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FOREWORD

One of the major purposes of the National Occupational Information
Coordinating Committee (NOICC) is to encourage the use of occupational
information. This purpose, contained in the enabling legislation.
states: ". . . 1labor market information, including career outlook
and other appropriate,information required by youth in matching career
desires with availabtle and anticipated 1labor demand, shall be
encouraged and suppcrted by the National Occupational Information
Coordinating Committee (NOICC) "

NCICC's thrust to fulfill this mandate, beginning in 1979, has been
through the Career Information Delivery Systems (CIDS) competitive
grant program. Since the beginning of the program, NOICC has
encouraged these systems to use the Standard Occupational
Classification (SOC) as the primary means for organizing the
information contained in them. NOICC has established minimum

‘requirements for use of the SOC structure by State Occupational

Information Coordinating Committees receiving -CIDS grants in NOICC
Administration memorandum no. 81-23. ’

The SOC should prove to be an effective tool 1linking information _on
occupational outlook information with personal occupational desires
referred to in the legislation, However, before the SOC could be

effectively used in the CIDS, two prdliminary tasks had to be.

completed: 1) relationships between the SOC agd other existing data
systems had to be established, and 2) the definitions published in the
1980 edition of the SOC manual had to be expanded and rewritten for
occupational guidance purposes. Fortunately much of the first task has
already been completed through another NOICC project, the development
of the publication Vocational Preparation and Occupations (VPO). This
puBlication establishes linkages between currently used educational and
occupational coding structures. *

To accomplish the second task, HOICC initiated a new project to modify
the SOC definitions and‘'organize the existing VPO crosswalks between
classification systems so they could be used for CIDS purposes. The
results of this effort are published in this document, the
Classification Structures for Career Information (CSCI).

This edition of C(Classification Structures for?Career,Infornation has

been published as an interim edition. This was done because the short
time available to complete this effort did-not permit a comprehensive
technical edit of the occupational statements. Furthermore, there is a
- plan to convert the current educational classification codes contained
in these tables to the new Classification of Instructional Programs in
the near future.
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The NOICC staff feels that this interim edition incorporates the latest.
information concerning the interrelationships of occupational ‘and
educational classification systems. This publication can serve as the
primary source . of information for CIDS information developers,
counselors and other persons seeking information regarding to the world
of work. : :

This important uork was completed through the efforts of a large number
of people and organizations. It is our sincere hope that the
Classification Structures for Career Information will be a useful

document not only for the techniclans of CIDS but also for counselore

and others who have a need for occupational information.

3

RUSSELL B. FLANDERS
~ Executive Director
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I. INTRODUCTION . = .. * . o | \ )
Background . ’ ; ’
" To carry out the legislative mindates contained in P.L. 94-482 (the -
‘ Education Amendments of. 1976), and P.L. " 95-524, (the* Comprehensive ~ ¥
Employment and. Training .Act Amendments of 1978), NOICC'S ‘Technical Lo
" Steering Group adopted a number of policies. Among them (as published
in the Federal Register) is.one’whigh adopts the Standapd Occupational
Classification as NOICC's overall occupational’ ‘classification . system. .
° _The “SOC was designed to establish a standard coding system and nomen- -
cléture'foyruse in identifying, classifying- and codifying occupations. '
The . structure . of the SOC provides the CIDS with an organizing scheme
that groups occupations with similar worﬂer functions. This feature
can be used to expand the occupational choice or options of the CIDS
user, . The feature also facilitates development ‘of the ‘CIDS user's™"
understanding. of the functional relationships among different . ,
occupations. ' Lo s
a ?he SOC structure also permits an expansion of titles available 'wfthinf
a CIDS. There are 834 separate SOC titles. Most, of these -are directly
related to groups of Dictionary of Occupational Titles (DOT) codes. . ~
This means that the 834 SOC titles are matched with 12,099 defined base
DOT titles. This arrangement enhances the selection of occupational
titles appropriate fgr a particular State need. % - -
- As presented in the 1980 SOC Manual, the SOC structure is composed of a
four-level system: Division, Major Group, Minor Group and Unit Group.
Each SOC grouping or category represents a collection of occupations
which are sufficiently similar in their main tasks to he grouped under -
a common tiﬂle. Fundamental to eacP SOC Division are the- various
categories, ' These categories are arranged from general to
progressively more specific level of occupational .detail. Because of
this ' structure, it is possible to aggregate or disaggregate categories:
under a particular SOC Division according to the level of detail
required. . e 4 : o

’ Given the advantages of the SOC and the NOICC Policy, NOICC staff
— ' approached the implementation of the SOC Policy in a developmental way. e
: It has proceeded with the SOC implementation with as much interagency e
and field input as possible. To" assess the impact of a SQC/CIDS )
- * requirement to. "use the SOC as a standard structure for the
presentation of occupational information in CIDS's funded under the
oo CIDS Grant Program,".NOICC held a meeting with a variety of CIDS
experts. These included - representatives from NOICC's statutory.
agencies, NOICC staff, nonprofit and commercial organizatioens, and the
CIDS assistatiszgtaff from the National Governors' Association.




The major conclusion of this-group was that the SOC definitions were
. not suitable for use in a CIDS. Their review of thé SOC indicated that
o - -more- details about:worker furnctions were needéd to fagilitate us of SOC™ -
- definitions in a cIDS. ’
The g oup advised NOICC that all CIDS ‘would have the same problen.
Therefore, they recommended that ‘NOICC should sponsor a project to
modify or convert the existing definitions for use in CIDS. To - avoid
1 _ potentﬂal duplication of e&€fort among thg CIDS grantees and to fulfill
’ . another KOICC mandate to establish standardadefinitions. NOICC initated :
= 3 a@ Special Purpose “Grant with the Wisconsin soxcc. The end products of ~ -
this project are fﬁis ‘publication and a computer tape. In July 1980, a
“project . task force was convened by NOICC for the purpose of
' astablishing criteria and guidelines for the development of the
guidance-based . definitions. _ This task fdrce ‘was comprised of
representatives from career information delivery systems, occupational
information - coordinating committees, professional educators,
representatives from various federal agencies, and NOICC staff. (The
“task force nembership is 1ncluded,1n the Acknqwledgment ) The specific
charge " of this task force was to develop the parameters for the,
definitions contained in Volume I and to recommend procedures to

I

develop composite attribute and classification coding for the various = T
) - s0c groups contained in Volume II. = . _ ; .
v Definition ‘development recommendations of the ‘task force included the &« ‘
following.. , g . - ). a. "
S 1. A general description of no more than 540 characters should be IR
vdeveloped for each occupational group and should focus upon the i
activities included under .the specific DOT- titles. within the” - °
’ group; | e : , ' - .
) |
A Y2 A section of aample work activities from representatidh DOT

titles within each occupltional group should be included;

v <.

. . o 3e A statement cover;ng the hours® of work and travel - .
4 @« requirements, if any, for the occupational titles within the group
should be developed, . ,
o o, y, Typical places of employment should be listed. Adcitionally,
) : *” the definitions were to be written for a 6th to’ 8th grade ‘reading -
: level. Houever. the task force’uas unable to agree upon specific s
PR . methodology to be used in’ measurin; the readability of the \

v definitions. . . . -




-aggregated for each SOC group; which varilables describing worker

purpose for this publication is to provide counselors with a compendium

- document . This feature should save a researcher or information

?‘.
The task fdrce recommendations for developing the composite attributés
were difficult to fulfill. Consideration had to be given to a variety
of factors: what other classifieation systems should be related and . >

traits, interests, gnd aptitudes, etc., should be included; and‘ how
should the aggregaticn and compilaticm be completed. The tables
contained ip this publication were designed to carry out the intent if
not the letter o5 the task force recommendations.

W

Y

Purpose : ' : . : .
The primary - purpose of tﬁis publication is to provide CIDS staff with

pertinent and useful occupational information arranged according tofthe

Standard Occupational Classification (SOC) structure. Through this )
publication NOICC is providing technical assistance to states to assist 3

them in converting their existing CIDS to a SOC structure. A secondary

of occupational information compiled- from a great variety of sources.
This publication compiles all of the background - information used in
preparing the Dictionary of Occupational Titles (DOT) as well as ’ /

numerous other occupational and educational codes 1into one source S

developer an enormous amount of time.

gsganization of The Volumes

Because o( the vaét amount of detailed ihforhatian > contained in the’
entire Classification Structures for Career Information, it  was
necessary to publish it in separate volumes.

The first volume. divided into three parts. contains the 1980 Standard
Occupational Classification (SOC) codes and titles as well,as the new
guidance-oriented definitions. Other selected information reflective

_of - the gﬁ3ﬁp of individual occupations assigned to a particular SOC.

code or category has been provided also. The first volume of the
Classification Structures for Career Information is subtitled
"Occupational Statements." ' ‘ o

The second volume is subtitled "Occupational Characteristies." This
valume contains technical information about the individual occupations
assigned to each SOC category. Each SOC category is identified along
with ~all of its assigned DOT codes and other crossualk codes. This

" second volume is divided into four parts. . : N s

A third volume also has ' been compiled. It is subtitled
"Technical Information.” Tﬂis volume contains detailed explanations of
€he DOT occupational characteristics codes, a description of the
various occupational and educational classification systems suggested
uses for the enWire publication, and a brief glossidry of terms and a
bibilography. ‘

. A‘ ‘ . vii 1}2 . E




- 1914 PoliticetwScientists
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I1. ORIENfATION TO THE CSCI

o

Orientation to the Standard Occupational Classification N
s

Before n}oceeding with a detailed explanation.of the tables contained

in both -the Occupational Statements volume and the Occupational

Characteristigp volume, a brief review of the SOC structure is in
order. As éxplained in the ”Baekground" section of this publication,

.the SOC is a four-level classification‘ system. Beginning with the

DIVISION, the least detailed and broadest category, the levels descend
through the MAJOR GROUP and MINOR GROUP to\the mosSt specific 1level of
detail, the UNIT GROUP. A SOC category that has DOT codes assigned to
it is at the most specific level of detail.

Not every SOC 1level has DOT codes assigned to it.. Thére are no. DOT
assignments made at the Division level. Within & Division, DOT

-assignments are made in a category when that category is at the finest

level of detail. On a few occasions, there are DOT codes assigned to

one of the Major Groups within a particular Division and, in this
instafice, there are no further levels-=Minor Groups or Unit

Groups—--below this particﬁlar Major. Gnoup. -Again, this is because this
thor Group is at the most specific level of detail. >

4, ¢ .
> r

As stated. the 1980 SOC is a four-level taxonomy. There are SOC codes
assigned to the various Major Groups, Minor Groups and  Unit Groups.
The Division is not coded. An example of this is:

riDivision...;...(No ‘Code) Social Scientists, Social Horkers, Religious

> ' ‘ Workers and Lawyers
Major GrouPecseeese 19 Social Scientists and Urban Planners
Minor Groupeeececec.. 191 Social Scientists
- Unit Group......... 1912 Economist -
‘1913 Historians

. o 1915 Psychologists
1916 Sociologists
1919 Social Scientists, Not ElsewhereICIassified.

In this example, DOT codes are assigned to the Unit Groups because they
are the finest level of detail. Because most ogcupational groups are

broken down to this 1level of detail, DOT titles are most frequently_

assigned td Lhe Unit Group level.

By contrast, however, SOC code 192, "Urban and Regional Planners," is
and. example of a 3-digit category being the finest level of detail.
Thds, DOT codes are assigned to the Minor Group in this case.

>
-

The SOC code structure also leaves numerical gaps.- For exampie. a
numerical gap exists between1Unit Group 1916 and the next group, 1919.
The purpose of these gaps is tb provide room for future expansion or
revisions to the coding structure. :

. ' A _ P :l:; _

viii




With this background, it can be seen that there would be a problem in
" using the SOC code structure (as it is published) with a computer .
assisted CIDS. One of the problems stems from the uncoded Divisions.
To resolve this problem, a four-digit code was assigned to each
Division ta permit the Division category to be used for career ‘
information searching purposes. Unfortunately this code is .out of 1
numeric sequence with the other categories contained within the
Division. oo . . o , ,\

For instance, in the example previously given, the Division, "Social
Scientists, Social Workers, Religious Workers and Lawyers," is coded’: :
1899 while the rest of the Division categories (Major Groups, Minor
Groups and Unit Groups) all begin with 19.° This numbering system works&‘ '
for use in a computer search strategy. An ‘explanation of. -how ~ Ehfs’
coding was accomplished and how it can be used for CIDS purposes in the
Technical - Information Volume “-of the
Classification Structures for Career Information,-*

Organization of the Occupational Stateménts
ore - LBl

while primarily designed'for,coﬁnselor/client use, this volume contains

information useful to pecople using the SOC to classify information

obtained from surveys. preparing information for a CIDS, or for other

* techniecal purpoaes. The Occupational Statements contain a brief

guidance-oriented definition for each of the 834 categories contained

" in the 1980 SOC.. Each definition is identified with both the SOC title
and its code.

o
1.

In those cases where a SOC category has been assigned DOT codes and
titles, additional information has been prepared. This information
includes: Sample Work Activities, Hours of Work-and Travel, and Sample
Places of Work. Again it is important to note that unless there have
been DOT codes and titles assigned there will be only a SOC code,
title, and the guidance-oriented definition. Additional occupational
information was not developed unless DOT titles were directly assigned
to a SOC category.

§

Organization of the Occupational Characteristics

-The -Occupational Characteristics Tables of the Classification
Structures for Career Information contain technical information about
.the individual occupations assigned to each SOC category. This volume
is designed primarily for technicians who prepare information for a
CIDS. Other professionals working with occupational information may
find this publication useful. The Occupational Characteristics volume
, contains only the guidance-oriented, descriptive statements listed in .
. the other vclume of the CSCI, Therefore its user may want to work with ’
both volumes to obtain the full benefit of the comprehensive
occupational information organized by SOC codes.

-
,

ERIC S T 14
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There 1is a table for each SOC category that has a DOT code assigned to
it. Each table contains, in its heading, the SOC code title, the short
guidance-oriented definition, and the number of assigned DOT titles.
The rest of the table is divided into two parts, the Composite
Classification Tables and a listing of DOT titles and related attribute
codes. h

The " Composite c1assification Tables provide the reader with an overview
or summary of>" the characteristics associated with the DOT titles
assigned to the SOC code. These tables are actually a series of
charts. There are two kinds of information in these charts charts for
each DOT characteristic. One type of information is the numerical
‘frequency rate; the other type is the percent of times that a specific
characteristic occurs within the entire group of DOT titles assigned to
the SOC code. i B

The second part of this table contains a listin; of each DOT code and

title assigned to the particular SOC code. The various occupational
characteristic codes, as well as other related o6ccupational and

educational classification codes, are displayed in this part of the

table. Most of the headings for this part of the table  have been

abbreviated and double-stacked in the data columns to conserve space.:
- The double-stacked columns of data contain two listings, one 1listed

over the other. -For instance, the Guide to Occupationgl Exploration

(GOE) code for a particular DOT title is listed over the U.S. Office

of Education vocational program code where ‘appropriate. Complete
.explanations for each of the codes listed in these tables are provided’
in -Volume 111, Technical Information - of the

Classification Structures for Career Information.
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III. USE OF VOLUME I OF THE CSCI FOR GUIDANCE PURPOSES. ~

Overview

Volume I can be used as a guidance version of the Standard Occupational
Classification (SOC). It is intended for use by professional and
paraprofessional guidance persons and, under supervision, by. students
and others in the process of making a career plan. Its purpose is to

provide readable descriptions about meaningful groups of occupational’

titles.

Two companion volumes, Occupational Characteristics. -and- Technical
Information are intended for professional educators, developmental
specialists and others whose primary objectives necessitate greater
-understanding of the SOC or whose responsibilities include setting up
and/or maintaining a career information system or career materials.

Utilization o o T

‘The world of work is extremely complex. At its most basic 1level, it
consists of specific Jjobs occupied by individual citizens. In some
respect, each job is unique, even jobs with the same title at the same
establishment. Since there are almost 100 million people-employed in
the United States, describing each job sepatately would be impossible.

Over the years, various methods. have been devised to group jobs

together so that more than one job could be <described at a time.
. Generally, at‘ some level, several jobs grouped together are called an
occupation. For example, "real estate agent" can refer to the specific
job of an individual, Frank, who lists and sells lake property for a
particular agency; or, it can refer to the occupation involved with
buying and selling property. As such, the -occupation title, then,
becomes a very convenient way to talk about similar work of many
people. -

However. people do S0 many. things that an’ extremely large number of

titles are needed to describe them - over 12,000 -are listed in the
Dictionary of Occupational Titles (DOT) alone.. This number is still
too large to be very useful for people -trying-to .get an overview of the

world . of work. As a- consequence. the Standard Occupational

Classification (SOC).was developed to group’ similar occupational titles
"~ in the DOT- together. . L ’

’The SOC puts together occupations according 't6’ function -ilthat ’is.

“according to the esence of common job duties or actions. - As such.'it_'

provides ~a_ meaningful -way for people - planning their future to
understand the various alternatives "open - to them. © Each .SOC title

consists of a -group of functionally similar titles._ The titlés are -

those: contained in the DOT. uentioned previously.

&
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Use of this volume is quite simple. The numeric index which follows
this introduction can be used to identify possible occupational titles
of interest. Reading the information about these titles will provide a
wealth of detail on various occupational options. The numbering system
“. can be employed to 1locate related jobs. A description of the
numberingsystem follows. ' ’ ' :

Numbering System |

Following this introduction is a list of the occupational groups in the -
'SOC. The 1list® is in numeric order. The numbers assigned to each
occupational group have meaning. Previously, it was noted that real
estate agent is an occupational title for. those who buy and sell |
. property for others. Buying and selling is, however, a function which
“can b2 identified in many jobs - for example, the person who Buys and
sells stocks for others in the stock market. Jobs .which.involve buying
and selling are ‘closer in function than, for - example, a real estate
agent and a social worker whose function-.is to help other people deal
with the social structure. Thus, the function of occupations can be
— - .. described by their similarities or differences. SOC's numeric
structure is determined by- and- reflects _these similarities or

differences..

The number for an occupational group is read from left to right. Each
group has a two-digit (41), three-digit (412), or four-digit (4123)
number. If the first two digits of two titles are the same, then the
title is in the same Major Group (i.e., #12 and #413). If the first
‘thilee digits are the same, the titles are in the same minor group
- (i.e., 4122 and 4123). Each four-digit title is unique, but is part of
a major group and a minor group. For example; : .

4 INSURANCE, SECURITIES, REAL sSrAft AND BUSINESS SERVICES
412 INSURANCE. REAL ESTATE, AND SECURITIES SALES OCCUPATIONS
‘4122 Insurance Sales OccupaQ?ons o

4123 Real Estate Sales Occupations

o 4124 "Securities and Ftnihcial Services Salés Occupations - f”““‘“‘%; .A:%__w.;ﬁ.

As this example .illustrates, the SOC is numbered so that the titles are
grouped by similarity of function. This grouping makes the SOC useful
in identifying and reading about the variety of occupational  groups
which might be of interest to an individual.

Content

For < each title, this book contains a general description of the work
activities of people in jobs in a related occupational group. At the
lowest level in the numeric classification; it also contains a sample
of specific activities, a statement on hours of work and on the type of v
Q travel, and a 1iz: of the places wheré work is performed. <L
' o ' xii o ‘




‘Understandingjﬁhe‘Geheral Titles

 In many cases. general titles are used 'to describe activities common to-
many occupations. _ Examples include "Operations . Manager". and
‘"Supervisor."” It .is helpful to know what these general titles mean to
better understand the SOC. '

1. Manager, General - A person in this type of occupation has -a
great deal of responsibility for the success or failufé of the
business or agency in reaching its objectives. A person at this
.level would, typically, work. directly for the top person and would
- have most other people working under him or her. This person
_generally lays ont the broad goals of the business or agency which
-are to -be achieved through the activities of others. Typically,

those responsible for day-to-day activities of an organization _;J

answer to the General Manager.

