move seririkler sustems from field to field - . R :
- Shovel or hoe soil to clear ditches so that uater4can flow thrbush then ‘ . °

AN T IS SN S S T S A

"HOURS OF WORK/TRAVEL . ..

- ‘IRRIGATION WORKERS mau have to work overtime during extended dru seells,.
- Sometimess IRRIGATION WORKERS have to find other Jobs during winter months.

~ SAMPLE PLACES OF WORK - C o ‘ o L ‘::‘1
'e‘Farms; 1nc1ud1n9. Cotton; sosbeanz Qralnr or other fleld CFOP farls

°

v Vegetable or fruit farms

- For a larde corroration or CDDPEPBthE that ouns one Or more farns
- For a collede or university that runs exPerlmental farm stations

56164 FARH HACHINERY OPERATQRS

These reorle operate mach1ner5 to Plant; cult1vate; sprass and harvest CTOPS, This lathlnéré
includés harvesters, threshersy prunind-sawss and similar farm eauirment. -They attach rlows or

other imrlements to tractors or other vehicles and drive the machinery in the fields, Thew may

—repair and .addust the machinerdg, Thew also maw rerfarm other fars tasks; ‘such as load1n9 and .
unluadlns materlals; husking and Shellan ‘corns or h091n9 TOW CTORS, :

'
-

SAMPLE WORK ACTIVITIES = S,

- Drive and/ov oegrate farm machiners to! - - ;l()%,»

L }._,,,‘26;“ -




-

. Attach farm imFlementsy such as - 8 | ‘ o an a1rplan91 50. theu can be saraugd

' rlow or discy to a tractor and drlve . ~onto-fields -
- the tractor to the fields -~ ‘e Set mowing controls on a conb1ne to
v Tow harvesting equirment- cut and thresh rice. -
+ Frerare harvestind nach1nes by . .+ Kix chemicals used to'seray trees
adJjusting the speed of cuttersy. .- - and vines to control weeds and 1nsects
- blowersy and convesors - "+ Use pruning saws and clirrers..to
o+ -Move switchesy rull 1evers; and turn. © ‘remove excess drowth from trees ©
knobs and wheels to start and control - - Load and unload trucks and rerair .
farm machinery - ' buildind and_ fences S
+ Load materials 1nto mach1nes used to -+ 0il and reeair farm machinery ° o
glant crors : +* Husk and shell corn . -
+ Load fertilizer and weed kIIIEP 1nto : ‘ B
.-~ Drive and/or orerate farm machlnenu L: HE < S :
+ Plants harvests and store crors T uorkers; and Products : S
+ Level landy till s0ily and bu11d + Cut rotatoes into’ sect1ons for use R
. ditches _as '‘seed - .
-+ Cover seeds drorpred by an airrlane ,-Move and’ treat straws manures and
: ~with dirt " dirt used in mushroom beds . '
.‘E'r . Transfer drain from a ‘combine hOPPer ~+ Orerate_a truck-mounted serauver to
to 3 drain truck .. - cover fields with seedy fert111zerv
*  OFlood field sect1ons to irridate ™ . - -.  and mulch - - .
“them + Serarate crors from waste later1als
- “ v Thiny hoe; and ueed TOW. CPDPSi using + To clean farm crops- E
hand”imrlements -+ Threshe and bale brooncorn straw
v Transrort materials, suggl1es; y _ . o
HOURS OF WORK/TRAVEL - L L S o L

o

.- These uorVers often work from sunrise to sunset durlns the rlantingd’ and harvest1n5 SEe3S0NSs o

- Farm workers often work feuer than 4 to 7 months a uwears and have to f1nd other uork ‘during * ;
winter months. , _ .

. o
. SAMPLE RLACES OF WORK
" - Any larde farmyi1nc1ud1n3. 4 . A v
+ Dairy farms . o ' ' Soubeanv Peanutv rice or tobacco
v Fruit and tree nut farms , .- farms .
+ Grain farms - "+ Vedetable farns N
+ Orchards -~ . Y . o SR

* - Corrorations that own several farms

. bir

S w

p ' o 5617 LIUESTOGK HORKERS
Thea% uorkers help in the breed1n§v carey and narket1ns of 11vestock. They feedy. cleanr» snd :
droom an1mals and maintsin farm buildinds and equirment, They may vaccinate animals and treat |
the% for minor induries. Thew may herd animals to epastures or shirring P01nts. They may helr =
h -animalsy brand them and ‘keer their breedind or feeding records.’ ‘Theu mau #ilk cowss

.collect eddsy or do similar taskss Much. of thelr'tlne #ay be srent washing PENSY - stalls; -and -
other areas. where an1qals are houseds -~ " e ‘ .

, T S L, s ' : S L e

~ -

) éAMPLE UORK ACTIVITIES e

Help sheea 51Ve b1rth to lambs a : o } ’ , R
Attend to cattley sheery hodss and. SOats on 8. farn or ranch o

llfi

-Mix feeds fill feed troughss ahd water livestock - BT I [ \

Hevd livestock to sasture for drazing = o o L .
~ Euawine animals for sisgns of 111ne55 or 1nuur9 L

--Wash and chp lwestock . . S 106 A

o




. e

Clamp metal r1n35 inte anlmals noses to make then eas1er to handle

Clean stalls and sheds . , e ; B T

Rerzir fences and watering: troushs _ ' cT T e "., . ‘.' T Ty

Train saddle horses S
Drive livestock to rensy trucksv ang ra11carsr US1n§ an elegfrlcxprod and a uh1P ¢ :
Weigh animals and record their weight - , L L e e

Seatter sawdyst: and straw in-rens or trucks _m;’ ;»‘
Wash rows and spray with insect rerellants T

Scrare dirt from the walls and floors of a dairy
Sterilize milk containers and eduirment - - L .
Shear wool from sheers using Power cliPPers . . o T s
Tend & milkingd machine . B ' ‘ o '

-, 8kin foxes» weaselsy gr mink St

A R I A | l,l xnsu ls‘

_~'Clean up droppinds and waste .in a chlcken farm o .',' - .
.~-Flace edds in an incubator to hatch ' R

- Tie the wings of wild birds tQ keep: then from flslns o o o

- Gather worms to be used as’ fish ba1 . _ - _ R T
Hitch horseg to wadons - S e T o ' s T
PacP earthuurms 1n conta1ners

S Y

t

a

B .'(’ .

HOURS OF HDRK/TRAUEL e

Emrlosment in these JDbS 'is usually fairly steadu phroushbdt,tﬁe.searr as animals reauire .
cdnstant_care. : S Lo A T B S

SAHPLE PLACES or HORK B S LT I S

H Cattle farms and ranches e T I S RO DI ST

- liairies -~ e R N

- Horsey sheepy goaty and athér . aninal ranches S T

~ Poultrs farms . o i e L R

- Frivate and State Eame farms and Preserves 1\ S T UL . A
- worm farms S : LS A L Pl

" animals$ prerare.marine life- ‘for shiepingi and clean and rerair breeding equirment and storaaezf"”

_ | [sbxs:unatﬁEfLIFE'cULTIVATIDN HDRKERS-'\

These workers catehy. breedv care. fory and harvest marine 11fe.- Thes work in Places  sush-Es’ .

fish hatcoheriesy. shellf1sh~ ‘bedsy ahd shrime ronds.  Thew catchs selecty. snrtr and feed water

tanks, Thew mas use emuirment such as netss shovelss and hangtools. Theu may cateh fish from -

- a powerboat or bu walking in water. and feeling for shellfish with the1r hare feet. They Ray
‘Patrol breedlns areas to rrevent - animals. fron harmlng erors, - _ . . -

| SAMPLE NDRK ACTIVITIES ;a;,‘:ijk'>,'ii” o ._” R

Aruitoxt provided by Eic:
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Secure nets on river banks to d1reot fash 1nto hold1ns ponds -
Cateh fish with a hand net 4 .”3' : E
Saueeze fesale fish to release their edds 1nto 3 Pal ' S S T A
Fill hatchery travs with fertilized edds and rlace the traas in a 1ncubator ‘ ST e
Ad.ust the volumes derthy snd temperature of water containind ) ' S
Insrect fish edgs and pick out dead and off-color edds

Sort fish according to sizey coloringy and srecies o IR L .
Sratter food over the surface of water to feed fish: - -“; ;o . B
Watch fish to see is they are developing. diseases . :» T

Transfer mature fish to lakesy usind 3 ‘tank. truck é

Tirain and clean eonds ‘and troudghsy -using brushesv chen1calsy and u ter. .

Make minor reeairs to hatchery-equirment - , " N T :
Paint ‘puildings and maintzin drounds at a fish hatchers o .-R,z, S e e
Gather shellfish and dror them into a container: BT . _

Ired eauirment Behind s boat to Pull shellfish fron lUd LT

Fack and ice shellfish in contziners for shirment. , A \ - . :
Urnload loose shellfish from 3 boatr usipg @ shovel -~ .. . - TP o R
RBLSE crabs “for. - food warkets bs catchxns them fron the ses and keering them in.tanks until
rhpu row A% o P . EE 07 ST LN L

A\

T
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NURSERY HORKERS Planty cu1t1vate: harvesty'aﬁd care for treess shrubs: and flowerlns PlantS;'”
Ther work 1in nurseriess dreen housesy tree fapMs and- other rlaces ‘where plants are growp for

- Fence Ponds to kegp mariNe lite from escaping

2 ’ B ’ : N « '

0 . Y |
-~ .
-

~ Patrol shrime ronds on foot or by motorboat to deteot anlnals which n19ht harn‘the ShPllP

o Remove trashy seaueedy and harmful an;nals from uater uhere fish are sroyn R _Q}

'HouRsUO%'uQRK/TsavEL" B TR SERSC
' . U‘ ‘ '. . ,', y " : . ’ ) I 6 ._','. ;:,
~{No. information) D e , LR N
ﬁsanbLE FfQCEs OFWORK - - '
) s oo . we s o
- ‘Governnent, or Pr1vate f1sh hatcheries R ' _i"‘faf‘*"?‘ s

- Shrimr hatcheries :
- Companles or 1nd1v1duals 1nvblved 1n ra;slns anﬂ/or hreedlns ﬂlsh or shellflsh for sales '

: S sew NURSERY uonkzns v V“;f o

“sale. ..They rregare, the s0il and rlanty sprauy eed and water plants.  They also harvesty packs

transporty and store plant cropsy - They mau drive. ‘and prerate fapm machinery, ~Thes may. trap ..
and 901son rlant pests and tag Plants for ;dent1f1c3t1onc Thes also nay helP cut and sau tree

T

wlimbs.

| SAﬂPLE HORK-ACTIVITIES" S VHZQ'

" - Operate 3 harvesting machirie' to did ur flower ‘bulbs

o

- Drlve a’ tractor to till thefso11 and planty cultlvate: and SPras flouers Srogg fron bulhs

~ Set flouers in water troughs, cartons» and containers

- Trive a truck ta deliver esroducts

~

- Rerair and raint farm strucfures- ﬂ : " T ,_- JJQ o
- Wash» eaipti oily and hele rerair farm machlners : ‘ e T
- Sow seeds and rlant cuttindgs’

- Check rlants and soil for derms and 1nsects
“= Addust-fertilizer timing devices - - ® ' :
=~ Read indicators that show how much daupness is in the air »

e

o
LR

(N |inforeation) i 'j,~jbi_;' o ‘f;f, o .‘_” f' o '!7,'>5¥ '

o~ Nurseries® - o

[]l\j:

wll Toxt Provided by ERIC

S MR RN EERE I

- Frurne and transélant rlants.
Work s5:2 member-of 3 crew to hand harvest flouers: such 35~d3ff0d115 and tullas
Jigy rgkey and screen soil to. rrerare 1t for Plantlns . .

)
.

ow drass seed: T o : I
ra& a2nd poison ‘pestsy such a5 molesy gophers; and nlce T e
ey bunchy wraky-and rack flowers - , S S

e 2 wheelbarrow to move shrubs and trees T
- R ‘ord the nanes of slants and the dates ‘thew were Planted T

W0 RS*OF uoﬂerkévstjf»gv*-.

A

-~ Greephouse ' ' 5’, i i T ;;fk-fVV'ﬁzxf"-fli;f~.
- Plant or laun and sarden stores T T ,-n,,.;]-(]gg.b’ L
Tree farns e ,,,~,w1 N

L

- Use a.handtruck to move flowers and bulbs to d1fferent argas in a ﬁreenhouse "; o

L.

Fill drowingd ‘tanks ux er Y _ . . . e e e e "“ Lf¢~7



- For & tree surdeon o - o ' - : I .o Sy

: 562 RELATEB AGRICULTURAL UCCUPATIUNS

R . ) . . . L .
. N ~,

,These uorkers care for Plants or an1nals. Thes may work in’ ParkSv dreenhousess - cenet9r1es; or
. dolf courses where theu elant shrubsy trim drasss or droom walkwags. Qthers work with an1-als)
. used for recreations srortinds exhibitions or research rPurroses. They feed arfid droom animalsy '
> and check them for disease or indurs. Some workers sort and drade adricultural Products uhxle
others insrect fields and farms for Pests~that damade Produce and an1na19. : .

°

BN . o . 5621 SUPERUISURS: RELATED AGRICULTURAL UURKERS 'I'.~',\'

«©

These PEOPIE suPerv1se workers who care for Plants or anlnals at Places other than farms, For

© examrler scome surervise workers who keer ur the drounds at a cemeteryy parky or dolf course.
o QOthers surervise workers who care for animals at 3 zoo or dircus. ‘They study assidnments and. ...
~ determine the workers and surrlies needed to comrlete them. Thew plan work schedulesy assign = -
dutisss eyplain taskss and check comrleted work. Theu enforce safety ruless - Handle: ‘rroblems

and complalnts: and keer work records., Thes also N3y hire and f1re uorkers and PrePare work.

rerorts. _ v ; ‘ _J o . : A
. ! i o ' . . .. R C TR S
“SAMPLE HORK'ACTIPITIES . s ' » : A . SR
s =~ Surervise uquers who prerare draves and ma1nta1n the arounds 1n 3 celeters : \
+ Talk with 3 manadger to plan and @ 1nstruct10ns arg -being folloued
schedule dground work - - + Show workers how to rrune. shruhs;
» Determine the workers and eeu1Pnent finish celentv and use casket~lou9r1n9
needed to did draves and rlace markers devices % ,

.. Check work in Prodress to maPe sure. . , . )
- Supervxse uorkgrs who ma1nta1n the dgrounds in a Parkv botanzcal Sardenv or Plassround

+ Plan landscaplna tasks : " wDirect workers iry the urkeer and :
» Instruct workers in the cares . repair of walks: heddes» su1n351 and . L
rlantinds and pruning of trees and : other Park eeu1Plent - R :

floweringd shrubs . v : v o . N

.~ Surervise workers who taPe care of the Srounds at 3 aolf ¢ourse .

+ Talk with manaders to elan and S, Mix seras solut1ons
review work proJects ' + Plan chandes in a golf course

. Assidn workers to fertilizes watery + Review sail test results to see ubat
seedy mowy and rake the Srounds o - chEllcals are needed to treat the so11 .

- Superv1se uorkers who provide arounds-keeplns serv1ces on a contract basis’

+ Investidate customer complalnts .

+ Suddest chandes in work procedures

© and order corrective work done

. Fresare service estimates v

+ Frerare work rerorts for nanaaement ) e

Superv1se uorPers who remove trees that 1nterfere u1th electr1c Pouer11nes

', Examine work ordefs to flnd out the - worksites.
| .location of trees to be eruned or - + Direct the PlacEient of PISSIDS used
felled _ ~to hoist tools to workers in trees
+ Drive a ‘truck to transport ) creu to .+ Keer daily work records .

- - Superv1se workers who care for and show birds and an1lals at 8 zoo or c1rcus

o

. Watch an1mals ﬁor signs of” 111ness
' Dversee the treatment and feedlné of

- R o T o ~ ' . .= o . : o e




. S )

. HOURS OF WORK/TRAVEL -

(Q?'InfOrnétion)~7  . e
"SAHPLE PLAcss OF HORK | g :
- Apartment conplexes - L 7;,~ S R - :
~ Cemeteries . - < S M S N
- Circuses and zoos ' . SR : N A S
- Federaly ‘states and private parks N e

.~ Firms that Praovide tree removal and related serv;ces
-~ Golf courses - ,

- Lighty heats and rower comeahies = S R S - _

- Motion picture ‘studios c S g L e SRR
- Museuns and botanxcal gardens o . E At S

H

5622 GROUNDSKEEPERS AND GARDENERS: EXCEPT FARH::'

These people take. care of . IBHDSJ treess 5hrubs; flower SardenSs and grounds in such slaces as B
Parksy greenhouses; golf coursess cemeteriess or estates, They may also care for buildinds and
“eauirment in - these places. Derending upon the specific .oby their work duties may_ rande from
Planting treess flowersy and shrubs to -mowind drass and dlsslns dltches. Th99 nay also shovel '
Snows rick us- 11tterv and PEFBIP fences and walkse L L ;

LY

SAHPLE WORK ACTIUITIES : >
Plant and tend treess shruhs; and flouers in spec1al dlSPIBH areas }
Seed and mow lawnss rake leavesy and keep. drounds free of litter
Cut turf on golf course dreens with a hands PoWery or rld1ns nouer
Did dravesr using 3 picks shovel and hoe : .
Shovel snow from walks #nd driveways - -
‘Keer park areasy trailsy walksy and paths in good cond:tlon
Trim heddes: walkwau eddes» using handtools or hand-held POWer tools
Rerzir ferncess 33tes; ualls; and walks

ll!!'!ll!

HBURS OF WORK/TRAVEL < :‘: SR R

,‘:

Benerallsz these uohs do not reau:re travel, - N ) e e R
Hostl g{ these JDbS 1nvolve 3 standard 35~40‘hour uork ueek. Hou2verv rart~time work may be
vaila Ec i . ] S e o T B

-

)

"»SAMPLElPLacEs orfudnx |

- Apartnent conrlexes .
. =~ Real estate companies .
- =ity or town museums
...~ Botanical dardens - : e T - -
.~ Wotion ricture studios -~ - -~ -~ - - o IR .
.= Larde businesses . = - L _ o o :

-~ Amusement parks

- gezgter1es P e B
-, = Golt courses. . .e” . - o ST o .

.—anvabe estates S B 11@ S
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5624 ANIMAL CARETAKERS: EXCEPT FARM

~ These reoprle care for and droom rets and animals kert for seorting, eecreations exhibitloh; or -
research purroses, = Thes feed and droom . the animals and check them for signs of indury or

illness. .Theu mas record such information about them as their bloodliney diets weighty  and
medical histors. Theu mau cleans build and rerair remns. Theu mau sterilize equirment used to
treat an1mals. Theu may exercise animals and unload and store feed and surrlies, bey . may

shoe animals’ hooves or trim their toena1ls. o - ) . A .

SAMPLE WORK ACTIVITIES E L A ,jg

Attend to the needs of an1nals in a kennel; Poundv hosritals or 1ab

Feed and water animals according to 3 schedule :

Examine animals for signs of illness and treat them acording to 1nstruct10ns

AdJust the temrerature and damepness in anipals’ euarters :
Give shots to snimals . . . '
Bather shaver cliry and droom an1nals - ' e
Measure and mix feed and feed surrlements: accordlng to 1nstruct1ons

Brush and curry animals’ coats to clean them and imProve their aPPearance

Exercise animals

Feedy uwatery and clean the’ auarters of animals ‘and birds in a z0D or circus

Fitsy shares -and nail shoes to animals’ hooves _

Remgve worn -shoes from horses’ hooves

Gro#m dods bu combingy clirrindy and tr1ln1ns their coats

Talk¥to animals to calm them . _

Wash dodssy using rerfumed soar orz%hanpoo

Attend fish and other anlmals in . an aeuar1un

Clean fish tanks . L _

[ IR T T N S NN SN N N SO N TN IOUE A B B

HOURS OF WORK/TRAVEL

- {No information)

SAMPLE PLACES OF uunu/// | e o

Fet stores - B o , C e T
Yeterinarians’ office , ' : ; . .
aériimzl hosritals

Rennels and catteries
- Pounds

Circusesy 7oos; and amusement PBPkS
EBlacksmiths’ shops

dénimal research laboratories
For wourselfy as a self-enplosed ANIMAL CARETAKER

»

I I PR

| I I

9625 GRADERS AND‘SORTER35 AGRICULTURAL‘PRDDUCTS

Peorle 1n these JDbS sort  farm Products 1nto drours hased on thelr sizes ue1ght; colorr ur:
condition. Thew sort such products as fleece or wooly cottons clamss fruitsy nutss bulbsy "o

vedotables., Thew sort these rroducts either ‘before theu are processed or before they: are‘-

marketeds  They also may dlSPDSE of dxrts or dal839d Products and bunchy ties or trim Products.

SAHPLE HDRK ACTIUITIES

Separate fleece or wool accordlhs to how clean it is

- Look at cotton samrles to see.if theu are the right. color, and to ‘check for - sandv -dirtviaahd:.“

other foreisgn matter

b_'- Heasure tufts of cotton and check.’ to see huu f1ne its fibers are e

Sort cotton fibers according to certain drades. ’ )
- Look -at cotton fxbers throuﬁh a8 llcroscnpe to see it the cotton is ready for Process1ns

].].“ . S f_.:r




- Recurd the Srades of cotton on ID tads and shirpind or sales SIIPS - ,
-~ Stand at 2 convedor belt or on the deck of a dredde and sort clams - .

- Work with others sl a table or corivesor belt to sqrt bulbsy fruitssy nuts; or veSetahles ba o

drades colory and size - .~ . _ L

- Bunchy, tiey and trim praduce. %uch as asparaduss carrots and celers- o s
-Pick out the .best lookind produce to be used on the tor lasers of boxes
-Shake fleece to remove dust - : , S R o ol
Plck bursy sticks and str1n95 out of wool S , : R L P

5

B

v'
w oo . - -,

' WoRs OF WORGTRAVEL . [

- Generallys these workers have é‘Sténdard 35~46 hour -work ueek;jv’
. *V. ' T
SRHPLﬁ PLACES -OF WORK -

v

Sheer ranches ' :
"Wholesale comranies that handle faru Produce :
Textile mills » ,
Canneries . R : ‘

ll:lli

|
|

5627 INSPECTBRSi.AGRIBULTURALfPRODUGTS - e '%
il - ‘I

These uorkers insrect farn Products for aual1tu befnre thes are sold. Ihes also try ta lake_
sure that products which are to be sold are in good conditions Some search through tieldsy

" brush: treesy and warehouses to locate and kill. insectsy weeds» or other rests that ecan harm
farm products. Others work im fields or sheds where thew inspect and drade farm products and

- disrose of roor productss In still other .obsy workers insrect Poultrs farls to lake sure thes
are clean and that chickens and 9995 are free from dlSEBSESo : _

“

SAMPLE WORK ACTIUITIES S L

Search flelds and warehouses to flnd angd kill boll ueevxls and army uorls

Use seray eauirment and chemicals to kill insects and insect edds

Collect samples of infected soil to be’ studied in a lab .

Lacate and destrow harmful weeds in roadsides and ditches ~ »".f L : .

Count the number of insects omplants within an area - ‘ R
dltlon

vt

‘(‘

Inspect carrotsy rose bushesr and tobacco to see if they meet standards
Look aty feels and smell farm products to determine if thes are 1n dood
“"Place defective rroducts in waste containers . \ ,
Tour farms to see if they are efficient and .clean

- Recommend lab tests of dlseased chickens and feeds

. ";r

lll'll

ok

- Hduns'psaHORK/TRnutL |

(Mo Informstion)

o

SAHPLE PLACES oF udnx"

T . e - . -

- Federzl or state sovernnent aSenczes ;
.= fnw lardge farm - " N
~-ﬁsr1cu1tural consult:ns fzrns o B




A 7 FORESTRY AND LOGGING OCCUPATIONS -

..v . ._ » l - L . » | ‘

These workers harvest forest rroducts. Thes may cut timbers clear landy or fell trees, Others

- trim lods or treetors. They orerate machines to- cut and haul lumber., Others sorts loads mover
or store lods at lodding sites or in lumber uards. Theuy may bind lods into rafts: load lods;
onto convesorss stack lodgsy or determine how many trees are aveilable for cuttinge Some. -
workers rlant and care for forests or stands of trees. They drade trees and harvest seed11nss.