2. Manager. Operations - A person in thxégtyﬁé of occupation 13
also responsible for a broad range of-- -activities. However, the
Operations Manager - and the-General Manager are differentiated in

_that—-the gpgrahtonS’Hanager is primarily responsible for ensuring

:;Qu>hhat ‘the activities of others are completed in an efficient and
effective manner. Typically, the Operations Manager will have
others at a supervisory level working for him oh\her. ‘

A4

3. Manager-Supervisor and Supervisor - Persons in these types of -

occupations typically are responsible for ensuring that . the

activities of the workers in an organization or agency are carried’

‘out efficiently and effectively. They are responsible for
ensuring that the activities achieve the goals of -the operation.
The major difference between the Manager-Supervisor and the
Supervisor is the type of organization in which they work.
Typically, Manager-Supervisors work in orgaizations which deal
directly with the public in a service capacity or provide service
to other organizations, businesses. etc. In contrast, Supervisors
typically work in organizations involved with the production of
goods or materials.

4, Inquctor - An 1nd1vidual in this type of occupation-typically
performs activities designed to ensure that the products or
services of _an organization meet established guidelines for
quality, aafety. or other standards.

5. Working Proprietor - A person 1n this type of occupation

typically works in a small organization. As such the Working

Proprietor typically performs many or all of the activities
described under the  General Manager, Operations Manager and
Manager- Supervisor and Supervisor. s

6. Consultant - A person in this type of occupation is usually an
individual with a high degree of expertise in a particular area.
Since . individuals with such high expertise are not usually
required on a day-to-day basis, organizations often hire such
individuals for the short term to help them resolve a particular

problem or concern. Consultants perform a variety of activities‘f

depending on their'pnrticular area of oxpertiso.
| e x414
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?' 1099 EXECUTIVE, ADMINISTRATIVE, AND MANAGERIAL OCCUPATIONS

Workers in executives administratives and manaderial occupations rlan and direct the orerations
of businessess industriess institutionss and dovernsent. They exawmine inforwation _and
corditionsy determine the best rplan to make needed changesy and imrlement these rlans, They
may enact or enforce lawsy roliciesy rulesy resulationss and codes. They hire staff and
deledate responsibility for the*work tp be dome or the doals theuy set,

- Q

' P
=¥ . . o -
T

11 OFFICIALS AND ADHINISTRATORS,»zggglézﬁﬂﬂiﬁf§?§hTION o .

. R Lo ‘ //)//A// . N R . 'r"
These workers plan rolicies and directmctivities in dovernment and dovernment adencies,  They
mas be elected .offieidlss such as lddislatorss or chief executives who coordinate dovernment
activitiess ers head adencies that collest taxes, enforce redulations; rrotect natural
lﬁgﬁ;;ﬁ:;;fﬁgﬁﬁices, or rlan community déveloement., Officials and administrators aproint staff» rlan and

v

= administer Ppoliciesy surervise activitiesy prepare buddetss rrorose lays and redulations.

a0

111 LEGISLATORS

.

. Ledislators are lawmakers. Thew are public emrlovees elected to serve in doverning bodies such
as city councilsy state ledislaturess or the United States Condress, They learn what the.
public wants or neadss write bills proposing chandes in the law: and vote to . rass bills into

i %aué Thiz invesiidate matters of public concern that might affect the law or cause 3 new law

o be written, ¢

]

SAMPLE WORK ACTIVITIES

4 4

-+ determine what laws will benefit the + keer voters informed of activities o
public - ‘ and ledislation = S o
. listen to voters, lobbwistsy and -+ review court décisions, understand <
other lawmskers to determine what laws constitutionzlity of laws S
should be rassed h -
. o |

~

i12 CHIEF EXECUTIVES éND GENERAL ADﬁINISTRATORS" .

¢

; " i
, These Feorle are in charde of state or local dovernments, Some work as elected officials to
¢ plan and administer the policies and activities of a state dovernment, Others direct a city or
' counts goverrments following policies set by local elected officials, They arpoint derartment
heads and staffs and rrepare uearly buddets and rlans. They supervise the activities of
derartments that collect taxess enforce lawss and Frovide health and other services. Thew 8lso ~

prorose laws and redulations, © s oo : S '

Vil

SANPLE WORK ACTIVITIES -

-

- Plan and administer the rolicies and activities of a state dovernment 3s 3 GOVERNOR or
LIEUTENANT GOVERNOR . , . ) K : :

- gzﬁggékand coordinate the administration of 8 citw or county dovernment as @3 MAYOR or CITY

- Appoint derartment heads and staffs as provided bu State laws or local ordinances '

- Sypervise the activities of departments that collect taxes enforce laws, provide health
servicess build public workss and buy eaulpment and surrlies :

- Prerare yearly buddets

&

- Plan for the future develoement of city and rural areas | -

O ‘ . - > ‘ . N 1 9‘
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R
HOURS OF HDRK/TRAUEL e PRI . /{J:,
~ These .obs may- rea;ire -eveninds weekends and overtime. wofk. a
- Some'nf these Jobs may reauire travel and txme sgrent away from home. @
SAMPLE PLACES DF WORK . ' . ' ' o "

- State 50vernuents
Cityr townr or county 50vernments

n . "

113 OFFICIALS AND ADMINISTRATORS, sOvéﬁnnENTfaeencrts

.
o v,

Workers in these occuratiaons direct dovernment aSehcxes. Thes may direct PrOSrams nf aSencxes
concerned with such thinds as .Justice and public _safetys  human or natural resources

develorments taxations or urban and rural develorment, Important responsibilities for adency
administrators 1nclude dxrectxns staff, interrreting roliciess enforclns rulesy and preparing

budsets or rerorts, Bt _ s

1131 JUDICIAL, PUBLIC SAFETY, AND CORRECTIONS ADNINISTRATORS:

T

These peorlé direct programs that eromote JUStICE!‘ Pﬁblxc ‘safetyy and- order. Thes. ‘direct .

activities in.such rlaces as rolice and fire derartmentss public safety agenciess and prisons.
An important rart-of their work consists of directing staffy 1nterpret1ns “roliciesy enforcxné
rules; and PPEPBPIHQ budsets and reports. , ‘

~

(5]

SAMPLE WORK Abtrvxszé N e C

-'Teach paid - and volunteer uorkers how to handle disasters such as floods: fxresi‘and bonbxns

attacks

lecide how public safety shelters should be marked and stocked

Sreak to camrerss south dgroursy and hunters to epromote the safe use of fxre in forest areas
Direct.a work rrodram. in a3 prison : ,
Look into comrplaints made by inmates in.a Prxson ,

Plan and direct hishway safety campaidns

Enforce laws and resulations that affect a city fxre department

rrevention. . .
Prerare and aduxnxster buddets
Decide who should be rromoted fxredy ‘or transferred

'

. HOURS OF WORK/TRAVEL

.
[

- Most of. these Jdbs involve a standard 35 40 hour work ueek. Gccasiohal;evenjns work and

travel may be reauired in some Jobs.

SAMPLE PLACES OF WORK -  ° , L

Fire depértnents
Police derartments

Sheriff derartments o : o
Safety councils . .
- City Jails : - »

Federal and state erisons
- Other federal, state and local sovernnent -adencies

f' - 20 -

2 :

LY

Issue instructions to harbor rolice about uater—traffxc controly -Publié safetyy and theft
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/ 1132 HUMAN RESOURCES PROGRAM-ADMINISTRATORS |

KY

Peorle in these Jjobs rlans ordanizes and direct rrodrams that rrovide - public ‘- services -fo
‘people. Thess Prodrams -"offer services in such areas as emerloument and traininds healths .
recreatipns welfares consumer affairs, and adind. An’inPortant part of these ADNINISTRATORS’
yoak cons%sts of-directing staff» interpreting roliciess enforcind rulesy and rreparing buddets
and rerorts, : b . ' :

SAMPLE WORK ACTIVITIES -

Flan surveus to Het information sbout emrloument in a state

‘Direct workers who prerare and send out health information materials

Frepare reports sbout diseases and their causes

Plany promotes and ordanize public recreation services -~ S Ty
‘Review requests for trainind prodrams o : : :

Set ur 3 statewide arts and humanities council ]

Prepare the buddet for z local welfare rrodram ° e
Prerare and dive out information about the rroblems of older peorle -
Prerare and administer buddets _. ‘ A : .
‘Decide who should be rromoteds fireds or transferred

)

NN

& o .
'HOURS OF WORK/TRAVEL

3

- 1 - Most of these Jobs involve 8 standard 35-40 hour work week, . Occasional evenins‘ahd gvertime -

. work mas be required in some Jobs.~ : . .
- Manu of these Jobs require some travel to attend meetingg and conferences» or to make -

insrections,

SAMPLE PLACES OF WORK . | T .

- Federaly states and local dovernment agenciess including.

'+ Human relations adencies , . ' ASenéieg on adingd
©+ Fublic heslth adencies = . . + Recreation derartments
+ Consumer protection adercies : » Welfare adencies
. T

Social services adencies

I

4

1133 NATURAL RESOURCES PROGRAM ADMINISTRATORS -~ = =

[

These reorle are in charde Hof programs and adencies that Presgrve;{ﬁanése, and restore our
natural resources, Some of their work includes manadind public rarks and. fish and wildlife
preservess  Their duties also include directing staff, interpretind policviess enforcing ruless

and preraring buddets and rerortis,

Y

. SAMPLE WORK ACTIVITIES . - S e

Chande the lendth of the fishind season: based on chandes in fish ropulations.
Talk with mining company officisls to rromote conservation of resources : &
Hires trains and surervise rark randers : : R U o
Speak to wisitors and civic drours @bout park rules and facilities , .

Plan prodrams to correct water rollution and siltingd of streams S sy, .
Prerare buddet estimates for federal .rrojects : . : :
Keep records of huntind accidents and drowninds
Decide who should be rromoteds fireds or transferred

~

9
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HOURS OF WORK/TRAVEL

- Most of these Jobs involve 3 standard 35-40 hour work week.,
-work’may be reeuired,

- Some of these .obs mau-
insrections., ‘

require travel

SAMPLE PLACES OF WORK T

- State and federal dovernment ésenciei% including?

Occasional eveningd and overtime
b s .

to attend meetings and give talkss or to make

¢

State and national rarks

Fish and wildlife adencies
Resource manadement adencies
Env1ronlental rrotection adencies

Ld

e,

1134 RURAL»”URBAN; AND COMMUNITY DEVELOPMENT PROGRAM ADNINISTRATORS

These People direct Frograms. or aSenc1es concerned with elannirds manadings and déVEIOPlnS city
" and rural areas. They work in such areas as housind» road buildindr waste diseosaly znd urban

renewal, Their duties often.include dathe#$ing and studuing informations preraring budgets ari
news {eIEBSESr and sreaking to various drours., Thewy 3lso direct staff work and Presare
rerorts,
| SAMPLE WORK ACTIVITIES S :
. . ) . . 1]
Rev1eu highway and bridde rlansy contracts: and cost estimates for accuracs - %

t

Attend city council meetindgs to rresentshuddets and plans for-rublic work
Frerare rlans for the construction of medical buildinds
Study housing prodects to see how well theu serve the needs of the reorle

% rroJects

]who laqe 1n them

Helr reorle whose houses 3re condemned find new rplaces to live

* - Prepsre notices or press releases to let reorle know sbout chandes id san1tqt10 “rules!
-~ Sreak at meetings with realtors and c1t1zens to tell them where new street;su1l _be put, '
- Prerare and administer buddets , Vo
- Decxde who should be Pronoted; f1redy and transferred. . - \ \
- . v" ' . ) ’ o g‘s A
. ' .

HOURS OF WORK/TRAVEL : : o _ . 'ﬁ
- These Jobs generally involve 3 standard 35-40 hour work ueek. Howevers séme even1n§ or

gvert1ne work mau occasionally bé required
- Some of these Jobs may reeu1re travel to sttend meet1nssv dgive talksr and make 1nsrect1ons.

. . -
SANPLE PLACES OF WORK ’
A

a

- Federaly state and local sovernngnt adencies that deal with housindy transrortat;nny or
nediqal facilities , e , , ,




s N

. 1135 PUBLIC FINANCE, TAXATIONs AND OTHER NONETARY PROGRAH ADHINISTRATORS o

. These reorle are in charge of dovernment adencies that set moneg and taw policies and —collects
holds and distribute funds. Theu direct prodrams such as vehicle licensinds tax and customs
collections and bondind., Dependind ueon the seecific Jobsy their work way rande from
interrreting laws and setting adencs colicies to rlanning public inforwation campaidns. . Theu'-

~ also direct staff work and rrerare rerorts. , . :

1 &

SAMPLE WORK ACTIVITIES . _ | .

I~ &2 ) ‘ < o ‘:
- - Recommend chandes in vehicle and driver license laws
- Send out tax information to the rublic o
- Prerares reviews and submit rerorts of a customs district

« - Recommend the hirindy rromotions and transfer of staff

Inspect w»rorerty ‘and decide the amount of tay that should be raid on it ’ : g
Direct the work of staff who rrepare tax hillsy collect taxes» and keer tax records

Schedule and hold meetinds to resolve tax violations - .
Interpret tax laws for staff . _
Prérare and administer buddets 7 : :
Decide who should be rromoted fireds or transferred

[ T T S I |

o

. [~
- HOURS OF WORK/TRAVEL

- These Jobs $enerally involve a standard 35-40 hour work week, Howevery some evening: or
overtime work mas occasionally b& reaquired, :
- Some of these Jobs mas reauire occasional travel to attend meetinds, .

o 4
4 - - .

SAMPLE PLACES OF WORK

“ 2

~ o B “« ¢
- Federals states and local dovernment adencies that deal with rublic finances or taxzation

- ) 3
v

o i .

1139 OFFICIALS AND ADHIdISTRATORSv PUBLIC ADMINISTRATIONs N.E.C. v

These reorle direct doverrment adencies or derartuents that enforce dovernmert rules and
redulations, Some direct, Frodrams for monitoring (overseeind) federal research contracts,
Some direct adencies that control the sale of alcoholic drinks, Some direct rrodgrams -to insure

- " tnhat official election rrocedures are followed. luties of these workers vary widelur but mas
include! conducting investigationss providing ‘information td the publice writind rerorts  and

letterss collecting datar» and surervisind staff,

T -
T )

SANPLE WORK ACTIVITIES

+~ . - % . ” n

s - Diréct workers in settind. up \bontgacts' with institutions that do research for 3 Federal‘z
adency - i ' : N
Enforce lawsy regulations» and policies in a State or National rark / ,
Diregt the activities of an alcohlic beverade control authority N oo v :
Represent .the interest of the U.S. dovernment in dealings with foreidn nations’ ’ ‘

Direct a dovernment prosram to comeile vital statisticsy such as births and deaths ~

Direct 3 Frodram to insure that official election rrocedures are followed throushout 3 state'
Manase the locals districts or redional office of a dovernmert adercy or derariment = - 8
Work as a Secretars of State to assist the executive and ledislative branches of a Stale

dovernment -

[ I T D T N PO

". - conduct conferences between manasement and labor_tb resolve labor diseutes

. - Direct the activities of workers who operate 3 citu’s radio communications equirment

- _— : . - 23 o E
° . . .

o




g

R | v ey

L . ' » s

-

HOURS OF WORK/TRAVEL

- — Hany of these'hobé reauire travel to attend meetindss collect informations give talkss _snd
Eonduct“ inspections. Some uorkers~;r§vel‘§;3reat deal and mav srend days.or weeks awayw ¥rom
e one. : : . .

w
- C J

DPirect an entire hosrital - . 5 )
Direct and coordinate the activities of an industrial -firm : -
Review sales resorts to decide if chandes in rrodrams or operatipns are required

Set rolicies and doals for a business firm

SAMPLE PLACES OF WORK * . E © .
o " Federaly Stat;giand Loczl sovernment agercies
S 12-13 OFFICIALS AND ADMINISTRATORS, OTHER
These workers rlan and direct the activities and orerations of businesses and industries, i
educational institutions» and service _ordanizations. They establish doals» ruliciesy and.
procedures, . Thes oversee personnel and plan buddets. Théy study laws and redulations to
insure conformance as well as write reports and confer with higher manadesent and subordinates.
They handle problems-with orerationss staffs clients, or customers.
. . B Iv}
- - CoN :
‘ . 121uGEN£RAL HANAGERS AND OTHER TOP EXECUTIVES
These Feorle work @s the heads of businesses, firmsy adenciess and other ordanizations. They
often are aprointed. Thes plans ordanizes directy and control = the wmador. functions of the
ordanizations throush derartmental manaders and other executivesy whom thew direct, They set
policies and doalss  plan buddets; and select staff, These .Jobs include: EDUCATIONAL
INSTITUTION PRESIDENT, HOSPITAL ADMINISTRATOR, DEPARTYENT STORE MANAGER, FINANCIAL INSTITUTION
PRESIDENT, and other tor manzdement posiiions. e
'SAMPLE WORK ACTIVITIES — .
. 3 L L . i
- Work with @ dovernind board to bedin prodrams for oreratind a collede campus ) .
- Talk with civic drours to rromote educational research ’ -
- Set proceduress ruless and standards for the faculty and staff of a universitu
- Adwinister a cify or countu public school sustem - s ‘
~ Submit plans for educational rrodramss to a school board for approval
- Direct the rreparation of § school sustem buddet '
- Interrret schoof sustem rolicies to school rersonnel o o
% Farm.policies and programs for 3 transroetation system ' ‘
- Plan and direct the schedulind, dispatchinds. and licensing of vehicles : .
- Study .and recomwend cost control measures to help a larde firm save money - S N
- Select staff and assisn them to surerwisory positions - . - ,
- Set Fricind rolicies for the sale of douods by a derartment store . o e
- girect the bverall work of-purchasind, credit, and accountind derartments in = larde store -~
- Plany develops and direct the financial rolicies and practices of 3 bank or trust comrany
- Conduct staff meetinds ) . : ,
s o = Direct the buvying and_selling of securities in a brokerade office ¢

- - } | . | s
HOURS OF WORK/TRAVEL : ’ o : .
(No Information) . : B




SAMPLE PLACES.OF WORK

State collede and uriversity sustems . _
City and county school systens -t o ST , » e

Private educational institutions - 3 .

Motor transeortation sustemss including bus and truckind comranies

Derartment stores and other_ larde retail trade stores : o P
Financial institutionss including bankss savinds and ‘loan associationsy trust companiess
mortdade bankind comraniesy and finance comrafnles . :

Hosritals a?d other larde health care facilities

Induystrial firms " ‘ .
Business companies

Government adencies

B

»

T 122 FInancIaL HanaRs R _

P

FINANCIAL MANAGERS are in charde of derartments that handle mones earred and seent oy comranies
or :dovernment adencies. Thew help comrsnies and adencles use their money wisely, " Generallwy,
thefr work duties include intereretind financial rolicies and lawsy directind staffy and
rrerarind financial rerorts.

w

SAMPLE WORK ACTIVITIES . | . :

6 : . . :
Direct the buvind and sellind of gtocks and bonds o
Decide whether to aprrove reaues®® for loans or credit cards Yo ,

Sidn-ledal contracts to buy and sell real estate T : .
«topk at comeuter rrintouts and statisiical charts to find credit accourits that are late in
*beind raid ’ ’ -
- Plan ways to lower costs and increase the earninds of a3 comrany 4
- Study tax laws to see how 3 comrany can best make use of tax deductions

Prerare financial rerorts for management ‘ 4

7
v s 0 \
HOURS OF WORK/TRAVEL ' .' \

Py

K

FINANCIAL MANAGERS denerally have a standard 35-40 hour work week,’

- Some Jobs may reauire travel to attend meetinds and some overtime work.

SAMPLE PLACES OF WORK

' - Credit card comranies : .

- Insurance comranies . ) ) )

- Bankss savinds and loan comraniess credit unionsy and other businesses-that . handle or dive
advice about money and stocks

- Any company that has a derartment to handle money earned and srent by the company

- Federsl and state dovernment asdencies

9

Y
o P
T

123 PERSONNEL AND LABOR RELATIONS MANAGERS

2
g

These Peorle manade rrodrams concerned with the emplosment and treatment of workers., They sel
company policy on the emplouments pays and trainind of workers, They see to it that workers
are inforngd of their emrloument rishts and benefits, Some rlan and direct emplogee relationsy
benefitsy traininds or staff develorment prodrams., Some manade @ Company safetys insurances or

rension prodram., Some direct 3 dersonnel cffice. These workers surervise staff, keer recordss
and comrile manadement and sovernment rerorts. “

El




SANPLE WORK ACTIVITIES - » Coe

- Direct an industriazl -relations prodram fbr an orSanization

+ Set rolicies on emrloument, rayy and State‘laus o t
emrlovee relations » Frepare-forecasts of future»
+ Write to derartment manaders to emrlouyment needs .
. advise them of comriny Policies ’ ., Explain industrial relations -« °!
" Develop new wade and salary rlans rolicies 8. practices to 90vernmegt
+ Consult g1th ledal staff to make - . officisals ] S,
sure tha policies meet Federal and o . R
- Manade an enplosee benefit prodram for 3 camrans
.» See that workers are informed of . -— -, Direct clerical uork; such as the
- benefit prodramss such 38s insurance urdating or records and the Process1ns
rlansy raid time of?y and bonus ray of insurance claims '

.- Plan and direct a worker trainind and staff development £rogran for an aSencs or business

v Talk u1th manaders to determine a + Develor trainind.manuals
company’‘s training nedds » Train instructors in effective
+ Set trainilnd rolicies and schedules ‘ training technlaues

- ManaSe the enplosnent activities of @ business or aSencs '

< Plan and direct the activities of
workers who interviews test; and
screen Job applicants
+ Keer records and comrile reports on
emrloyment activities

- Plan and direct the risk and insu}ance.PrOSrams of & firm

+ Measure the f1nanc1al 1mPact of risk carriers for a'}onpanu '
to 8 conpans ' ; Manade 3 company drour life
+ Select insurance brokers and . 5 insurance or rersion prodgram
HOURS OF WORK/TRAVEL - o .

- Generallyy these MANAGERS work. 3 standard’35-40 hour week during féSUIar 6ffice hours}

SANPLE PLACES OF WORK . ' o

- Any business or comrany
- Federaly Stately and Local governments .
- Military services , . : 2 .

124 PURCHASING MANAGERS ‘

e .

3

PURCHASING ¢HAN96ERS rlan and coord1nate buslns act1v1t1es for a3 store or comeany, They

~gupervise the work of busers; ypurchasing officersy and other uorPer% who ovrder and buy
materialsy productsy or services needed by the store or cowrany, These items may be. needed for
orerations in a business or as merchandise to be resold in 3 store, PURCHASING MANAGERS also
review purcha®e orders and reauestsy decide the amount of doods to be stockedr set rrices for
doodsy hnd set ur contracts with susply houses. , o . o

o

SAMPLE WORK ACTIVITIES , e T ‘ , .

’ . 2 I8

- Arrrove or refusg’reauests for suprlies - - ,
QO _ Decide the amount of doods to be stocked -

- o 26

- Review purchase EﬁQQr claing and contracts to see if they meet comwpanw policy -




* - Fisure out whaf to do with leftover soods :

o
2

~ Set the’price 6f %o0ods to make sure there is 3 rrofit

- Heet with other workers to »lan sales rrodrams . .

- Get up contracts with surelu houses and wholesalers for equirment and surrlies
- Set up rules and Frocedures to imerove the was that an office runs

" 'HOURS OF WORK/TRAVEL

These .obs denerally invoive a standard 35-40 hour ;ork week.,
Some Jobs may reauire some buwind trirs and overtime.

"SAMPLE PLACES OF WORK
_ Shielines ) S , :
- Companies that sell productss servicess or materials to storess businesses» or the rublic
- Industries that must buy larde amounts of raw materials or surrlies

I

o ’ -

125 MANAGERSS MARKETING, ‘ADVERTISING: AND PUBLIC RELATIONS

a

eorle in thess Jobs manade marketind, sales; advertisings or Public relations derartments in
usinesses and other ordanizations. Thew develor rolicies and rrodrams for rromoting the sale
of a3 firm’s_products or services, Thew Plan; ordanizes and direct derartmentzl activities’
trains surervides and evaluate staffi and desl with busipess and other drours to promote sales.
Thf9 study sgles records and prepare progress rerorts. They maw rlan and direct advertisingd or
s3les Camraidns. : : : ' .

,\\\\\ SANPLE WORK ACTIVITIES -

)

- Manade the sales activities of 3 business

~ Plan sales rolicies and Frodrans .

- Direct workers who prerare sales materials

- Train.servicé representatives ,

- Establish sales territoriess aquotass and doals for staff . . .

- Contart business leaders to exrlain services and tacilities offered by 3 client

- Direct worker evaluations = _

- Prerare sales rerorts o .

- Direct foreidn sales and service outlets . ,

- Plan and direct advertisind camraidns for adency clients . w L

- Condugt meetinds - with derartment surervisors to outline new advértising rolicies and
rrocedures ‘ : ' '

- C%ordinate; the activities of woTkers who do market researchy write corys 3nd arrande

advertisin ¢ : , ' . .

Talg with artistss coruwriterss photosrarherss and others to select advertising media to be

-use : ’ o '

Review radio and TV ads before thes are released, . N ; .

Develor rlans to brind in new accounts ) s -

©

r

" HOURS .OF WORK/TRAVEL

~

Genepallyy these MANAGERS have a standard 35-40 hour work week. On occasions the -;s hav

to work extra hours.to meet deadlines or to attend evening or weekend neetings, o
Some of these .ibbs maw reauire travél to set ur salgs or advertising cammaigns or nedotiate

contracts with dealers. .

>

| GANPLE PLACES OF WORK, ~°

- Manufacturind firns' " | ‘ e ‘ 2'7
- Printing and publishing comranies )
. B . 9 .

[ e




o

Light, heatr and rower compan1es

Wholesale and retail establishments

Advertisind adencies

Companies that rrovide business services

Automobile leasind businesses L.

o “AnY businzss that does its own sales or advertising work

llllll

PN

/

126 MANAGERSS ENGINEERINGs MATHEMATICS, AND NATURAL SCIENCE i -

These MANABERS ditect research and develorment rrodrams., Thes mad work in industry, bus1ness;
educationy sciencer or 3 related ares. Thes rlan rrodects; assidny scheduler . and review
rroject worky and interpret policies and doals to staff. Thes consult with wanadement to set
research or production doalsy "and then develor methods and rrocedures to achieve .those dosls, -
T?es SUP%PVtsngPOJECtS and prerare reports for manadement. Theu also may direct the tra1n1ns

of rrodect staff. )

..

SANPLE WORK ACTIVITES

Consult ‘with_manaders and departuent heads to rlan pro.dects

Decide the purrose and obJdectives of resesrch prodects

Review research prorosals- and decide what research should be funded )
Determine the informations eauirment, and other resources needed to conduct PPOJECtS
Tievelor methods and rrocedures for conductind research ,

Establish work standards

Interprret the policiess purposesy and doals of an ordanization to staff

Assidny scheduler and review work

Direct the trainind of staff

Revise schedules to introduce new rrocedures

Prepare prodress rerorts for management

Helr decide whether workers should be hlred; Promotedv or transferred

HOURS OF WORK/TRAVEL

- Generallsv these Jobs involve a3 standard 35-40 hour work weekry u1th occasional overt1ne work
: to meet deadlines.
- nge of these .obs m3y reauire occasional travel to attend meetinds and insrect Frodect
sites, :

¢

SAMPLE PLACES OF WORK

Business and industrial firws

Collede and university research centers

Consulting firms o
Federaly States and Local dovernment adencies -
Research and develorment laboratories '

id . L4

127 MANAGERSS SOCIAL SCIENCES AND RELATED FIELDS

These reorle plany develory and direct rrodrams. des19ned to helr meet 3 connun1ts s needs for
healthy. welfares and social suprort services, Some direct rrodrams to raise funds for an
adency or organization, Some direct rrodrams to coordinate the "work of health and welfare
prodrams. Some set up and direct service ordanizations for south. Some direct a sheltered
-workshop to give handicarred Peorle on-the-Job trainind.,  Some direct  prodrams to recruit,
trainy gnd place volunteer uorkers. Some manade centers that erovide housind and care for the
very needy.

- 28 B o o




Q

SAMPLE. WORK ACTIVITIES

~ Set fund-raisind doals and policies_for aﬁ adency
- Direct the public relations prodram of @ comsunity organization L e _ o
~ Develop Programs to study 3 communitu’s needs and problews in seecific tields of welfare work -

- Advise health and welfare agencies in plannhind and providing services - :
- Prepare reports and studiess to promote public_understanding of comsunity rrograms

-~ Recruits -traint and provide help ta volunteer leaders and srours -

- Show -handicarred peorle how to perform work tasks - B ) :
Ordanize classes to teach volunteer skills.and rrepare them for work in an adency
- Work-with @ board of directors to set up and administer policies and Frosrams :
- Manage a rehabilitation center that provides housind and care for the very needy ] o
- U?rk :1th welfare workerss psuchalodistss and doctors to plan activities and services for.
clients ' S . ) :

- ‘Arrande with business leaders to rlace clients in .Jobs

o

HOURS OF WORK/TRAVEL

el

- Many of - these Jjobs reauire local tfévél,to attend community neetiﬁSSi review work Pr09r33§;
-~ and meet with clients or staff. - ) ‘
' ) T

SANPLE PLACES OF WORK

- Adencies or countils for! child welfare, community welfare, family casework: south services
_healthy recreations public welfares and fund raising ' ' '

- Federal, States and Local government offices concerned with health, human _ relationsy and

public welfare = - :
- Non profit ordanizations and volunteer grours

¢

128 ﬁDHINISTRQTORSﬁ EBQCQTION AND RELATED FIELDS

s -

" These workers administer prodrams in elementaryy secondarys and rost-secondary educational

institutions. Theu establish educational and counseling obJectivess formulate roliciess select
and assidrstaffs and prepare buddets, They insure that educational and counselind activities
meet arprorriate states locals or national standards. Thew also rlan classes and prodramsy and
a3y enforce school rulesy counsel students and teacherss and order suprlies.

1281 ADHINISTRATORSi COLLEGES AND UNTVERISITIES

These people rlany ordanizes and direct activities and prodrams in 3 colleSe,Or\:giversitBo
Thes work. as deans or as directors of admissionss athletics, aluwnis or other derartment, Theu
establish policies, prodrams, 3nd standards for the derzriments thes represent. Th elect
and supervise staffsy prerare buddets and scheduless and evaluate prodrams and services, They
hold departmental meetinds and advise on matters related to their assidned areas, . They also

take part in school functions and promote dood public relations. : - S

€ ) < 5

SAMPLE WORK ACTIVITIES

4

Direct and help plan socialsy recreationals and academic prodrams

Determine course schedules : ,

Take rart in facultu committee work R

Advise the president of 3 collede on academic or other matters L

Ordanize and direct functionss, meetindss and the production of publications

Coordinate the activities of clerical staff  ° - )

Advise students on rersonal erroblemsy educational and work obJectivesy and financial aid
Sronsor and advise student ordanizations L *

- Hire and fire staff o 2 : '
- Pirect mublicity cameaisins-to rromote school events E)

.t 11 '




- PrePare budSets for departnent act1v1t1es B ,
~ Plan and schedule. school events o T T o
- Plany orSanxze: and direct one of the follou1ns for c011e5e or universitu! - .- -

.Académic programs Lo + Socialy culturals and recreat1onal R
The alumni ordanization ’ L Frodrams . :
: Co ) Summer session PPOSPBMS

Student rrodrams
Redistration activities

Athletic prosrams N
- Scholarshir- and -1oan PrOSrams , ‘Business affairs-
The. admissions erodram o Off-canpus course and PrOSrams

Research rrodrams - - N . - ) : - s

> o e e e
. o v e

HOURS OF UORK/TRAVEL

.- COLLEGE "AND UNIVERSITY ADHINISTRATORS Stten 'attend neetinSs éﬁd‘sbhool functions'duriné
~evenind and weekend hours. -
" = These .jobs may reau1re occab1ona1 travel to attend conferences and . neet1n55 1n otﬁer c1t1es.

| SAMPLE PLACES OF WORK -~ =~ .0
~ - Public and private colledes and universities - . % S SR ﬂ"gm

AN N o

1282 ADHINISTRATORS; ELEHENTARY AND SECONDARY EDUCATIDN

L 2

¢These PEDPIQ work .- 3s PRINCIPALS: ASSISTANT PRINCIPALS: or- DEANS in rub11c and rrivate drade

. schiools d#nd high schools. They direct educational, -administratives ‘and ~counseling’ activities
~and see to it .that scheol prodrams meet state and school board standards, Thes plan school -

prodramsy enforce’school. ruless assidn teachefs -and purils to classes and counsel students on

Pe?sonal and acaden1c -atters. Thes also order school su9P11es and eau1rnent. -

- - - .‘. . . . g I

SAMPLE 'HORK:;AC_TIV'ITIES» - L )

‘ordlnate school act1v1t1es -

an and supervise school social and recreat1ona1 Prodrans. . -

unsel students who haye Personal problems, educationalsy or career-related concerns

force school rules

aluate educational prosrams to make sure thes meet state and’school board standards
view the activities of teachind derartments in 3 school -

1k with parentss teachersy and Purils to solve behavioral probless in the school®

rk with colledess community droursy ard other schools to” coord1nate educat1onal serV1ces
der surrliesy eauirment: and teaching materials . -
Perv15e the assidnment of teachers and PUPIIS to clases

LI I I N NS S N N DS |

DOE~-DIMIMOITVO

HOURS ok WORK/TRAVEL .

P & v
S ;~Geﬁeralls: these .jobs 1nvolve 3 standard 35-40, hour work week with some overtime uork. _

/ = These ADMINISTRATORS often attend _school and connun1t9 neetinds and events during evenanS o

- anq ueekends. : 7 _

Iy
SAMPLE PLACES OF WORK

"~ = Public andgfrivate-elenentarS: Junior. hidghy and hidgh schools

12




R

# . ’ * o Xg .

1283:QDHINISTRATOR55 EDUCATION AND RéLATED'FIELDSv N.E.C, .

These people rlan and direct educational prodrams’ for rlaces such as health adenciess day care .
centerss Prisonss. librariess and private comepanies,  Thes ordanize educational prodramss
interrret rolicies and prodrams to teachers and other staffy and advise on teachind methods and
| . practices, Thew prerare buddetsy asrerove rurchases, and conduct survews to see that. rolicies.
- . and procedures are beind followed, They may rlan coursess Prerare teaching materizlsy and
- _ provide trainind., Thew also keer records and write rerorts.

SANPLE WORK ACTIVITIES - T R

'Direct aciiviiies to maintain the educational-standards set by a board of nursind

+ Help determine the policies and - to see if rolicies are being carried
plans of the nursing board : out ‘ ' : T
+ Advise nursind school officials on + Keer records and rerorts about

courses which should be offered ‘nursing schools
+ Conduct surveus of nursing schools

'~ Plan and direct the educational prodram for 3 community health adency Q,i

. Develor Plans for the in-service in teachind nursing activities

A education of health workers ~+ Help select nursing students
+ Ordanize educational prodrams « Conduct survews to_see if .
. Obtain educational materials for use - educational prodrams are effective

- Direct the activities of a Pfesghool or day Earé center

+ Prepare buddets ‘ activities and rolicies of the ‘school

~ Approve the purchase of school * "+ Advise teachind staff on waus to
materials, such as Hookss touss and handle the behavior or learning

* dames’ . . »roblems of children

. "Interview teachind and service staff + prrove menu plans and food

+ Talk with parents about the . purchases

- Direct the activities of a State Commission for the Blind

+ Plan and ordanize Job trainind . affect peorle with visual problems
prodrass for the blind -+ Represent the Commission at

» Talk with civic leaders to . conventions and public datherinds
coordinate services and prodrams for . Arprove the purchase of materials
the blind : and eauirment e

+ Recommend: chandes in laws that

- Plan sﬁebial education prodrams and Policies for rpublic schools ahd adencies ' that serve
s handicarped children . ) . .

+ Determine rolicies for the . Conduct conferences to interrret
screeninds placements educations and policies and prodrams and train
training of children : teachers and other staff o ‘ -

-"Plan and direct a consumer education program for a3 compani to promote doodwill and’sales

» Study and interpret information oreration and care of ecuirment
about reorle’s buvindg habits and » Contact schobls and community droups
rreferences . to rromote a comprans’s products and

+ Plan prodrams to educate consumers + . services . .

_in the use of eauirments productss or » Write articles and plan instruction

services manuals and booklets

* o+ Instruct sales workers in ‘the

- Plan and administer the educational Pr09rén of a Federals State, or local Prisoﬁ‘

+ Prerare courses of studs and ” - wethods’ techniaues
training materizls desidned to helr . v Preparg buddet reauests for
inmates adJust to societs . education prograns .

‘v Advise instructors on teachind + Prerare rerorts and records -

- Plan and administer a library services Prosram
- Develor "educational rrodrams in asriculture and home economics for a sovernment -extension

<., service program
- Direct the teachindg staff of a school sustem
- Set ur and maintain: records on all the staff in a school sssten

13 31
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'HOURS OF WORK/TRAVEL

©

- = These ADMINISTRATORS denerally keer resular office hours, They nau'travel to attend meetinds .

and conduct surveus..

8 e

SAMPLE PLACES OF WORK

- GoVernnentvasehcie59 such as

)

. State nursing boards . extension service Prograns ,

. State commissions for the blind + Federaly State or,loca]l adencies .
o Federaly Stater or local rrisons that rrovide serv;ces‘to haﬁd;capped

A

Adriculture and home economics PErsons
Community health services: . . R : . ‘
Public.and private school sustems = ' - : ' ‘o
Freschools and day care centers o ‘ o
Public and private libraries
Private businesses o : ' _ .
Lighty heatr and rower companies . . R S o
Telerhone and comranies - . ' . ‘

Water comranies

Nonprqfit'or93n1zations'tﬁat Provideaedycational services

[ U N S B A B |

o

131 MANAGERS; MEDICINE AND HEALTH

These reorle are in charse of medical and health services in hoseitalsy clinicss businessess or .
schools, Some direct the nursind services of a community health adencys hosritals or

* industrial firm. ' Some are in charde of the educational rrosram of & nursing school or direct

the apdical records sustem of a hospital, Some administer a medical emerdency service rrodram,
These MANAGERS srerare buddetss hire staffr rlan and direct health care servicess keep-recordss .
rrepare rerorts and evaluate medical services and staff.. - . >

=

?ganm.: WORK ACTIVITIES

Direct surveys to det information about the need for nursing services in 3 commurity
Plan a nursind services prodram that will meet 3 community’s needs
Prerare buddets for nursind rrodrams : ‘ o '
.Recruits selects and assidn nurses -~ .
Recommend that a hosrital’s rolicies he chanded

Set up in-service training srodrams for hosrital nurses _
Take part in community health rrodrams i _

Set ur record and rerort. sustems for the health services derartment of an industrizl rlant
Arrande for student nurses tb use hospital facilities o ' ,
Interview and hire new staff for a nursind school ‘

Keer records on student nurses :

xerlain rules and doals of hosrital nursind services to staff and community drours

irect workers who rescue and care for accident victims .
Develor training prosrams for ambulance and rescue workers : .
Prerare rerorts on the srodress and rroblems of an emerdency service rrodrem .
Plan a medical record sustew for a3 health care center - - o . ,
Develor training materials ‘ .
Supervise workers who rrerare and rrocess medical records

trt v ettt ettt g

HOURS OF MORK/TRAVEL

(No Information)

14
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~ SANPLE PLACES OF NORK

- Hospitalssy clinicss and other health care facilities
- Nursing schools i : -
. = Social servce. asencies : . )
- Localy states or federal health or medical services prodrams
~ Industrial firms .