571 SUPERVISORS; FORESTRY AND LUGGING WORKERS

These reorle surervise workers uho fell trees and harvest forest Products. They also surervise.
workers who orerate material wmovindg  equirment at loddind sites, . Thes study. production
schedules and decide how many worker hours will be needed to conplete Jobs, . They interpret
rolicies and enforce safety rules. They assidn duties to workerss evaluate their worksy -and
- hels golve work rroblems: They also hires train» and fxre workers and keer time and Productxon
records, :

SAMPLE WORK ACTIVITIES . U T

?

1

Tour lend tracts and estlmate how many uorker hours it u111 take to Plantv cultlvatev or
harvest trees .
Tz1k with manadement to rerort land conditions and to det Plant1ns 1nstruct1ons E

Train workers to rlants sheary and harvest trees. . R

Direct workers to store different drades or size srecies of trees

Oversee work activities to make sure thes meet. COmPaNY standards

Arrande for lods to be transported

‘Train workers to fell trees and operate tractors and load1ns -ach1nes

Instruct workers in safets technigues

Insrect, ridding for defects and unsafe conditions

Direct workers to repair or replace faulty ridding

-Inform woerkers of the order in which lods shauld be removed

See that ecuirment is moved to0 3 new 51te after work at the current site is flnlshed

o

[T S R S T S S Y |

HOURS OF WORK/TRAVEL L

(Mo infarmation) o ' ' | S o

SAMPLE PLACES OF WORK  °

- Logding cqmreanies
-~ Lumber mi
- Tree farms
~ Forest nurseries

.

572 FORESTRY WORKERSs EXCEPT LOGGING

These workers plant and care for trees, They also may harvest forest products such as

Christmas treesy conesy barks and moss. Some work on tree farm where they clear landy plant

" seedlindss and prune and fell trees, Some harvest seedlinds by walking slond rows of trees and
diddindg clumps of seedlinds from the soil. Some work as FORESTER AIDES. - These workers compile
%nfargat1on on forest areasy clean cahpsitess and Ferform other dutles to Protect and lalnta1nA
orest areas. . AE e o ,




-

’SAHPLE*uoéx ACTIVITIES

S o= Plantv cult1vate; and. harvest trees'at ] tree faru or forest nursers o

_+ Remove brushs fernsy and other ]‘”.- to sizer turer or shaPe :
: drowth from rlanting areas o .4 Fell treesy usingd an ax or cha1nsau :
~.» Plant seedlind trees to reforest o + Drad trees from cutting areas and
© land - e load them onto trucks
b Scatter fert1112er over Planted . . e Grage and tad trees 1n 8 sorting
' : 43T ’
. Shear limbs. from trees; us1ns ) "+ Harvest tree seedlznss in 3 forest :

machete and pruning shears : ,nuysers
+ Select trees for cuttingds accordlns .

- Comrile 1nfornat10n on the sizes content and condltxon of forest 1aﬁG§¥

. Walk in a forest to Sather - . .-.,Traln conservatlon workers to Plant
~information sbout the land and number ,seedsL>P out fires and clean forest:
- of trees ready for harvest areas '
~» Hark trees for lodding .+ Cut dodq;d seased trees
a4 + Record rains temrertures and ‘ '+ Seray §i g; with chemicals
' soil-moisture daude readinds . + Clean ¢ ‘ites and Put up sidns and o
; HelP clear and survey prorerty 11nes : '.-fences%i '

- Gather dreenss tree coness herbssy mossy and other u11d¢

+ Climb trees to reaeh cones and tree . - : @?
poughs - ;

+ Bundle or sack products and del1ver
then to s buser .

HOURS OF WORK/TRAVEL i'
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o periods of times In emerdenciesy
such as when fishting’ flres or controll1ns floods‘ 'ﬁé,llas have to work as -many hours 8s -
thev are rhusically ables . . o .

FORESTRY WORKERS mau work wart time.

SAMPLE PLACES OF WORK

- Christmas tree farms

- UsSy Forest Service

State dovernments

- Losdings lumbery and parer companies

= Tree- nurseries T

Reforestation rrodects of minings o11; and_railroad cnlnan1es o _— :
- For sourselfr as 8 self-emrlosed FOREST PRODUCTS GATHERER T S

N

573 TIHBER,CUTTING AND~RELAT§ﬁ'0CCUPATIOﬂS

ﬂf' Peorle in these Jobs cut down treesy clear brushs and saw and trin loss. Thes clear land to )
“prepare it for utility lines or for buildinds farming» or forestru sites.: Some work at loddind. -
* . sitesy 'saw millss or lumber cowpanies, Theu mauy climb trees and use saws or prunind shears to. .-

trim treetors. Thew may fell treesy using an ax or saw. _Thed may orerate machines - and
vehicles. to out and haul. timbers Theu may saw and choP up branches and load them on a truek.

t T’ThEH ma3y snlxt 1035 into PDStS or- StBkESc o

, SAHPLE HDRK ACTIUITES
: ;- Trxm trees to- clear the r1§ht*of~was for utzllts Ilnes : 11;141_.,

EKC

= j_' N




+ Climb trees.to reach branches near .
‘wires arid tramsmission towers '

» Frune treetorsy usind sauws or. S
PPUnlﬂS shears : " ‘

- Cut'trees; brush and other Qrowth to clear land

.VH01st tools to a tree trimmer
- »-Fosition and steady ladders ‘used bs }

s Saw and chor up branches and load
+ Determine the 9051t1on; d1rect10n;
- OPerate a-lodding tractor- to fell trees

, Saw felled trees into lengths . .
, Drive 3 tractor or tiorses to- sk1d

.lods to 2 landin
1?ad lods onto a truck by hand - or

> * e

.~ Usind a uxnch

:HDURS'DF HURK/TRAVEL |

temeeratures.

SAHPLE PLACES OF UDRK

finy bu51ness or 1ndustra -that does its own 1and
Comranies that harvest pulruood
Farming orerations
- Lodding companies
Lumber mills

[ N ]

i

Paser mills
- ineu LDMPBHIES

-~ Zaw mills

. - Telerhore and teleSraPh comranies
- Woud distillind comeranies

or lumber uards.
a mill,
‘or convedors to he moved to cuttind or shredding

EGUleEﬂ

. SAHPLE HDRK ACTIVITIES - S

b -
&

' Inseect trees and loas to determ1ne . T

+ MarP cutt1n9 areas on lodsy usxn§ a8 ' e
' . measuring tapre #nd cravon :
- - v %stlmate the marPetable content of
.. ods

- Assemble float1ns loss xnto rafts for tou:ns to

[ EKC

"77

S -

a3 tree trimmer . v

them on & truck Ly
. tree fallxns

LOSSIHS and lumber n111 workers mag lose uorklns time. due to heaVB raing

Some- determine how much timber is available for marketind,

Remove broken linbs fron wiresy
dsind a role
Fell trees that interfer with PDUEP

,vSEPV1091 us1n9 a chalnsau

for constructlon or. forestry act1v1t1es

and- dePth of cut to be. lade to fell

trees
Clear brush and debris from the uork

-arear using an ax and chainsaw

Drive weddes hehlnd a Saw to start a .

5P11t lods 1nto Posts or staPes
Stack wood in cord lots

"Measure and nark lods for sawing

Harvest tanbark by strirpind the
bark from trees wlth an ax S

D
showy- oOT

clear1n9 uorP

57%. LDGBING occupar:ons, N.E;c. .

machines,

RN
el

Lo Measure and marP 1095 or felled trees fnr cutting 1nto SBUIDSS! or ‘veneer blocks '

Use. a scale stlck to ueasure entxre.

loads of rulrwood
Determine the total board feet of -
.wood lotsy using a3 conversion table:

Inseect los knets and other defectsv'-’v

& m111 -':~ [’=.' 1 _,-7,.' C

]hli)

_extreme

Peoele in these Jobs sorty loady mover and store 1095 and Perform related tasks at 10991n9 s1te |
‘Some measure and mark lodssy assemble lods into rafts so theus can be towed to
Some load lodgs onta skids
Some sidnal workers where. to rlace.
lods broesnt to & landins. Mans of these. uorPers use: axes: saus; and other ‘lodding _ tools angd

Tieel




W Use 8 Power-drlven auder to bore | . . cable ' '
holes in lods - "+ Float lods 1nto desidnated ereas
. Blﬁd lods into rafts with a chain or : u1th a8 pike role ,

Mark 1095 in a river or PDﬁd to show thelr ownershir and 1ntended USe

K Brand the ends of 1035 with an ax
. .- that has raised characters on’its head o _ : _
. _ + Paint. marks on the ends of lodss SR : . A R -
S using 8 spPray can S o » S

ualk throush forest land to sather 1nforlatxon abouﬁ forest cnnd1t10ns

. Sisht over a scale stick to estimate _ ' I .
- the height and dismeter of each tree : . ' o
in 3 samrle lot e

+ Frepare rerorts on tlmher tures and . o _ ‘ ..: .
gizes and the condition of forest land - - g ‘ ‘ S

TR

Select seasoned lods and load them ontnﬂsk1ds and convesors :
Direct the Placement of 1095 brousght to 3 landing

i. Slgnal workers where to dror lods on T Fasten cables around lods so thes

a landing - - ean be_ moved

¥

7. Cut knots and limbs from lodsy us1ns . Stack loss in P11es ?
to-an ax and cha1nsau , .

-

. 5“ P L : ?
H?URS OF WORK/TRAVEL

LI

- Most 10991n§ JDbS are outdoors. Sometimesy working time and pay nas be lost because of heavs
rains snows or extreme tenPeratures. -

P

'SAHPLE PLACES OF. WORK

- L0331n9 mills and camps
"= Lumber mills and sawmills

RN

W " 58 FISHERSy HUNTERS» AND TRAPPERS

‘These uorkers tishs hunty or traP ulldllfe. Thes nas catch freshuater or deaP sea flShv trapﬁ~~‘
crab or lobstery or gather sea moss. Others work as hunters,. Thew may capture wild animals: to

. identifus exhibity selly or relocate them. Theu may kill animals for food or fury or to-

: Prgtect uther ~animals, Trarrers capture anxlals in. traPs and nay sk1n the animals for thexrg
FRLLS, . ; .

¢ . . - . .
i - . . . . -

S 583 FISHERS o

FISHERS catch or: Sather marine l1fe; such a5 f1sh: lobsterSv osetersv and séaloss»_ They “may
work alorie or @s part of 3 ctews They mau fish from the shore ar a docks or dreddesy or by
wading or diving into the water, Theu may use srearsy hooks and liness nets» seinesy cadess or-
their hands to.catch or dather marine life, Theu may assemble and rerair. fishind nets and

- ﬂgar. They also Yy measﬂre ar ue1§h the cateh and store 1t in contaznevs or the hold of 2
SNl . .

SAHPLE WORK Acnvmss S e

&

- Dperate a seiner shiff so help ‘eatch 3 ‘school of f1sh
- Use eau1enent such as a se:ney hnon traunel; and net to catch flsh -

E w116




Fasten: 9051t1on; and anchor nets - L
Attach flags and lights to buoys to identify net Iocat1ons e

Haul 2 net to 8 boat using a w1nch : , : R -
Empty catches from nets. - S B ‘ . K
'Stow fish in the heold of & shir - - ' s '
Fish for crabr eelsy or lobsterv using rots (cades- with net open1n95)
Measure catch with a daude to see if theu are ledal size . , L _
Cateh fish by stretching nets across a creek or river . R S .
Build enclosures from netting to catch and hold fish L ‘ .
.Cateh fish and other marine life with hooks and lines
Attach hookss baity sinkersy -and floats to fishind 11nes : , .
Use a reel or winch to haul cateh onto- 8 boat deck — e o
Pack fish in ice : , S
Gather or haryest srondes and ousters from the sea bottom -

Wear a3 wet suit and scubs dear to dather nar1ne 11fe .

Use a bar to pry zbalone frowm rocks

Orerate s dredde to harvest marine life’

‘Use @ comrass and landmarks to steer a dredde or boat

Use hooks_attached to the end of a. role to dather srondes. from the sea botton
Bzther irish moss. from rocks and seread it on the beach to dry and bleach
Use a mouer to Sather kelp fron the botton of the sea ,

<lllllll.lxvltlll1illll‘l.:

HOURS OF HDRK/TRAUEL - . o a

- FISHERS hay uork dur1n9 early morning daa: even1n9v or- n1§ht~hours. ’ L
=, Some FISHERS work on sea doind- vessels. and may spend days or ueeks at & time auaa from hone. ;

'sanPLE PLACES OF WORK e »,*‘.;\

~ Fisheries '
- Private fishind comranies that sPonser. SPort flsh1n9
- For gourselfs as 8 self-enplosed FISHER

Sotm——t

“
o=

584 HUNTERS AND TRAPPERS

o

These workers ~hunty traey or ra3ise wild animals and birds. - Theu may caPture anlnals to'*
identifyy exhibity selly or relocate thems Theu may kill -animals for\ food .or- furs =or " to
rrevent them from harming other animals., They may work alone of as Part of a Hunting rarty..
. Theu use eauirment such as wearonsy trarsy netsy and roisons to carture or kill animals: Theu

may skin -animals and cure their Pelts. Some workers surervise huntlns exped1t1ons or collect"
-and carture sea life, _ A , ,

SAMPLE WORK acrlvtfrss | fj SR o g

Breed: raises and Protect dame animals and blrds on a3 state dame farm or erivate dame
rreserve | , , C S Lo :
Cere for breedlns stocks. iri rens S o : . o T
Sglect -epairs ~of animals for wmatind, .based ‘on - their sizer colory “vidors and - other
characteristics : L o R S .

1

Mix feed sccording to formulas :

Clean and Till water and food contalners

.Set, traps to catch animals that may harm dame an1na15 :

Irive birds into coops so that they can be transrorted '

Lead an exredition to hunt for and carture sea mammals for research PurPoses or d1sP139
‘Flsn the foods equiementy and supp11es needed for huntind trirs :

Insrect huntind eauifment.

Assign workers to mend netsr pack ang load food: and do other tasks to Prepare for 3 hunt
Hunty trasr» and kill danderous an1na15 to collect bounts : ,

Use dods to hunt wild animals _
‘Remove the ears or tail from slain an1nals to rresent as eV1dence of the Kill '
Place nets underwater io carture sea man-alsy such as uhalesy Porroisess and dolph1ns K
Kill seals for reltsy using clubs - L , .

!

Set, trass with bait or scent -~ '
Patrol 8 trapllne to: renove cateh~and reset the traps 1“1,2

279
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~ Skin animalsy u51ns 3 kn1fe : R ‘,-" " SRS SR 5 | ST
- Stretch relts on frames. to be cured ) . e
- Trsp blrds to serve as broodstocky or for 1dent1f1cat1on and relocatlon

HOURS OF HBRK/TR(WEL R a

\UNTERS and: TRAPPERS may work during earls norn1ngv dasv even1n§v or night hours. ’
~ HUNTERS and TRAPPERS mau travel to nearbs areas or to’ far away 1ocat1ons. Sone sprend daus or
weeks at -3 t1me away fron hone. , .

o

SAMPLE PLACES OF WORK

- Game rreserves

"~ Government adencies -

= Companies that sponser hunt1ns exped1t1ons
" —rAnimal societies

- Museums

- Far vourselfs as self—enplosed HUNTERS or TRAPPERS .

280 A



%999 MECHANICS ANDREPAIRERS

These workers maintain and repair mechanical equirment and instruments. . Thew maw ipstall or' .-
rerair electrical eauirment for communications sustems or data processind. Others maw-work on
~ vehicles» repairind autos or.maintainind construction or heavs transeortation equirmaent, Some
work on erecision instrumentsy household arrliancess watchess cameradSs or musical instruments.
‘Some rerairs moves or maintain industrial machinerw and work to prevent breakdowns. - . C

40 SUPERVISORS: MECHANICS AND REPAIﬁERS |

These reorle surervise . workers - who addustsy maintains and rerair tools and machinery, They
determine the workers materials 'and surrlies needed to rerair .Jjobsy and the ‘wethods - and
rrocedures to be used.

roce Thew train workersy assidgn dutiess interrret work orders» and solve -
difficult work rroblems. They Prerare rrodress rerorts and -recommend waus to  improve -work -
metiods and conditions. Thes - also -~ enforce safety rules and handle worker and .customer -

comelzints, Thes mas perform some or 311 of -the duties of the workers theu surervise,

SAMPLE WORK ACTIVITIES -

”

~ Surervise workers whot

s ) . . . ’ o - . . © . ’. ‘ N . ! -
e Rerair and maintain eacuirment used Rerair and maintain bakery eauirment

*
at a rower Plant ] + Insrect and rerair artillery wearons
_+ Service cars for an auto deslershir + Bervice and rerair office machines.
"+ Provide rera2ir services at an + Install and repair vending.machines
o .arpliarice dealershir - - .+ Inseect and maintain fuel storade-
L « Repair and séypvice boats sustems . -
~ . . Rerair anid service farm machiners. + Rerair and maintain fire fidhting
-» Orerzte and maintain military tanks equirment - - -
+ Build and rerair equirment used to + Assemble and install industrial .

“load and unload shirs’. cardo - " machinery
+ Test endines S :

Tzlk with manaders to rlan maintenance programs and schedule insrections .

Review technical parerss catalodsy and other reference materials '

Talk with sales adents to select new suprlies . . - S

Talk with contractors to resolve problems in the installation of new eauirment

Review insrection and rerair rerorts and.observe reeair work in.rrogress

Helr cales workers adJust customers’ service complaints

Hirey transfers and dismiss workers : '

levelor compang Policies and procedures for repair services

Review work orders- and inventory rerorts to rlan reeair work

Test vehicles and equirments usind daudes and other testind devices -

Estimate the cost of rarairss based on labor and materials reeuirements

Helr workers rerair vehicles and ecuiFment . : _ : ’

Insrect work for ayalits : . - :

Resolve worker comrlaints ‘ . S , S
Train. workers to install and rerair Pumps » L Cem e R

S S T S T T T A T T A R T A R |

HOURS OF WORK/TRAVEL
(No Informatior)

)

SAMPLE PLACES OF WORK =~

¥

- Airline companies '
- Autno dealershirs e
Comranies that build endines and turbines : _
Comranies that produce bakery rroducts . .
Conctruction comranies - ) s :

Farm machiners repair shors and dealershirs 119\

[ A

= QO ~ Firearms manufacturers
- ERIC - Bovernment. adencies

r

IText Provided by ERIC
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Industrlal Plants SRS T R R R
Lighty heats and sower conpan1es o R T
Manufacturing comranies, T ST vz\ L
Military services " .. . T s ORI
Fetroleus refineries. .o D - S :

- §hi¥ and boat building and PEPBIP f1rns

- Telerhone and teledraph conPanles : ~

= Vending machine companies -~ .. . -
.~ Water transrortstion comeanies -

o
} . L.
.- / :

Udi1g1

]

61 uscnﬁm’cs’ o REPAIRERS .~ - - .

These workers nq;ntaln and repa1r nechan1cal EQUIPlent and 1nstrunents.‘ Thes may install or

repair electrical eauirment for communications sustems or dats processing.. Others may work on

_~. venhiclesy rerasiring autos or maintaining construction or heavy transportation eauirment,

Same

-work on:precision instrumentss household arrliancesy watchesy camerass or musical xnstrunentsﬁﬁ o

~'Some repgiry movev oa na1nta1n 1ndustr1al machlners 5nd wark to Prevent breakdouns‘

LI .
P

611._VEH_I¢_LI_-Z AND MOBILE EQUIPMENT MECHANICS AND. REPAIRERS . :

These workers maintain and rerair vehicles  and . other -mobile eauirment,. . Thes uas . peesir o

- automobiles. or auto bodies. "Others rerair hEavs equirment used 1nfconstruct:un or on fa;;s._.»:
) ey
- may assemble rocket parts or work on loconot1VEs. Some’ uork to lalntaln 1ndustr1al or ref1ners o

"Some work on 3ircraft endiness hugraulic sustems, or airframe assemblies such as. winds,

eceumment and prevent breakdouns. S A

. ), -

6111 AUTOHOBILE HECHANIBS

1AUT0HOBILE ‘MECHANICS service and r9P81r cars - and other gas-Pouered vehzcles. Uhlie’hust'of"'
these MECHANICS rerform 3 variety of rerairss some specidlize -in the repsir of 8 ' certain part
of 3 .car such -a@s the brakesy transmissionss or eng1ne. Thes use ians d1fferent handtools;

Fover toolsy and test1n§ 1nstrunents to do the1r uork.

SAHPLE HDRK ACTIUITIES

. - LooP at and 11sten to endines to find uhat’s nut uork1ng PPDFEPIB :

- Drive cars onto 3 rack‘and test then for defects sueh as bent axleév uurn ball JDIHtSv

- bent steering rods
.~ Read manuals and study charts to find the rxsht way to tix eauirment
-~ Remove: endines and transmission units from a cars using wrenches and 3 hozst

“=~ Ingtall. or vrerair eau1pment: such  as radxos; axr cond1t1nners; rONET steerlns un1ts: angd

roMer brakes
- AdJust enginess brakess wheelsy and. other parts of a2 vehxcle

- Replace bandsv sears; 593151 and valves on 8. transn1ss1on unltv u51n§ hand and pouer touls ,'

HOURS,‘DF' UORK/TRAUEL o

- Generallsv these ans do not reau1re travel, ’
- Host AUTOHBBILE HECHANICS have a resular 35-40 hour uork ueek.

‘--s'AﬁPLEPLAéEs oﬁfﬁom;w] R 1'2’0/

; .

o - Auto dealerships - ' _ .
[]2\!: Auta repair shorsy das stat1ansv and departnent stores that have autn serv1ce fac111t;.s

e

and -




Iavxcah conpan1es o
Auto-leasind comranies|
Auto manufacturers: .

lli"l

6112 S/S AND TRUCK ENGINE; AND STATIONARY DIESEL ENGINE NECHANICS
, These people service and rerair en91nes used to Pouer 1ndustr131 vehltles and nachlners. - Thi
inclides busy- trucky tractors trainy. and boat ‘endines as' well as endines used to rower\
machines., They read Job orders and manuals and listen to and test .endines. ta determine the
_rerairs needed. Thew remove endiness take them ararts and repair or rerlace worn or damaged
parts, They may recondition e(s}ne rparts and install ‘and - tonnect reirindy  controlss and
1sn1t10nt sustems: - Thes ‘use mechan1cs tools; hoxsts;. Jacksy . netersy Sau9es; and FOWer
- eauirment. : . : . ‘

s -

SAPLE WORK ACTIVITIES - | Jo. C T e .
Y L S E co L |
- Rerai® and ‘service en91nes on 1ndustr1al trucks and’ tractors SR ' o R
Read manuals to rlan rerair work - . L
Overhaul endinesy -using handtoolsy ueldlns eau1pmenty and a ho1st I

Adjust safety devices _ o . ,‘ : : w0
Attach timing instruments to en91ne5 o ' .
Read meters and daudés on test eauirment to deternlne uhat is urons u1th en91nes

Use hoistss Jackss and mechanics’ tools to remove endines and take them apart . . - -
Inspect endine rerts for damade and rerlace worn or damaged parts .
-Install and rerair endines in yachtsy tuds, traulers; and other boats
“Cornect fuel» oils and waterlines to endines _
Install endine controls and srorellers in boats

Rerair and maiptain diesel endines used to rower constructlon machinery
Use lathes» boring mac inesy and handtools to recondition endine parts .
Weld and cut partsy usi 7ﬁarc—ue1d1ns Bnd flane cutt1ns dev1ces o, et

N 1.". N I SR I

HDrP as- an APPRENTICE ENGINE MECHANI

11

~

" HoURS OF UORK/TRAUEL T R
= During warm months, BDAT ENGINE. HECHANICS and TRACTOR HECHANICS nas work more than 40 hours a

week, In the winters they may work fewer than 40 hours a week. In northern states; SOmE - of
the winter slack may be taken ur by rerair work on snoumobzie5¢

SAHPLE PLACES OF NURK

Boat desl rsh1Ps and rerair shoes R
Bost maqgiacturers : S _

Endine ré€air shors

For wourselfs as a self-emrloved diesel endine mechan1c
Marinas.orerated by Federaly Statey or Local dovernments _ S ,
Frivate marinas ‘ AP S e
Trucky bus: or automob11e rePa1r shops and dealershles ' e o ' -

l‘llllvl<l

6113 AIRCRAFT ENGINE HECHANICS

} These MECHANICS service. and repair- axrcraft endines, Some 1nspectv test; and adaﬁst Jet and :
~ proreller~driven elanes:s Others make and assemble rocket endine rartss These workers use
‘thandtoolss rower toolsy ‘and rrecision measuring instruments to. do their work. Theu may
SPE%IBIIEE in testing thraul1c; electrlcal POWETY. -structural suystems or other aircraft
.sustens, _ - SR »




!