>

132 PRODUCTION HANAGERS» INDUSTRIAL

r

‘These MANAGERS rlans and direct rroduction activities in rlants and factories. They determine -
work rrocedures and work throush derartmental surervisors to control the production
. distributions and marketinsg of soods. They hire and fire workers and keep rroduction and other
‘work records. They review prosress rerorts and reschedule work so that deadlines can be met,
They interrret and enforce comrany rules and resulations. They also direct the training and
“assisnment of workersy and prerare buddets and rerorts for manasenent. : o

SAMPLE WORK ACTIVITIES | | K

Establish rolicies for the storade and distribution of doods

Contact other comranies to schedule shirments of products

Prerare rerorts on the cost of rlant orerations ) ' P
Develor rlans for the efficient use of machines, materials, and workers - :

Direct the preraration of accountindg records

Recommend rroduction buddets to manasement

Talk with management to establish production and aualits.control standards

Conduct hearings to resolve worker comrlaints

Develor new rrocessind technolodies . . L

Advise -:pase-ent on methods and procedures for selectinds installinds and maintaining ‘rlant
eauirmen : e
Estimate the time it will take to rroduce various products ) )
- Review prodress reports and reschedule work so that deadlines can be et

HOURS OF WORK/TRAVEL

(No information) o

SANPLE PLACES OF WORK : - -

- Factories and rlantsy including?

. Food-packing plants and canneries + Food rrogeséins rlants
+ Petroleum rlants + Railroad car manufacturers

+ Breweries and wineries ‘ o + Lodding mills
+ Feed nills : .

’

133 CONSTRUCTION MANAGERS

These reorle manase construction orerations for firms that build and reeair structures such as
buildindsy bridsess roads and dams. Thew work throush on-site surervisors to plan and direct
construction activities, = Thew :tuds “building _rlans and estimate the materialss lgbors and
eauirsent reauired to comrlete work., —Theu establish work rroceduress order surplies _3nd
materialsy review rrosress rerorts, and issue decisions on staff and eauirment reauests. They -
also handle technical matters and union and service contracts. .

33




SANPLE UORK ACTIVITIES

&
- Contract té do construct1on or landscaring work E

' rollou architect’s plansy + Work throush site supervisors to y'

bluerrintsy codes» and other : direct construction work
specifications to rlan construction . » Inspect drounds to determine the .
: ‘ work ; eauirment needed for dradinds tillind,
, Estimate the costs of materials and , or rerlacing tor soil
- labor needed for srodects « Inspect’ work sites to see that the
« Prerare contracts and bids for terns. and spec1f1catlons of contracts.
building prodects are net . N

- Plan the activities of workers who constructs install» 1nsrectv and nalnta1n railroad track
and rights-of-way ' 7 o

o

+ Order surplies and lateriéls néeded

- ) for proJects -
+ Send workers and eauirment to scenes
of accidents to rerair danaSe and

restore service

- invest1§ate accideritsy defective tracksy and items blockind the right-of-way - ‘><&'

» Prepare rerports, about the cordition ' - '
of tracks .
- nxrect uorkers who help bu1ld buildingdss dams» hishwaysy PlPEllnESl or other construct1nn
proJects . o
+ Plan thelrrocedures for construct1on and insrectors to work out
work construction problems
- + Order tools and materials to be + Inspect work in Frodress to make
’ " delivered to the construction site sure that srecifications and schedules

+ Talk u1th superv1sor51 en91neer5v « are met

‘

HOURS OF WORK/TRAVEL . _ E v -

~ CONSTRUCTION MANAGERS may travel to insrect work in prodresss attend meetindsy. and arrande
contracts. Some of the rrodjects theu manade may be located bevond the local area, In thesd
cases» thes may seend short reriods of time awas from home. ' :

-

- SAMPLE PLACES“O? WORK

- Construction companies and contractors

- Landscaring firms N A -
.~ Railroad comranies .

134 PUBLIC UTILITIES MANAGERS

These workers manade the orerations of Publlc ut1l1ts ‘companies or departments, They plany
ordanizes and direct the activities of staff and supervisors. They determine work proceduress
hire and fire staffs review orerationsy and enforce redulations. They also rrerFbre budsets and
repo{ts;tconfer u1th higher manadement sbout departuent orerationsy and handle rrobleas and
complaints. e v

34
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1341 COMMUNICATIONS OPERATIONS MANAGERS

These reorle manade orerations in telerhoney teledrarhr radios TVr°or other comranies involved
with comsunications. Thes Plans ordanizer and direct derartmental activities. Thes: establish
work rrocedures, select ~staff, and coordinate activities between derartments. They Teview
operationsy enforce redulationssy rresare rerorts and budsets and advise manadement on: rroblens

and trends., Thes also handle technical matters and union and service contracts.
: schedule boardsy flow charts» and other devices.

<« .

SAMPLE WORK ACTIVITIES

- Direct the activities of s radio or TV station

They may use

\ + Work throush surervisors to direct " - proceedures
the work of staff in salesy rrodrams . Observe activities to make sure -that .

endineerindy and other derartments Federal redulations are met
"+ Advise station staff on orerating : -

- Direct activites in the offices of a tglésraph comnpany divisibn

., "Interrret and imrlement comrany .»Prepareﬁtelesraph office lavouts and
rolicies and:rrocedures ) grawings. ‘ -

. Conduct manasement studies to rlan + Audit accounts and check balances
waus to meet @ communitu’s teledrarh - - . Insrect facilities to see that
needs ’ S 7 : company standards are met

" - Direct the constructions orerations and urkeer of 3 telerhone sustem ' .

. ArProve or reJect reauests for ' workers who instally servicer and

improvements to telerhone facilities reprair telerhone cables

+ Work throush surervisors to direct + Prepare buddets and write rgPorts

- Direct traffi&_operatioqgiin a central telerhorie or teledrarh offiée

.+ Direct Bctivitiesy such as customer
servicer rhone traffic measurement:
and rhone traffic studies :

HOURS OF WORK/TRAVEL

°

weekends during emerdencies. Thes also may.work lond hours at tiames,

L.
L

- Generally, these MANAGERS keer redular office hours. Howevers thes may uorleEQShts and

- These Jobs may reauire local travel to attend meetinds, arrande contracts and se&vices: and

insrect facilities,

- SAWPLE PLACES OF WORK

- Telerhone and teledrabh comranies
- Radio and TV broadcastind compranies or networks .

- Businesses or orsanizations that own and orerate their own communications sustems or

eauirment

3

v

1342 TRANSPORTATION FACILITIES AND OPERATIONS HANAGERS

1

related services. Thes plany ordanizer and direct the derartmental activities,

These. reorle manade_orerations in cgnraﬁies that rrovide transeortations deliveryy storasey and

They establish

work rroceduresy select- staff, and coordinate activities between derartmerts. Theuy review
orerationsy enforce resulationss rresare resorts ahd buddets, and advise management on rroblems

and trends. Theu 3lso handle technica% satters and service and union contracts.
schedule boardsy flow charts, and similar devices. é)f; , S

ngfgl(;‘ - } 17 - ' .,

They may use




|SANPLE WORK ACTIVITIES | o o oo

Plan and direct the buildind, orerat;on; and upkeep of alrport fac;l;t;es
Manade a3 harbor derartment or rort authority ,

Direct the activities of an airline flight control center .
Direct workers who crbtes .movesr and store household doods ¥
Direct the orertion and'maintenance of das rireline stations !
Direct activities at a truck terminal = | - oo ;
Direct workers who maintain and rerairt aircraft :
Direct workers who service and repair busess trolley carsy or other vehicles
Managde a3 freisht terminal where shirs’ cardo is loaded .and unloaded

Manade stations and terminals of a3 buslines subwayy or elevated train sssten
Plan and direct the activities of workers who provide armoured car serv;ces
Coordinate a3 safety traffic rrodram for truck drivers

Coordinate ‘the activities of an..import-export business °

©

HOURS OF WORK/TRAVEL

<

- Generallyy these MANAGERS . keeP redular office hours. Houevery thes mas uork nights and
weekends during emerdencies. They also may work long hours at times,
- These Jobs may reauire local travel to 1nswect fac111tles and attend ueetlnss.

SAMPLE PLACES OF WORK

Airrort and shirrind companies .

Bus and railroad comranies .
0il comranies . .
Warehouse and storade comeznies - : s

-

1343 EEECTRICITY; GAS» !ATER SUPPLYs AND QANITARY?SERUICES NANAGERS

These reorle manade service derartments in comeanies that supely electricitys saSr‘ watery

steamy or sanitary services. Thew work throudh surervisors and other staff to direct the
orerations of rlanninds services or maintenance derartments, Theu determine work . rrocedures:

. splect - staffy and coordinate activities within their assidned areas. They review orerations

enforce redulationss rrerare rerorts and buddetsy and advise wmanadement on Froblems  and
trends. They also handle techn1cal latters and service and union contracts, e

SANPLE WORK ACTIUITIES '\\
AN "

= Direct workers who installs rerairsy and service waters irridation or sewade fac111tles

Direct waste diserosal activities at a landfill site

Direct the activities of workenrs who insrectsy maintains and test rower 11nes

g1rect the denperation of electr;q:l rower throughout an electric rower sustem
irect the activities of workers in a das-distribution rlant

Direct the activities of the rlannind derartment of 3 rower comrany

- Dlrect the orerat;on and urkeer of ttan501551on lines in a rower system -

AN
\
\\

uouks OF WORK/TRAVEL

- Generallys these MANAGERS heer resular offlce hours., Houevery they may work nights or

 weekends durind emerdencies,
- These .obs may reauire local travel to conduct 1nsrect10ns and attend meetlnss,




- . -

- -

SAPLE PLACES OF WORK o

- controlled water ‘ _ S : BN
- Gas distribution rlants . ' o . :
- Lishts heats and roweéT cOmPariles
- Water utilities 7 . -

- Sewage treatment facilities -

- Federaly States and Local sovernment agencies concerned with the- delivers of dovernaent-.

> @ -

. 1344 POSTMASTERS: AND MAIL SUPERINTENDENTS e

These reorlé are responsible for-the day-to-day oreration of Fost offices. Theu surervise rost -
 office staffs set ur work scheduless and handle custoser comrlaints, Some are resronsible .for
- the oeeration and manasement of several rost offices. Thew hire and train rost office manasers
-and direct safetuys financer ssintenances- and other rrodrams, for rost offices in their district. -
Tpes also srovide rostal 1nfo§33txon to the public, ’ _ . o -

8

SAMPLE WORK ACTIVITIES - - .

Ordanize and siservise mail-srocessing and other activities in 2 sost office
Handle customer comrldints about mail service C -
Infora the sublic of rostal laws and redulations .
Prerare rerorts of rost office activities ’ I - .
.~ Selects trains and evaluate staff A e : . o
.= Prerdre work schedules - - L . R : ; :
- Direct the oreratidn and -manasement of district rost offices : - .
- Aprrove rost office budsets . ; S . ~ : .
- Direct safetys finances and maintenance services for rost offices - - o
- Hire and fire tos level rost office manasement " . . ’
- Provide rostal information to newsrarerss businesses: and dovernmnent asencies

11

WOURS OF WORK/TRAVEL = . .
e . - ),'d's . .g = .
.~ (No Infopqétion)"_,i : T
SAWPLE PLACES OF WORK -~ . e
- = U,S.. Postal Service -

. {35 WANAGERS! SERVICE ORBANIZATIONS

‘Thgse vorkers manase businesses or ordanizations that',rrovido~,;ofvico§ to individuals - or . |
orsanizations: . They mav run s hotel or restaurants a srorerty leasing or manasepent sorvigeu; k.
or 3 srofessional orsanizations for examrle, These manasers a3y estimate custoser . or client

desands srerare buddets and work scheduless and establish rolicies and rrocedures. They also i{
“ ordanize srosrass to seet client or business goals. , ’ ' BT

v




T . R . A
> ° - L 1351 nannsznss FOOD 'SERVING AND LODGING ESTABLISHMENTS

¢ (=T

‘These reorle manade busznesses that serve foods and/or Provxde lodding and-related services to
- peorle, This may include restaurantsy hotelss school cafeteriasy trailer rarks, or similar
facilities. - They rlany ordanizer and direct the oreration of the business, Theu determire the
. -tupes -and amounts of doods or services to be solds and mau set rprice and_credit rolicies. They
- determine work proceduresy rlan buddetsy and order stock and surrlies. Thew hire and surervise
staffy enforce rules; handle custoner and uorkef comprlaintsy and keer business records.

Y . ’ - -

SﬁHPLE VORK ACTIVITIES - T

7

Coord1nate the activities.of workers uho keer  business records; pay  accountss and order

_suprlies :
Set standards for servicer_room ratesr_eublxcstep and food select1on

Direct the rreraration of food ,
Plan dinind rooms bary and banauet orerations
Test cooked foods by tastind and smellind them S
Direct the mainténance of buildinds and eauirment o »
Enforce safety and cleanliress rules . .
Investigate and resolve cowmrlaints =~ . . s
Keer ‘time and rpauyroll records
Keer records reauired by the Government _ ' .
Prerare and write rerorts - : - >
Take inventories of surrlies and eauirment
Provide telerhone answeringd service for ternants or suests
gou ;auns and clean rublic areas -
anade a$

Restaurant or bar constructions or ladging workers
Hotel or motel Boarding house

School cafeteris Trailer rpark

,Housekeerind rrodram for an Summer came OF resart’
institution : & Nursind - hone or hospltal kitchen
+ Residental camp for farm , S

Tw

s
- ® o @

. o =

N

HOURS OF WORK/TRAVEL ' | , ;

- Hany of these .obs reauire evenindy weekendr and holiday work. They also may reeuire long
. workind hours. . ?; : T

* SAMPLE PLACES OF WORK : o

- Hotelgs motels, motor innsy trailer rarks, and other loddind facilities ’ ) -
- Restaurantss bars» surper clubsy cafeteriasy and other eating rlaces '
- Loddind CampPsy SUMRET C3MPSY resorts; construction campss and other live-in facilities
- Hosp1tals and nursind homes : . ) .
. .
1352 HAﬁAGERS; ENTERTAINMENT AND RECREATION FACILITIES .

These PEOPIE manade facilities - that offer socialy recrestionaly or cultural erodrams or
activities, For examples they may run @ circusy dance hally sports arens» dambling houses or
sports clubs Thew plany ordanizey and direct the oreration of the business. Thew set Frrice
and credit roliciesy determine work rrocedures» rlan buddetss and order needed surrlies, They
hires fire» and assidn duties to staff and enforce safety and other rules. Thew handle money
affairsy and keer business recards. They 3lso handle complaints, '

o | o ' 38




SAMPLE yonx ACTIVITIES

3 v

xv 2, - o _ " .

Direct activities to rrerare fac:}:t:es for circusy ice skat:nsp or rodeo shous
. Plan the lawout of eerformance facility used an a tour
+ Arrande rersonal srace for : + Make sure that an:nals are watered
entertainers and animals at each. ~ and fed

Manade 3 dancehalls srorts arenas or auditorium: to provide enterta:nnent to the public

- -+ Contract and schedule enterta:nuent

» Sumervise cler:calv and serv:ce o .
workers N

Coordinate ,the activities of volunteer workers at a community center

+ Develor and promote musics dances

art and crafts» and other recreat:onv - J—
Prodrams r .

w0 . . : . . ¢

Manade 2 sea c1rcus fac;lxts

<

» Establish purchasinds accountind, . -
and buddetindg procedures @

» Inspect facilities to see if they
‘meet health and safety redulations

w

Manade 3 casino ' o 3 o

+ Resolve comrlaints and interrret - v. | ) .
house sales : . ) . : .

Manade 3 fish and saae,club

+ Assidn campsy fishind areas» and and transeortation for duests
hunting drounds to parties . + Take_inventors of ecuirment and

+ Arrande suide services, provisionss , -Ssurmlies .

©

Manade a dolf club S . - : o v

‘v-Direct workers and crews who . .
maintain club buildinds and srounds . ~
+ Keep records of rece:rts and money T ; ., L

paid out ‘

-

Manade 3 sun club . . ' ' .ot -
+ Arrande comretitive shoot:ns meets ’ ' )
» Buy ammunitions firearmss and o
surplies X
. Enforce safety rules and resulations . ' ‘
¥ -
. X o - ; X ” . .
HOURS OF HORK/TRAVEL "o : e ’ %

-~ Many of ‘these .obs reauire evening and/or weekend work.’

Q -

Some of those workers nmanase roadshows or sports clubs. These workers mas be reauired to
travel and srond cons:dorable tine away from home.

' SAMPLE PLACES OF WORK L o Ne— "~
" ' ” - L R

Canrsy dude ranches and other vacation resorts

Casinos and damblindg houses “

Circusy aauatic showse and rodoos

Dance studios
Nonerofit ordsnizations that srovide entertainment and sorvices for reorley such as those

v,

‘that serve lilttars PQPSOnn!l

1 ' T
23»35 r’c f%{?ns such as dolf courses, skating rinkss srorts areansy srorts clubsy
su:naninl poolsy and sun clubs _ .

Theatersy auditoriumsy and community arts-centers ' . . o

v 2z -39 S o




T

_emrlovers, Thew show Prorerty to clientss arrande Yoans for clients and sidn lease Pasnents

and sales contracts, Some manade arartment comrlexes or housind rroJdects, Same arrf
rermits with 1and owners to allgw sufveds or rprosrectind on their land, Some buw or lease an
for construction rProdects., Sone artande leasind of facilities for Publxc events,

] o o’

T Manade an arartment comrlex

1353 MANAGERS; PROPERTY-QND.LEASING

hese rPeorle manade estatesvﬂbus and sell real estater and lease rrorerty for cliepts and

» »
.

SANPLE WORK ACTIVITIES

Coordinate the activities of a land develorment comrany, , .
, Surervise staff who prepare rerorts + Direct staff who samrle minergl
on available-land . derositsy . survey landr and test water
. Prerare rerorts that describe trends suprlies
in a3 community’s tax rates . + Arrande mortdade loans

Direct the land and leasind dePartnent off 3 companu

2

¢+ Study leases boudht, Prices paidy + Sidn adreements and contracts for
and other dealinds of comreting - the purchases and sale of land leases
compPanies » Surervise staff  who Prepare lease

+ ‘Arrande with brokers to sell adreements ,

interests in leases

Arrande contracts for leasingd arenasr. audxtorxunsv or other Publxc events

» Keer a schedule of rentals to - ' Notxfs tire and rolice dePartnents
determine what facilities are . of the scheduled use of buildinds
available for bookind + Receive and account for uonxes Paid.

» Oversee the oreration and urkeer of for rentals

facilities Y

» Show arartments and exrlain ., Direct workers who do rerairy

occupancy terms ' < paintinds and ward wark
~ ¢+ Rent or lease arartments » Manase commercialsy industrialy or
+ Investidate tenant complaxnts resxdent1a1 PrOPertxes for clients . o -

Buy and sell xnvestnent Properts on 8 commission basxs

a

HOURS OF NORK/TRAVEL

” .

PROPERTY AND LEASING MAN ERS may travel to inspect rrorertys meet with clientss and arranSe -

for the purchase or sale of land.
These JObS M3y reauire some work durind eveninds and ueekends.

¢ . . » ’ ° “y

SANPLE PLACES*OF WORK - .

s

Arartment comrlexes

mranies that provide business services
nind and auarryind comranies

0j1 comranies .

ility comrrnies

&

ny business that: IEBSES! rentss buysy or sells Properts
or sourself as 3 1ndePendent eontractor

Gl 40




1354 MANAGERS, MEMBERSHIP ORGANIZATIONS : : -t

These PeOPlz rlans ordanizer and direcf prodrams for drours that orerate on a membershir basis,
This mas include professionalr trades or business drours. They help members set obJjectives and
policiess orsanize publicitysr and set ur committees. Theu may provide members with marketind

- information or help them . promote community surport for civic improvements. Some provide

servicess such as membershir develorment or Job rlacement, Some direct rrodrans to help
businesses develor and use foreidn markets. ’

SANPLE - WORK ACTIUITIES

= Administer the prodram of 3 professional nurses’ association o -

+ Help establish the obdectives and
policies of the association . .

“+ Help ordanize committees . a
+ Arrande publicity

- Manade the busiﬁess affairs of 2 labor union

» Direct union functionsy such as the
promotion of membershirs and the
‘placement of union members in Jobs
+ Visit worksites to make sure that . - .
union contracts are enforced : : T : , 3

- Direct the activities of 3 departieht of the chamber of commerce

products in_an area

+ Study new tax laws to determine the public surrort of community prodrams.

" effects on community interests. « Promote tourist travel to the

» ‘5tudy market trends and economic : community ) ) )
conditions to forecast the market for + Conduct’ survewys in foreidn countries

to locate markets for products and

» Suddest civic_imrrovementss such as . serpvices . .
community zoning and airport exransion » Entertain foreidn dovernmental and
» Plan and direct campaidgns to rromote bus;yéss officials to rpromote trade
) . -
_HOURS OF WORK/TRAVEL ' /
. 7 ' "’ . ‘ . - t e,
- Many of these Jobs resuire local travel to attend meetingsy arrande publicitys or take part
in community activities. In some Jobss nisht weekend work may sometimes be reauired.
. b . l/ )
SAMPLE PLACES OF WORK g )
. , ! .
Cosmunits chambers of commerce R - ' ‘

Labor unions L .

Non-profit ordanizations : J
Nursind associations : ) )
Ans professionals businesss or trade group that orerates on @ membership basis

v

4

1359 HAﬁAGERS? SERUICE ORGANIZATIONSs N.E.C,

These workers manade "businessesy der@rtmentss or organizations that provide customer or

intérnal services, This may include launderinds burial securituys reeairy travel or othe
services. Theu plan buddetss—order stock and suprliess determine work rrocedures arnd staf
function. Thew hires train and surervise staff, They keeer business recordss take inventories

services, o, , .
! | ) . | . .
v 41

“and enforce safety and other rules, They also handle complaints and mau Proqote the sale

»




SAMPLE WORK ACTWITIES

Direct 8 service départnent of 3 company that leases ;achiners

+ Ordanize service offices in other .
locations :
+ Stock offices with spare rarts and
surflies .
~ - Coordinate the volunteer services PrOSran ‘of an orSanlzatlon that rrovides soc1al and uelfare :
services
+ Talk with agency staff to deternine volunteers
" their needs for various volunteer + Prerare trainind manuals and riews
services -releases
+ Interviews screens and refer .,SPeak before community drours to
arrlicants - - explain volunteer Prodrans

+ Arrande on-the—-Job trainindg for S Keer worker records

Arrande and direct funeral services

+ Talk with fanilieé,to arrande the around caskets
details of funerals . + Direct the PreParatlon and shlpnent
» Arrande lights and floral disrlaus of bodies

Direct sedistry services for rrivate duty nurses

+ Keer 3 list of the names of nurses
available for duty
+ Keer records of calls received .
reauesting nurses ) : ‘ . o

Manade a cemetery

Manade 3 travel adency ) .

Manade -3 laundry for 3 business or industriasl firm
Direct a security rrodram in an industrial rlant

LY

HOURS OF WORK/TRAVEL

”

SERVICE DRGANIZATION MANAGERS work in 3@ variety of businesses and settings. Uork hours angd
tmavel reauirements vars from Job to Jobs but maw include some evenind and weekend work arnd
light local travel,

SAMPLE PLACES OF WORK

Laundriesy cleaners: and laundromats

Cemeteries and funerzl rarlors

Travel adencies

Dental laboratories o

Volunteer. service ordanizations

Social service adencies

Nursind associations

Businesses that rrovide rerair or other services to customers
Comranies that provide securituy services .
Manufacturind rlants and factories

Any business or industry

[ S U A I A T R A B I |

136 HANﬁGERSi‘HININGy»DbARRYINGv WELL DRILLING AND SIMILAR OCCUPATIONS

These workers manade orerations at minesy auarriesy or oil fields, Thew rlan and ordanize
orerations .and work through on-site surervisors to direct the dau-to-day field work, They
study survey datas marsy bluerrintsy lawss and cost estimates to rlan the construction of mines
or wells, Thes direct transportations housinds and surrly servicess and arrande for the urkeer
and remair of eauirment., Theu- also deterwmire work rrocedures and schedules; enforce safety.
rulesy and solve technical rroblems, P

24 4123 )
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. SAMPLE WORK ACTIVITIES

sl

SAMPLE WORK ACTIVITIES

- Plan and coordinate the activities o; workers who mine coals ores or rock at mines 6rt
Quarries ' ) ’ -

. Study surves data and talk vith - tracks should be rlaced .
endineers angd mine surervisors to plan + Study 'land formations to determine
mining orerations c ' how thew might be used ‘

.+ Calculate the cost of orerating a .+ Tour mines to resolve safety,

guarrs - . , workery and rroduction probleas

» Study mars and bluerrints to . Work with unions and workers %0
determine where roads, shafts, and settle comrlaints :

- pireci'transrortationo housinds and surrly services for an oil company

+ Buy surplies and have them shirred facilities for oil comeanuy workers
to rrosrecting parties . : . Arrande for the reeair of drillind

+ Arrande for housind and other livind eauiraent : o

- Direct drilling orerations at various oil fields

.+ Plan the buildingd of drillind riss moisture

. Direct.technical rrocessess such as , Schedule the breakdown and storage
~ the treatment of oil and das to reduce of eauirment
Z Supervise workers at one or more undersground mines T
. Direct the orenind of new - : . Inspect mines and instruct mining
underdround rooms and Passageways ’ ~_surervisors in ways to imProve

+ Work with 3 safetu endineer to “production and working conditions
direct 3 safetw rProdram : . . " '

 HOURS OF WORK/TRAVEL

- Manu_of theseyworkers manade operations at several field sites, Thes often srend part of
their time in the office preraring cost estimatess contacting surrliers,.and arranding for
staff to be hired, Theu also srend considerable time at the field sitess where theuy ‘direct
activitiess conduct inspectionss and solve operating rroblems. Some oil-drilling Jobs
reauire travel to remote locations and considerable time srent away from homei. °°

" - Many of these .Jobs reauire some overtime works rarticularls duringd emerdencies.

: . . *\\ o
SANPLE PLACES OF WORK ‘ ' N

- Mining and auarruind comranies ,
- petroleun and natural das comranies |

- Minind or drillind contractors

- ]

137 WANAGERS; ADMINISTRATIVE SERVICES

These workers manade the surrortive services of a businesss adencys oOr ordanization, Some
direct activities concerned with the purchase or sale of materials or services, Others direct
clerical functionss benefit prosramss or repair and maintenance activities, = They review
rerorts and records and Plan deeartment activities. They assisn duties to staff and prerare
work schedules and buddets, Thew review orerationss write rerorts, enforce rulesy and . helg
staff solve work problems, Thes also may deal with outside ordanizations on matters such af

business services or contracts. .

<

c

- Direct activities concerned with the rurchase ot sale of eauirments materialss or services

*
@
v

4
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© 2+ Audit retirement 3ccounts

Q

‘problemsy an

+ Review inveniories; buddetsy » Inspect prorerty to estxnate 1ts

planning rerortsy and requests. for : market value '
doods + Study market conditions to determine
+ Review bids- and decide which firms the timer rlacey and twre of sale
_should det contracts » Prerare ads
» Prerare purchase orders and -+ + Assidn duties to sales workers
contracts + Recommend the destruction of
' stpos: of 3 comrPany’s excess rrorerty that cannot be sold
. prorerty o

- Provide 1nforlat10n and adv1ce on 3 retirement Prodram

’ Explaxn the retirement sustem to
rersonnel officiers S .

+ Attend and address conferences and
other meetinds

- Coordinate the act1v1t1es of clerical workers in 3 busxness or orS3nlzat10n '

+ Ordanize office Procedure; such as . Review records for neatnesss
turindy filind» and bookkeerind , comrletenessy and accuracy

+ Devise ways to imrrove office » Plan waus to evaluate workers’
workflow rerformance

+ Plan office lawouts +. Conduct worker benefxts PrQSrans

Direct 3 stateuxde merit sustem testing prodram
Prerare prlans {or the maintenancer rersiry and 1nsrect10n of buxldanS and eguirment
Direct 3 State unclaimed prorerty diseosal office
’gxrect -the actxvxtxes of workers who repair and naxnta1n sotor vehlcles ‘used by 2 police
orce : -

HOURS OF WORK/TRAVEL

- Generallys these MANAGERS keer redular office hours, Howevers they sometimes work overtime.

- Some of these .Jjobs mau reauire local travel to address conferences; attend meetindsy desl
_ with supplxers; or arrande contracts or services . .

SAMPLE PLACES OF WORK

4

- Retail stores
~ Government offices and adencies
~ Any business or industry

139 OFFICIALS AND hDMINISTRATORS;“OTHER; N.E.C.

These workebs plarny directy and control the activities of a derartment or prodram» w1th1n 3

business or_sdency, For examrles sowe manade sales or service rrodrams or direct 3 companu’s
rroJects, They often work throush surervisors to imrlement policies and procedures and selects

trainy and surervise staff, They rrerare buddets and rerorts, review orerationsy and enforce
company policies and rules, Thew also assist with difficult administrative or technical
3 arrande business servxces and contracts. - . s

- SAMPLE WORK ACTIVITIES

- Direct the sales rprodram of 3 newsrarers book; and madazine comrany
{ «

y Direct staffindg» trainind» and i ‘ : , -
performance evaluations “

“+ Determine staff assxSnnents and
resronsibilities

- Direct the sales and service activities of 2 eru thit sells eauxpuent and surplies to
medical “and en!1neer1ns or!anxzatxons

26




)

. Plan ways to rromote new markets fdr eauirment to buy

. .doods and services .+ Direct and coordinate sales, record
+ Talk with rotential customers to =~ keerinds and shirring orerations
learn of their needs for eauirmentsy + Resolve customer cosrlaints aboul

surrliesy and services " ~ eauiraenty surrlies, and services
~+ Advise customers on the tures of : .

- Act as a "so-between® for steamshir companies or airlines and the Buresu of Customs

. Prerare documents reauired by law Customs and arrange for the paument of
for a3 foreisn shir or rlane to unload =~ = duties . -
cardo at a U.S, rort ~, Provide for the storase of imrorted

+ File rarers with the Bureau of soods T

- Direct the customer service program of a business that' sells and services machines or
arrliances : . : : . '

.

+ Review customer reauests for service . Arrange for machines and eauirment
., Determine the workers_ and eauirment to be delivered
needed for service calls + Keer records of work hoursy work
., Assisn routes to workerss based on .. ' performedy and Farts used by workers
. the workers’ knowledde and exrerience . .. o ' '

- Plan;‘direct;'and coordinate a company’s proJdects

» Develor staffind rlans and work -~ , Develor 3 sustem to control rrodect
rlans and schedules for each rhase of buddets ' .
3 rrodect . "+ Review rroJect rerorts and modify

+ Recruit workers . schedules, as reauired

- Direct maintenances warehousindy pasrollsy or other orerations in a derartment store

. Control monies srent for rerairs to
the buildind and its eauirment :

., Arrande for the storade and displas
of new serchandise '

.. HOURS OF WORK/TRAVEL
- Generalls;. these .Jobs involve & stan&ard 35 to 40 _hour work week. Howevers some oveftine‘
work may be reauired at times. ‘ "’

SANPLE PLACES OF WORK .-

Retail storess such as derartment stores
Government offices and agencies

Business contractors .
‘Manufacturind and distributind comranies.
Publishing comranies '
- Financial firms .

- Movie, radios and TV studios

14 HANAGENENT-RELATED OCCUPATIONS

Workers in these occurations rrovide surrort services .for the ‘manasement of businessess
industriesy and institutions. They may provide financisl information or accounting services.

Others rurchase soods for resale or use in comeany orerations. Some workers hire and train

rersonnel while others anz%s;e cgnrans opérations and advi e manasesent. MNanagers derend on
_these workers who imelement their rlans, advise them on orerations, and recommend chandes.

45.




141 ACCOUNTANTS, ﬁUDITORS; AND OTHER FINQNCIAL SPECIALISTS

Horkers in these occuratlons examine and evaluate f1nanc1al 1nforl31ton in order to  advise

their emprlaver or clients, They may examine financial recordss statistical informations or.

credit rerorts., They may rrerare tax formse outline contractss or determine financial risk.
They examine 311 3v¢113ble information and helr establish financial and investaent Plans.

1412 ACCOUNTANTS AND AUDITORS -

'ACCOUNTANTS and AUDITORS study financial records ih order to sivs advice on money matters or

rrerare financial statements, Theu may rrerare income tax forms or advise clients on certain

business or financial decisions. Theu may examine clients’ financial records to see if thew
are prorerly kert and rerorted. Thes may develor estate rlanssy accountind systems» or buddgets.
Some teach courses in @ business or professional school; do consultind works or serve on
cosmittees of professional ordanizations. . .

SA&PLE uoax acrruxttes

PrePare federals states and lotal tax returns for 1nd1v1duals and buslnesses

Advise manaders on tax matters

Devise and set uP, tax record systens ‘

Examine @ comrang’s accounting records and write 3 rerort on 1ts f:nanc1al standlns

Check Iedder-entries of cash and check rpaumentsy purchases» and exrenses

Advise 3 company on ways to improve its financial standing

Direct workers who keer records of exrenses and tax rasaments

?eg ur 3 buddetind system so 3 firm can control money spent for advertlslnsv Productzonv and
abor

Plan and direct a system to k.eep records of materials and labor cost

Take an inventory of rrorerts owned by & business

Prepare forms and manuals used by bookkeerindg and cler1cal staf’ :

Conduct a3 studuy to det evidence in fraud cases

Audit tax returns to see if they were rrorerls rrerared

Direct workers who keer records of school fees and recelpts

Write credit rePorts on bank customers

N

HOURS OF WORK/TRAVEL -

- Host ACCOUNTQNTS and AUDITORS uorP in offices and have redular work schedules

- Self-emrloved ACCOUNTANTS and AUDITORS often have offices at home and work as mamy hours as
business requires.

" -~ TAX ACCOUNTANTS work long hours upder heavs pressure dUPlnS the tax season.

- ACCOUNTANTS and AUDITORS emrloved by larde firms may travel 3 Srnat deal to Perforn audits or
to uork for clients or branches of the firm.

SAMPLE PLACES OF WORK

JIndependent accounting firas

Business offices:

Insurance comranies . ,

Public accountind firms

Brokerade comraniesr banksy sav1nss and loan comepaniess and other flnanc131 firns
Business and professional schools

Federals states and local sovernment asenczes v

n
s . . : A
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‘1414 UNDERWRITERS

UNDERWRITERS decide what- risks the insurance companies thes work for will insures, To make
these decisionss thes studs information on insurance aeslications .and loss-controls medicals
and actuarial reportss Thew mas outline the terms of contracts or rolicies, including the
_ amounts of rremiuss. They often deal with clientss» adentss and manaders to obtain or dive out
information about rolicies, Most - srecialize in one of three major catedories of insurance!
Lifer Prorerty and Liabilityr or Health.. :

SAMPLE WORK.ACTIVITIES

Studs documents such as arplication forms, inspection rerorts, and medical rerorts
Review comrans records to find out the amount of insurance in force for & certain ture of
risk : o '
Refuse or accert insurance arplications baseg on the amount of risk to the comrany
Dictate letters asking for information from doctors or other insurance COmFanies
Quote policy rates and exeplain a coseans’s underwriting policies

Use rate books» tablesy and code books to compute rates for hish—risk_Poliéjes

HOURS OF WORK/TRAVEL

The normal workweek for UNDERHRITERS is 35-40 hours. However» theuy may sometimes work

overtimes - o
On occas{onv UNDERWRITERS may be away from hone foy several days while attending meetings,

SANPLE PLACES OF WORK

Insurance comranies

1415 LOAN OFFICERS

LOAN OFFICERS evaluate the credit and collateral of individuals and businesses appluind for 2
loan, (Collateral means stocks, bonds, propertu or other securities rledded for_the raument
of a loan,) Thew may handle installment, commercial, real estater or farm loans, To evaluate
loan applicationss they must understand economicsy productions marketinds and conwerce law.
Thgs also must know business operations and be able to understand financial statementss rrerare
letters) rerortsy and loan adreements.

SAMPLE WORK ACTIVITIES -

Review 2 loan apelicant’s financial status and credit . ,

Interview applicants and contact creditors to det information needed to process 3 loan.
Approve loans or refer them to 3 loan committee for arrroval : .
-Complete 'loan adreements on accerted loans . .

Buy and sell contractss loans» or real estate

Record loan rayments received -

Write reports on accounts that cannot be collected )

Stuggtthe tinancial problems of borrowers and adjust their loan agreewerts to restore their
credit’ . : .

Testify at ledal proceedings

: : .
" HOURS OF WORK/TRAVEL -

Most LOAN OFFICERS work 40 hours a week. On occasions they may work overtime.
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SAWPLE PLACES OF WORK

- Savinds and.loan comranies
- Insurance comranies .
- Hortdade comranies

- Finance comranies

1419 FINANCIAL OFFICERSv OTHER

These workers counsel clients or bus1nesses on the wise use of noreys They may run credit

analusisy budsetings or trust manasemerit rro¥rams, Sowne Flgn ways for debtors to Pay their

bills and accounts., Some manade derartments that prerare buddets for 3 business or agency, .

 Some evaluate credit aerlications or direct credit investidations., Some’ direct student

"= Provide financialgcounselins to reorle in debt

financial a3id prodrams, These workers sumrervise staff worky-and deal directly with msnasemertr
clientsy and the rublic. ° They study financial statementsy write rerortss and keer detailed
financial records., : ' i L

SANPLE WORK ACTIVITIES | | , o o

4
»

+ Talk with clients to fxnd aut about -+ Contact creditors to exelain
their income and livind exrenses clients’ money rroblems and arrande
+ Calculate the amount of reorle’s for paument adJustments
. debts . + Oren accounts far clients and make
+ Plan waus for People to ray their : pauments to creditors for then
debts : + Keer account records

-.Supervise workers who prerare buddets for dovernment adencies

+ Direct the comriling of data used to ‘. .
rrerare buddets :

+ Train buddet derartment workers and ' .
assidn them duties : N .
- Study arrlications for credit received at a bank or savinds and loan cowrany
+ Review forms that describe the + Recommend actions on accountss such
financial conditions merchandiser and as credit arrroval or the rerossession
sales records of comranies . of doods .