L '}\ - Open-an. en31ne throttle to full fower and look far vxbratlon or ‘hoise in ens1ne Parts« et L
SRR ,x - Watch. fuel and 0il rressurginstruments to. see-if thew work dorrectld o IR ORI S
o -"Test landing dear and control Sustems to see if they meet set reauxrenents T
‘= Addus}. compasses and other directipnal eauirment - R
~-Govon test flights to make in-flight adJustments to contrqls« : e IRV
" -\Keep records of uon% to 99 Perforned in the shop to Prepate planEs for del1vers MR
~ Rerlace airctraft parts™ W i R
~w .~ Heasure’ rocket endine rartss us1ns cal 9ers‘and nlcroneters T ﬁw¢xwréﬁ' -?_ﬁ$?i~'f ce e
- Assemhle rocket en§1ne rartsiinto comfleté units - T N
_; B _“,[ . LRI f-’s’tk- e e ft R ;.fl;‘ B fu.gf R e
‘ " HOURS OF WORK/TRAVEL L
: - Generallys these workers have a Standafd'35:§0 hour>QQrk:uaek'f.fv L;
‘. . L T K V 'Vv,! . ' ‘ . v' / L', " ' ‘." A s e [N vv .
SAMPLE PLACES OF WORK ST T i e T e
T : . . Cl . . - Y : s ) ) ’ . v (’,“..(\V‘..
- ComPanles that nanufacture a1rcraft or a1rcraft Parts A 1 el
- Airline comranies : " A v
= Hxlltars services 4 o9

- "611i-snALL ENBINE~REPAIRERSE

. , . P

These workers service and reeair “small en31n95v such as those found on cha1n SBNS! notorcscles;
motorboatsy and lawn mowers. - Thew also may repair and addust clutchiesy brakess and ather
machine Pgrts, They listen to the endines and talk with customers to determifie the repair work -
needed, Thes take endines ararts test them» and rerair or replace defective parts. They  may .
rebuild motors. Thes mas also clean  engine partsy rerlace rinds and timing devicess and
rerlace - faulty wirind, - Thes use precision measurxns toolsy handtools; and nach1ne tools. ‘

. @

~ . . . i

- v I ) -

SAHPLE WORK ACTIVITES . e

- Repa1r and overhaul motorcscles and motor scooters

+ Listen to endginess chechk their ' remove c311nder headsy grlnd valw.*s;‘fa B

framesy and talk with customers to and scrare off carbon v C .
determine . rerairs needed + Hammer out dents and hends in .

. Connect a3 test ranel to engines to vetiicle frames
measure the Senerator outrut and ' » Rerair and adJust clutches: brakesv

o biming e © and drlve cha1ns
+ Use handtools and PDUEP tools to S

- Tests rerairy and rebu11d outhoard motors ' o ."i

. Test Dutboard motors in a tank and SPEQIfICBthnS 'i':

_ rerairs adJust: or rerlace Parts as ..« AdJust btost motor denerators and
. © reguired o rerlace faulty wiring ugind handtnols
. Write test reports. that explaxn uhy ~and_a solderindg iron -
boat motors were rejected +;Rerlace dearss PdlntSs piston rindsy

+» Use electrical testing meters to see - “and spark Plu35 in dutboard lotors -
if boat motors meet the manufacturer’s

- Repalr 1nternal conbustxan enSLnes used 1n factoru servxee departnents or repazr shors

+ Take en31nes arart and tlean PartSr :
such as- celinder headss and ristonse, - S
« Use lathess drindersr and boeing '
machines to rehore culinders .

~ Repsir endines that power electrlc Senerators . 1600
[: C Rerair and service rowered Saws : »]. 22’
R\, Rewair enélnes in Iawn nouers and sarden tractors

L -

N

wll Toxt Provided by ERIC




P

. = Files drinds and:sand repaired surfaces

‘~‘Hoae repair shops

,,,,,,,,

- B . o - .
HOURS OF NORK/TRAVEL "o | . .

Lot
\

- Iuyringd warm monthsy LAWN HOHER and BOAT HOTOR REPQIRERS a2 work more. than 40 hours 3 ueek to
. meet service demands. In the wintery theu mas work .fewer than 40 hours a week, In northern
'states» SOme of the u1nter slack [ Y15 be taken up bB repa1r uork on snowlohlles. 7

..séanE PLecss OF'HDRK'

Lo Enslne manufacturers

- For sourselfs as 2 self—enplosed repairer S :
~ Hardwzre stores ' and other retaxl stores that 5911 and service tools or- eau1Paent Pouered‘ba o

- small endines or motors .
- Industries that do thexr own snall en31ne repair work

- Lawnmower repair shops

'~ Marinas orerated by Federals StatEr or Local 30vennents

i

JMHotorboat repair shors and aanufact ers ' L . S o S
Motorcacle rePaxr shors and dealersh o R R SR

K o - ) . : . 1

'-l

6115 AuToHoBiLE BODY. AND REL&%EnnREPAIRERs

ed - parts that are bezond rersir. Theu mau straighten bumrers or replace
broken dlass, Theu way tighten brackets and loose boltsy znd make other minor rerdirs, Some
install custom eauirment at_ customer’s recuest.- Thew use 3 variety of eauirment and toolss-
1no1ud1ns drillsy riveterss welders: hanners; fxles: screudr1vers’ and sanders. Sole also. use
measurxns tools and rOWer nachxners. o , , » .

- These uorkers rerairn and ref1nxsh vehicle bod1es. Thes stra19hten bent fPBIES! renove dents:
and reelace. crump

T »1'

SAMPLE HORK ACTIUITIES

Tirive 3 tar to lxsten for noxses and look for laak Ll
Rerlace worn rubber moldindgs on car doors and ulndous : ..
Compute the cost of parts and labor reauired to rerair 8 truck hods or frane
Use handtools and rower tools to repair trailers : , ,
Weld together truck bods rarts and braces
‘Heasure and wark vinsl to be rused in car roofs :
Femove the uprholstery from-a bus . - o N ,
Use wrenches and 3 cutting torch to reuove damaded fenders and §r1115 R, S
Overhaul used and wrecked trailer bodies
Use rower shears to cut oreninds in 8 car
Serews rivetr and weld new upits to trailer sections
‘Fill dents with solder or other PlBSth material

8

'~ Use a sledde hammer to remove dents in car bumeers e

Use 2 glasscutter to cut safety dlass to a certaxn sxze and shape '
"Rerlace 8 broken u1ndsh1eld in.a car ‘ ,

HOURS OF HORK/TRAVEL e

Gpnerallay these uorkers have a8 standard 35 40 work ueek.'tw. B

©

 SANPLE' PLACES OF MORC

'Automoblle bods shops “ | | !i ' f:x : ‘-V Jl£353 -  ,';, o

= Czr and truck dealershirs R '
- Truckingd comsaniessy bus linesy and other or33n1zatxons that maintain the1r oun notor vehxcles

Motor vehicle manufacturers -

s




. SANPLE uoRK ACTIVITIES S

~ = Repzir» rebuildy and seryice:--?"

6116 AIRCRQFT HECHANICS (EXCEPT ENGINE SPECIALISTS)

-

These uorkers service and repair a1rplanes. . Thes repaxr hsdraullc sustels: 1and1ns Searv-‘A

rropeller assembliess and fuel tanks, They also repair airframe assembliess such as winds - andwy';'
Thes ‘work - from _blueprints apnd endineerind orders. .They use handtoolssy sfower

tail wunits. .
toolsy welders” rivet dunsy metal-warking machinesy and  precision measurind_deviees. They

assemble and install power brake unitsy. carhuretors: ‘valvess and rirelines, They also 1nsrect '

~wirindy sultchesv and controls to make sure thay are ifi safe orerating condltlon.

- { .

SAMPLE WORK ADTIVITIES

Review hluepr;nts and enslneerlns orders to determine the location of aircraft Parts

Connect rower and hot air sources to codling suystemsy usind handtodls

Observe meter readinds and compare them with rerformarice standards :

AdJjust thermostats and air flow control devices - : :
gepalrs rerlaces and assemhle PBPtS! such as w1n9s: fuselade) ta11 BSSEIblleS! and landing
ear - .
Use rower shearsy weldersy r1vet gunsy and FOWer dr111s to rerair a1r¢raft frales .

Use handtoolssy daudesy and testind ecuirment to rerair worn en91ne conponents

AdJust and rerair electrical wiripd sustems .

Install de-icind eauirment and edection seats ’

Build srecial testind equirment. used on srace vehlcles

Clean aircraft rarts ip cleanind solutions

Measure parts to determine weary usind precision- neasur1n9 dev1ces

Install rumps and pirelines for airfield fuel sustems

Remove dents and scratches from aircraft rarts usind brushind tools and abraslves

Uork under contract as an APPRENTICE while learnind to Fepaxr a1rcraf

B |
 HOURS OF HDRKITRAVEL o o e

llllllll.ll

~ MECHANICS emploued by airlines may sometimes work nisht‘shifts,

SAMPLE PLACES OF WORK ‘

Aircraft mafmufacturers _ _
Airline companies:
Comranies that make reads-bu11t axrcraft parts or asse|b11es '

Companies that service the1r own a1rcraft : _ LY
Military services o . _ o

o 1 o - R o L-' L ;.,:k; -
. 6117 HEAVY EQUIPHENT HECHANICS e

. These uorkers repair and service larde uach1nes such as bulldozers: Sraderss and Pouer shovels.~
‘Some repair railed vehicles or sea vessels, Thew orerate and insrect machines to find out what
is wrond with thems  Theu take nachiners ‘arart and use meters and daudes to examine parts for .

_ damade and wear. -They use mechanioes’ handtoolssy Jackss and cranes or hoists to remove veh1cle .
“parts, Thes may ueld; straighteny bolts and refit structural uetal asse-b11es. _

%




-

+ Cranesy scrarers: and other - "+ s Fuel pumpsy water pPumpPsy and control

construction equirment , -valves on streetcars and buses :
: + Powered loddind eeuirments such as .+ Railway freight cars and’ locolot1ves
(;\, air comrressors and road draders - 4 Underdround mine cars :
e Crauler tractors and tanks - ' ’ Sh1Ps and other vessels

Use mechanics’ handtools: Jacks: ang. cranes to remove veh1c1e rarts

Examine parts for dam3de and wear» usind meters and daudes - . ) v cos
Rerlace sssembliesy such as transmissions .

Test air-control valvesr air riresy and airhoses for leaks :
Remove and_ inspect wheelss brdke assembliess ‘and roof sections .

Check besrindsy dasketss and seals for defects -
Rerair and rerlace steel sections: us1ns 8 weldind torchy rower urench; and Pluub;ns tools
Rerlace window dglass ) , _ _ _

Iz parts in solvent to clean them .

‘Weld broken rarts ' ..

Work below the surface of water in & d1v1ns su1t to 1nspect and’repalr ShlPS

“Work as an APPRENTICE uh1le learning to rePa1r ra1led vehicles

A

NEERRE

[ I A |

: HOURS OF HBRKITRAVEL

>¢ - Ra11road CAR REPAIRERS aay be asslsned to n1sht and'ueekend sh1fts on the basis- of sen10r1ts;'

| SAHPLE»PLABES OF WORK

" Automobile dealershlps and repa1r shops ‘ - e
Construction comeanies ‘ , o : —
Loddind comranies : : . . .
#Hining and auarrsing comranies
‘Rzilroad comrany reralir shops .

Any business that uses heavy eauirment

6118 FARM EﬂUIPHENT HECHANICS

These PEDPIE serv1ce and repair nachxners; equirments and vehicles used on farls to elanty
teridy harvests moves rrocesss and store plant and animal ‘products. This eeuirment - includes

tractorsy harvesterss pumpss tillind eauirments truckss balerss combinesy and rlows. Thed use -

many basic handtools and mas use rower tools or welding and = testind -eguirment ' to do reeair -
~work, - Thew spend much of their time rerairind and addust1ns eu01plent brought to a shory but
may travel to farms.to make emerdency repa1rs.__A S '

SAHPLE HDRK ACTIUITIES

!

Look "at and listen to machlnes; motorsv and ens1nes to f1nd out what is wrond ulth then
Use handtools to take. arart defective units on farm eauirment .
Rerair or rerlace partss using such tools as a drill rress, lathe: uelder; sr1nder; and 53w o
Dil and adJust machines and eauirment - s o
Install and repair wirind and motors - -

Install an irridation sustem on a farm .
Alidn arnd addust drive chains and housinds on has balers and conb1nes
Replace carburetorss fuel pumesy 'and spark pluds in farm machindry
Wash and raint farm machines such as Plous and harvesters '

Fill das tanks and radzators . , B .

{hande tires .on farm vehicles - ' o .

Instzll and adJust attachments on farm nach:ners

Rerair milkind wmachines.

Use 2 lathe and drill-press to machine metal parts s

Cut and fuse metals to make metal parts and rires ,

Install dasy’ steamv water; and air PIPES 1n dalrs eeu1Plent

llll‘ll'lll'ltlﬂll_ll
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HDURS oF uonx/rnavsL ""j~ 'f‘~=: o :? . 7vhf;vﬁf'1

? e Dur1ns rFlanting. and harvestxns seasons; FQRH EDUIPHEHT HECHANICS nay travel iéngf—niies 'io L

nake eleréencu repaxrs in farl flelds.

SAHPLE PLACES BF HDRK

‘Serv1ce departnents nf farm eauxpnent dealersh1ps o

- = Inderendent -rerair shors

~ Larde farms that have repa1f sﬁop ' ' ' .
Serv1ce departnents of farn eau1pnent uholesalers and -anufacturers —

613 INHUSTRIAL HACHINERY REPAIRERS

e EE [

) These uorkers 1nst311y repa1rr and serv1ce 1ndustr1al laaﬁ1ners., They keeP lachlnes uell 011ed1

and‘sreasedy .reprlace parts as neededy and’ use meters and daudes to measure and alidn all parts,

‘Theu - also keep ur-to-date records of repairs and inspection schedules. Theu follow bluerrints |
~and other technical instructions to diagnose- Problels ‘and nake rePa1rs. Thes use handtnols and o

- may use Pquered tools and, nach1ners.

- Installv reepalrv and serv1ce nach1ners sueh as.»

FEEE

.

=

| SAHPLE'UDRK ACTiVITIEs

) Pmuer steer1n$ units - S "nEHSPBPEP\ShDPS -
« Auto servicind eguirment - - s Linotyre machines and related
.+ Cardo winches and other deck : - equirment’
eauirment - : : - v Offset rresses used in Prlnt1ns
+ Submarines ‘ R -~ .orerations: A .
. Frorellerss pumpsy en31ne51 and .« Textile iachxners
steering dear used sboard shirs -+ Washerssy driersy and other laundrs
+ Fordingd pressesy rollsy and furnaces. . ‘eauirment
+ Lathesy drill rressesy and other - - -« Ovenss convesors; and sl1c1ns
rroduction equirment - - L ;nach:nes

-+ Electronic eauirment used in =~ " o ﬂvky'{’

s

"= Follow. bluepr1nt51 diagramsy and drauxnss

- Orerate machinery to determine why. it is not’ uork1ns PPDPEPlB ' Co
~ Use mgehinists handtoolsy chain hoistss and steelarollers to take aparts PEFBIP! or rerlace
defective rarts R
"Use meters and‘Sauﬁes to determine. if- Parts -eet spec1f1cat1ons
A?sgnbledpungsv culindersy valvesy motorss and controls ' _
and.oil par
%ngpgetnandlrep acg sealsz Saskets, hasess. tublns’ motorss rPumpss and tilters
Solder broken wires
Hor% under - contract as an BUTSIDE HACHINIST APPRENTIBE uhzle 1earn1ng to 1nst311 ShlP
machinery
Work. undir Contract 3s 3 LINOTYPE HABHINIST APPRENTICE uhxle laarnlnﬂ how to rera;r 11notspe
eau1plen

B!

1

HDURS DF HBRK/TRAVEL

]

INDUSTRIAL HAEHINERY REPAIRERS nay be called UFGn to -ake enersencs repa:rs at nxsht or. on
E ueekends. Shift work asy also‘be required in some’ aobs.

SAHPLE PLACES DF HGRK

Pl

k-

Ansx 1nﬁustrs in. uh1ch 3 great deal of nachxnery is useds 1nc1ud1ng the follouxns‘
« nanufacturzns 1ndustr:es.. S _ . o




"ﬂ“i~ Dil reflnerles and P19911nes

Carsets and russ

|

\

- Metal products . 0 - . .
Parer e ', _ . ‘
T -

\

|

|

. L}
v Chemicals — S
« Explosives - T .+ Primary netals
% Food rrodudts - o v Rubber .
, Knit doods =~ - - € v Textiles
€ o * e Transportatzon eau1Plent

Machiners.. - = -

- R31Lroad companies .

~ Water transeortation cosranies
~ Military services

~ Shir building and reeair flPlSw
~ Fordind shoes - =~ .
- Frinting . and Publlsh1ns f1rus L . e .
~ Laundries SRR . SR

e »jf:.~ - en HACHINERY na1nrsuancs GCCUPATIONS

: : . \ , , . v |
;-These uorkers do rout1ne na1ntenahce of Product1on nachxners» Thes rout1nels chanse Parts such
" @s bledess’ vollerss - bearingsy knivesr and duides. Theu also mau fill containers with watery
‘inkr coolantsr or other materials, Thew. nas ‘0il and Srease nachzneru., Thes N3y alsn take
. apartr cleany ang. rerair. eau1pnent.';v _ S . -~ T :

. SAHPLE HDRK ACTIUITIES

. o |

”EEMDVE! PEFIBCEl and adJust Farts of naeh1nesv uszns handtools and a ho:st e |
Clean eauirmenty using an airhose . 5 , , L :
Change knives in machines -

Remove motors that reauire mador repsir and rEPlace then wlth neu lotovs.~

Prerars chemical solutions used to clean eguirment o
‘Repair and rerlace canvasy leathers or rubber belts: USed to drlve nachlners R
Hount ppintind rpllers on machinesy usind a hoist . : :

tse a meter to check the sreed of. uach:ners ' ,

Thread materials into machines - - -
‘Tske arart and clesn electric eau1pnent: such as u1res and conduxt flttlnES:.*
Rerlace worn surfaces on rolishind Wwheels

kerlzee metal liners used in willss crushersy and’ hoppers

Orerate. 8 shovel to renove rock deposits at 3 stris mine.

0il and srease bear1n§s; earsv and other nach1ne rarts

PR r'11‘1’y'zl t

HDURS oF HDRK/TRAVEL ) | :' = ’.~'J e

f-Q HACHINERY - MAINTENANCE HDRKERS ‘are found in a var1ets of 1ndustv1es. u&rk huuis;vars from
' 1ndustr9 to zndUStrH. Sone workers: may uork 5h1fts. ST

SAHPLE PLACES BF HURK

~ HACHINERY HAINTENANBE HDRKERS work in allost evers tspe of 1ndustr9 and Plaqt andv in gaﬁs '

busxnesses« “Some ‘of these includet - , ) ‘
v Chemical conpanlés R . S “Mines and quarries’ *
s Iron and steel mills - 4 Ore tefineries :
y Lighty heats. and Power CDIPBDIES S s Printingd and Pub115h1n§ CDIPBDIES
“»-Machine shors L + Textile mills -
» -

» Menufacturind rlants ~_+ Tobacco comranies -

ww Ny




615 ELECTRICﬁL AND ELECTRDNIC EGUIPHENT REPAIRERS

. These uorkers 1nstall; na;nta1n' and repair electr1ca1 and electron1c eau1Plent. Johsfﬁanse

from installing dry cells in batteRies to maintaining missile control sustems. -~ Some - work ‘on
communications sustems equirment
‘telerhones. Some maintain dsts erocessing eauipments industrial - Prucess control sustensr
11sht1ns sustensv -home enterta1nnent eau;pnent; or transforners. R ;

6151 ﬁDHHUNIBATIONS EGUIPHENT REPAIRERS

-.s

These .workers™ -instally’ rerairy- and service connun1cat1ons eau1Plent. " This way include -
,,telephone: teledrarhy . radiosr or TV equirment, They use handtoolss powertoolsy testind devicesy .
“and soldering irons _to install and rerair eguirment. Theu follow wiring _diadrams _and.
bluerrints to determine how to rersir and assemble rarts of electrical sustems. Theu may climb

th a5 TV or teledrarh sustems. Others install and retaxr‘:“

. utility roles or do down into underground tunnels to work on equirment,. Thes nay dr1ve 3 truek_" '

" or ratrel an area on foot to~1nspectv testy and PEPBIP eau1Pnent.-f

‘v-SAﬁPLE-UDRK Acrlvrtlss [_

—
-

- Follow diagrams and‘blueprlnts to rerair or 1nst311 electr1c31 eau1Pnent

Use.test meters and handtools to test and rerair telerhone central office equipment o
“AdJust : dialsy coin tracksy SPPIﬂSS! and relays on PthE euuxplent-Use cleanlns solutxons tovf
clean eauirment parts. _ , L
Rerair telerhone sultchboards on custolers pren;ses

Rerair radio and TV receiversy radar unitss and amrlifiers: )

Install and rerair movie prodectors and public address sustems

Inspects tests and rerair aircraft communication and flidht control ssste-s

Drive a:truck to inseects tests and reeair electric sate crossings. and ra11uas s13n315
Rerair eauirment used in-teledraph offices’ - , .

Use cleaning solutions to . clesn eauirment rarts : n

Solder color-coded wires in eauirments folloulns a ulrlns dlagran e )
Climb roles to tidghten loose wires . , S R ,
Test and repa1r aer1alv underdrounds. or\gg?eruater cables S oo :

1

R EEERE]

’

- HOURS OF WORK/TRAVEL

-~ Some of these .Jobis may reauire local travel to instally rersirs and service eauirment...