Interview students to determine if they meet ‘reauirements for loans or scholarships
Cirect workers who investidate reorle’s credit and collect overdue accounts
Administer trust acceunts

Keer records of 8 bank’s balances of derosit in foreidn banks

Direct workers uho audit sccounts in branch banks -

Provide investment services for 3 bank and its customers

Investidate reorle who have been arrested to determine ;g thew should be borded

-

HOURS OF WORK/TRAVEL

~ FINANCIAL OFFICIERS denerally work 40 hours a week, Howevery they mayw occasionally work,
overtime to attend civic functions and set up business contacts, .

SAMPLE PLACES OF WORK

~ Banks and other finanacial firms

- Colledes and universities

~ Consulting firms that srec1alxze in financial counselxns

- Credit analusis firas

~ Governsent offices L . °
_Insurance comsanies . . 48 ' g




" 142 MANAGEMENT ANALYSTS

These workers analuyze business orerations to find ways to help manadement orerate more
efficiently and effectively, Thew conduct studies, design new work sustems and eroceduress
look for ways to simrlify works and prerare procedures aanuals, For exaapley theuy midht rlan a
new sustea for filing and srotectind records and rerorts. They might sketch the lavout for new
 office machines) or develop waws to improve business reroris, ’

GAWPLE WORK ACTIVITIES | , R ‘

- Study business procedures to tind better waus of accomrlishing work
- Plan studies of work eproblems and rroceduresy such as cost analusis and inventoru control
Talk .with manasers to det their sugdestions for imerovements, such- as usind new forms or

codind sustems ' : : :
. - Interview clerical workers and conduct on-site studies of work rerformed and the methods and

eauirment used

-

- Recommend new sustems or chandes in existind rrocedures .
- Direct workers who analyze business forms for format and effectiveness

- Direct workers who compile cost and control records

- Sketch office lavouts to show the location of eauirnent "

- Examine and evaluate the format and function of business forms _ >

- Prepare uQitten instructxons_for the use of forms

+ Work through manadgers to direct
records manadement, clerical suprorts
and printingd services .

- HOURS OF WORK/TRAVEL

= NANAGEMENT ANALYSTS generalls have 3 standard 35 to 40 hour work week. .
- Some of these Jobs may reauire occassional travel to inserect and evaluate other orerations at

other sites,

>3
2N

SAMPLE PLACES OF WORK

&

- Any larde businesssy or ordanizations including dovernment offices

- -

143 PERSONNEL, TRAiNINGv AND LABOR RELATIdNS SPECIALISTS

These reorle make sure that workers and work activities are handled accordind to set
' procedures, PERSONMEL SPECIALISTS recruits selects and rlace workers, Thew also Prerare  .Job
descrirtions and ‘conduct benefit, safety, and other prograns, TRAINING SPECIALISTS lead
trainind sessions, Presare trainind manuals, and advise workers. LADOR RELATIONS SPECIALISTS
help develoss intereret, and enforce union contractsy and help to settle work related diseutes,

SAMPLE WORK ACTIVITIES

- Exelain policiess ruless and benefits to 'new workers ) , .

- Develop manuals, rerortindg formss training filmss and slides to be used in Job studies

- Study information about wases) hoursy and working conditions in 3 #lant to see if a labor
ﬁontract is being honored . . L. L . _

- Review Job aeslicants’ work historys, educations -and training Job skillsy and other

l information to decide if thew should be hired, . - L, L
© - Observe workers and talk with their surervisors to determine .Job and worker recuiresents

31
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- Interview new workers to find out what ture of work Prodram is best suited for them
- Conduct hearinds to settle contract disrutes between labor and management \

~

HOURS OF WORK/TRAVEL - o | \

- Most of these workers have a standard 40-houp work ueek; Howeverr LABOR RELQTIDNS .
: SPECIALISTS sometimes work overtime .when labor contiects are beind nedotiated. ‘
' -4Son§ workers in this drour may have to travel to attend meetindsy for exampler. or to recruit
© workers. : _ : . )

SANPLE ,PLACES OF WORK

Manufacturind firms
Governm2nt asencies

Barks

Insurance companies
Airlines ¢

Derartment stores ,
Private emrloument zdencies

@

144 PURCHASING AGENTS AND BUYERS

-
v

These workers rerresent companies and institutions 3s thew bus doods and contract for services,
Thes examine similar rroductsy determine the best valuey and arrande contracts to purchase
. doods. Theu ask companies to bid it_ms theu sell., Thew talk with sales asgents and visit
wholesale houses.: The <soods thes bus are resold in commercial stores or are used in the
oreration of a businessy industryy or educational institutions so adents buy at srecial prices.

1442 BUYERS; WHOLESALE ANDJRETAIL'TRADE!AEXCEPT FARM PRODUCTS

These peorle buw doods for resale in wholesale and retail stores. Thew attend fashion and
trade showss visit  showrooms, or talk with sales workers to select merchandise that will
satisfy their stores” customers. A BUYER for a small store may Purchase its comrlete stock of
doods. Those who work for -larder businesses usually handle one or @ few related lines of
doods BUYEgS.uust be able to Judde the regale value of foods and make 3 Purchase .decision
auickly, ey also arrande for doods to be shirred and approve Pausents for orders received,

SAMPLE WORK ACTIVITIES

Inspect merchandise to determine its value ) ‘

Select and order doods shown by sales rerreserntatives and other sellers
Contact sellers to arranse for the purchase of doods

Contact carriers to arrande the delivery of doods .

Arrrove rauments of invoices or the return of merchandise

Conduct staff meetindgs with sales workers to show them new merchandise
Check the amount and aualitw of stock received from 3 manufacturer

Give pricindg and other information to workers who mark Prices on merchandise

LI T T I I I I |

HOURS OF WORK/TRAVEL )

BUYERS freauently work more than 3 40-hour week because of srecial salesy éonferences; and

. travel. ‘
- The amount of tavelind a ,BUYER does varies with the tsre of merchandise bought and the

‘location of supelies. Most shend 4 or 5 days a month on the road.

2.




SAMPLE PLACES OF WORK

¥ - Wholesale and Retail trode sforesl

| 1443 PURCHASING AGENTS AND BUYERS, FARN PRODUCTS

These ubrkors buy fara products such as srain or tobacco for individuals or wholesale
. coaranies, Theu'also may sell the products and arranse for their shirment and storage,

SANPLE WORK ACTIVITIES

*

a

%

- Advise customers about price chanses and other factors that may affect‘tpen

= Examine $rain sasrles for dirt hullsy and seeds : . . :
- Comrute the market vslue of farm mrroducts and the costs of shirrinds thes ) 2
- Keer records of the kindss srades, amountss and rrices of rroducts received
- Direct workers who loads stores and mix srain for shirment and milling - .
- Tell workers the srades and amounts of tobacco to buy and the rrices to be raid-

- Send rice sasrles and price lists to rossible customers

HOURS OF WORK/TRAVEL

it

. (No Information)

SANPLE PLACES OF WORK | o : ' -

.~ = Brokerage firas

v~ Grain and feed mills -
.- Financial firms that buy and sell rroducts for a3 rrofit
- Tobacco Comranies L. :

< Wholesale firas that deal in ¢rain or tobacco

1449 PURCHASING AGENTS AND BUYERSs N.E.C.

These reorle buy ‘surrlies and raw materisls for internal use or for further rrocessing by
manufacturing firas, Thew review internal reaussis for saterials and sureliesy collect
inforaation: on' the sources and erices of soodsy and contact vendors or surrliers to arrange
purchase contracts, Thew also maw nesotiate for surchase of servicess such as the delivery of
supplies, They advise surpliers concerning the ture, auality, and smounts of materials needed
in the future, . They also may arranse_ financind or other assistance so that the desired
aaterials can be nmade avallable, These workers keer records of iteas boushts costs, rroduct
perforsances and inventories, Thew also may write rerorts, .o

SMPLE WORK ACTIVITIES

- Arrange contracts to obtain soods from surrliers

- Foraulate rolicies and procedures for obtaining suerlies

-.Direct workers who write bid rrorosals . .

- Evaluate services rrovided under a contract to deteraine if chanses in the contract are

reauired . ]
- Aerrove OF reject resuests to change contract teras or delivery schedules

- Resolve cosslaints ro!ardiss contracts with suseliers , . . L
- Study srice erorosalss financial rerortss and other inforsation to deteraine if prices are

reasonable

~ Arrsnge.contracts uithD!rouif; to raise or ruréhose crorsy such as fruits and vesetables
O - Contact srowers to exrlain the terms and cggditions of contracts '

o w51 ~
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- Work with growers to determine the amount of acreage to be rlanted or purchased

- Advise srowers on preprarind land, rlantingdy cultivating, and harvestind :

- Arrandé financing for the purchase of surrlies and eauirment needed by contractors ot

~ Arrande for crors to be shirped to processing rlants : o :

- Inspect crors for sidns of disease and insect damage and recommend corrective measures

Contact dairy farmers to arrande contracts for the rurchase of dairy products '

Discuss milk production rroblems with Iarners ’ .

Test milK for bacteria level _ . . : )

Susdest methods of feedind, housind» and milkind cows to imrorve production . .

Estaglisg srecifications and rerformance test reauirements of airerlane eauirmept to bé

purchase ' ’ . :

Sguds technical information and desidns ) ] >

Consult with engineers to set the rerformance reauirements of airrlanes

Investisate eauirment hakers and recommend those most desireable . )

Advise goaranv- workersy surpliersy and customers of the nature and fuhction of aircraft

equirmen - . ‘ : :

- Arrande meetinds .between surrliersy engineers, surchasersy and inseectors = ©

- Buy raw materials for rrocessing or wmachineryy . toolsr and other surrlies or services -
necessary for the oreration of an ordanization . S

- Review reauests for materials and surrlies . - - e

- gbgqin 3nfornat1qn form vendersy such as the rrice of rroducts and dates when they can be
delivered : . Lo ;

- Keep records of items bousht, costs,» sroduct rerformance, and inventories

-

[

-

.- gonpéle and study information from Catalods and|other sources to keer informed on rrice
ends . | Lt » . A
- ra;e rerortsy chartsy and srarhs of findinds | ~ . N
- Arrande contracts for the rurchase or delivery of crude oil and natural das
s a A : ¥ ‘ ) ) ) , .
HOURS OF WORK/TRAVEL , o \ |

- PURCHASING AGENTS and” BUYERS . denerally work 3 g\gndard 35 to 40 hour week. Howevers they
, often uor% overtipe when the materials or eauirment Qeeded for production run short, . .
- Althoush these workers serend most of their time in) the officer sone travel wusually "is
required to attend sales convemtions or visit suprlievs,

SANPLE PLACES OF WORK : 5

- Manufacturinsg élants

”";T”'“ 145 BUSINESS AND PROHOTIpﬁ AGENT§

\ . " . .
BUSINESS ,anQ PROMOTION AGENTS handle business affairs for; clients such asi rerforaersy
societiesy theater comeaniesy writers) and Jockews. They advise clierits on business watterss

represent them in contract talksy and arrange their tours and. endadements, They may handle .

publicity, fan.m3ily and reauests for personal arrearances, Somé market writers’ works to
editors and Publishers. ' ' ' Lo : -

-

SAMPLE WORK ACTfQ}TIES
3

i
Rerresent an entertainer in dealinds with unionss movie or TV studiosy and theater houses
Advise clients concernind contractss wardrober @nd actind methods’
Arrande reservations, transsqrtations and hotel rooms for touring performers ' x—\/
Book rerformers» actsy or concerts for 3 theater company ' 3 '
Plan and arrande the route of a circus for the fellowind 'season
Arrande union tontracts - ' ' :
Hire stase hands ‘ ] N N
File accountind statements for a clienty 3ccording to ledal reauirements
Arrande the advance sale of tickets for a show - oL
- Buy advertising sepace or srort announcements in news=arerss radioy .and TV
- Ordanize charters of 3 fraternal society, lodder or similar ordanization i
- Advise societies or loddes having financial or membershir problems '

. © 52 "'
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. - HOURS OF WORK/TRAVEL - [ .

v
~

- Many of these .ohs reauire @ sreat deal of “travel, ‘
- Gome oOf these. Jobs many reauire evening, weekendr and overtime work, In some Jobss work
hours may be irredular. ' : R o ’ '

’
Y . .
- .

SAWPLE PLACES OF WORK '
a ) "Q . . . b
- Theatrical and Tourind Companies e

Circuses .
Bookind sdencies

Fraternal drdanizations and srivate ordasnizations - . .
For vourselfy 3s an inderendent asent for entertainers, writerss or theatrical drours

~ — | s

o=

147 INSPECTORS AND COMPLIANCE OFFICERS .

2

These workers insrect businesses and industries to insure that rules» redulationsy and .codes
are obeved, - They visit building sites to see that construction work meets code shandards.
They may visit industrial sites to insure that safety resulations are ir force, Or they %ay
inspect hoseitalsy restaurantsy or food rackind rlants to enforce public health laws, Other
workers m3y investigate ways to helr businesses orerate more efficiently or srofitably.

+ . » 1472 CONSTRUCTION PCTORS

*

. +

CONSTRUCTION INSPECTORS make sure that the methods and ‘materials used to build and rerair
structures meet with regulations, They insrect structures and visit work sites to observe and:
test parts of structures, They use bluerrints -and test and measuring instrusents, keer work
lossy file work rerorts; and if pecessaru, issue "stor-work® orders, Most workers srecialize
in : certain ture of constructionworks such-as buildind, electricals mechanicaly or erublic
works, s ‘

&

SANPLE WORK ACTIVITIES o - | .
‘ : + J‘\ .

Inspect new buildinds and order faulty work to be corrected . .
Check to see if rerair work done on floor framind in 3 factory meets building gode
srecifications - . . ) t -
Obtain evidence and srerare rerorts concerningd vxolsgﬁqns . . .t ‘
Advise building contractors on wavs to meet ledal rdtuirements for buildind :
Keer insrection records and rrerare rerorts for use in court -

Insrect electrical susteas to see if they meet with safety lauws

Issue notices to reeair or resove electrical dauirment"found to be unsafe
Exrlain ledal requirements for electrical wiring to homeowners

Insrect elevators to see if they were correctly installed :
Coarute the allowable loads for elevators and-other devices ‘ :
Inspect eauiraerit damased by fire #nd recommend rerairs

Insrect hcatln!ngnd cooling systems installed in buildings
Advise owners and contractors on where to rlace sertic tanks and cessrools
Review comrlaints of slumbing code violations - L

Insrect and oversee the construction of bridses, dams, and hishways -

se survevor's xn;truncn&s to chcfk the elevations of structures

rerare sanrles of materials for lab tests '
Estinate the amount of material dredded from the bed of 3 waterway

[ T T TR T T O IO T I I S A |

HOURS OF VORK/TRAVEL B . - _

\ 2

CONSTRUCTION INSPECTORS normally work resular hours, However; in case of an #ccident at the
construction - sites they must resrond immediately and may work irresular hours until a rerort
has been coarleted. E} . '

(A - i
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- Insrecticn work tends to be steads 3ll uvear roundr unlike tﬁ: seasonal work i many of the
Jobs associated with the constructxon 1ndustr9.

SAMPLE PLACES OF WORK
a . - ¥

Counts of aunicieral buil 'ind derartnents
Federal and state asfencies concerned with rpublic works constructxon

U.S. Aray Corrs of Endineers .
nsurance comeranies <. . .
dhstruction couranies o . _ /7 o
Vi T .

n

1473 INSP&CTDRS AND COHPLiANCE OFFICERS, EXEEPT CDNSTRUCTION
These workers conduct 1nsrect10ns or investigations to see if lawss redulations, or conrans

rolicies are beins followed. They work in a variety of Jobs and settxnss. Some check. to sae
that rrorer eauisment is beins used and that safety rules are beind obewed. Some insrect

places such as hoseritals and restaurants to enforce public health laws. -Some comrile

information on the activities and conduct of uorkers Some insrect articles beind carried into
the country to enforce custons laus, .. ’ e )
< i . .

|

i
i 3_' .

SAMPLE udkx ecrlvlrlss" f - .
3‘ . N

- Dxrect investidations of banking practices to enforce bankxns lauf

Audit and investigate Federal income tax returns

Direct investigations of deaths occuring within an area ‘

Set ur Federal srosrams related to eausl emrloyment orPortunxts

Investidate rerorted cases of diseases that can sereadr and ?dvxse ex»osed rersons to det
sedical treataent P
Resulate the entry of seorle into the United Stat, enforce iamigration laws .
Insrect hosritalss nursind homesr and day care ce sy to enforce public health laws - .
Insrect rlaces of emrlouynent to detect unsafe or unhealths working conditions - .
Coordinate a drus testing srogram ' :
Evalu:t: Eeorle s traffic records and determ;ne 1f their  licenses should be revoked or
, reinstated -

Cosrile information on the actlvxtxes and comduct of 3 comrany’s workers

Inspect aircraft to.insure that Federal safety standards are met

Review settled insurance claims to determine if prorer rauments have been nade

Insrect articles worn or carried by people entering or leaving the countrs to enforce custdus

«
LI T T B | LI T I |

HS '(

Give tests to arplicants for driver’s lxcenses ¢

- gnsigﬁtlrlaces where foody drudss and cosmetics are mades handledv storedr or sold to enforce
e3 3Ws

Inspect bedding’ materials to enforce pyblic health' luws

{ﬂs::Ct 10verneent-ouneg equirment used by Prxvate contractors  to Prevent uastev damagei and
e

Insrect waste disposal facilities to ensure conforean.e with ladws an&uﬁfrnxt recuirements

Visit businesses to see 'if valid licenses .and rermits/are dxselased P

Investidate pupils absences from schools

Arrraise vehicle damade to determine the cost of reeair’

.

HOURS OF woax/tnavsL

- ﬁ3n9 of these workers travel to conduct 1nsrectxons or 1nvestxsatxons. Some work lons and
~often irresular hours. : ‘

SANPLE PLACES OF WORK -

- Federal sovernment asenciess including the: ’

-
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Derartaent Aviation Administrati n'd ‘s Justice Derartment

Derartaent of Labor + Treasury oorartment -
Food and Drug Administration - : . .

| . ; )

t -

"y Derartment of Agriculture . Public Health Service

State and Local gfovernment agencies
Insurance comranies . ‘ -
Motor transeortation comanies :
Railroad comranies .
Minind and quarrying comranies : :
Hotels and Restaurants -
- - Drus comranies

- Any business or industry

IR I I |

149 MAMAGENENT-RELATED OCCUPATIONSs N.E.C.

Peorle in these .Jobs do thinds to help an office or business orerate aore efficiently, Some
prerare cost estimates used by manasement to rrerare bids or to set- the prices of rroducts and
services,  Some coordinate office services such as rersonnels budget controly and records. -
control. Some studs Jobs to help set wase and rromotion rolicies. Some set ur security

_ mroceduress or keer official corroration records. :

| GAWPLE WORK ACTIVITIES - . S {

Compile lists of materials and eauirment needed to make products

Coarute the cost of materials and labor v ,

Studs manasement methods in order to imerove workflow or save money , R

Studsd crerating practicesy such as record keering and forms controls to create or revise

2 procedures . ‘ o

. Issue and interrret orerating rolicies , 4 L
Act ag a 'do-between® for a manufacturer and sovernment adency to help set ur insrection »

procedures : : :

Promote good will amons rlant divisions ’ _

Set up a_bookkeerind system for an insurance rlan

File arrlications with sovernaent agencies for a comrany .

Direct activities involving claims against s company for damaged freisht

Advise and aid veterans in presenting disability, insurances or rension clains

Plan and set up security procedures for @ company T

\ HOURS OF WORK/TRAVEL . | | . -

(No Information)

o SAWPLE PLACES OF WORK

3

‘- Government offices
.- Insurance companies 3 _ .
- Radio and TV broadcastind companies
- Real estate comranies |

© = Transeortation firms

o = Utility comranies ; :
~ Any business or industry . -

G
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1599 ENGINEERS, SURVEYORSs AND ARCHITECTS

These workers use technical skills to identitu-and utilize information about land and Tesources
to design and develor structuress toolsy machines, and rroducts from resources and manufactured
materizls., Thew consult “with clients and other specialistss do researchs test methods and
designss and recommend methods of oreration and Froduction. Theu rrerare detailed drawinds and
specifications as well as cost estimates.

16 ENGINEERSy SURVEYORSy AND ARCHITECTS

These workers use téchnical skills to igentify and utilize information sbout land and resources
to design and develor structuresy toolss machiness and rroducts from resources and manufactured

materials. Theu consult.with clients and other srecialistss do .researchr test methods ang
desidns, and recommend methods of oreration and rroduction. Thew rrerare detailed drawinds and

specifications ys well as cost estimates. ‘

- = . B

.
: ° !

161 ARCHITECTS

. .
/ >

ARCHITECTS rlany designs and surervise the constructiori of homess office buildinds, and other
structures. Thew also rlan.and desidn rroJects such as.parksy airrortsy and _hishwaus, Theu
are involved 'in all rhases of the develorment of 2 buildind or rrodect. They discuss with
clients the rurroses; reauirementsy and cost of a Frodect, Theu prerare detaziled drawings that -
show the scale and structure of buildindsy the dimensions of everu rart of the structures and
the location of rlumbings heatind» and other units, , :

SANPLE WORK ACTIVITIES - R | - | }

Tslk to clients to find out what kird of designs materialsy and eauirment they may want to
use : ‘ . _ y o

Study site conditions such as locationr soils rlant lifer fock features and drainade

Prerare scale and full-size drawinds and contract rarers for builders R

Provide advice to officials who want to build or remodel a school :

Prerare building rlansy manualsy and rerorts
Helr clients find and set ur contracts with builders
Inspeqt construction sites to make sure work is beind done rrorerly

N

\
\ >

'HOURS 'OF WORK/TRAVEL |

\\ | / AN
‘ | | ,/ . . \

- ARCHITECTS sometimes work irredular hours,

- Some ARCHITECTS mav-oceasionally travel io insrect building sites in other cities,

=

SAMPLE PLACES OF WORK : /

Private practice " y,
Architectural firms _ ./
Builders | ) : : e

Real estate firms _ ) - ~ .
Government adencies corcerned with housing--such as Housindg and Urban Develorment ﬁHUn)v the

Gereral Services Administration (GSA)s and the Derartmeni of Defense YA

Goverrment adencies concerned with forest manadement, water storader citu Plannx?gr nidhwaysy
parksy snd recregtion--such as the Derartments of Defenses Adricultures and Interior N
- State ahd Local bovernment agencies oo : :

L I S I B |




162-3 ENGINEERS - —

Endineers design» develorr and test methods of using materials for the rroduction of toolss
machiness ‘structuress and resources, They ma3y desidn endiness hidhwayssy or nuclear reactors,
They maw find methods of extracting metals from oresy rproducing fuels» or increasing

"adricultural production. Some endineers work in the field while others do researchs teachy or

do consulting work. -

!

' 1622 AEROSPACE ENGINEERS

AEROSPACE ENGINEERS desidns develors tests and help produce aircrafts missiles» and spacecraft, -
They work to  advance the state of technolods in aviation» defense sustemsr and space travel.,
Most srecialize in a particular area of works such as structural desisns suidance and controls

or - production wmethods, Thew 3lso may specialize in one ture of aerospace rroductr such as
commercial aircrafts helicorterss or rockets, '

SAMPLE WORK ACTIVITIES

Test models of aircraft for strendth B

Examine aircraft parts to determine their purposes costs and value
Carry out 1aby flight, and wind tunnel test rrodrams ] L
Prepare flisht rerformance reports for other endineers and scientists
Work with computers to solve aerosrace problems

Desisn and plan aircraft and serospace eauirment

Suddest ways to make aircraft rarts

Advise customers how to solve eauirment rroblems

L T T T O I B

" HOURS OF WORK/TRAVEL

(No Information)

SAMPLE PLACES OF WORK k\

Comranies that make aircraft and.relaféd parts : ’ .

Federal dovernment adenciess especialls\tbe in National Aeronsutics and Srace Administration.
and the Derartment of Defense . .

- Commercial airline companies AN

- Consulting firms . N

- Colledes and universities .
- Military services N

N . ‘\\
1623 HETALLURGICAL AND MATERIALS ENG}NEERS

METALLURGICAL AND MATERIALS ENGINEERS try to find new of improved waus to extract metal from
ores and to make Products fros mineralss rockss or metals. Thes also desisn tools and.
eauirment to make products from materials such as clays dlass» stones and metal,

" SAMPLE WORK ACTIVITIES

Test the physical» chqnidal and heat-resisting rrorerties of clay and sand
Desidn. eauirment and tools that can be used to form and handle Producps such as dlass and

brick

Study ore samrles under 3 microscore to find out about their crustal structure
Perform studies of metal using lab eauirment

Do rese;rch to find betler ways to -old: nelt and rour metals

¥ 57 E A
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Develor welding techniaues and Procedures
Test ore samrles in rressure devices and hot ac1d baths to see how strons and hard thev are

HOURS OF WORK/TRAVEL ' ' )

Generally, thesg Jobs involve 3 staﬁdard 35-40 hour work ueek.

SAHPLE PLACES OF WORK

Industr1es that cast metal or make metal products

Industries that make brickss rotterys glass or stone Products

Weldind comranies

Industries that taske metal from ores and Process it into 8 f1nal share . |
Colledes and universities . —

\1624'HINING ENGINEERS

MINING ENGINEERS look for coals orer and other mineral derosits, They aiso conduct researchy

insrect wining areasy Flap ways to mine derositsy direct work at mires and auarriess train
minerssy and write rerorts. Some srend much of their time at mine sites- surervisind mining
orerations. Others do- research in offices or labs. ,

|
|
|
I
|
SANPLE WORK ACTIVITIES - . I :

%arrg outhstudies to find out where derosits ares how larde they ares and how easy it will be
o mine them \

Flan the easiest and .chesrest ways to mine s derosit

Plan the location of shaftss tunnelsr and chambe!s

Flan and direct the building of roads and drainade systems at mine sites

Do research. to imrrove mining eauirment and orerations

Conduct safety 1nspect10ns of underdround or oren-rit aress

Test air for roisorious dases and exrlosive, dust : .
Investidate exrlosionsy flres and sccidents and rerort their causes

HOURS OF WORK/TRAVEL

- Some Jobs m3y reauire travel to mining fields,
- At times MINING ENGINEERS mau. have to work overtlme.

. SAMPLE PLACES OF WORK

Mines and auarries -

0il fields

Colledes and universities '
Comranies that make eauirment for the mining industry
Corisulting firms that advise minind or 0il coaranies

40




3 o - -

4

1625 PETRﬁLEUH ENGINEERS

PETROLEUM ENGINEERS plany ordanizes and surervise the was o0il and natural das are obtaineds f
storeds and shirred, Thes also conduct researchs dive technical advicer and direct workers who
¢ril}*qnd oper?tg 0il wells, Some srend much of their time at oil fields. Others work mostly
in offices or labs. ' - S

SANPLE WORK ACTIVITIES

- Study a3 map that shows underdround oil and das locations and decide where to dgrill a well
Desidgn oil .and das contginers and wags to separate oil and das eroducts : :
Pevelor new and improved waus to drill wells to produce oil or das

Plan schedules for drilling wells - .

Plan and direct activities for workers who test for oil or das

Direct the care and rerair of drillips ecuirment =

Figure out how much it will cost to build an oil pireline :

HOURS OF WORK/TRAVEL

- Some Jobs may reauire travel to oil fields.
- At timess PETROLEUM ENGINEERS mas have to work overtime. :
- Mans American PETROLEUM ENGINEERS work overseas in pil-rroducing countriess

SANPLE PLACES OF WORK | \

Dil companies , .
Companies that make oil drillind eauirment and surrlies
Consultind firms that advise oil comranies

Federal and state dovernment adencies . . : .
Banks and financial firms that need information about the economic value of oil and -das

rroducts

1626 CHEMICAL ENGINEERS ,

CHEMICAL ENGINEERS develor new waus toimake chemicals and related products. Thes also help
designs buildy and orerate rlants ithat use or rrocess chemicals. Because their duties cul
across many fieldsy thes must have a knowledde of chemistryy phusicsy and mechanical and
electrical endineerind, Some srecialize in certain areas such as rollution controly or heat
transfery or in the production of certain tumes of rroducts such as plastics or. druss. Some
teach or do research. '

3 .

SAMPLE WORK ACTIVITIES Y

T - Fisure out ways to remove Parts of das mixtures or liauids ) : ,
. _ = Desidn eauirment to control the movements storade and rackading of solids, liauidsy and sases
' - Direct workers who run such eauirment as condenserss kilnsy pumpsy stills and tanks
.- Perform tests to measure temrerature and rressure ‘
+=Plan and direct the work in a chemical rlant
- Develor rrocesses for making food or drug products ;
- Prerare rerorts on the cost of orerating a chemical rlant

- Plan the lavout of eauirment used to carry out»chenical Processes .

'HOURS OF WORK/TRAVEL

_,~ CHEMICAL ENGINEERS nornallQluork 40 hours rer week.

CE e
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'SAMPLE PLACES OF WORK

Comeanies. that make chemicaly» retroleum and related products
Government adencies "o ~ :

Colledes and universities : :
Private research institutes - ) i
Endineerind consulting firms - - ~ i
Military services : . :

1627 NUCLEAR ENGINEERS - | .

: NUCLEAR ENGINEERS study the develorment and uses of atomic rower. They 3lso desidns develors
-~ +  and test eauirment that is used to releases control and wutilize rclear enerdy. Some are
researcherss while others direct the orerations of -nuclear rower rlants. They must be -
knowleddeable of nuclear reactorsy reactionss and radiation.

SAMPLE WORK ACTIVITIES

Plans desians and develur nuciesr eauirment such as reactor coress radiation
control units . - ‘ :

Study nuclear fuel to find out the best waw to det rid of wastes
Plar and carry.out studies to discover facts or test theories about nuclear enerdy .

Test eauirment used in nuclear rlant to make sure it is sirond, safe and effective

Superv%se nuclear tests and orerations in 3 rlant to make sure safety redulations and lauws
are me : : : . :

Prerare technical rerorts

°

HOURS OF WORK/TRAVEL

{No Information)

Nuclear rower rlants

Nuclear research facilities ,

Power comranies ’ L.
Government asencies such as the Dlerartment of Enerdy and the Nuclear Redulatory Commission
Private research institutes -

Endineeringd consulting firms

Military services

\

\
| | i
SANPLE PLACES OF WORK | - | -

\

\

1

. o 1628 CIVIL ENGINEERS

CIVIL ENGINEERS rlans desidn, and surervise the construction of structures Eﬁch as buildingsy
roadss water and sewade sustemss briddess and dams. Thes also may do such thinds as conduct
researchs advise on endineering rroblemss prerare technical rerorts and materialss and teach.

SAMPLE -WORK ACTIVITIES

Flan hoﬁ airrorts and landing fields should be built

Direct workers who dredge and build levees to oren waterwaus o '
Plan and oversee the construction of irridation prodects desidned to carry water to farm

lards = - . o /
At 'vStJQB rroblems of soil drainade and conservation . \
O - Advise firms on how to det rid of dases and oils ‘(;().

BT 2




‘Plan and direct the activities of 8 water treatment rlant

Test structures to make sure thew are strond eroush

Survey timber land and draw mars to show features of the area :
Desidn railroad sustems # ‘ ) . :
Plan ways to chanse the lawout of streets, hishwaus, and freeways to imFrove traffic flow -
Desisn a sarbade disrosal rlant :

-

!
HOURS OF WORK/TRAVEL

In some of these .obss CIVIL ENGINEERS may have to: travel to construction sites and spend -
reriods of time away from home. . '

" SAMPLE PLACES OF WORK

Construction comranies

Forestry commissions or loddind comranies

Endineering consulting firms : , .
- Railroad companies ‘ ' .
- Manufacturind comranies : ) _ L ’

- State and local adencies which deal with waterworks and sewade services

| ———=Federal asencies concerned with transeortations housind and conservation

- Colledes and universities .

1632 AGRICULTURAL ENGINEERS

AGRICULTURAL ENGINEERS work to solve farmind eroblems and find waus to make farms run better
and produce more. Theu desidn farm machiness structuress and eguirment that will  imrrove the

rroductions Processinds and deliveruy of farm products, Some rlan and surervise the rroduction

of such items. Others help to conserve and manade enerdys soily and water resources,

SAMPLE WORK ACTIVITIES

Desis? devices to measure and record the effects of heaty damrnesss and lisht on rlants and -
animals ‘
Plan and direct the production of eauirment to hels control elant and aninal diseases
Advise farmers on ways to conserve water and soil .
Direct the buildind of rural rower sustems
Do research to develor new farm machines : .
-Supervise the building of structures used to store crors or house animals
Desidn eauirment to harvest and move farm rroducts

|

~ HOURS OF WORK/TRAVEL : , B

(No Information)

SAMPLE PLACES OF WORK s
R
Comranies that make and sell farm eauirmernt .
Riral rower comranies '
Endineering consultind firms that serve farmers ) ' ‘ -
Federals state and locsl dovernment adencies including the Derartment of Adriculture
Colledes and universities . :

Companies that distribute farm eauvirment and surrlies -

ASricultural rrocessing rlants

N T U O I S |
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1633 ELECTRICAL AND ELECTRONIC ENGINEERS

ELECTRICAL ENGINEERS .desidny develors test» and surervise the manufacture of electrical ang
electronic parts., Those who work with electronic eauirment are called ELECTRONIC -ENGINEERS. .
Electrical eauirment includes power denerators and transmitters used in power rlants and
electric motorsy lighting and wiring in buildindss carss and rlanes., Electronic eguirment
- includes radary computersy TV’s and stereo sets., ELECTRICAL ENGINEERS desidn and orerate rower
rlants, Some teach and do research. ) o

SAMPLE WORK ACTIVITIES

- Develor methods for testind electrical ecuirment - v

- Design lighting sustems for homesy rlants» streetss tunnels andg outdoor disrlaus
o - Conduct studies to det information needed to rlan 3 switching sustem for 8 phone company .

- Devise plans for lauing cable lines beneath the ocean ]

-~ 'Study maps that show feeder lines» relausy and other parts of a power sustem and decide what
chandes need to be made when the sustem is overloaded ) ‘
Determine the costs of materialss eauirmenty and labor.reeded to build a rower sustem
Direct the installation of radio and TV broadcasting eauirment’ s
- Design computers used in businesses and homes

HOURS OF WORK/TRAVEL

(No Information) ‘ ! | ;

SAMPLE PLACES OF WORK

- Comranies that make electrical and electronic partsy business machinesy sircrafty and
scientific eauirment ’ oo C

Telerhone and teledrarh companies '

Electric lidht and rower comranies

Government adencies

Colledes and universities

Construction firms

Endineeringd consulting firms

1634 INDUSTRIAL ENGINEERS :

INDUSTRIAL ENGINEERS study and desidn wavs to -make the best use of reorler machinessy and
materials in business and industry, _They advise on and set up methods to rromote efficient, |
safer and cost-effective use of peorle and machines. They Plan eauirment lawouts workflows and |
means to rrevent accidents, Thew also rlan and oversee trainind prodrams and develor ways to .
control product auality and keer Production records. ‘

SAMPLE WORK ACTIVITIES o |

b
\
“ |

g : |
Study how peorle and machines work todether and susdest waus to simplify the work.
Studs charts and proJdect data to find out what Jobs and du@ie% workers have
Set limits for noiser dusty fumesy and radiation exposure in a rlant
Prepare a shirring schedule based on exrected sales ,
‘Prerare drawinds that show parts of eauirment and how theu arel used
‘Train_workers to carry out a fire prevention prodram 1n a8 Plan ) ' )
H;ke.}ists of the raw materialss rartsy and eauirment needed 'to build .rlanes and duided
missiles: L . o -
Study blueprints and wodels to find out what tools are needep to assemble rroducts such as:
cutting toolss car Partss or ball bearinds : \ . ,

i
e i
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HOURS OF WORK/TRAVEL - . %

(No Information) - ;

_SAMPLE PLACES OF WORK

- Manufacturind companies .

- Companies that make aircraft or aeroseace eauirment
- Companies that wmake boots and shoes T
- Insurance comranies and banks '

- Construction and minind comranies .

~ Federals state and local dovernment adencies ' L
- Public utility comranies . : N
- Hosritals . .

- Endineerind consulting firms " » , : -

" 1435 MECHNICAL ENGINEERS

MECHNICAL ENGINEERS desidn. and develor toolsy endines: machiness and other eouirment, Theyu
also - direct the installationy usey urkeepy and rerair of eauirment used in heats dasy waters
and steam sustems, Many seecialize in a certain product areas such as motor vehiclesy narine
. eauipments heating and coolins-unitss or rlastics. Some conduct researchr do sales works or

teach, .

SAPLE WORK ACTIVITIES o

- Develop tiew desidns for car frames and motors

- Desidn controls for machines . .

- Set standards and methods for testind eauirment

- Direct the building and installatiogn of heatind sustems

- Examine tool drawinds and decide which tools should be rroduced

- Prerare bids and contracts for the construction of factory machinery
- Direct workers who make test control eeuirment .

- Conduct tests on eauirment to make sure it is safe and effective

- Do research to develor new tures of machinery or tools

HOURS OF WORK/TRAVEL

" (No Information)

SANPLE PLACES OF WORK

-

- Comeanies that make metal Froductss machineryy or transeortation eauirnent

- Electrical eauirment manufacturers

- Government agencies

- Endineering consulting firms

- Auto manufacturers =~

- Public utility comranies : ,

'~ Colledes and universities _ . : o e

4
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1636 COMPUTER ENGINEERS

COMPUTER ENGINEEERS rlany de519nv and help build computers and-related ecuirment. Thew also
help companies .decide what computer eauirment thew need.

SAMPLE WORK ACTIVITIES

Collect and study information to determine the computer eauipment needs of 3 rlant or adency
Plan the lavout and desidn of new or improved cowmruter sustems

Develor math models to solve endineering problems

Advise others in the selection and use of computers

Prepare diagrams and charts that show desidn rroblems and rossible solutlons

Prerare rerorts that describe in detail how computer problems can be solved

HOURS OF WORK/TRAVEL .

- Most COMPUTER ENGINEERS have a standard 40-hour work ueek. Howeversy they maw sometimes work "~
overtfng\to conplete emerdency proJects.

v

SAMPLE PLACES OF WORK

1

- Private research institutes

- Larde industries

- Federals stater and local dovermnment aSenc1es
- ColleSes and dniversities

g 14637 MARINE ENGINEERS AND NAVAL ARCHITECTS

°e

These workers plans desidgny testy and oversee the comstruction and repair of marine crafty
structuresy and rort facilities. Thew 3lso desidn the machinery and eauirmert used aboard
vessels, They study drawinds and desidgn srecifications to plan the lawout and desidn of ship
sustems. Some specialize in the inspection and reeair of marine craft or e9u1pnent. Sone
check. vessels to see if thew meet insurance reauirements.