- e

SAHPLE PLACES BF‘UBRK _ S T
Airplane and aerospace nanufacturers S
Airline companies = - o ' :

Cowpanies that manufacture or repair eleatron1c Produets or Parts

Radio and TV broadcastlns statlons R _ Lo

Retail stores - o
Telerhone and teledrarh comranies ' e »
Ang 1ndustra that, uses electronic conlunlcatxons enu1plent and dues its own reesir and
serV1ce Wor . . S S T

RS BN

6152 ELECTRIC ﬂﬂTDR: TRhNSFORHER: AND RELATEB REPAIRERS

_ These uorkers 1nst311» repaxr: and serv1ce electr1dal enuxpuentr such as -otorSf transfor-ersv.-
batteriess wirinds _and switches.  Theu follow bluerrints or digdrams and -use testind devices
and hsndtools, = Thew maw test and repsir vehicle deneratorsy starterss and motors., They aay

. recondition rarts used in electric rower sustems, They may replace cells in batteries. They
 ma#y service electrical  eauirment aboard 3 shxr, ThESE workers take machines ararty rerlace
iefeet;ve PartSr and solder Inose cannectxons¢ _ :

'-290



S REPBIP electr1c solf carts at 3 dolf course or reea1r shoe;

 SAMPLE WORK ACTIUITIES e . - o e U

"+ Rewire ‘electrical sustems

, .Test and recharde batteries .
+ AdJdust brakes. and belts

. . . - |
Rer2ir ue1d1ns, brazinds and cutt1ns uach1nes e _ o }
*y Inspect machines and watch them  defective rarts S R ‘

- prerate to find out uhat 1s urons u1th “ + Solder loose. connect1ons .
them s Use welding and brazing eauirment to

v Tahe mach1ne aeart and reelace © -~ resssemble machines

| ~'Testy PEPBIP! and rehu11d Vehlcle generators and starters

v Clean motar earts in Sasollne and . * Neasure the sreedy horseeouer; and

examine them for defects = . - - . power usade of motors .. .
» Assemble and adJust reea1red - - e Test co11s for shorts and Srounds
. electric motors L : , .
- Clean; assembles and test sators used on ralluau veh1c1es B ::'.'f':>5,'>* yf' N
R ScraPe the 1n51de of motor- cases to - to relove aresse - - -
remove drease and dirt : " 4 Wind new coils on- the ar-atures of '

SN Bail transforler cases 1n chen1cals B used motors -

" HOURS OF HDRK/TRAUEL

-

Some of these unrkers nau travel loealls to 1nst3111 PEPBIP! and sepvxce eau1enent. A few
. perfors routine rePa1rs and na1ntenance aboarg 8 sh:P, These uorkers nay be auas fron hone'
for -long reriods. iy ‘ , L e

SAMPLE'PLACES OF uoRK S

Automobile. serV1ce stations and repair shoes
Chemical rlants _

Electrical ecuirment. uanufacturers

For wourselfy a3s-a se1f~enelosed reea1rer

Golf courses

Heats lichts and rower comean1es Co

Reea1r shors that sPec13112e 1n reea1r1ns eleetrlc lotors , : »
Shir lines \ o oL Tl

IR RN

6153 ELECTRONIC REPAIRERS: COHHERCIAL AND INDUSTRIAL ERUIPHEHT

"These people installs repairs and serv1ce electronzc eau1elent used in bus1ness and 1ndustrs.-
Thes work with computery radarr  and missile control sustems and with sustems that control -
industrial nach1ners and Processes. Theu usg electrical and electronic testind devices to-
locate and diadrnose. electrical eroblems. They interrret wiring diadrams to. trace and connect’
wires, They repair and replace relauys» switchesy and controls. Thed ~ replace rludss ualI
su1teh9sy and arrliance’ cords. They use 8 variety of handtools to do thelr uork.

-

SAHPLE UBRK RCTIUITIES

- Reea1r and -a:nta1n electr1cal eeu1pnent 1n 8 PGHEP Plant




v

- sanPLE’PLAcss OF UORK T

e Test ‘eauirments using’ electr1cal S Inspect and test c;rcu1t hreakers :

testing devices o . and transformers
~ + Notify plant eersonnel of necessars .. -+ Test ipsulatars and‘bush1nss for
-, eauirment. downtime - .. power leskade: -
", Reeair_and rerlace relauss switchess - . Keep records of ‘rerairs and tests
- _controlsy and recordind instruments -~ - made .
.« Intereret wirind disdrams to trace + Work under contract as & Fouerhouse _
_..and connect. u1res S . - Eleetrician APPrentxce uh1le learnlns

.".ACIean and repair motorss convertersi - the uork
- and denerator parts - ;

- Dr1ve 3 vehicle and operate 3 specxal rad1o to locate the or131n of radxo and TU 1nterference,

caused by rowerlines .- - o
= Install and addust. electron1c euu1pnent in erivate homes ‘anid businesses
- Install and repair comruters radars missile controlr and- connun1cat1ons ssstens

- = Train workers in service and rerair technicues .

= Reeair electrical instruments used to locate radloact1ve nater;al in oil: wells

- Install 'wirindsy switchinds. and alarm sustems. - S el

Replace floor Plugg; wall Sultch&sr and apﬁlxance cords 1n bu11d1n55

~ HOURS oF uan/fRAUEL'
Sone of these uorkers travel locally to 1nstallv repa1rv and. serv1ce eQU1Pnent. They usualy .

are rot. away from home avePnight. .

The normal workweek for manu of these uorkers is 40 hours. Houever: overtlne work 15 pften
required. Some workers are on. call 24 hours 3 das.; Others uork rotatlns sh1fts--dass one
ueekv n1shts the nexts L. :

{

- L13ht; heatv and POWEr comPanies

- Comranies that msnufacture or reeair electron1c eau1pnent

- Arny 1ndustrs that does its own electr1cal and electron1c repair uork

{
»

6154 DATA PRBCESSING EGUIPHENT REPAIRERS

& ot

Feorle in these .Jos 1nstallv repa1rr and serv1ce Punched-card off1ce nachlnes such 8s
collatdrss proof machiness and, card sunches, Thew mau make redular visits to offices to ‘checks
addusts and repair machines. Theu mau installsy addusts or repair.machines ufon reauest. They -
fallow chartsy blueerintsy. and diadrams to do their work. They also use - handtools such as

- screwdrivers and wrenches ' and test  emuirment such as daudes and volt neters. Some, workers

spec1311ze in the 1nstallat1on and PEPBIP of u1r1ns in these lach1nes.

SﬁHPLE HBRK ACTIVITIES

L.

'~ Read charts; hlUEPrlntS! and en§1neer1ns nutes to f1nd out about the dr1ve SPeed and tlllns'

of & card runch machine -
~ Install special earts in machines

=~ Orerate and listen:to machines to f1nd out uhat ig urons ulth theu f,v

- .Measure distances between machine rarts to see if thes are. corr9ct
-~ AdJust erinting and contact brush units

~ Use 3 voltmeter and ohmmeter to test electrical rarts of lachxnes S
- Reag wiringd disdrams to find  out the lensths; tsses; and colors of uzres and cables in:
- machines = v

s

© = Use wrenches: Sceudrlvers; and a snlder1ns -gun to fasten u1res and cables

'ﬂHDURs'oF UORKITRAUEL '

(No Infornation)
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SAHPLE PLADES DF HDRK

L~ Bus1ness lach1ne nanufacturers P '
=.Firms that- Provxde na1ntenance serv1ces to hus1nesses

-~ Rerair shors

- - Larde busifffsés that enrloy thEIP oun full- t1ne reairers o e

6155 ELECTRDNIC REPAIRERS: HOHE-ENTERTAINNENT«EOUIPHENT}> e . :

These workers repair and service TV sets: PBdlDSv stereqsy tape recor é;;://and other home =

‘electronic eroducts Some srecislize 'in repairing one /kind of ea:;gg nts while.others. repgir

- geveral tures.. Thew talk with customers to find out “what _is - wro

and check for common

" proplems such a5 loose connections. Theu sometimes use wiring disdrams and- serV1ce ‘manuals to ..

- gee how to locate and solve problems. Thew use test eauirmept
.handtoals such as P118P57 solderlns 1rons; and uxre cutters. o

li v

such ‘8% vol neters and

R

SAHPLE HORK ADTIUITIES

Test u1rxn§' tubes: re51stor5y and other Pavts of_ radio
Solder loose radio parts together . e

Install a radio in a8 car -

Use handtools_to rerlace rad1o parts g
‘Take arart 3 TV set and rerlace worn su1ts/9§’and tuhes

Use 3 volt meter to test TV circuits . . ‘ _
Test and adJjust a record changer S

Use a3 screwdriver and st{oboscope to addust the speed nf the turntable on a3 record Plaser

' Install. and adJjust TV se

s and; antenn . : _
~ Drill _holes in huildings to make opgw9§35 tor TV antenna 11nes - o S\
~ Install & 11shtn1né rod‘on 3 TU lead~in ulre B : I - RN

)JN-N C : o ) : e ~

~-HOURS\0F UDRK/TRAUEL.
=f(No!Information)

SAHPLE PLACES OF HORK

1

Customerg’ houes ‘ -
TV repair shors: ' ) ' ' :
Shors add stores that sell and SETVICE Tv sets: rad1os: and other eleetron1c producta

|

i

-These PeOPle 1nstallv rePa1rr and. serv1ce huusehold BFPIIBHCES and Fower tools. Theu repair

6156 HOUSEHOLD APPLIANCE AnnzpbuE§7TOOL REPAIRERSVT

£

‘small itemss such as bench toolss vacuum cleanersy snd toasters.  Thew also work on larde

itemss such as randess druersy and air conditioners,  They examine ‘the machiness and way refer

'Asb‘to wmanuals to determine what is wrond with them -and how to reeair thems Theu take the machines
~ aparty rerair or rerlace damaded.rartsy test wirinds and drease rarts. Theu use handtools and
-_nas use Pouer tools and we1d1ns or solder1ng ERUIFIEnt to nake repaxrs. R P

Sy

,SﬂﬂPLE-UURK-ACTIUITIESif

~ Ifstalls rersirs and service items such as!




» Air cond1t1onérs'uA : Toasterss cook9P91 laghsy and other
‘v Gas meters ang redulators..
» Dishwashersy ranSESv heatersv and

-refriderators .

- Examine or listen to aPPllances to detern1ne uhat is wro

- Follow wiring diagrams -to reeair and_install arrliances Sl o : ' o -

- Take. machines apart  and. PEPBIP or rlace PBPtSv such as sultcﬁesv relassb fan notorsv and -2
thermostats . . : ' :

= Rerlace filters gnd addust controls ‘on appl1ance units o

- Uselhandtools; P Pe—thread1ns toolss. and rower screudr:vers to take aPart and rer3ir-
aerliances . R

Jest wiring for bnoken OF WOTh c1rcu1tsv ustns c1rcu1t testers

Use soldering eauirment to rerlace wirind and rarts

Test das rirelings to locate leaks and.faults PIPE connect1ons

Record. rerairs made in 3 lod book - -

Work as an APPR NTICE to learn how to repa1r electr1cal BPPllaﬂCES

o

,
f,

o ol ) o ‘ S e -
"HOURS OF “ORKﬂTRAVEL o v o I . -

- Some ' workers PEPBIP items hrouﬂht to 3 rerair shdp. Others may drive to customers’ hoies»or" .
businesses to make on-s1te t‘cau=>a1r'sl»\\’\w\0 . : - B o

- Electricsl eauirment dealers or rerair shops

SAMPLE PLACE‘kﬁF NORK . R SRS FER
= Aprliance deglers or rerair shors

-~ Jos shors ' .
- Tiepartment stores and other retail stores that sell household aPPI1ances and/or Pouertools
= For uwourself» as a self-emrloved repsirer -

- Any industyy that does its own arsfliance rerairs

6157 TELEPHBNE'LINE'INSTALLERS AND REPAIRERS |

These workers install and PEPBIP wires and cables that connect tEIEPhone central off1ces to o
each other and to customers’ rphopes and switchboards. Thew use power eauirment to dig holes
and set Y~ roles to surrort the cables, They climb roles to atiach cables and lay cables below -
the dgroynhd, When wires or cables breaksy they make emerdgency rerairs. They also. make routine

- checks [of rhone lines-and install terminal boxes that connect Phones to out51de cahles.. These
NorPers use handtools and. electronic test eau1Plent. _ o v AR

/
. SAHPLE WORK AcTIVITIEs_ o ’ “” T o

- Draw diagrams of telerhone cable :
- Follow 8 diadrawm to install and rerair. PhDﬂE and telegraph 11nes e
- Use 8 rower shovel to did holes for phorie roles A
~'Climb poles or enter sewers to. cut telerhone feeder llnes
= Unreel and string phopne lines from role to role S
~ Use 8 winch to eull rhone lipes through ducts - .- - - ,~“»',
-~ Meke redular tests of rhone lines between two POlnts ’
~~-Ride on a truck-mounted lift to reach cables that need repalr
~ Use s hacksaw to cut lead sheaths that surround eable .
- Twist ends of wire todether and solder them in place
- Use a testlaip or bell sssten to tast sect1ons of cable

 HOURS oF HORK/TRAUEL SR ,} o  ' . _;~ T

-'-“LIN INSTALLERS and caan sercsas nay be called uron to uork lons and irregulaf hours  to-
- restgre custoners Pthe service, _ LT
j ;1;323 o

’-

“'11"”
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SﬁHPLE PLQCES OF. HORK

S Telephune and telegraph conpan1es

| ‘f B 6158 TELEPHONE'INSTALLERS ANF’REPAIRERS

v.These workers 1nst311 xand\ repaxr telephones.‘ Thes usualls travel to uork s1tes in truck s
- equirred with telerhone tools and surrliess They chande PthES and Put in new eauirment. They.

- mau-install @ switchboard ir an office or chande-3 customer’s two-rarty line to a private line. .
. .Theu also add extensions and rerlace old rhones. . When problems in rhone service occury they -
- find - the source of the sroblems and mske rerairs to restore: servxce. These uorkers often-

'spec1al1ze 1n serv1c1ns a Partxcular k1nd of Phone eauxPuent..'. . , _ _ .

SAHPLE UDRK~ACTIUITIES-'- T j R T R e T
= Install Phone booths and coin collectors ’
- Rerair phone eauirment in homes- and- offices
-.Climh roles to attach telerhone dror wires ,
- Fut todether telerhone eauirsent -. S
- Use hendtools end dizdrams to rut up. brackets and connect uxre leads S
- . Tast newlw.installed eauirment . o -
~ REPBIP and PEPlBCE faults Phone eau1pient

HOURS DF HDRK/TRAUEL ﬁ’; S _.;“ f ) ﬁ v_5,?f‘

TELPHBNE REPAIRERS Seneralls have a standard 35-40 hour uork ueekg Huuever: thes‘nas héVe to C
work extra hours ‘when breakdouns occur 1n llnes or eauxplent. - i R :

-7 - P : S
...... . B 3

sanBLE'PLACES'OF wRe

Telerharie comranies :

c f; 6159 NISCELLANEOUS EﬂECTRIQALiANDfELECTRUNICTEQUI?HENT REPAIRERS

- These workers 1nst311 and rerair -various bgpes of electr1cal eau1plen§ This 1nc1udes
electrical sustems. in. °carsy. trainssy - girceafts comruters, and ‘industrial wachinery. Hans o
workers srecialize in a particular: ture of eauirment. Some . routinely ipsrect a- ‘company’s -
‘equirment to locste =and correct defects - before breakdowns 'occurs. ~They often work from

" ‘bluerrints or wipirig diadrams, They test circuitss rerlace parts and wiringds and-may _advise - -

. manadement o the wuse of electr1cal eau19lent.~ Thes use test1ns devxces and electr1c1ans’_v
handtools, - . , . , . o - .
y . - - o

ASAHPLEVUORK ACJIUI?IES‘“ e e

- Repa1r; 1n5t311, and aduust 1tens such as.iru

[

' Relass and switches used in alrcraft K Control Panels used to regulate

+« Electrical sgstems 1n cars and . electrical enuirment
trucks L + Circuit breskers and voltaSe
. Mators and lighting f1xtures in . . . redulators . -
. vailroad locomotives and ears. - . . 4 COIPUtEP! radary or llSSan control B
'+ Power rails on subway sustems. i device )
: s -Gas. CONPPESSDP ‘station controls - i% .‘Axrcraft refuelxns sustems:
[KC Eranne Sustems for short cxrcmtg or braken m.res _ 1 33 -




rartssy replace f11ters; addust controlss assemble SHItChES! and cut and connect

-

Follou blueprznts and endineering drawinds to repair eau1P|ent : o -dej*/;;
Use srecial testing devices-to test electrical eauirgent : :“ SR "

Take electrical units ararts using handtools -

Rerair or replace defective wiring in- 1sn1t1onv 119ht1n9; and’ safeta-control systens
AdJust the timing of ignition suystems

Rebuild electical unitss such as starters or control Panels

Selice wire with a_knife or cuttins rliers

Conmect wires, f0110w1n9 wiring diadrams

Solder connections to fixtures, outletss and eau1P|ent

Measure distances with .3 rule to lay out work .

Drill bolt holes through castings with a rower drill

Drive rivets into holessy using 3 rivet gdun . )

Build brackets and supportsy usingd metal. cuttlns saws; a dr1119ress: SPIndEPSv and flles
Talk with manufacturers to sudgest chandes in the design of control and testing systens )
WOrk under contract as an APPRENTICE uh1le learn1ns.the electr1an s Job : '

lvl'llllllllvlullll

HOURS OF HDRK/TRAUEL' i
- Sone of these Jjobs may reauire travel to various work 51tes to inspect and PEPBLP eiﬁ%tr1ca1
: eau1Pment. 3 AN

SAMPLE PLACES OF WORK

- Manufascturing PlantS! including those that make!

+ Aircraft ' + Iron and steel
- v Aluminum - ‘ . + Locomotives
+ Automobiles » : + Machinery

+ Chemicals

Public utility companies - = .

Minind companies , . , » . :

Railroad comranies : » ‘ o
Federals States and Local dovernments : ‘ , : :
Airline companies -

Auto rersir shops ' T o a

Military services ' '

616 HEATING; AIR-CDNDITIONING; AND REFRIGERATIDN HECHANICS o 8 55,

These MECHANICS install, na1nta1nv and repair eauxpnent used to heat and cool bu11d1nss and to - -
store foods drudsy and other items that can spoil. Thew msw specislize in linstallation.. or

repair work or in servicing a particular ture of eauirment. Thes insPect and test units for
-defectsy_take faully units aparty and repair or rerlace parts, They follow blueprints or other

technical instructionsy and use handtools; rower toolsy .and measuring devices. iTheH w3y clean
PlFESo” -

3
o

sAnPLE WORK ACTIVITIES 3*

- Installv serv1ce; and reeair alr condltlonlns un1ts in Pr1vate hones and bus1nes es:

', Check unitd for defectss by watching ~ reslace sartsy such as. su:tches:\ 7 »V
and listening to them as they operate - relausy fan motorss’ and thermostats -
» Take units aPart and reeair or - - + Rerlace filters and adJust controls =

- Install and repdir 1ndUStr1a1 and bus1ness refrlserat1ns sustems .

o T

-

hd . S

o '(_"’f" .

EN . : . L n . : . . ¢ -
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4 J'rollou blueprlnts’ eng1neer1ns

\ - rlanss and diadrams T
e Lay out reference roints for. Parts o
. of sustemsr using ueasurxns T
-V instruments C
» Install nnunt1ns brackets in floors B
. and-walls :
+ Lift units- 1nto rositiony using a Y
“hoist R
+ Screws bolty r1vetv ‘and weldr. PBPtS N

to assemble cohponents such as motorsy -
- InstalI and rePa1r hut air. furnaces and stoves;

", Build conecrete foundat1ons for e
furnacas. : ' Y

+ Azsemble and position heat1ns units

da'contrOISy and sw;tches . - A»-*\A..‘J

Cuty threads and conneetvP1Pe to

" water or power sustems:

Read daudes to adJdust valvesy

controlsy and pumrs o
Drain 0il and pump das fron un1ts 80
they can be worked on

Test linesy unitsy and connect1ons

for das leaks

Record pressure and tenperature

,»readxnss

us1ns handtools and P1Pe-£hread1ns tools
Install fuel pires o

Tonnect and adJust timers and .. -
- thermostats (telperature control

« Install air ducts» smoke. Piresy

' ;dEV1ees) .
blouers; and stokers - to

HOURS OF HORK/TRAUEL

homess - off1ce bu11d1n35v factorxes: and other Places that have

. These HECHAHICS work in
They nay dr1ve fron Job to JDb dur1ns the uork das.

- heating or cool1ng eau1pment.
_SAHF,’LE PL_AC‘ES OF WORK

o= Coolxns and heatlns contractors

-~ Fuel oil dealers v )

Gas utilitd comranies

Food chain stores = -
School sustems - :5"v s . 5
Manufacturers
Any ordanization that operates 1ar§e heat1nsy cool1n§r or refr1serat1on ssstens
For sourself; as an 1ndeaendent contractor K D .

I X'-'i'.l t

617 HISCELLANEDUS MECHANICS AND REPAIRERS
- These workers 1nsta11v ma1nta1nv and repair’ Var1ous k1nds of eau1pnentv machinerys and
©.precision  instruments., Thew may install and maintzin heatinds air conditionind»  and

refrigeration equirment, Some work ~on  waltchesy camerass thermostatss .or control- valves.
Dthers tume and repair musical instruments, Thes maw install elevatorsy r1s 11nes for moving
" heavy eau1pment; or install and na1nta1n heavs; conplex nachlners.» o _ R

»

=4

6171 CAMERAy HATCH! AND OTHER PRECISION INSTRUHENT REPRIRERS

watehesr
They follow bluerrints and diagrams to buildy’

.. *These. workers repair and’ adaust Prec151on 1nstruments and’ eau1Pnenty such .85 Camerass
¢ geslesy metersy and srecial tupes ‘of handtools..
- tests and adaust instruments, Thew assemble electrical components and  test . ecircuits and.
assemblies, Thes use handtools to take aparty rerairy assembles and adJdust instruments, Theu
, . also, may. use metalworking machines to mzke rrecision parts. Thew may clean. and. 1ubr1cate -
- v'eauxpment Parts or fxle and hone gears.' They also nay 1nst311 eGUIFlent& . '

s o Acmmss, LT e e T
- Repaxr and adJust PPECISIDn xnstruments 5uch ast - - 'v;
e i | o135
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r;‘, -

”‘J{fuezshlné scales T “1‘P SR ..jsubuas sastens

"o« BYroscores. Ca ‘« Gas meters , e
+ Torque wrenches and other Prec1sxon . . » Watches'_- . L
- tools - ~ + Rande- flnders and other oPt;cal o t-
-+ Devices -that measure’ andncontrol . - instruments. -
- greeds tenperature; torce; or cheulcal .+ Cameras and other Photosraphle .
- prorerties o T equiement -
+ '+ Gontrol. ssstels useg in- nuulear - "+ Electric meters and test znstrunents,,
. ‘plants : - v Street lidhts and traffic sidnals .
+ Hudrometers (1nstru-ents used to , + Teleprhonesy burdlar alarmsy and
measure the moisture in the air) . publice gddress sustems
+ Fare resxsters used in taxxcabs and T e e
Follow blueprlﬁts and sketches . -~-*1‘ - N
? Test circuits in instrumentsy u51n§‘leters and daudes e } L o
‘ Inspect Instruments for defects: using’ s speclal nasnxfler R S
A Ad.Just meters to correct defective readinds e e
. Take instruments apart and rerlace warn or danaged Parts R P

Straighteny cleans and reraint parts af 1nstrunents.-.

Clean meters and addust their dears : '

‘Line scales into dedreesy using a:drafter’s ren "
Uset neta%uorkxns mach1nes and leasur1n§ and testxns xnstrunents tn lake parts for precxs1on "i'
instruments = - - :
Assesble wiresy insulations ‘and. electrlcal conponents S T f..
File and hone mechanical rarts of instruments so that thexr dears u111 nesh (f1t tosether)

Make earts for csmerasy using a bench lathes sr;nder; and dr111 Press. . . ‘

Move equirment usind hoists and rollers:- ., -

Keep test result records and write rerorts :

Work under contract as an APPRENTICE while learning. the INSTRUHENT TECHNICIAN'S Job e

l.lhljf‘.llll

t1L L1yt

'..'Hprk qnder qontract 8s -an TICE while learnrns the HﬁTCH REPAIRER'S trade .
HDURS OF HBRK/TRAVEL . i '_ ," -ﬂ e
- Some unrcn REPAIRERS work part time out of their holes:’\‘\'l. i ,ﬂ@ Y

- ELECTRIC METER REPAIRERS install and rerair meters in' businessesy 1ndustr1al Plants, énd-“-
© private homes. Local travel is denerally reauired. Workers who' 1nst311 and repaxr ned1calriamﬂ
, 1ndustrxalv or Photosraph1c eau1plent also. may travel localls. R R _

’ L
a .

N

SAHPLE. PLACES oF uoax L ' |

,Jewelrs stores éhd uatch repair shops .- S
Watch and clock lanufacturers : : R
Utility cowranies

O o

Industrial rlants - 0. T N e T
Taol manufacturers « = i R L IR
-ComrPanies that nanufacture and repsir precigion leasur1ns 1nstruaents, s,‘h -as meters and
daudes SRR ST
-fCO|Pan1es that makey repair; and 1nst311 Photosraph1c eauzplent BN o
- Businesses that segcialize in reérairing PPECIEIOn instruments. S S

- Ans lndUStFB that kes or uses Prec1s1on instruments or 9601P|ent LT

'j'n N

o o
R . . . a.

_..;‘,\.:
o . - L . ) A

cwe

RE 6172 HUSICAL msmunsm REPAIRERS Ann mnsns

These uorPers repair and tune 311 k:nds of nusxcal 1nstrunent5: 1nc1ud1ns4913n05v hBPPS! drumsy -
- and horns, - Most srecializZe in one tyre of instrument.. They examine and rlay the instruments
to determine rerairs needed, They mau rerlace worn or broken rartss . refinish surfacess slue -
- gracked eartsy  replace strindsy or reshape parts, Thew may, cut out broken sections of
. instruments and carve rerlacement rarts. Theuy may cleany  varnishy ~ and buff instrusents  to
. erotect and deeorate then. Thes use handt00151 tuning deviees; and measuring 1nstru-ents. 0

) _BAHPLE_HORK At‘:ﬁ‘udiﬁuté’ o

| LliC-é 'Repair'énd'tqu“-usical-i‘nsﬁ‘ugéntsfsuch' st 136 B .
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..Accbrdzons and concertinas ;‘; Brass; u1nd; and- uoodulnd

+ Bandosy -duitarsy and ukeleles. . - " instruments : o g
"+ Fianos -and ordans - + Harps L.

» Cellosy violoas: and violins a‘ o -+ Drumsy CBlbaIS! and XBIOPhones b

J’Inspect and play instruments to determine defects :
-~ Take musical instruments ararty using handtools o '
~ Test keusboardsy redalsy and sction asseamblies on PanDS or oréans
- = Recover pellows with sateen and cloth - Ly :
- Make rverlacement PantSr using NDDdHDPKlﬂS IBChIneS and handtools R A
- Blue craekek rarts - '
: ﬂﬂyﬁ,,ﬂenove cracked or broken’ sectlansr using @ heated knife and’ handtools
v = Cut_out broken sections and carve rerlacement Parts
' -~ Reshare rartsy using handtools - . 5 o
- =~ Remove dents in metal partss using a azllet - o
- Wash metal parts in solutions to remove lacauer and tbrn1sh
~+AdJust the ritch of instruments to match with the Pltth of a tunlna fork
- = Clean ordan rires with 3 vacuum cleaper
- Cut new drusheads from animal skins using seissors.
-~ Sandy eainty and clean druw shells - .
- Rerlace the bow hasir of strinded instrument bows ¥ o :
~ Fit wond and metal rarts todether -
Puk3 instruments back toSether and PlBB nbtes“ﬁhd chords to detertxne the accuraca of the
re 1r -

1

{

HDURS nr HDRK/TRAUEL x S " o o
e L R

.~ Some Jobs reauire v:slﬁs ta ﬁomes or bu51nesses to repa1r ‘or tune instruments that are

o

dlfflcult to bring to 3. shop._, - } _ B o L e

'.‘SAHPLEkPLACES‘DF ORK S | |
- Musical 1nstrument sales or PEP31P shops ok o ' R . SR

- Piano and ordgan deslers
~ Musical 1nstrunent nanufacturers

: - an LDCKSMITHS AND SAFE REPAIRERS B

- These eople uork ulth lochs; keuss safes; vaults; and alarn systems, LOCKSMITHS "helr reorle .
“det into carsy buildindgsy or safes that have been_ locked by accident or that have broken lecks:
: They may pick locksy make durlicate keus or oren locks by listenind to "the lock -disl as it
- Theu also repair and: rerlace worn tumblerss serindssy and other parts of locks, SAFE
_ REPaIRERS install and rerair safes and vaults. - They follou blueprlnts and use handtools and'
" power tools and nachlnes. - . . e .

~

B SAHPLE HORK ACTIUITIES N

- TaPe PadlocPSv safe Iock5v door locks and other locks apart to repair thew
~ Put new. or repaired tumblers into lacks to chanée their conb1natxon :
< Use a lockeick. to oren locks without keus .~
- Oren safe locks by listening to lock sounds =
~ Keer records of comrany locks and keus .
I:stall gafes and vault.doors in banks and other places -
- Follow tlueprints to install derosit boxes in banks . - - L
A -~ Uze power drillsy tars and diesy and a truck crane to 1nstall 3 valt door
; = Remove rersirr and reinstall valt and safe eauirment '
s - - - Use lathess drill pressesy welding eau1pnenty and tarches to reuove snd repa1r safes
- Test locks and lockzns dev1ces S . o N
. | - _ N AR v

B
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- Safe and lock nanufacturgrs_

HDURS oF UDRK/TRAVEL

- LOCKSHITHS and SaFE REPAIRERS who handle e-ersenes calls -ust drlve fro- Job to Joo. Thes :

- work eveninds and weekends and sometimes work outsides
- Some LOCKSMITHS. have contracts with businesses to chande safe combinations and rekeu locks at
set times, Theu travel freauentIus but have regular rounds and hours.

- Other LOCKSMITHS work in shors that spec1allze 1n rerair uork: key durIxcat1nsv and rsales. :

T}avel is not renu1redo

,'sAHéLE'éLAcEs OFWORK e
Lockswith shoes. - o ; ERR ~;,1' e

" Safe rerair shors
Hardware and derartment stores that offer locksnnth services to’ ‘the PUbIlC .

I l'l‘ t

Firms thq} have a larde number of locks that have tq be lalnt31nedv such as$ o
. Government agencies . - S S
+ Schools - ‘ o BN s L
y - v Larde industrial Plants : o R .

BN
4

~_ 7 s17a oFFICE HACHTNE REPAIRERS

v
. ‘o
')‘.' "'| .“'

. These workers ingtally services and repa1r office uach1ngs: such as tspeur1ters: add1n§ '

’nachlne§y cash reS1sters; and coplers. They make redular-visits te offices and ‘stores_.in’ an
assidned area to service customers’ machines. Jheu also handle émerdency breakdowns. . Thes .use:

handtoolsy rowertoolss bluerrintsy and, electr1cal test eauxplento Hans srecialize in qneitspe T

of machine, ,

SAMPLE WORK ACTIUITIES

Install and service collatorss sortersy and other off1ce machines )

Orerate machines to test their movind rarts and listen for sounds that 1nd1cate Problels
Use meters to test machines and find causes of trouble - : . SN
‘AdJut turewriters so that their ture sepacing will be. even ' . .

Use srecial handtools to bend or straighten ture bars .

Srace . and line ur urrer and lower case characters on tspeur1tér kesboards
Follow wirind charts to put todether tabulating machines ,
Tightern or loosen dears and electrical connections in lach1nes

Install rrinting units on epunched card. office machines

Follow bluerrints and drawinds to rerair mail-rrocessing eau1rlgnt ’

Test and rerair cash redisterssy using handtoolss rower toolss and c1rcu1t test neters
Rerlace faulty tubes and transistors in dictating machines ,

Clean and oil the nDV1n9 farts o lach1nes

(4

,lilxlix*xll,lll

-+

Houns'or WORK/TRAVEL -~ °~ - -~ S

- OFFICE HQCHINE REPAIRERS travel a Sreat deal ﬁecause thes usualls v151t 3 nunber of custoners
each work day. . o

Psd

,snubté'?uacss»OF,uonK,‘ RO T L

~.Business machine ianufacturers and dealers =~ ; '
-= Firms that provide maintenance services for business machines
- ~ Larde comranies that enPlou their own: staff of full-t1ue repa:rers

-~ Repair shops . . _ :.X,l |

P

L]
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. . 8175 HECHANICAL CONTROLS AND UALVE REPAIRERS o S

~

%

These uor?ers instally rerairs and adaust nechan1cal control dev1ces; such as das reﬁulatorsv'
thermostats (temperature control devices)r and safety valves. These devices are used in-a
variety of eauirments including aircrafty rower toolss and home- appliances. They use handtools
and may use rower equirment such-as metalworking machinesy lathess and: drinders, = They inspect
eauirment for defects» cleap and rerair partsy and mag -make rerlacement rarts: Thes often work
from bluerrints or drawinds and use rrecision instruments to tést assenhl;es. e :

SAHPLE'HORK}ACTiVITIES e

Instally testv PEPBIP! ‘and adaust eau1pment such 383

TS

. Pumpss deneratorss and valves used ' < machines °
in racket endines and aircraft - » Safety valves used on ra11uas ‘cars B
» Bas welding ecuirment . Valves and pirefittinds ysed'in oil - . . .
., Preumatic tools and asir motbrs = - . refinery pirelines - . !
-y Hudraulic- doer closers o . -+ Bas.meters and electric. rower aeters '
 Lubricating equirment A o Brazzns eauirment R N
+ Spraw-raint duns and paint-mixing . B :

'h ©

Follow sketchess catalodss earts 11sts: and charts to rerair eau1plent

Listen to eauirwent orerate to locate. the casuse of trouhle ' .

Test assemblies for leaks and cucle grerations : ‘

Check. connections for defectss such as .shortss droundss and loose PIPE Joxnts

Irill out broken screws -or boltsy using an electric hand d

Remove seales and rust from partss using 8 drinding wheel , _
Brush 2 soar cowrourid on 8ir connections to detect lesks L _ , I

-Mnked rerlscement rarts from netaly woodv or . 9135t1c: using rower tqolssy 2 lathes and. 8

drinaer : . R NI

Rerlace defectlve parts with new or rebuilt ones

Iir rarts in chemical solutions. to clean them .

Remove dirt and rust from rartsy usind an electric wire hrush R

Use sandblasting equirment to clean fittinds o

Turn setscrews to addust meters. )

Screws solders or braze rarts todether to reassenble repa1red un1ts

Order rew parts bu.catalod numbers s1ze; and ture ' _ .
Keep records of repa1rs made B

|1~'i~i||||

' HOURS OF HORK/TRAVEL

These warkers may make emerdency rerairs at night or on weekends, This is earticularly true
for industriasl machinery reerairers. - -
e

Some of these .obs reauire local travel to mske service. or repair
businesses, -

1s 3t‘hopeé or 

SAMPLE PLACES OF WORK ~ ' ‘

Manufactur1ng Plantsv 1nc1ud1ns those that Produce or PPDCESS.*

Aircraft or rockets Metals or letal Praducts

v *

» Chemicals o , ~+ Parer or parer products «
+ Food products : + Railroad locomotives and cars )
» Instruments and arrliances . Transpartat1on eau1plent :

+ Machinery )

-

Movie studios

Welding shors. .

Construction comranies - .
- UYtility companies _ .

. - Home arrliance dealershxpé and rerair shors o : L e

AR
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6176 ELEVAIDR INSTALLERS ANB‘REPAIRERS

These workers: 1nstally rerairy and service. elevatorsr escalatnrs; and similar eau1plent. " They

~ ifstall this eauirment durind construction and rerlace and reeaip eau1plent already in place in

buildings, To install elevatorss.they erect steel frames and bolt heavy steel duide rails to
shaft walls., Theuy install electrical wires and controlss circuit breakerss and switches. Theu

also asseamble elevator cars and car rlatforms, Thes use nanu ﬂlfferent handtools; roWer tOOISv".

and testing meters and daudes. ‘ . _ S .

‘SAMPLE WORK ACTIVITIES S e

Use test lampssand volt meters to test elevator lotors and su1tches '
Check escalators and duab-waiters to make sure they meet safety. reGU1reuents

Take arart defective units and rerair or rerlace lockss dearssy cablesy or u1r1ns -
Instzll epush~button controls to make elvators more lodern - A .
Uil bearinds on elevators .
'Study -blueprints to lay out. elevator sect1ons

Weld brackets to sueport rails and framework
Install cablesy rumesy and motor foundations
“Connect. electric wires to control epanels and motors
Use a hoist to rositidn motors and eauirment.

" HOURS OF WORK/TRAVEL

i

Benerallus these workers have a standard 35-40 hour uori uEek{

SAMPLE PLACES OF WORK

Elevator manufacturers . '
Local contractors who srecialize in elevator maintenance and repa1r
Government adencies and business f1rns that do the1r own elevator maintenance and rePa1r

X

6177 RIGGERS S o »‘»_. "'f .

RIGGERS set ur and.repair ropesy chainss and other deV1Ces used to. suFPort and 9051t1on‘
equirment “and materials. Some install and repair ridding used on ‘shirs to lift and move fieavy

" loads or surrort masts and sails. In other .jobssy thew assemble ridding. to 1lift and move
_equirmentsy wmateriaslsy and workers at -rlantss shiruardss and construgtion sites. ACROBATIC

RIGGERS rut up eauirment for zerial and acrobatic acts in circuses» carnivalsy and other shous.'
RIGGERS use many different k1nds of tools and eau1Plent to. do the1r uork.\

SN
3

SAMPLE HBRK ACTIVITIES
, -

Maker 1nstallr and rerair r1991ns and ue1sht-hand11ns dear .on shlPs

Attach hoists and pulling dear to ridgindg to 1ifts moves and Pos1t1on lach1ner9

Laor and splice cable to form slinds and towing bridles - S

8rlice and tie rore-to form netsy ladderss and other ridding .

Sew canvas on riddgindy usind sail lime and sailmaker’s tools

‘Select: and attach dear and. braces to riddind . '

Install and rerair shir’s ridding such as mastss boons; and daffs .

Selert cabler roress rulledsy winchess and blocks tg be usedf1n ﬁ1ss1ns

‘Instruet workers who hoist and move loads with ridding »

‘Use_tand_tools and rower’ wrenches to set ur and ridg hoisting eau1pnent e

Drill holes in a rlatform and fasten metal rplates to hold steel rods :

Stretch wire or rore between steel rods - '

CTliah ladders to attach roresy swinging trarezesy and other r1991ns to. cexl1nss, s

F'ut up safets nets for h1s-hu1re and traPeZe acts S .

5.4
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'HOURS OF -NORK/TRAVEL .
(No Information) ’

SAWPLE PLACES OF WORK

- Companxes that bU1ld shirs - L . _ .

- Shirrind comranies - '

- Cnnstructlon conPan1es -that buxld roads, bU11d1n551 hr;dses, -and’ other larse structures
'~ Manufacturind companies . .

-~ Comeanies that rut on circusess carnxvalSr and other shows that use rxssxns

- Ang comrany o bu51ness that uses r1§91n

6178 HILLWRIGHTS

HILLHRIGHTS 1nst311: PEPBIP! and nalnta1n conrlex nach1ners. ThEB rerfora 311 - tasks  reauirved
to prerare machinery for use in rlants. - This way include buildind concrete or wooden platforas
“an_ which heave machines are mounteds building structuress or directing workers to do the .Jobss
" They work ‘from bluerrints and .use all tures of building materials and tnols, They do 3 varietu
of installation work or srecislize in certa1n tSPes of nachxneT94 - They --may. - take apart old

eeu1pnent to nake room for new nachlnes. _ o o

SAHPLE‘HORK:ACTIVITIES T R
Buxld and repalr eau1pnent used to Ioad and unload shxps cardo
- Install machiners used to embossy die-cuts and score parer v
Talk with endineers to elan the lawout of eauxplent S S
-~ Arrande machine parts on floorsrace = _ Lo ‘”\ . e,

- - Direet workers_ to rosition eauirment B U s

- Put .todether and install eleetr1cal un1ts :

Ad.jyst machine controls
Rérair and service eau1ﬁment : o A SRR S
Test hudraulic turbines = - S Lo S
Study bluerrints to see how nach1nes oﬂerate s L . o o
Qrerate machines to see how they w '
Use woods cements and steel to bu11d foundat1ons for uachlnes
Eolty welds and rivet machine parts. R
Drilly taey or ream holes in machine Parts ..
‘Rend and install rire -
Test macnlners that has been 1nst311ed

‘
v s

l{l!!!lli

Y

HBURS oF HORK/TRAUEL

) o

- HILLURIGHTS enplosed by construction comeanies and conpan1es that mnake and 1nstall aachxners :
las have PEPIDdS of unesrlozment, Oftens these HILLHRIGHTS uust travel. _ ,

’sAhPLE~PLA¢Es oF unnk,'

|- Menufgcturing comranies - .
Co- Construct10n contractors o~




L 6179 nscnanxcs AND REPAIRERS: NoE. c.

(.

. Workers in these JDbS repair and serv1ce a3 wide~ Varxetu of .eguirment, For exameles some

‘service machine duns and other wearons used by the military, Some repair department store
manneauins, - Some repair survival eauirmenty such as life rafts and -pressure  suyits: ° Some .

salvade usable rarts  fraom wrecked carss» or repair and reline ladles USed to rour hot netals.’
Host,use handtoolss and some use rower tnols and nach1neru as uell.;

'SAHPLEFHORK ACTIUITEES’ -

- Reea1r Wwax - Patterns used in cast1n§ Processes at a foundru

. Seal cracks, seamss and Jointsy o ' T e
usingd wax and 3 heated knife . ' o o

- REPBIP and reline 1ad1es used to PouUr uolten metals

+ Patch cracked ladle lininds by S L C
covering them with clay . ‘ : S : o T

+ Dry and bake new linindss usipd-a - S ' :
blcutcrch :

Rerair worn and danaded enu1elent used by refxneru workers

i

+ Examine rubber boots and dloves and - -+ Mend leaky -etal buckets by -

fill them with water to detect leaks - solderind their holes

» Mend holes in rubber gloves with .+ Grind dull tools with a drinder
rubber patches A ' o - '

Forde and rerair a varieté of. metal obdects in avblackslith’s shop.

+ Heat metal stock in 3 forde or ‘ + Work under contract 3s an
furnace frrrentice while 1earn1n9 the
. Hammer stock into srecified sizes oL Blacksn1th s craft
and shares : ,

Reea1r broken or cracked cast1n9 and for91nds

. Calculate the sizes deethy and
rosition of cracks
o oo lse airhammersy drillsy and drinders
N o smooth and f1n15h castinds

- Salvade usable rarts frcm wrecked cars and trucks

v Tahke veh1c1es aparts usind ' ~ according to cond1t1on and part nulber
handtoolsy bolt cuttersy and torches” ~ +.Sorts riles -and load scraer on '
-+ Clean rarts and store them in bins - railroad cars or trucks o

- Service mach1ne duns and other wearons used on n111tar3 a1rcraft

+ Take aPart: cleans o0ily and repair + Service eauirment used to control

machine gun mounts and bosb hoists ~  ‘naval duns S
+. Insrect electric circuitsy following + Rerair and rerlace Parts of motors’ T
wirind diagrams - o . Test fire wearons and ammunition '

- RePa1r other eau1Puent SUch ast !
+ Life raftsy pressure su1ts and other
~ aurvival epuirment

Firefightind ecuirment . Minind facilities

Damaded or worn tents and aswninds Damaded or worn bogks

.iamaded parachutes. ' T DalaSed car. and truck tlres o o
~nenta1 off:ce enuxenent L - . ) o o

z

,Uooden and f1herslass boats
Swimming rool eauirment

v e ®
e * g *

HOURS DFVHDRK/TRAUEL o

-. These PEDPIE work in a var:etS’af Jobs and settinds, Work hour and travel ree01renents vary, -
Many Jobs involve work at a factory or rlants where shift work maw be reauired, Some - JDbS

[]l\j: moy be seasonal. Some Jobs may offer aeportunxts for teeporare or part-tine works

Aruitoxt provided by Eic:
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 SAWPLE PLACES OF WORK

~ Foundries - - . . IR I
~ Qre refiperies ; S T
- Fibers industries’
'~ Wholeszle trade fxras
- Military services = -
~+ = Auto service stations -
i ;— Government adencies. S S , o .
‘Construction compsnies. .- T
et Companles that uake and/or service. PPOdUCtS such as. T C e

Firearms c s 4 Shirs and hoats

Hats and cars - ' ST Y SFDPtS eauirsent

" Instruments and- appl1ances R c "Swimming rools )
Pens and eencils: - e Textzles and related Pruducts

: Elastic products . :
L= Any bus1ness or 1ndustr3 that nakes nv uses a larSe anount of EQUIPIEDt that uust be serV1ced

Loy .
E R R R 2

or. re#axred . , ol ;
< ‘..
- . i Al
. . i ,
A
(Jv
ﬁ o ; :
. . 7
_ g .
y . §
o .
.
e ,
, :
5 Y . » ‘
.
.‘2 Ay
.
. R
a
.“\.7
i -
- o
[543
°
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'--exr1651ves to. loosen earth; or locate and drill for oil der651ts..

ufggse uorkers suzervise the act1v1t1es of uorkers or creus uho bu;ld  f .
supslies needed to meet -
‘work schedules or comelete 3 .ob. -They assidn duties and check work.

'naxnta1n ¢au1plents and rerforms some of the dutxes of the warkers

6299 coﬁsmmmn- m Ex'm'amve bccupﬁnons o

These uorkers ouild and  repair structures or- rnnove resources frou the sround. Thes uéé'-

~handtools and heavs eauirment which thew set us and maintain, Thew may build housess construct

steel frames for hish-rise buildindss or build briddes and.roads, Others wmav wire or rlumb
buildindsy or_ do finishind work. Workers in extractive occupations nas pine or cozly set

N

B 6 mmxsoﬁés' 'c'oics'mucimn #ND EXTRACTIVE 'occmfions-.;-f'? SR

tructiures or “extract
ources from the earth. Theu determine the workerss later13151 -3
They study work - arderss .
keer work recopdss and enforce safety rules., Theu mav- hire and fire workerss set up and hels -
t’es'superv1se. RS

S
-
M—-—”' -

631 SUPERVISORSr ’CDNSTRUCTION ' BT .
\ L o o

.
PPN X

These workers surervise the act1v1txes of other construct;on uorkers. ‘They  may 'SUPEPVLSE i

overall construction crew activities or theu may sgpervxse workers: in a particular trade such’
as carrentry or bricklawinds Surervisors determine the workerss nater13151 and surrlies Tieeded

.-to meet work schedules. Thew assidn duties and check work to insure- that it weets colpans:,;f

standards and construction codes. Thew hire uorkers; enforce rulesy and keer records., = "

- 8311 mavxsons, OVERALL consmucrmu N R

,;.

T4

/ R
These workers surervise and coordlnate the ctivities of constructxon creus. They studs uork_
assidnments and determine the workersy materizlss and sueplies needed to ‘meet .work schedules, .
They interrret work orderss specificationsy and technical drawings. Thew train new workerss
assidn dutiesy review cosrleted works and /solve work problems. Thes order - materials and:
suppliesy keer -work. recordss set ur ecuirment, and way serform manw of the tasks of the crew

cond1t1ons. :

. members, They also PPEPBPE Prosress rergrts ‘and recommend uass to 1nProve uork nethods and 3

K3

'-saml-: WORK ACTIVITIES . - IEEE R P

- Superv1se one. or nore crews of uorkers uho do such things as.

+ Build tunnels or dams , . and sewsde sustems
+ Build hidghwauss pireliness or ‘s Dredde waterwaus
similar construction proJdects , .+ Orerate blasting eou1pnent
+ Build houses and buildinds = - ¢ Haintain wirindy heatinds and uater
+ Construct manholes and’ vaults L -suprly sustems in buildings _
+ Install street light roles - + Maintain hxshuassv roads and rxshts—'
N Las rire for Phone; rowerr watery - of-way

C - Helﬁ surer:ors Plan con truction “proceduress work schedules; and -ateraal needs

~ Read and interszret blugerints and work orders
= Determine the seacindy line-ups and depth of blast hﬂles
~ Direct workers in using eouirmerd
- Plan and coordinate 31l maintensnce to. roads in a sxven d:strxtt

= Check structures to make sure thes meet safety redulations

- - Insrect work in prodress to see that auslitu standards and ﬁork schedules are be;ns -et
- Courxle reports of the costs of con#leted uor o : N

+

. f e ' 144
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- Constructxon contractors

e Supervxsg‘uorkers uho. .

= Heasure distances and lau out the first tler 9f bri¢k§~ -
"~ Direct workers_who raise scaffolds- LT

HOURS UF UORK/TRAVEL

_- These Jobs. may reauire travel to proaect s1tes aanu -xles away from ho-e. Sone CONSTRUCTION

- SUPERVISORS srend lond reriods. of time 1n te-woraru auarters near constructxon sxtes and

L collute hote on ueekends;

.SMPLE PLACES OF WORK ST e

- Construction companies - .. T e L
. = State and city public. uorks depart-ents h L AT e T e g V
. = State hidhway departuent S

= Utilite comranies - -

sz mmsoas' ancxmsnns, smnsmscms. ANII HARD me ssm-:as | R

" ‘These.. seople suaerv;se warkers who buxld or reﬁaxr structures such as ualls; walksr ang .

chimneys, . They determine the workers and materials needed to comrlete assisnpentss elan  work

- methods. and rroceduress assidn- dutiesy and check the auality of work done. _They train workerss
. interpret work drawindss and enforce safety rules. Thes solve difficult work problems and may
~perform manw of the tasks of the workers they surervise. Thex may also hire.and fire ~workersy
E -ordbr surplxes; set um eauxr-ent: keer uork records; and write prosress reports.‘ : , _

smm-: m acuuml-:s ‘

‘v Lay bricks t:le; c1nderblockv Of C ~ for xndustrlal Plants L

_ other naterials to,bu11d or repaxr -+, -Build stone structures such’ és PIEPS
.7 walls K Lau ualks and curb»stones
’i e BUIId bPICk chxnness or snakestacks S . v

- Assidn workers . to specific dut:es
-~ Train new workers in-the use of handtools
- Inspect scaffolds for ‘safetu

= Inspect work in prosress to see that sngxfxcatxons are -et

- Keer t1ne and progress records

HOURS~0F HORK/TRAUEL

- These Jobs often reauire local travel to sup&rvxse proaeets at coﬁstruction 51t25._ Qank;"

hours -as be affected bs the ueather. R
| smm‘mcssor-mx -

- Srecxal trades buxldxnsa or seneral contractlns tirms o

- Government adencies and businesses that do their own capstruction and alteratxon ‘work Co

- ;or sguvsolff ‘3. 3 self-e-rloged contractor for snall Jobs such as PatxoSy ualks; and
ireplaces : : , . S _ ’

>

'f'91}4é3
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EE &3 mnvlsons' cm:-:m-:ns AND RELﬁTEn HORKERS

-

These peorle . JUPEPVISE uorkers uho bulld, 1nst311, and rePaxr uooﬂen structures. Theu studs
work assignments’ and determine the workerss materialss and susrlies needed to comrlete  them,
They rlaMyork methods and rroceduress order suppliess a@ssidn dutiesy and check -work to see
~ that ‘stapdards are met, They train workerss intereret bluerintsy and enforce  safety rules,

"“Thes solve work rroblems and may rerform duties of the workers thew. sueervxee. Theu alsoe..'

evaluate uurker Perfornance, prepare PPDSPESS PEPOPtS! and keee uork records.
 SANPLE m-m_wmss L\ .

) —”Supereise-uorkers who? , o
+ Builds installs and resair wooden T Buxlﬂ and repair uooden boatss

_ structures and fixtures . ©~ floatsy and lifecraft - o ol
* o+ Build rlasterboard walls and « Lay hardwood floors R
ceilings . » Build wooden forms to hold concrete
. Fasten lathing to walls -+ Install sky lidghtss deskss and .
s PreParegualls for Paxntxns or o cabxnets '
parerin -

Studw bluerrints to determsine the dxnensxons of structures v .
Use math formulas to estimate the worker hours and naterxals reau1red to conplete JObS o
Prerare cost estimates for work contracts ,

- Determine the order ir-which work activities ‘should be done ,

- Gelect materials and structural un1ts, such as lumbers rFremade doors: and Panelxns

- Train and assist workers

~ Lav out floor rlans and cab1net works using a rules framinsd sauare, and callpers

- Measure and mark the location of metal.framing on walls and ceilinds .
-.Assign specific dutiess such as instasllind cabinets or doors - . '

- Use measuring tools to check the alidgnment of walls R

- Insrect work to see that. conFany standards end bu11d1ns code reeu1relents are met

Hdms oF WORK/TRAVEL "~

;]

-.5ome of these .Jobs- reauxre travel to, construction . 51tes. A feu 1nva1ve uork_ aboard shirs, '
freightersy or tankers at ses or docPed at Ports or harbors. _ o R

* . E . 3 T » .

~

SAMPLE PLaci-:s OF u_onk

- CarPentrs contractors and honebuxlders
-~ Government adencies : , - C o _
- UWility compawies : : , = , e
~ Manufacturing firms T T : " ,
~ Construction companies and seneral contractors :

- Shir-building firms : S . o

- Shirlines :

- For uourself: 85 an 1ndependent contractor

£314, SUPERVISORS: * ELECTRICIANS AND POMER mmsmsStou msr_ALLEﬁs"lf»”

These ‘reorle- supervxse workers. uho install and reeair wiring anﬁ electrical eaJ1Pnent. They
study assisnments and determine the workerss materialss and sueplies needed to comrlete then,
Thew plan work methods and rroceduress order surpliess assidn dutiess and check to see that

. finished work meets set standards. . Thex train new workers and enforce safety rules. They .
interprret bluerrints and diasrams apd handle difficult work sroblems. Theu evaluate worker
rerforsances prepare prosfress reportsr and 3y Perforl tasks of the workers they SUPETVises

145
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- Superv1se uorkers uho.;

A I

~ Shirlines - . ' .
L - Harbors and dock

- SAMPLE HDRK ACTIUITIES

+ Builds lalntaxns and rerair " sh1es

- electrical sustems of rower elants ~+ Repair eleetrlcal sgstens in -
-+ Install and repair wiring and veh1eles :

.electrlcal equirment- in bu11d1nss or

- Plan the u;r:ns and installation af eeuxpment such as notorsv senerators; and su1tche5a‘
- Read and interrret bluerrints and diadrams R

~ Plan work procedures: ' L o \

- Estimate the worker hours and nater1als reRU1red to conelete uobs e

- Assidn speeific duties to workers .

Train new workers in the use of testind eeu1puent S v _
Resalve worker and customer complaints

Insrect wiring and fixtures to see. that thes meet bu11d1ns code seec1f1cat1ons
Use test eauxenent; such as voltmeters: to test c1rcu1ts and u1r1n9

N .

HOURS o WORK/TRAVEL . .  f -

-Vﬂans of these Jobs reau1re local travel to sueerv1se the rePalv or 1nstallat1on of Qutdoor orv

off-site eauirment. ,
~ A few of these Jobs involve work aboard ships. or tankers. Horkers in these Jobc mas,.seend
- time at sea or at harbors or docks, - R , o

»

[

| snnPLE‘PLacEs-or uoax' L

- Hanufactur1ﬁseplent5r 1nc1ud1ns those that Produceo

. Autonoblles -
+ Machinery

+ Chemicals

+ Iron and steel
+ Aircraft.

- Conqtruct;on companies
- Electrical contractors

- Public utilitiess including rower plants and teleehone coaPan1es
- Minind companies ,

-~ Railroad companies = _ B

- Federaly Stater and Local government fac111t1es SRS ,

- Shirpbuilding firms o : -

6315 SUPERVISBRSi PAINTERS} PAPEﬁHﬁNGERS; ANB'PLASTERERS a

8%
>

~ These = reorle sueerv1ue the act1v1t1es of workers who ea1nt; Plasterv or hang ualleaper. Thee"

study work schedules and decide how man¥ workers will be needed to complete- different Jobs:
Thes exrlain tasks to workerss assign dutiesy check works exrlein comeany policiesy and enforce .
safety. rules. Thew helr workers solve rroblems and may work along with themy hire and fire
workersy or recosmerd them for pronot1on. Thes also tra1n _hew uonk 5y kEep uork records; anid
order materials and surrlies, : . _

SAMPLE WORK ACTIVITIES
< Explain.cowrany rolicies to workers




- Insaeet Plastered surfaces fo' nualxts of uork

A.“ Bu11d1n§ eontractops : ’ S ,
- Ordanizations that own. or nanaSe larse bc;ld;ngs such as’ hotels; off1ces: factbrles, and

" workers they superv1se.'_ﬁ“

! v'x»lr'l TR ERE

. ‘ Cle
e Train new uorkers in the use. af
- peinting eauirment -

+ Inspect surfaces to berraxnted t
© see if they need to De. scraned

" number of uorkers and mount of .
_naterxals which will bg\ nee d-to ..
" plaster ; T

ﬁﬁls'f

. . sandblasted L "+ Show workers how to. iz \and
-+ Assidn duties to workers uho P 1nt /. w»lasters stuccos and cem n& A :
shirs A /’ + Help workers mix and blend paints :
» Check roster Fanels to see whit si  .remove ol Pa1nt; a?d repair and clean .
thex are beforé thes*are Qp red-u : surfaces . - :

 HOWRS or'hunRK/_TRAvsL: .

(No Informstion) -+
SAHP'LE PLACES OF "uonx ,

schools -
—‘For sourselfy as an 1ndependent contraetor

. : , (._ - . . E . . .

o . .o . : S,
. -

6316 SUPERVISDRS’° PLUHBERS! PIPEFITTERS’ hNn STEA“FITTERS R :
O

@

- These #eople surervise uorke&s uho install and rerair PlPesv f:tt1n9s; and f1xtures for gasy
pily waters steams and waste disrosal sustems. . Theuy elan work schedulesy order materizls.and
~ supplies» and hire and train new workers, They assidn dutiess check»work for-suslitys enforce -

comrany tiless and keer work records, Theu fdllow bluerrints and use rrecision measuring tools

to rlan and chetk work, ~They.also solve dszxcult uor&_?roblems and m3y Perforu-dutxes of the_
: e , R
o e

SANPLE W ACTIVITIES R

Hira uorPers for an oil PlPEllﬂe PrOJect '
Order toolss materislsy and esuirment needed ta 1nst311 3 h13h~Pressure sssten 1n.a Plant
Train new workers in the use of eauirment and toal: _ _ ,
Exrlain szfety rules and company rolicies to worj '
Assisn workers to install hot water sustems in plew hones and bu1ldxn§
Insrect bathroom and heating units installed by workers to see if theuw meet standards
Usn micrometerss rulersy 3nd levels to check riring 1nstalled in shirs -

ecords of workers’ time and work dore? 7 a
Recomnend that workers be rramoted or fired . T
Helr workers install heating and cooling units ) S S R
Direct workers in repsiring fire serinkler sustems . -~ -~ - St
B1rect workers ﬁho operate d15§1nd and PlPelBBlnS uachxnes . c : o o

" ok O.F}NDRK/TRAUEL

tHo Informstion)

SANPLE PLACESBDF wom( o o A
\\- Plumbins and - FlPefIttlnﬁ contractars P B o ' ’
-~ Canstruction companies ‘ LT :
~ Government agencies L - 148




- Public utilities. o S : L e
- Shir building industries. .- = = s S T
- Aircraft manufacturers <7 <o _
: ~Flants and business where oaerat1ons reau1re the novlns of 11eu1ds and sasses throusn Plres..
L For examplel. o~ , , o S o
. Chemical plants - - . v - ) " - T
+ Food=processing rlants S N o : S
R Petroleun 1ndustr1es

R For Bourself; 35 an 1ndePendent contractor -

’

[ SN ‘

N 6318 SUPERVISORS‘ OTHEﬁ DONSTRUCTION TRABES

gThese peaple Supervise workers who buzld ch1nness; erect structures: nove. hDUSESi mix concrete;
or do similar work 8t building -or wmirind sites. -Theu study assidnments and deterolne the -
“workersy materialsy and surrlies needed to comrlete them. They assidn duties -to workers and.
“check werk for gualitu.. Theu train new workerss explain\comrany roliciess and enforce. safety
-“‘rules, . Thew handle work rroblems: rrerare prodress .or.othér reportsy and -may hire 3nd fire
workers, = They may set up nach1nes and’ eQU1Pment and -often Perforn Some oT many of the tasks of
,the workers thes surervises _ o o~ ,

Lo

SAHPLE UDRK ACTIUITIES

o . .
-

. \

nlrect worPers who PEPBIP gnd ma1nta1n rallwas rlshts-of-uas

+ Issue 1nstruct1ons co workers who ' Inspect eau1ament alons the

build and rerair roadwauss brxdges; - rasht~ofruas to see that standards are -
arvj other structures : o
- - i Send work crews sud materlals to T D1rect workers who Peep tlne and

- derailment sites to mak.e necessars - ' work records . o
repairs . - ’ "

- Gupervise workers who build. ch1mneas and s1m1lar structures o ff T e

» Read blueprints and measure = ' concrete. . ¢ L

distances to lay out work ' + Watch work in progress. to naLe sure S

. Direct workers in sstiing formss , that safetu and. work standards are net
erecting steel surrortss and Pour1ns I

SuPerv1se worh crews that erect structural steel

+-Hark locat1ons for new r1vet holes
+ Direct workers to drill and ream new o -~
. holes B S
¢« .Helg worPers rerform tas}s: such as - S -
rivetingy weldind» and bolting

Suaerv1se wor?ers who restore 1and areas after aining operat1ons

.
f

. Study survey data- (1nfornat1on) and contour land - ' .
talk with mining officials to rlan -y Insrect eau1pnent for safety :
restoration rrodects I Keep records of 1and areas restored .

"+ Direct creus to filly Sradeo angd

Surervise a fleld crew that collects earth sanples for lab tests N Q

. Direct. worPers who .transrort |
bulldozersy truckss and drilling
machines to work areas ‘

+ Recard the locationy derths and s011
content of earth sameles

Surervise . workers who malnta1n roads and floodrcontrol fac111txes alons Power 11ne r1sht-of-

way ;
j;. Review. work orders to deteru1ne the » Direct the Pav1ns of areas in and '
- tures uf eauirment reauired for 3 Job around power rlanpts -
Q +» Examine mars and bluerrints to ..+ Instruct workers in the use of
E]QJ}:‘ deterazne_the location of rower lines practors and rosd graders
" e S 311 14'1



| .
'.'f‘ﬁSuaervi:e workers'uhn do such thinds as: L o e
/. Drive pilinds into the ground tu Ly Cover ‘roafs ulth tlle
© . make building foundations .- . .« Rerair and overhaul axreraft caoln
.+ Install tile in buildinds_.: - fixtures ° -
' + Make and repair’ wooden nolds used to .+ Prepare end sprly concrete to naLe S
cast concrete . © < hidhways and dams = .
+ Cut and set marble slabs used in - v Put up premade houses - .
L walls ..y Hlove houses and other bu11d1nas s
e Cut and install glaas HlndQHS" S .._Erect uetal stnrase tanks R

. HOURS OF HDRK/TRAUEL B

~

o - These aeoale often uork in offices and at construgtxon s;tes. They mau travel fron 91aee to
- C Place to check or. surerv1se aetivitieg at var1ous PPDJEOt sxtes. e o “
’ . SAMPLE PLACES OF WORK Lo s L

. = Construction comranies . . S T Lot
- Rzilroad comranies ' S e D :
~ Mining and quarrging comPan;es . o o o - L
= Lights hests and rower comranies L L ‘ o T
-.Water eomranies . . S P Lol C o
- Concrete mixing comranies . S ' ’ T . : .
~ dirlines or aircraft menufacturers - . o S .

- Firme that manufacture or move bu11d1n35 S L el

632 SUPERUISBRS" EXTRACTIUE”uccUPATIDNS"

" These reorle .surervise uorPers uho dr111 011 wells or blast and cut laterials to be n1ned.
Thew study rroduction schedulesy determine the workers and eauirment requireds and rFlan work
erocedures and schedules. Theu interrret Job”opderss assidn dutiesy and enforce safetu rules.,»
They zlso helr solve work rroblems and check work for gualitu, Thew keer time and production

. recordsy and nay order mater1als and surrlies. They also las h1re; tra1n; and fxre uorkers.

- SAMPLE WORK ACTiUITIESr

. A L . .- o . 5y

. - Surervise uorPers who drill oil and =as wells o REEE S S
) C .
. Plan the delivery of drilling toolsy ' Order the tsaes of dr:ll s to be
fuely waters and other suﬁalles to the - ysed
. drill ‘site . H1rect workers to 1nsta11 devices - >
» Direct workers to rut uey take dounv which control the flow of oil when the
-and move drilling rids . wells tedin to produce
« Direct crews to orerate. rower UﬂltS o . Order the maintenance and rePaxr of
and drilling eeu1?nent . : eau1enenx o S

"~ Supervise workers -zt a rock auarrs'

« Schedule work ass1snnents
: Set off exrlosive chardes ~ = :
-+ Comrile production and sh1p91na D C SRR '
Jrecords o I - : S
. Sattle work-related disrutes . ~ L :
- Direct mining workers who oserate aul?aceers; CDnVeBDPS! and nther dev1ces to load coal 1nto
trueks and- ra11road oars o : , _ L . |




' TalP wlth other superv1sors to Flan
‘daily work schedules

'+ Coordinate the use of hoists used to

raise and_lower eaquirmentr workerss

and. suprlies in an.underSroggd m1ne -
Supervise workers who blast; renove» and cerush ores in oren—Plt l1nes

« Plan the locat1on and drxlllnﬂ of
~ blast holes :
» Train workers in drilling blast

+ Orerate 3 dredde

"+ Assidgn new workers to exper1enced
workers. for on~the-.Jobh. trainind

Cv Evaluate workers’ .Job PEPfOPIBnCe

N

’

HOURS OF uuax)raavsL

« - ~

. D1rect workers te unload laterxals
from trucks and railroad cars
v Inspect eauirment for defects and
" sehedule needed repgirs
*+ Conduct sa;ets meetings -

holes and f1r1n§ ex91051ves
© +°Direct workers in loadind and -
- reﬁovxns ore fron the mine

Dlrect the loading» unloadinds and assenbls of 3 dredse used to mine Sravel "

“and reco--end that they be Pronote

fired”
' Keep Productlon'records

Superv1se warkers who harvest; transportv and wash raw salt taken fron Pond heds

@

[

dor - |

[

- Hanv of these Jobs reauire that workers nove froa Place to P18CE! 51nce uorL at 8 Part1cular

. site may be comrleted
months at a time. .

SANPLE rLacss OF WORK -

- Dil companies

- Comranies that spec1al1ze in drxlllns or clean1ns oil and 35 uells

- Mining and quarrying companies
- Construction comranies . ,
. - o 4

in -3 few months.

L

.J .

i1

T e cousraucf:on TRADES® ff, E ';' .

..
a

Y o

These workers build and repair bU11d1n35 and- other structures.

Thes a3y work as: brzeklasers ar

. stone masonsy building wallsy sewers) smokestacksy sbutmentsy ‘or ‘riers.

Others wmay be tile.

So-e workers -au be away fro- hone for ueeks ar

\

setters who aprly ceranic tile to wallsy floorsy and ceilings to create decorative coverln!s.

stairs. Some workers .

walls,

Carpenters build and repsir wooden structures such as house frameworksy
1nstall drsuallv uh1ch nay be used 1nstead of Plaster on c9111n95 and

doorsy cab

P

«

641 BRICKHASONS, STonsnAsdns.'Aun HARD T:Lé'sztrsns

WOrkers 1n these occupatlons uSE‘VBPIOUS nater1als to bu;ld and decorate structures.

use bricks
“smokestachks, = Th
work. is -done by hard
Workers use mortsr to secure brlck and stos
1nto Place. . .

ey may usa2 stone to build

concretey or cinder blocks to build
or rerair wallsy
tile setters uho arply-ceramic tile to wallss floorsy and ceilipds.
So-e stone is bolted

sbutmentsy or piers,

Thes use ceaent u1th txle.

.

inetsy -

They maw

or rerair wallsy sewersy boilerss furnacesy o

Decorative .

2

"

A -




6412 BRICKHASONS

BRICKHASDNS las bricksy concrete and set c1nder blockss ‘and 51axlar laterxals to build and -

rerair wallsy sewers» boilerss furnacesy smokestackss and structures. To rPut up 3 wallys they

first build the corners at each end of the wall and stretch a line betweéen the corners to serve .

as a duide for lawinz the brick. Theu seread s bed of martar (cement mixture) with a trowel (a3 _
flat metal tool)s rlace bricks on the mortar beds and then tar thel into rlaces Thew .cut -

brlcks with a haaner and chisel to fit around COTNEPS.

SAMPLE uoﬁx ACTIVITIES . .

1
i - /- v »
Use a trowel to serread a laser of nortar that serves as a- base and blnder for br1cks
Use 2 ~lumb bobs daudelines and level to determine how to line up bricks .
Assemble an acid-proof brick lining in metal tanks used to store acid )
Repeir kilns used to make tiley bricks and sewsr rire . g
Czlculate andles and lavers for building wallsy archesy columnsy 3nd corners

installing lightning rods .
- Use handtools, SPTay zuns, and sandblasting machines to repair coke ovens o

" HOURS OF WORK/TRAVEL

(Mo Information) L : o ' - R ‘. T
’ ¥4 S ' R ¥

SAHPLE PLACES OF, WORK ~ .

-I Q
Contract1ng fxrus {specisal trades: bu11d1ng, and seneral) '
Government adencied or businesses that do their own bu11d1ﬁg and alteratxon
Construction firms ..
Brick and tile manufacturers ' o o

Foundries -
Chimney cleaning businesses )
Coke manyfacturers » o
o , . 6413 STONENASONS \
Tog

-

Rerair <chimness by - sandblastindy filling in cracks ulth mortary aprluing Palnt, and‘”

STONEMASONS build and repaxr stone structurés such as wallsy abutmentss and pierss Thew also

lay wallss curbstoness and specia} tures of masonry for vatss tankss_and floors. Thew may work

from - drawinds in which each stone has been marked for rlacement. To build 3 stone wally theu
set the first laver of stones into'a shallow bed of mortar.. Then thew }ine ur the stones  and-

. tap them 1into rlace., They may weld or bolt rieces of metal todether u1th1n the wall to hold
» the wall in rlace. They also cut stones 1nto shapes and clean them.

~ SAMPLE UORK ACTIVITIES

Use a hamner: ch15915, .and other tools to share 2 stone before it is set

Line ur stones with -2 rlumblines and finish Joints between stones ulth - Po1nt1n§ trowel
Mend broken marble slabs to r estore them to usable condition , _

Arrlu stone to the surfsce of structures to decorate them

‘Hix mortar and rour it into 3 trench to rrepare a foundation for settind base stones

foundation

T - . R P
1

Install Sravestones at' a cemetery
Set stone to bu11d a3 rier

S s

o

[P

Use 3 hoist or sP1d to remove sections of stone from a,truck bed and duide the stones onto 8



HOURS OF WORK/TRAVEL
iR (No Ihfornafiqﬁ)' ‘ o ' . ‘ .‘L- o L —

 GAMPLE PLACES oF UORK

- Construct:on coaﬁanxes -

-= Contraeting firms (special trade: buxldxns or Seneral)

-~ Gavernment. adencies and businesses that da the1r oun construet1on and alterat1on_

- Private homes. and bus1nessgs , , . :
o .’ N "

f.»-‘ s THE SETTERS: HARD

HARD TILE SETTERS appls cerau;c tlle to u3115v floorsv and cexl;ﬂ!s to create decorat1ve i
coverinds. Since tile varies in colors sharey and sizes thew may first arrange the tiles on @

- dre flaor according to s Flans  When the pattern looks rishtsy thew law the tiles using _cement

or rastes Thew must Pirst tack 3 mesh support to the surface to be tiled, Then thew “mix and

- gpread the cementy let it drue aerly drout. (s very fine ceuent) and tar e:ch txle xnto rlace,

Thew often have to cut t:les to f1t 1nto COTARTS, v o e

SAHPLE WORK AE}IUITIES

o= Look at’ EIuePrlnts and aeasure and mark surfaces to be cnvered :
- giread a plaster or cement base over 3 netal screen that has been cut and attached to thev'u
oor . . , , o
.~ Hix and BPPIB sortar - s
- Put dlue on walls and subfloors ulth brush and tro 1.
~ Use hand cutter to cut wall tiles to f:t around bathroon f1xtures
- Use handtools to install bathroom fixtures . .
- Ulpe grout betueen tiles and remove excess srout with a uet seonsde .

5

-

HOURS OF WORK/TRAVEL .~ P A
{No Information) , , L ' | e e A’n’ B
SAHPLE'PLACES‘OF WORK e

- Construct1on companies ,
- Building contractors o
- Schoolsy hos#1tals: ard Prxvate bus1nesses

.o e CARPENTERS Auh RELATED WORKERS SR
. . Ly o

UDrkers in these occurations use. uood and dry wall to buxld structures. Thes follou blueprxnts
to frame and build walls. Theu finish interior walls with druwall instead of wet mslasters
They may work with fiberdlasss plastics or slaster. Thew may build scaffolds for dpry wall -
installation or other dorke .~ Thew wmav. also build other uooden rroducts such as floors and

"eabinets, ﬁeasur1ns tools and other»eQU1rnent are used, o
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6422 CARPENTERS

o

CARPENTERS builds 1nstally and rerair sll. k1nds of uooden structures. 'Thes also work with o
materials such as rlastic or fiberdglass, The duties. of carrenters vary dreatly. They may °

tykbu11d house frameworkss scaffoldss and wooden forms for concrete. Thes may erect docksy

briddesy and suprorts for tunnels and sewersi build stairsi install floorss cab1netsv doorss .

~and wood panelings and Put ur tiles They follow Bluerrints and use measuring tools: POWET

toolsy and 3 variety of handtools to do the1r works

SAPLE WORK ACTIVITIES | L L

- Work frowm blueerlnts or sroken 1nstruct10ns to build and PEPBIP uooden structures of hones.
and buildinds .

Mount sounderoof tile to walis and ceilings of bu11d1nSS

Mark cutting and asssembls lines on materialss using rencils chalky and nark1ns saUSe

Build stairs and lay out and instzll wooden rartitions . - -

Bgl%g rough wooden structures such as concrete forasy tunnel sueportsr and temrorarys fraae

shelters : o N

- Construct rremade wooden forms to form Farts of a shir .

‘Use 8 woodworking machife to build ecabinets in a careenter § shop',

X

A}

Build 3 shir’s structural woodwork and wooden gear [AY .

Build znd rerair wooders baats : ]

Rerair wooden rzilroad briddess trestlesy and tunnel surrorts : :

Rerlzce decaveds selits or crooked timber on a bridde

Install floorindr wsll linindss sidindss and window sills in ra11road cars

Moldsy bend ared laminate wood to form Parts of 3 shir . , '
Build 3 wooden storade tank oot , .
Cuty fit and install surrorting timbers in an underground mine ‘ C w
Reradir doors and windows in mobile hones . :
- Pyt ur billboards

Join precut woods metals and rlastic board rieces to assenble a roof for 3 bu;ldlns
Make eprops for movie and theater froductions o

«

LI TR T S Y N S A

{

_ HOURS OF WORK/TRAVEL

{(No Information)

SAMPLE PLACES OF WORK

- .

- Contractxns and honebu11d1ns f1rns that construct: renodel: or reea:r bu;ldanS and other v
structures S . , , . : :
Government adencies - : ' : _ .

Utility compapies
Manufacturing firms and other larde’ orSanxzatlons that do the1r own careentrs uork
Boat 'or shirbuilding firms - , ,
Bus1nesses that build or sell s1sns and b111boards

| 2 T T |

3 . B - .-

N e ﬂﬁYHALL;iNSTALLERS T L

;These workers install and f1nxsh drsuall PBﬂElSv Drsuall is often used 1nstead of vet plaster .

to make walls gnd ce111n95 in.new buildingds, It consists of a thin wall of rlaster between two
rieces of ‘heavs rarer., - -Some DRYWALL INSTALLERS build metzl or wooders frameworks 2nd attach

laths (wire sesh) to them so druwall can be aerlieds Thew slso may fill the oints between
. drawall. sheets and - rPrerare the walls for Pa1nt1ns. At t1nes: these uorLers nay uork fron
ladders and scaffolds. , o - . 3

. D

°

mmwumx“ﬁwnm"' S v"154ﬁl"'i ':f[

. - B "p‘

~ Fasten drswall Fanels to wall fraﬂxns

- Use handtools and ﬁurtable eneer tools to fasten 3 uetal lath to ualls and cexlxns o 'a_




e’

- Read bluerr1nts to flnd out hou to install metal frau1ns and drsuall Panels
=~ Put yr setal framing and laths so druwall can be fastened to them . '
.~ Measure and mark cuttxgﬁ 11nes on druwall with 2 sauares tasre measures and PenCII
- Fit and tasten boards walls with screws_and adhesive
- gseta keshole saw to cut oreninds in druwall eanels for electrical outlets; vents: or other
ixtures -
» Nail smetsl sieces around windows and doors to Protect drsuall edQES ' oL
- Use an electr1c hoist to move conpleted Panels o _ S S

_ Hnuns,nr.uoaxxrnang

(o Informstion) '~ N  fiI.

SAMPLE PLAbES'DF NORK

T Construct:an COlPanles ' : B
-~ Contracting companies that speczal1ze in drsuall canstruct;on S
L - Companles that build Prefabr1cated buildingds or mobile. honeg

643 ELEcrklcleus AND PBUER Tnansn15510n INSTALLERS

@

. These uorkers may . 1nstall and repair electrxcal lelﬂs used to dxstribute lleetr1cal POWET in
buildings and shirs, Or theéw mas constructs installs and service rower lines used to transmit
‘and  distribute electrical enerdy for such things -3s TV antennass street lightss trolley cars: -
lightning rodsy. and traffic sidnals. Thes (T ereét poles for rouer 11nes or. work on.
'undersround cable sustens. , o ,

.

 4A32 ELECTRICIANS

ELECTRICIANS install and repair electrical wiring in buildings and shirss Theuy follow
g bluerrints and building #lans and use handtoolsy Pouer toolsy and soldering ironss _Theu
- _connect witind to light fixtures and rower equirment. Theu install and test suztches; relaysy
and circuit breakers. Thus a3y cliab ladders to reach and repa1r eau1plent. R

1Y

SAHPLE-HDRK ACTIVITIES _ ,
- Prerare sketchES that show the location of wiring
= ggasuge: cutr and install electr1cal conduitsy 051n§“ SUCh tools 3 3 hacksau and n1pe._
reader. - oL
- Install fire or burslars-alarn ssste-s ' Lo
- Splice wires twisting or soldering the uzres todether e
Connect wiring to lisht fixtures and rower eauirment '
Install switchess relavsy and circuit breaker ranels .
Installs inspecty and service lishtind sustems used at axrrorts
SerV1ce and rerzipr neon sidns
o Stand in 3 tower truck bucket to reach and repair street 11§hts
» = Rerlace blown fusess bulbss and other electrical eau19nent - o
-~ = Train new workers in electrical rerairv work : - :
- Install electrical eauirment aboard a shir -
- Work as an A PRENIICE uhxle learnxns thl eleatr1¢n s JOh ™

[S IS

!'IVI

HDURS DF HORK/TRAUEL, - ' lfv; '. oo

o= ELEDTRICIANS usuallu worhk & haurs a dasv 5 dass 8 uee;b Houever; thes nay uork oVertxne ar
Q during nishts. and ueekends to uake enersency repairs. N ‘ -
@'fTEKff{- - I o 317 ' tl;.ng SR




SANPLE PLACES OF WORK

- Electrxcal contractors A
- Airline comranies ' :
-~ Comranies that. install and reraxr eleetr1e31 sxSns .
© = Lighty heatr and pouwer comranies
~ Comeanies that manufacture rremade buildinds . .
~ Companies that build and repair shiws and boats.
.- Ans 1ndustrs that dnes its own eleetrxcal 1nstallatlon and reFair uork

[ L

6433 ELECTRICAL POUER INSTALLERS ANH REPAIRERS
These uorkers construet, reea1r; and service electrle 9ouer 11nes._ rh:s 1nc1udesveowef cables
. They may erect and rerair rosts or roles that suseort the wires and cables, They maw work: 3
- underdround cable systems or on overhead cables and lines. They sslices solders and 1nsulate

- wires and test them for defects. Thes ‘follow blueerlnts and nanuals and - use electrxexans'
. handtools and testind devices. o T e

SAKPLE WORK ACTIVITIES -

Installsy servicer and reraird

., Telerhone and teledraph lines . “in undersround substatxons
+ Electrical rower lines. and cables ' Poles» feeder cabless and uxrxns

+ Community TV antenna cables ‘ used in street-raxluas ssste-s
+ Transformerss fuse boxesy and relaus - - ,

Climb roles and instsll 11shtn1ns rodsy Phone uxres’ and other eeuxenent :

Locate the source of disturbance to an electric powerlines using electrical testxns eauxenenf
Climb rales and towers to rerlace or rergir overhead conductors: su1tches, and fuses R
Use math to determine the electrical resistance needed on- u;res v

Connect TV sets to an antenna sustem ~.

Test cables and wiring to detect broken cxreuxts or faults connect1ons :

String wire conductors hetween roles , e

.Srlices solders arnd insulate wiring to Joxn sectlons of 3 Pnuerlxne T

Work as. LINE ERECTOR APPRENTICE . :

;'e'ltllnl'xt

HOURS oF UBRK/TRAUEL f

- These workers sonetlnes mas uork overt;ne qr durxns n1shts or ueekends to nake euersencs’~
rerairs, : . v . o C e ‘

SAWPLE PLACES oF'uoRk T P

Lxsht: heatv and Pouer ‘companies

Construction comeanies - s ‘

Any business or industry that 1nstalls and nalntaxns 1ts oun rower sssteus _
For uourself; as an 1nderendent contractor ' , -

N - PR
. . : .

SIS

| 51;5g3A~

o8

and lines -for TV antennass trolley carss street lishtss lightning rods: and traffic sxsnals._. ’
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644 PAINTERS! PAPERHANGERS: AND PLQSTERERS

'>__These workers aepls f1n1shes to buxldxnss and eau1plent surfades.' TheB may  paint walls:’
eauirments or boats after they clean the surface and preeare it for raintind., Others maw cover
wallsy ceilindsy sidnsy. and other surfaces with wallparer, fabrics or other coverinds, Some

workers finish indoor ualls and. ce111nss with plaster coat1nss to helr lake thel f1reeroof and'f.

-soundproof. : .

$ | x 6442 PAINTERS (CONSTRUCTION AND HRINTENANCE) A

-These PAINTERS Put  paints varn1shv and other flnishes on surfaces of hu11d1n3s or eau1plent.

Firsts» they sands scrapes or burn away old eaint so that the new paint will stay  on erorerly,
_When raint is hard to removes they may loosen it with cheanicals or seecial tools, They also

remove dreases fill crackss and brush off dusts Nexts thew cover surfaces with erimer or

. sealer. Then thes mix the paint and aprly it with brushess rollerss OF SPT3Y SuUNS, Thes m3y

<uorP fron scaffolds or: clxnb ladders to Paxnt tall. structures.

i

"SAHPLE'UDRK Acrlvrrlss

-

Qe

- Arprly pPaints sta1nv or enaﬂel to decorate and Protect surfaces “and trxl on 3 hu1ld1ns L

- Use sandrarer and steel woul to remove old raint from surfaces
~ Fill nail holess cracksy and Joints with pyttu-or rlaster - e :
- Mix paintss 0ils and thinner to rrerare raint of 3 certsin color S . s
- Frepare wood and metal surfaces of boats for Paxntlns : S
- Skray or brush hot rlastics on surfaces of shirs
- Paint wallss furnitures and other earts of @ movie set to lahe-theu look old
- Arrly colored rlastic to glass surfaces to reduce dlare from sunlight

- Spray 8 vinul base coat on the sheetrock ualls of mobile homes to -ake the ualls look likewef'

rlaster
- Renove old Paxnt fron raalroad freasht carsy usxns B8 blow torch

i

HOURS OF WORK/TRAVEL

- = -

(Mo Information) °

. SANPLE PLACES,OF WORK -

- Contracting firms that builds rerairsy or reuodel structures :

- Hotelsy officess factoriesy ,sehools; and other orsan1zat1ons that own or nanBSe larse
buildinds

= Construction firms :

- Companies that bu11d boats and shxrs :

- Motion picture studios , ‘ v L

- Rzilroad comranies

- Pr1vate fiomes and hus1nesses that reauire Pa1nt1ns work to be done

a

6443‘PAP£RHANGERS

PAPERHANGERS cover wallsy ce111n3s! signs» and other surfaces w1th uallraper; fabr1cy or other

coverings. . . Before thes cover surfacess thew wet or steam 3nu old parer to remove it and aprluy
a3 sealer s0 that the new covering will stay on.. TO cover the surface with the new wmaterisly

thes first 'measure the ares to be covered and then cut strirs af coverind from 3 rolls making .

sure that the patterns at the tor and base will match., Thes then apply Paste to the. strxrsv
:place them on the" surface; and slooth the- he hand or-with @ brush, S

v.g‘ }11f ,‘}A: VV:f,j[gS:?_‘
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' SAMPLE WORK ACTIVITIES

- Measure - walls and- ceilindgs to find out the nunher and length of strips of Papef-nééded to
cover them :

- - Use sandrarer to smooth rough srots on surfaces

' - Mix raste and use 3 raste brush to eut raste on the backs of StPlPS of fabrlc

Remove old rarer with 3 steam machiney waters or chemical re-over and F! scraper
Starle or tack rosters on wallsy fences» and roles . ,

Smear raste on & billboardy using a8 brush -

Use 2 long-handled brush to smooth and line ur roster sections on b111boards
Arrly acid to dase rlaster to prevent lime fiom bleedind throush a rarer covering
Cut stries from 3 roll of wallearer» using shears or 3 razor . ,

[y

HOURS OF WORK/TRAVEL

(No Inforaation)

-

SANPLE PLACES OF WORK . | R

- Contracti ng firms that builds rerairy or remodel structures

- Construction firms _ . S
- Advertising comranies ‘ :
- Private homes and businesses

6444 PLASTERERS

and sounderoof, Thes  slso apply cements rlasticy or stucco to outdoor surfaces and make
decorative desidns in rplaster, Thew mix and seras or trowel plaster onto surrortive wire -mesh
or directly on surfaces to cover them., Thew also create attractive plaster finishes and mold

srecial desidns to g0 on walls and ceilings, Thes use maany srecial tools: ificluding hawkss X

floatss rods» and seravers,

-

SAMPLE WORK ACTIVITIES

Follow bluerrints or sroken instructions to cover walls w1th coats of Plaster

Direct workers to mix rlaster and put up scaffolds

Seread rlaster over:wood strirs or 3 masonry baser using a trowel '

Roushen undercoats of rlaster with a scrater (metal scrarer) so the next coat of eplaster u111

1

stic

Install duide wires on building surfaces to show how thick the stucco should be

- MHold and install ornamental rlaster ranels and trim L ~
- Decorste final coats of stucco ulth small stores ~ . '

o

HOURS OF WORK/TRAVEL

“(Mo Information) . ,

SAMPLE PLACES.OF WORK

*VIndePendent contracting fanS that do Plaster uork
- Construction companies

= Private homes and businesses a . : ﬁf”f.'

158
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PLASTERERS f1n1sh indoor walls and ceilinds w1th plaster coat1n35 to help azke then fxreProof’

Lo




£45 PLUNBERS, PIPEFITTERS: AND STEAN FITTERS

- These workers instgll rire sustems that carry waters steams aire or-other lieuids or dases.

cooling eauirment, Gome install waters gas» and waste disrosal sustems in buildingsy o0ilr airs

&)

_and water lines in enginesi or pirind sustems in rlanes or shirs, . Others install corrlex rire

power machines: and many other kinds of tools and eauirment. - :

SAMPLE WORK ACTIVITIES

Cuts bends and put together sections of rire to install heat and rower sustems in shirs
Rerair toiletss sinksy and waste disrosal sustems in homes and businesses S
Install and service oil burpers in furnances = = n S _ '

‘Cuty thread» and bend riresy using handtools and power tools -

Lay rire to reesir and extend das lines between gas mains and homes =~ ST
Follow bluerrints to install airs fuely and water lines on diesel endines .
Pyt together and test hudraulic systeéms in aireraft and missiles - : _—
Install das-heating units in indystrial boileps . o L o
Assemble serinkler sustems used-in yards and buildinds T ot
Study building rlans to Put in home drainade sustess B
Dig ditches to lay dgas rire below streets : , , ‘

Deliver and install water-softner tanks , T o o N S
Cover boilers abd cooling units with asbestos or cork to reduce heat loss and deaden sound
Instzll des and water meters ' . : i Looe

.

-
. o
» . . o

.
-

HOURS OF WORK/TRAVEL ~ . -

{No Informaiion)

SAMPLE PLACES OF WORK C S

Flumbindy pirefittinds and steamfitting contractors
Government adencies : : ot
Public utilities

Shir building comranies

Aircraft manufacturers - ] L )
Petroleum» chemical and food-rrocessing industries
- Private homes and business '

| I B

646-7 OTHER CONSTRUCTION TRADES

These workers  help buildy 'laintain; ar tear doﬁn sbch strdctures‘as buildfnﬁs;_rOadsi or
pirelines. Theu mau orerate air hammers or drillind eauirment. Theu mas rivet or bolt steel
frameworks. Others wou roof buildings or install glass. Some orerate eauirment to srread

railroad tracks., Some install careet and vinsl floor coverings, Some install soft tile.

¢

a
W

6462 CARPET AND SOFT TILE INSTALLERS

a

These workers instsll and rerlace soft floor covering such as carret and linoleum:

mau install pads that go under carretsy or cover wallg and cabinets ‘with metal or rlastic

tiles, They insrect surfaces to mske sure they are firms drys_and clears and then erepare the

- surfaces to. be covered_by sanding them and fillind in cracks. They 3lso measure and mark off

_areas to be covered, Thes may cuty glues and fii floorindi roll outs cut and tack down carreti
or use puttys glues or cement to- install soft tile. S o . .

- R A:; S } . "f"fbl ' :.‘ o
@ 155

Theu also rerair riring sustems and sut in rlumbing fixtures, arpliances) ‘and’ heating and

" sustems used by oil refineries and nuclear rlants. They use wrenchesy drillsy sawsy .torchesy .

o

- concrete or asehalt .or pack gravels Workers mes pour and finish concrete or lay and reeair o

Thew also




.SAHPLE UORK ACTIVITIES .o .

- Remove worn floor cavering from floors ‘and lay new flooracover1ns . e

-iﬁeasure carret and cut it to the right size to fit a room , ‘

Lay tiles on cement sccording to a3 rlan '

- -~ Sew pieces of carret todether by hand : v
- Cut and trim carret to fit zlong walls or dbor oeen1n§s S
- SNEEPi scraper sandy or chir dirt from floors and f111 floor cracks with Putts; Pl?StEP!‘OP

cemer . -

and cut rubb linoleymy or k. ti
ggreggea Besgee ggueﬁ{,overoae$1603 tgo old %11es to the flaor

tay tiles on cement according to 3 rlan
Remove excess cement frok Joints between tiles
Arrly blocksy strirs» or sheets of sound-deaden1n§ cover1ns to floors

9

[ S I I |

r

HOURS OF WORK/TRAVEL o T

(Mo Information) - \

_ SAMPLE PLACES OF WORK

. ~-Flooring contractors EE o . . .
--- Repair contractors ' : :

~ Retzil stores that sell floor coverind and offer hone installation '
- Construction comranies T
- Private homes and bus1nesses ; - : . . Lo

L o

6463 CONCRETE AND TERRAZZO FINISHERS | v

CONCRETE FINISHERS mix» poursy and f1n1sh concrete for »many tures of construct1nn Proeects.‘
Work mau rande from finishing off small .obss such as ratios and floorss to buildind_hude dams
and concrete higshwaus. 1Thes also color concrete surfaces and make coricrete beamss columnsy and
panels, TERRAZZO WORKERS create attractive walkwauss floorss ratiosy and Panels by exeos1ns :
narhle chirs or pebbles on the surfaces of finished concrete. e

SAMPLE WORK ACTIVITIES “ - S o

k4

Levely smoothr and share surfaces of freshls roured concreter using 3 stra1shtedse ‘and a'n;_

_screed (3 wooden or metal strir used to level fresh concrete)
Use a rower drinder or chisel and hammer to remove roush srots from concrete surfsces
Mix cementy using 3 hoe or concrete-mixing machine »

Seread concrete to desired derths o _ L
Use power tools to bresk ur and rerair old concrete surfaces : : S o
Mix sandy.cement» and water to make cement drout Coe . e S
Clean chirred concrete with 3 wire brusih - , , o o
Serinkle colored stone chirs on concrete to decorate 1t g

Arely cementy sandr pidmenty and larble chirs to floors and.- sta:ruass to make 3 strong and
attractive finish o
Grind and rolish terrazzo surfaces

1

o 9
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HOURS OF WORK/TRAVEL ‘W/
- CONggETE and TERRAZZO WORKERS - may not be able to work . outdcors dur1ns ra1n or freezxns
weather,




;o

SﬁHPLE PLQCES DF‘HORK

= General oontract:ns fxrns that construct e
= Concrete work oontractors EE
- .= Floor contractors :
- - = Local public works denartaents
~ =~ Public‘utilities « : : o
-~ Hanufacturing firms that do the:r onn oonstruo work
~ Firm that contract to install decorstive floors and uall ranels
- Pr1vate hones and busxnesses L , : A

-

o o ‘ _ T 6464 GLAZIERS
GLQZIERS 1nstaIl dlass and n1rrors in structures such 35 H:ndous; doorsy wally . tablesy -and
display cases. . Sometimes the glass must be cut befare beind installed,  Thew measures martkr
- and cut_the glass to the reauired share and size, They secure thé 'dlass in place with
materials such as puttys rubber dasketsy metal cliesy and wood molding, They, also mey attaoh,v
. metal hindesy-handlesy or other hardware to the 8lasse They use handtools and B3y use PQHEP
. cutters and srxnders. Thes a3y uork hxsh above the sround. e ) -

v s o

| ’SAHPLEfHDRK,AC]IUITiESi L R

- Install’ S T . . A _ , , . .
., Blass-in windouss 5L9113hts, store . Hirrors on wallss oe:l;nss or tables ' |
" frontss and disylay casses o » Blass into door frames .. L :

+ Blass surfaces in ualls: oe111n§s: wblass enclosures for shouers R

and tabletors. .

. = Hark the outlxne of Patterns on: 31355 '
. = Cut dlassy using 3 dlasscutter
— Break off excess glass by hend or u;th 8 notched tool
- Fasten glass ranes into moldinds ‘ ,
. - Smooth putty around the eddes of dlass ranes to sesl aoxnts
. = Bolt netal hindess handless locksy and other hardware to slass doors o
~ Set glass doors into frames . i, S
- Seray dlass with 2 tintind solution to PreVent lisht slare ‘ : . S :
~"Use z crane to imstall larde pieces of dlass :
Uork from a3 sczffold high above the dround
Work under: contract 35 an APPRENTICE uh1le learnlns the GLﬁZIERS craft

’

‘a

- HOURS OF WORK/TRAVEL N ;' AR _ti_ ". HE 7  S

- Nhen ‘1nstallins larSE 91eces of dlasss GLAZIERS uork in teans. TneQ occasionally traQei to
., swall touns where feu peonle; if anyy are eouzpped and ou311f1ed to xnstall ‘dlass - -in
buxld;nss. _ ) ' -

SAKPLE PLﬁCES DF HDRK

]

2 . .- ‘ o _ . - R

| . - Glass”tompanies
| - Blazing contractors S . :
- Busxnesses or asencxes that do the:v oun oonstruct1on work o o T




- : . saes INSULATION WORKERS

; INSULATION WORKERS - f111 or line ualls; floorsr and ceilingds with nater1als such ‘s’ cork or -
- tiberdlass to helr keep buildinds warm in the winter and cool in the summer,. Theu also’ install

insulation in meat storade rooms and around steam rires and boilers to prevent the transfer or.
~loss of hest.,. They mau raster wirer tarer or seray the insulation onto surfaces or between
surfacess Thes use common handtools such as trowelss brushes; sCissorsy and staple funsy as |
well as POWET S3WS and conpressors. : _ .

| SANPLE WORK ACTIVITIES

Blow insulation 1nto SsPaces within wallsy floorsy and cexlxﬁ%s

Nail slabs of cork ur fiberdlass to walls. o
Cover boilers and tanks with ashestos or cork. s o R
Insulate 3 railroad car

Cut sheets of insulation into sectionss using 3 handsau and miter box

Cover the das rirind in a refrideration unit with molded rlastic: /

-Clinb 2 ladder to install or remove old insulation

Arply ueatherboard to the outside of buildingdsy usind carpenter s tools .

s -

H;lflu'

HOURS OF HORK"

(Mo Information) | R

SAMPLE PLACES OF WORK S :
- Insulation contraétors

- Chemical factaoriesy retroleum refineriess prowerplantsy and similar #laces uh1ch have . .
extensive steam installations for rowery heating» and cooling

-~ Larde firms that have cold-storase facilities : o

- Construction companies = " s - : .

- Companies that build or repair tralns or railway cars . o

'

6466 PAVING;'SURFACING AND TANPING EQUIPHENT DPEEATORS o -,4.

A

" These FQDPIE orerate or tend eauirment that srreads or smooths concretevn asphalty or other
materials on roads» parking lotss or airport runwaus., They also may use eouirment that racks

dgravely dirty or other materialsy They move leverss push redalsy ard turn handwheels to starty.

stors and control sereading and racking ecuirment. . They .also may clean and replace worn
machinery PBPtao Some of the uachines these uorkers use nust be driven. ' y

’

" -SAMPLE WORK Acrzvrrzss.L

»
a

- Operate a3 machine that sereads and levels hot asphalt on highways and streets o

~ Turn valves to regulate the temrerature of asrhalt” g a
- Hove levers and turn handwheels to lower attachments that spread wet concrete w1th1n forns.'
~ Drive and orerate a truck eeuirred with a tank that spraus oil on road surfaces :
-~ Run a machine that. spreads gravelsy stones and cold-mix asphalt on road surfaces

.~ Tend dears on the rear of 8 truck that srraus hot tar on streets

- Service and rerair 8 machine that rresses out concrete curbing on rarking lots _ o
Orerate a machine that cuts drooves in concrete v s o

- Tend 3 rortable unit that heasts assrhalt » o . :
“Drive and orerate a machine that laus) sracess and tles steel rodS' used to strengthen .
concrete hishwsy #aving , : -
Orerzte & das-powered machine that racks earth around @ form

Orerate a machine that breaks up Pave-ent and dr1ves ‘dusrdrail Posts into the earth

tot

 A/ ‘ . ' :f ; €162  

324
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«@'SAHPLE PLACES OF WORK |

b - Use'a rowel grinder to reshare worm ra11road su1tch PDlntS

:'*iOE-JRSﬁ OF WORK/TRAVEL

_ (Mo Information} T R

-~

- Pav;ns contractors ' ' ' o L
~ Construction comranies that uork on hxshuass: dans» or axrports [

---~ Gtate highway derartments -

- Reilroads companies

" 6467 RAIL Aﬂﬂ TRACK LAYING EQUIPHENT OPERATDRS

L3

‘worlers - ve 38 -vehicl e that moves and laus track or rails, Others orerate eauirment used to
asiptair—dnd repair trac se This eauirment includes portable drinderss serike pullevsr and |

{Zﬂ eowte uperate euuxpaent used -to 13w and repazr raxlroad tracks and razls. Soae}of thesev
drivers, Still" others .orerate wachines mounted on flat-bed ra11road trackse These

- uach1nes are used to serread and share crushed rock to form the foundatlon for rallroad tracks

and to level and stra19hten the tracks over the foundatlon.

s\mt‘uasimg«zﬂvmss o B -

- Brive 8 spﬁﬁ;al vehxcle over sect:ons of track that are to be renoved

< Pusti"controYs to close a draseing device on 3 rail sect1on and to. llft and uova the 5ectxon
- Use a srike puller to rell old srike from tie ot _
- Raise railsr using a hudraulic Jack -
- Oprerate 3 machine fo cut rortions of tie 50 that the tze Plate can be inserted to hold & raxl
- Drill holes through rails and' tie plates so that bolts and srikes can be inseried . -

- Orerate a track-wrench machine to tighten or loosen bolts that hold ends of ra11 toSether

- Seraw ties -and Joints with oil to protect them from the westher

-.Use contro)s to start Jackss tamsrerss and scrapgr blades on 3 nachlﬁe - o gd-’

v

- . \l' . . - e .

HOURS OF _uonmnmq.

4

{No Informatipﬁ)

SAHPLE PLACES OF 'uom

- Railroad comranies )
- ﬁlnxné conranies that use raxlroad eau1puent

[ : . \

6468 RODFERS

)

ROOFERS . cover the tOPs of buxldxnss uzth aater1als such as asbestoss slates uoodv asrhalty o

slusinums. or tile to insulate them and make them watereroaf. Thew install ard -repair various.
kinds of roofings includind tar and gravels slate or wooden shingless and tiles, Theu also may
watereroof walls and floors. They measures cuty and lav shindles and tiless and nzi)l or cement
them to roofs, Sometimess thew srread hot tar over a roofs covef the tar u1th lasers of
roofing fellr and then add dravel to théiTOﬁo" C , v

" .

| 163 | o

325




SAHPLE WORK ACTIVITIES

- Cut rooflns raper to size and nall it to ‘the roof in overlarnlns str1ps to forl a base for
‘roofing materials .

- Fasten shindles to a roof wlth asphaltv cenent or nails ST

“Punch holes in slatey tiles or wooden shingles» using a punch and ha

Mor or rour hot asrhzlt or tar onto a roof base

Arrly dravel or pebbles over the tor laser of a roofs using a rake ‘ - ; _

- Attach shindles to decks to waterrroof them _ .

Srray roofs with a3 special foam to bind, sea% or soundproof sectlons of a structure

-Cut strirg of flashing and fit them into andgles formed by walls and vents »

Attach rrémade roof sect1ons to rafters : B -

- 4

*

4

HOURS OF WORK/TRAVEL

(No Information) . .~ ' B : - . v 'Q\ o  ,Aj

- sanm.s' PLACES ‘OF WORK

’4goof1ﬂs contractors o ‘ ) ‘ ' ' o
usinesses and government adencies that do thelr own constructlon and rePa;r uork .

- Prlvate tomes anid bu51nesses ) _
. > 5 7 . 'g
> . o . ’
5472 sm:fm-:m DUCT INSTALLERS
. . o
These workers ifistall hesting or air ducts in homess' commercial buildingss #nd factorles. “The s
ducts are part of heating and ventilating sustems. Installers follow bluerrints and

specifications. as theu fasten duct parts in rlace using boltsy rivets, or weldind, They check
fztted rarts for conforllts to snec1f1cat10ns and for leaks or flawss . -

-

* SAWPLE WORK ACTIVITIES | R e

. FOSltiDﬁrBSSEleEﬁ]dUCtHDPk "’ + use calirersy scaless and micrometer S
accordingd to bluerrint srecifications to check conformance srecifications. T
+ use handtoolss rivetss weldingd» and + check sustem for leaks and flaws in }; -
rower tools to secure ductwork - o 1nstallat1on . L
€473 STRUCTURAL METAL WORKERS - .' L

STRUCTURAL WORKERS Join steel frameworks and other metal srarts of structures with. bolisy
rivetsy screwss ang other fasteners. - Thew also rlace steel or iron in foras used to make,
reinforced concrete, They helr erect and Put tosether structures such as buildingss  briddess .
damsy storade tanksy and plavdround - eauirment, They use bluerr:nts; Fower tools; ho1st1ns
eau1pnent: and a varlets of handtools to do their work. .

SA_HPI:E WORK ACTIVI Es‘

- Set ur eauipmept: to
~ Fasten steel beans:

hoisty using a cha1n; cablev or rore
- SRide® on a steel(beam

rejse and place stéel ﬁeans
ia duide it into rlac e

- Bolt steel or metal‘earts todether A
~ Catch hot rivets ifi & ket and use tonss to rlace Eheu in holes S
C- Cut. and weld. steel ﬁarts LI , - 164 !

- Use a crowbars Jackgé\::: ‘handtools to foree steel Parts into’ Place

\




. )
- .

o= Read blueprznis tn~£1nd,out uhere to place doorsy u:ndousv and sk911shts |
- Pyt todether swindsy slidesr and other plaudround eauirment -
d gteel rods . with handtools or 8 rodbending machine

g

HOURS DF UDRK/TRAUEL

- Some STRUCTURAL HETAL WORKERS must travel sone d1stance to work éitegv ‘while others udrkv
close ‘to home. o ST

SAMPLE PLACES OF WORK

- - General contréctins firms L ) : . o
L. - tar%g gteel colpan1es that are involved in the construction of briddess damsy and larde
uildinds } ‘ S . o AT

" . - Government adencies ' ‘

~ Public-utilities ‘ o ' T . .
- Larse 1ndustr131 firns that do the1r own constructxon uork R . S

Lz nﬁILLsRs,‘EARrH'V"

‘eEARTH DRILLERS set up’ and operate many kinds of earth drillins. eeu1Pnent. Some use dr1111ns
eauirnent to tar water derosits or to make srace for underdround rires, Others drill holes for
roles . or rosts or for concrete rier foundations. A few drill into the earth to remove soil
samples for testing or to rrerare holea to be fllled u;th exrlos:ves used in nzn:ns and
’construct1on work., , ‘ ;

SANPLE WORK ACTIVITIES T

~ Set ur and orerate 2 rortable drillind rig to'drill a water well.
-~ = Assemble drilling toolss using handtools or power tools -
.= Move levers and redals and turn handuheels to control- the action of 8 uachlne that drllls 4
wells and lowers casinds into wells
- Replace drill bits with tools that collect salples of earth or “rock . .
> Keep records of drilling prodress S N
‘=~ Orerate 8 machine mouhted on 3 truck to dxs holes for roles or Posts R
- -~ Orerate a wmounted drilling unit to drill holes for coficrete rier foundations
~ gel ur and orerate drilljind eauirment to obtain solid core samrles fro- deep uxthxn the earth
- Record thE—deﬁths frol< ich earth core. sanples were. taken s

e (Ho In§orlation) S | o S . ' S

SQHPLES PLACES DF HDRK e

- Puhl:c utllxtxes- S ‘ R EE o - .

- Construction comranies ' : @ _— o e
-~ Well drillind comeanies and contractors A
- State hisghway departmerits
~ Wining comeanies




v

6475 ATRHAMNER OPERATORS ~

- AIRHAMMER OPERATORS use drills powered by comeressed air to make holes in or. bresk us' ores
rocky and concrete. Tiey may drill holes to hels miners blast out rock ond orer for examrler
or to break ue road pavement or conctete structures. Thew sreprare for drilling. bw connecting
air and water lines to the Jackhammer, Thew pull 3 tridger to start. the drill and then lean on

the hammer to duide the drill bit into the surface., At tinegsy thes maw rerlace or sharren
drill bits. These workers must be in dood shysical condition. - :

| GANPLE-WORK ACTIVITIES L o

r

Connect air and water lines to a Jackhammer : _ ' o
Full 2 trigder on the hammer and lean on the hammer to duide the drill into rock

I T I N |

Bresk up sidewalks and ravements .
, Rerlace or,shareren sir-drill bits : : 7
- Drill holes i rack to set #krlosives chardes e N -
- Mark desired dimensions stones usind & rule and’chalkline B '
- Change drills or add lendths ss holes det bidder ‘ : ‘?““Ti§\

3

~ HOURS OF WORK/TRAVEL

(Mo Infaraation) ‘ . - , . )
! ; L . -
SAMPLE PLACES OF WORK R ]
- Paving contractors ', r~ ‘ . . - : o :¢/,

- Construction comranies )
- Mining apd quarruind comPanles

0 7 6424 PILE DRIVING OPERATORS
These workers operate a large,nachiné'called 3 pilé drivér that drives wood or steel pilings or
gosts into the earth, The.pilinds driven into the earth serve as foundations - for structures
such ,3s buildindss briddess and piers.. PILE DRIVING OPERATORS use iand and foot levers and
turn velves to rosition pilings and control the action of the rile driver, e

~

. ’ MR oal
~ . . . ;
[ rd

"~ SANPLE WORK ACTIVITIES O T A S R
v ' . . . X ' - -v. . : . .\’kﬂiv ‘“ . R
- Orerate 3 rile driver mounted on skids to drive pilings that will form the foundation. of &
bridde or building - e : e -

- Hove hand and fqot levers to contéol'eduipneni that hoists (or lifts) siling = S
- Position the hammer over the tor of 3 rile and move levers and turn valves-te start the

hanmer - _ . ’ _ ‘ .
HOURS OF WORK/TRAVEL | - .
' ‘ o ] . . . . o o v , N |
(No_Irfforaation) A S, L o R
» . ’ . T . : . T i L4 ) " N . ‘j
" FYAMPLEPLACES OF WORK . cor e 1
8 - ) ,fv- - , . . '} R 74' c

- Construction ‘comeanies that work on bridgess sierss or larde buildings . -
: . : i . it : o ' L. ST _

P

R L m 16s.
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\ 6479 CORSTRUCTION TRADES: N.E.C.

’

- Peorle in these Jobs helplbu1ldv a3intainy or tear-dbun structuiesy such 'és buildingdsy - 'roads.'

and rirelines, Work duties and settindgs vary, For examerles theu may install windows and door
frames in humess place lane markers along hidhwauss or apply siding to building wallse Theu
may prerare buildinds. to be moved or-install serinkler sustems. - These workers often work as

rart of a team ar crew,  They use handtools and nay use rawer tools and euu1plent as well.,

SAMPLE WORK ACTIVITIES®

Build casind doors in kilns X ,
Install metal window and door f
- Work under contract as an APPRENTICE while 1earn1ns to install the ornamental iron uork
#issemble alua1nq!?§u1nm1ng rools at worksites
Install antenna r radio or.TV. sets )
Tend machines that .pume concrete and cement throusgh hoses to coat surfaces
Dig at archeolos1cal sites to unearth rotterus boness and other 1ten5 ¢
Install underdround rire for farm irridation sustems
‘Install lane markers along paved highways and streets :
Orerate a machine_to clean rusts scales and dirt,from rirelines : v 5
Arrly asbestoss aluminumy and other tures of siding to building ualls ©
frely liquid glaze and colored chirs to floors and walls . : ' r
Prerare buildinds for moving from one site to another ' ~ .
Build and rerair houses: barnss and darades according tb roush sketches or verbal arders v
-Build and rerair underdround vaults and manholes .
Set up Hudraulic Jacks used to raise concret$ floors and roof slabs
Attach awninds onto buildings : S -
I tall drareries or venetian blinds in customers’ homres ) o

end PUMPSr COMPTESS0TSy Or denerators to rrovide rower for tools and enu1plent
Install concrete ranels to build fences
- Drerate ecuirment to drill holes in walls - - : :

Rerair. fences and gates around factoriess homes» or farns N .
Install underdround lawn serinkler sustems & i~ . ) ‘
Put ur roadside sidgns and billboards A .-
Install flads and lishts on booths for events such as parades S

]

HOURS OF WORK/TRAVEL - B :

L]

- CONSTRUCTION TRADES WORKERS mau work on a variety of constrﬁct1on prodects throughout the
year, Some work mustls on erodects in or close to the community in which "they live. Others
may travel long distances and spend weeks at a time at relote locations,

SAMPLE PLACES OF WORK = - S :

- Construction comranies

- Utility comranies

~ Governkent adenciesy such as State highway derartments

- '0il companies ,

- Comranies that rroduce rrefabricated buildinds

- Comeanies that make and install products such as window shades and f1xtures: TV antennasr °
concrete structuressy window SIBSS! and awnindgds T .

- House moving comeanies . . ,

- Billboard comranies

- Retail stores that sell and 1nstall Produéfzjrsuch as draress rortahle swimming poolsy. or - -
metal fences . oL o <. -

. N




&5 EXTRATIVE OCCUPATIONS - a g

‘deposits. Thew mau rlace explosives in miness ausrriess or structures to remgve or loosen
aaterials, Some orerate mining machiners that removes resourcess cuts throush rocks or moves
_materials, Others do the rhusical labar of mininds ‘Workind as a team to remove mineralss build
or rerair structuress or assembley tests or rerair eauirment, o

'

: " 452 DRILLERS, OIL WELL -
< oo

OIL WELL DRILLERS orerate a variety of drills to take oil from the earth., They also may use.
specially designed eauirment to look for or to test for oil derosits. Some direct the ase of

oil wells, .Others orerate truck-mounted hoists eauirred with @ derrick to clean out and
restore old and damasged oil or das wells., Lo ‘

T

SAMPLE WORK ACTIVITIES

wells e ¢ : ;
Start rumes which move waters 0ils and other fluids throush a well to clean it
Use handtoolss rower wrenches: and tongs to connect sections of drill rire
Hove & winch lever to lower tools into.an oil well - o
Look at instrument readings-to determine where items in a well are located

exprlosives N .
- Count sections of drill rod.to determine the derth of a borehole. .
- Start Pusrs that move mud throush drill pire and boreholes to cool drill bits and flysh out
drill-cuttinds. ‘ . )
- Keer records of footage drilled and the aaterisls used . A
- Lower in exrlosives into a borehole to start the flow of oil from a well

.
!

g ¢

HOURS OF WORK/TRAVEL ~ S B

tield mau be conaleted in a2 few months,

-

SANPLE PLACES OF WORK
: \ : - ~
- 0il comranies or inderendent drillers . -

’ 453 EXPLOSIVE WORKERS'
other structures. They also set . off exrlosives to loosen or remove earths rocks or other

amourt of exrlosive charde to use. Thew may instruct other workers to drill blast holes or
drill them theéwselves. Thew connect wires to firind devices and set off chardes. These
workers must be vers careful to see that safety rq1e5'are follougd. A e

. SANPLE WORK ACTIVITIES . . R -

- Drill and blast earth and rock-to build underdround shafts and tunnels for roads andfrailuasé
- Yedde timber structures to rrevent cave-ins i

.Orerate a3 drilling rid to; drill shallou boreholes ~to det samrles of earth or to‘Place‘

Peorle in these Jobs place exriosives in oren Pitss undersround miness guarriess buildindss or

materials or structures, Theu study land formations or structures to determine -the ture and_

) - Fut  todethers rlaces anq,.seti‘qff ;gxP1osiv¢»_charses to loosen“earthi'focki stuars or to G

These workers reaove resourQGS'frbn the grounds They 539 ’drill,_for oil or test for oilb‘v

special tools and technigues to recover lost eauirment or other obJects that sometimes block -

Flan methods and select t0qis for removind obJects such as brbken.casinsi and drill PiPQ_ffﬁl‘ :

- OIL WELL DRILLERS - mau exrect to move from-rlace to rlaces since.iﬁéir work in a particular B




Lt 11

- Some EXPLOSIVE™ WORKERS travel lond distances to uorktz;:;gyﬁfThes.nas stay at a particular

o

demolish bu11d1ngs '
- Assemble 3 blastindg caP and fuse and PlaCe thel with the main charde in a hole or near the
obJject to be blasted .
Connect wires to primers and cover charges with clays sands or other materials
Hark ratterns for drill holes .
Push rlunders or press buttons to set off blasts .
Exrlode torredoes in bored 0il wells to start the flow of oil
Pack dunamite into blast holes with tamrind rods - , A
Moves stores and keer inventories of exrlosives
Tie lendths of delauving fuses iinto a rattern to time the order of exelosions .

- o ) ) . . | T
HOURS OF WORK/TRAVEL '

—— o

uorksxte for several weeks..

oo

SAHPLE PLACES OF WORK -

- Mining and euarruing comrahies - , e o Cow

- Construction comranies ¢
Contracting firms that serecislize in tearing dowm old buxldanS and structures

654 MINING MACHINE OPERATORS -

N

These workers orerate eauirment used in mining and buxldxnsl'PrOJects. - For exanpley' some -

orerate eauirment to move steel framework within a tunnel during construction, Some use a hude.
electric chain saw to cut a strir beneath coal dekrosits to control the direction of the ‘coal as
it fallg after blasting, Some operate machines to drill holes used for explosives, Sokie &

or lie' in the cab of 3 machine and orerate levers to cut or rir out coal and load it in shuttle
cars, Some use torches to cut holes in rock at & auarry.

SAMPLE WORK ACTIVITIES - L N L.

Set up énd orerate eauipment to move stee{'fraleuork'within~a’tunnel .

+ Turn a handerank to control a Jack - S .
used to lift steel tunnel shields . -

. Move levers to control eauirment : Cot
used to rosition metal sedments

’

- Set ur and orerate a,truck-lounted‘lachine to bore blasting holes at cOnstruction sites

., Usé Jacks to rosition the machine * _+ Install drill stems
» Move levers to start. gnd orerate the » Use handtools to rerlace broken or
drill - worn dr:llxng machine Parts

Orerate a rowered machine to ‘cut channels in auarry stone

+ Lags track for the machine o

+ Start and stor the machines and :
rerlace worn or danased Parts when
necessary

- Orerate a nobile @achine to drill blastholes in underground mines

+ Drive a drillind machine into areas « Measure undercuttings to detefﬁine‘
where coals salts or ore has been - where holes should be drilled
undercut © -+ Drill holes to srecified depths

- Orerate 3 truck-mounted machine to cut shale from the wall of 3 mine

. Use a shovels sledde hammers rpinch - -
pars and Jacks to put ur surrorts and | 3
Iau raxls :

e 163”




»

“ . Drive the nachlne over the rails to
p;t the face of 3 mine :

- Watch a control. panel to detect »roblems u:th the -achxne
- OPerate F machxne used to-'mine coal in an undersround msine

.. Br1va the machine into Posxtlon B and noves 1t to a shuttle car ;
+ Move levers to’advance the lachxné «~Rerairs 0ily and addust the nachxne
~ borins head into the cosl and chanse 1ts %uttxns teeth

+ Start a mathine that dathers coal A S | e
- Cut_holes 1n’rock; using 3 Jet riercind topch‘ L ~ ' : :

HOURS OF WORK/TRAVEL

Some of these ,obs may reauire travel to prodect sites in 6ut-of;§oun:locationé.

»

SANPLE PLACES OF WORK o S e

Lo
'

~ Coal and other mining comranies -
- gonstructlon comranies that sepecialize in larde ProJects such as tunnel and seuers
-~ Qluarries

-.;\!

i . PR

S | 656 NINING 0ccummﬂs; WEC

Peorle in. these Jobs do much of the dau-to-day shysical 1lsbor at minesy euarriess and oil

. drilling  sites.” They often work as rart of a team or crew of workers to build and repair

- structuresu They alsu.mau assembles tests rerairs or clean eauirment. . Some help - with safetu

. or blasting operations. Hany of these uorkers use handtools. Some orerate FOWER tools: PURPSY
o JBCkS! or Pouered sschinery., :

SAMPLE WORK ACTIVITIES

- Rerair and issue safety lamrs at an undersround ‘mine. - e : .
-+ 'Clean lanrs and batterxes: usxns - e Play batterzes ‘into an electrxc
rags and steel wool ' _tharder to restore their rouer _
.+ Replace faults or worn partss such + Keep records of Ianps 1ssued to \
as cablesy bulbsy wickss and batteries miners v :
v Test hatter:es for strength ; o ‘ ,,

]

Asselhle and repaxr oxlfxeld machinery and ‘eauirment

L]

. + Dig holus and rour concrete to nake S _ CH E
' foundations for derrichs » : : o - S |
. Bolt together rume and endine Parts ' o T o o

» Connect tanks and flow lines - o o A e

Work as 8 menber of a3 casind crew at’ 011 uell sxtes

% 5idgnal workers to hoist casanS onto
an oil derrick . .
+ Position casxns for courlings

- HelP another uorker advance a plow blade throush the face of coal 1n an undersround Ixne :

. Pull levers to addust the derth of in the srorer rosxtxon : ER
4he cut of 3 slow blade : SR AdJdust and sake minor repalrs to ;
~ o*Use an electric buzzer to s19n¢l a n1nxng eauxpnent ; _ S
- worker when the machine rlow blade'is = S . R
- Dperate 3 self-rrorelled lachlne to 1nstall roof support bolts xn undersround sines :
S Posxtxon 3 safets dack to surrort a- S C T e




o HOURS OF WORK/TRAVEL

mine roof until bolts can be ipstslled
+ Place timbers and rosts into _
rosition to form roof surrorts

Load exrlosives or chenlcals into dev1ces used to shoot or burn holes through casings and
earth at oil well sites

geuove mud and muck from the surfaces of stones at 3 auarry u1th a8 ricky
osé

Orerate 3 rneumstic Jack on an offshore drllllns harSe to ralse or lower the harse fOr
drillind orerations

Mine rrecious wetals frowm sand and Sravel

Serray water onto the wallss roofss and floors of undersround n1ne ta Prevent explosions
Helr another worker Pumr 0il or. gas into harses and tankers ,

shovels and steaa

;o

\

Some of these workers may travel to work at remote mining or oil drill1ng sites, .Thes M3y

- spend several weeks or wmonths at one site before movind on to 3 d1fferent work locatlon.

Dther workers connute daily to and fron local rroJects.,

SAMPLE PLACES OF WORK :

Minind and quarrying companies . o .
8il comrsnies '
Water transrortation compan1es
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