. SAMPLE WORK ACTIVITIES

Study drawinds and de519n srecifications

Desidn shipsy bardesy tuds, and submarines

Desidn the lavout of cardo-seaces passender quartersy and elevators for 3 shir
‘Perform comrlex calculations to plan ship systems

Oversee the construction and testing of marime craft

Evaluate the rerformance of vessels durind sea trials -

Desidr machinery and eauirment used on shirs

Conduct tests on marine eauirment such as boilerss steam enginesy and power suystems
Watch while dear is tested to see if testing standards are met

Insrect shimrsy boatss tankerss and dreddes to see if theuw meet insurance reouirements
Prerare reparts.which describe insrection procedures and f1nd1n§s

Prepare recommendations for repair work to shies

Review reauests for rerairs to ships and determine if theuy are sound.

Keer records of endineerind costs for vessels; such a8s rerairsy surprliesy and personnel

L SO T T T N

HOURS OF WORK/TRAVEL | ,

- Some .Jobs may reaquire some sea travel to conduct tests,

" S " 64
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SANPLE PLACES OF WORK

-~ Coast Guards Navys» Armyy and Marine Cores
- Endineering consulting firms

- Marine eauirment manufacturers

- Port authorities

- Shir building companies

- Shirring comranies

1639 ENGINEERS, N.E.C. B

These ENGINEERS do research to develor and test new theories and facts, and desisn new tures of
products, They may srecialize.in medicine, orticss explosivesy rhotodrarhyr or another field,
Some desisn artificial (fake) bods ordans or develor new ortical sustems, Some :develor and -
test exrlosives, Some rrerare instructions for the installation of eauirment. Thes use math
 and comelex instruments and eauirment to desisn, buildy and test rroductss Thes also rrerare
charts, sraphsy diasramsy and technical rerorts. Some teach and/or do consulting,

t

| .

SAMPLE WORK ACTIVITIES

Conduct research to desisn life-surrort eaui ment ,

Plan and conduct studies of the endineering asrects of humar, sustems

Use comruters to solve rroblems . —-

Design and develor devices such as heart racemakers \

Determine the seecifications for sustems ,

Design instruments used to test ortical sustems

Decigny testy and hele develor exrlosive material

Prepare desidsn drawinds . . _

Test shellsy and warheadsy under simulated military conditions ‘
Write rerorts . g U ) _

Study the endineerind desisn of rroducts such 3s aircreft and naval vessels ' )
Reyxgu. endineering elans and Fropose waus to improve products so that they will be easier to
maintain - : ,
.Design and build rhotographic eauirment for use in science or industry

- Conduct studies of rollution rroblems and controls

HOURS OF WORK/TRAVEL

(No Informatrion) ' ) o

SANPLE PLACES OF WORK - . o R |

Federal- and State dovernment adencies
Colleys and universities : : ' \

Hospitals :
Military services : ‘

Light, heaty and rower companies '

Ammunition and exelosives manufacturers .

Comeanies that make cameras, lenses, or other ortical products A\
Aerosrace industries . \
Private research institites. :

Electronics industries _ ’ \
For vourself, as @ consulting endineer




164 SURVEYORS AND HAPPiNGﬂSCIENTISTS

i

These workers measure landy note landmarks and -elevationsy and determine boundaries, -They
record their findinds -on mars and ledal descrirtions. Their findinds are used by architects
and endineers who design structures for a site., Surveuors ang marping scientists also comrile
inforsation for underdround and underwater structures. They surves and map Waterwausy harborsy
and oceansy as well [locate and mar land formations. . ‘

N i . . . . .
\ . R W ’

i

\

1643 LAND SURVEYORS ' L -

LAND SURVEYORS establish official land boundaries and helr determipe the value of rlots of
land, They research deedss write ledal descrirtions of landy wmeasure rlots of lsndr and
collect information for mars and charts, Some head survey rarties. -They are responsible for a
party’s activities | and the accuracy of its works Thew plan the fieldworks select survey

reference Pointsy determine the exact location of land featuress prerare survey rerortsy select - .

survey staffy prerare buddets» and buy survey eauirment and surrlies,

SAMPLE WORK ACTIVITIES ‘ | | ’ -
* - Plany ordanizes and direct the work of survey rarties ’ ,
-'Keer notesy recordss and sketches to déscribe and certify the work rerforsed. by a survey

Farwy : B
Assume ledal responsibility for the work rerformed bs a surves rarty’
Prerare buddets for surves rrodects’

- Review survey work to make sure it'meets:ledal reauirements ' : v

- Arrear as 3 ledal witness in caurt’ cases that concern land or boundary disputes

- Pyrchase new eauirment and surprlies _ -

- Select survey staff : ' .

HOURS OF WORK/TRAVEL
- Most SURUEY&RS work standard work hourss tut thew may work lonser"hours”durins;sumner months.,
- SURVEYORS sometimes must commute long distances or find temporary housing near survey sites.,

e . ' /

-

SAMPLE PLACES OF WORK /-

- Federal adencies including! the US Geolodical Survewyithe Bureau of Land Hanadement, the.
Armu Corps of Endineerss the Forest Services and the Defense Mapring Adency S

- State and local dovernment adenciess including highWau departments and urban rlanning and

- develorment adencies I o : ' N ' .
Construction comeanies : ’ N
Endineering and architectural firms N

- Frivate surveuind comranies ' N
- 01l and natural das comranies ‘ AN
- Public utilities n
- 1644 CARTOGRAPHERS v .

CARTOGRAPHERS rlan surveus and dather and interrret information used to desidn and make mars,
Thes studs rhotographs and other information frowm surveus Lo comrute the measurements of land
areas., Thew may direct one or more phases of surves orerations, These rhases includel
rroposal writinds. scheduling activitiesy conductind surveuss and treining 8nd assidning
workers, Some CARTOGRAPHERS do research'to develor new marzmaking' technicuess :

/ s . /
/ .

/ {
. !
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SANPLE WORK ACTIVITIES

"2

- Talk with clients to find out what areas they uxsh to have narred .

- Estimate the cost of conductindg surveus

- Decide the ture of airerlane and rhotodrarhic eauxrnent to Use on an aerial survey

- Prerare charts and tables for rilots that show the flight raths, altitudes, and axrspeeds to
-uyse in an aerial survey ‘

Train and assign workers who rerform aerial surveus "

Study . PhOtOSPiPhS and other -information to fidure out the sharey rosition» and elevatlon of
land features

Comrute leasurelents of lénd area

Travel* over an area that has been Photosrarhed to collect . 1nfornat10n not shown in pictures
Do research to develor new mappind techniaues -

Urite PPOP05315 to det lones for aeridl surveus

2

HOURS OF WORK/TRAVEL
~ Some CARTOGRAPHERS mau travel to remote areas to conduct surveus.,

3

SANPLE PLACES OF WORK - : . _

- Governlent adencies» including the Hepartlents of Defensey Interior» Commercer Aéricuiturey
and Transportation . .
- Companies that Pfov1de‘-ap~lak1ns services for a3 fee : ;

‘[‘ "‘) . . V “ . ) ~N ;o - '
1649 SURVEYORS AND HAPPING SCIENTISTS; NJ.EJEY v

These +workers, survew land and underuater areas to comrile 1nfornat10n used for markind oil or

mineral deposzts or for buildind structures, They use survesind ‘instruments .to locate and -

conrute the dimensions of land formations. -They determine Shd necord informations such as the

exact elevation of land areas. Some seecialize in.locatind and ‘markind land fuigations on

m3rs, They also mas srend much of their time in an offices rlanning surveds, Prerarlns rerorts

and COIPUtithﬂSv and drawind mars. i ) .
. 5 {" (D \ . "

SANPLE uPRK ACTIVITIES ‘ , ’

- Use rrecision instruments to compute the 'dimensions and locations of land formations

~ Locate and mark places where oil derodits are likely to be found

~ Comrile information for use in buildind riers and other marine structures

- Determine shore lipnes and the elevations of land sreas below the water

- Surves mine sites to collect information for use in rlanning mipind activities

~ Take instrument readings of the sun or stars to‘'determine mire locations .

~ Direct workers in the use of surveuins eauirment ‘ S '
~ Gomrute information used for buildind underdround rassades ; '

- Draw mars of mipe working . , )

~ Study the sizer sharer and dravity of the earth

- Use -survey 1nstru.ents; such as transitsy to locate and mark land fornatxons on mars

.

HOURS OF WORK/TRAVEL = S S
. ) : "/_. ’
- SURVEYORS wusually work an 8~hour dayy S~day ue;k. Sometimes they work londer hours during

the summer months when weather conditions are most suitable for surveuins.
~ Sometimesy SURVEYORS lust commute long distances or find temrorary housing near field sites.

&

.{
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SAMPLE PLACES OF WORK

i

«

. Arey Corrs of Endinee
: + Burebu of Land Manadement
N + Defense Marrind Asency

Federal !overnnent'aéenc o5 @uéh as the!

*

K
e,

L]

»

.tForest Service
+ National Ocean Survey

v U:Ss Geological Survey .

-

State and Local sovernmendt adercies
Petroleum and ‘natural 4as conranre=
Public utilities = - o« .

L ER]

“

- Construction comranies
- Survewind firms

- Engineering or brchxtecturaf consultinsAtﬁrns » :

14
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1699 NATURAL SCIENTISTS AND MATHEMAT ICIANS

These workers studs biological and rhysical sciences as well as mathematics, Thew may be
inyolved in rure sciencer develoring and researching theories, - Or thes may aeprly their.
kriowledde to Tesearch and develor” products and rrocesses to imrrove healthy industry, or
business, Thes mau work as consultants in croe rroduction or ‘natural resources manadement,
Dthsrsd;as-develop comruter uses for business» find cures for diseasess do statistical studies:
or teach. ' P .

s 17 COMPUTERs MATHEMATIC, AND OPERATIONS RESEARCH OCCUPATIONS

These workers use mathematical erincirles and analutical methods to solve scientificy
industrials businesss and other technolodical rroblems, Theu analuze theoretical or rractical
rroblemsy then rlan solutions. Thes maw wuse mathematical theorys statisticsy comruter
arrlicationsy or time-motion methods of analusis., They develor computer rrodramsy charts and
drarhes or mathematical eeuations. Thew mauy write reeorts or rlan waus to imrlement chandés

they recommend.

171 COMPUTER SCIENTISTS

These workers use computers to solve businessy scientificy endineeringds and other techmicsl
problems, Thew analuze the problem and develor a computer method or information sustem to
colve it. Thes decide the datar eauirments and zrocedures needed to solve the rroblem, They
then make chartsy diadramss and.instructions for comruters and comnruter orerators to follow.
Theu may prerare reports to help clients understand the rroblem and its computar solution,

1712 COMPUTER SYSTEMS ANALYSTS

COMPUTER SYSTEMS ANALYSTS rlan waus to use comruters to solve scientifics endineerindy and
pusiness rroblems, They determine what data must be collecteds the eauirment needed for
computationss and the sters to be followed in rrocessind the information, Once a computer
custem has been develoredy thew Frerare charts and diadrams that describe its oreration. = They
also may Prerare rerorts to helg clients understand the rrorosed sustems., :

SAMPLE WORK ACTIVITIES

“ A
Studuy business rrocedures and rroblems and write computer Programs that describe them
Talk with the staff of an ordanization to find out what information they neeq
Study waus information is handled in an office

Prerare descrirtions of the math orerations to be rerformed by comruters
Prerare descrirtions of the work rerformed bu comeuter orerators
Write technical rerorts and manuals that describe computer sustems

o

HOURS OF WORK/TRAVEL

" SYSTEMS ANALYSTS usually work about 40 hours 8 week, Occasional evening or weekerd work  may
7be required to comrlete emerdency groJdects,

SAMPLE PLACES OF WORK

~ Marwfacturing-firms
- Banks

Dlevelor new sustems to imerove rroduction or workflow -]




Q

Insurance comranies

Data rrocessing service ordanizations
Wholesale and retail businesses
Government adercies

3 1719 COMPUTER SCIENTISTS,. N E. C.

other technical rroblems, They desidn information sustems and rlan ways to collects ordanizes

These SCIENTISTS use ' comruters to" analuyze and solve b:z1ness; sc1ent1f1c; endineerinds and
stores and retrieve {(det back) information using comruters,  Thew also rrerare charts:

. diagramss and instructions for fomputers and comruter operators to follow. -

-

SAMPLE WORK ACTIVITIES - v
/

Discuss data Frocessing Froblems with client to determine their information needs

Develor waus to collecty ordanizer interrret, and classify data to be rut into a comruter
Develor, waus to solve-problems in the inruty storadey and retrival of dats )

Prerare charts and diadrams that describe comruter orerations

Write computer rrodrams {(detailed instructions for a comruter to follow)

Make chandes in sets of instructions (softwsre) for comruters to use 1n SDIV1n§ rroblems
Code information into lanSuaSes comruters can understand

HOURS OF WORK/TRAVEL | 9

- COMPUTER SCIENTISTS denerally work about 40 hours;a week, Howevery they sometimes may work
extra hoursy including ﬂvenans. ‘ .

!
| ‘
SAMPLE PLACES OF WORK \ /

Banks, \ ‘ ' -
Colledes and un1vers1t1es ) .

Consulting firms

Data rrocessind service or anzgatlons

Government adencies A

Insurance comranies A

Manufacturind firms \

Research ordanizations

A
\
kY
v

\ , v §
\ . c o
172XOPERATIUNS AND RESEARCH ANALYSTS

i
' LY

\
‘ \ .

These warkers study businessesy industriesr and other ordarizations to understand how they are
manaded and how theu orerate, “They develor modelsy flow chartsy and comruter rrodrams that can
be used tb solve orerations and manadement rroblems, They may examine various = asrects. of an
ordaniztion and suddest ways to imrrove: the efficiency of rersornel and Procedures. They
"develor and imrlement rlans for chapdes thes recommend. .




[ B

1721 OPERATIONS‘RESEQRCHERS AND ANALYSTS

These reorle study problems that affect the ways businesses or other ordanizations are ' manaded
and orerated, Thew. tru to find_ waus to solve problems using computersy modelsy and other
sethods, For examrles theu mau develor math modelsy flow chartssy and comeuter rrodrams that
can be used in rlanning and controlling larde rrojects. They do research to find out which
models and rprodrams work best in a diven situation. Thew rrerare rerorts for manaders that

. define orerational rroblems and offer rossible solutions. . -

SANPLE WORK ACTIVITIES

Study manadement rroblems to see how thes might be solved - . , :

Studw plans rrepared by others and choose the ore which will best serve to solve g rarticular
Froblem :

Frerare models that show problems and solutions in the form of math eauations

Gather information and check it to be sure it is valid (correct)

Test math models te see if they work rrorerly

Write rerorts that describe rossible solutions to manadement rroblems

Prerare contract prorosals that describe how orerational rroblems can be solved

Tell scientists or endineers how to aprly math models to solve rroJect rroblems

| I T T T I |

HOURS OF WORK/TRAVEL

- In some .obss OPERATIONS RESEARCHERS AND ANALYSTS travel freauentls to insrect orerationss
dather information and attend erofessional and other meetinds.
- Workers in these .obs maw sometimes work lond hours to meet rrodect deadlines.

SANPLE PLACES OF WORK - L '

Federal and state sovernment adencies

Ary large business or induystry

Private research ordanizations

Colledes and universities

Healths transrortations enerdys and environmental agencies

vl

1722 SYSTEMS RESEARCHERS AND ANALYSTSr'EXCEPT CONMPUTER

These workers investigate the orerations and ordanization of work in businesses” and factories.
They observe work beindg dones analuze tashks and resultss and recommend chandes to make work
flow more efficiently. They may observe workers rerforming @ earticular task or examine the
orian@z?ton of an entire derrtment to determine the most efficient use of rersannely times .and
materials.

SAMPLE WORK ACTIVITIES

e
. obhserve workers to determine raurolly and inventoru sustems
components of tasks rerformed _+ analuyze manadement ordanization and
+ examine bookkeering sustems recommend chandes
-+ investidate communications sustewms . andluze workforce and recommend
in comrany chandes :

. analuze recordkeeringdy purchasings . desidn rlan to imrlement chandes




. = Determine how company earninds should be used

173 MATHEMATICAL SCIENTISTS

i

These workers use mathematics to research and .solve rroblews in sciencer industryy and
business. They mau look for new theoretical or practical arrlications of mathematics, - Theu
conduct exreriments or plan scientific or technical rroducts. Sowme work with  statistics
conducting exeerimentss surveyss and oeinion polls., Others use statistics and business
princirles to determine insurance and rension rrodram rates. T

. o

1732 ACTUARIES

ACTUARIES use their knowledde of maths statisticsy and business to helr insurance comranies and
pension prodrams set their rates. Thew try to determine how likely incidences of deathy
sicknessy unemploumenty and ' property loss will be amond various drours of regrles They then
determine the amounts of premuims (Pauments for policies) which will be needed from reorle to
ensure that comranies can ray a8ll claims and exrenses, .

& . .

SAMPLE WORK ACTIVITIES

- Determine the amount of illnessy inJdurysy and death in the country for a diven uear

- Comstruct tables that show how likely firesy natural disasterss and unemrloument will be in
future vears A

- Desidn _rension rlans - w0

Determine how much money will be needed to rau future claims =~ -

HOURS OF WORK/TRAVEL

- Most ACTUARIES work between 35 and 40 hours a .weeky althoush theu may be =reaﬁired to work
overtime durind busy reriods, ™ o .

= In some Jobssy ACTUARIES mau have to travel 3t times to visit branch offices or clients.

SAMPLE PLACES OF WORK

Private insurance comranies

Casualty companies .

Consulting firms and rating bureaus

- Private companies that administer rpension and welfare rlans
- Federal and state dovernment adericies °

- Colledes and -universities

1733 STATISTICIANS

STATISTICIANS use math to designy carry outy and evaluate the results of experimentss surveus
and opinion rolls, Thew also use math to determine what might. hapren in the future, Theu

often aprly their knowledde in a2 certain subJdect area» such as economicsy human behaviors
natural sciences or endineerind, Some STATISTICIANS use math theories to desisn and imrrove

statistical methods. Others teach or do consulting qork.

SANPLE WORK ACTIVITIES

Plan methods to conduct a surveu : , )

Intereret the results of exreriments» studiess and surveus - . T
Present numerical information in the form of computer rrintoutss drarhss diadramsy and tables
Determine how valid the results of a study are

O - Conduct research to . find the wmathematical bases for new or imrroved methods of obtaining

(e

4 -~ 72




R

numerical dats : _ _ P _ .
- Use statistics to interrret inforsation that affects the investment eprodram of a bank
- Determine the rresent and lond-term effects in investment risks
- Tell rhusical and social scientists what math formulas can be used in their research

HOURS OF WORK/TRAVEL __ R

'~ Most STATISTICIANS work a redular 35-40 hour work week.

- Some STATISTICIANS may travel occasionally to supervise or set urp a survewy or to ‘séther
statistical data,

SAMPLE PLACES OF WORK

- Private industryy esrecially finance and insurance companies

- Federal sdoverrnment adenciess esrecially the Derartments of Commerces Healths Educationhénd

Welfares Adriculturei and Defense

'~ gtate and local dovernment agencies

- Colledes and universities

1739'HAfHEHATICAL SCIENTISTSy N.E.C,

These SCIENTISTS conduct. research in basic math and use math to solve #roblems inm  sciencer

industryy and other fields, Thew study and test theories used to exrlain facts or eventsy and
look for riew uses of aldebrar deometryy and other branches of math, Thew use calculators and

computersy and prepare draehss charts: and reports. Some look for waws to use math in fields .
such as military planning or electronic data rrocessing. "Some teach and do research at a

collede or university, Many also do consulting work,

SANPLE WORK. ACTIVITIES

- Use math to solve rroblems in researchy develorments rroductions and other areas

-Use calculatorsy comrutersy and rlotters to do math comrutations :

- Advise researchers on. wass to solve rroblems usind math .

- Calculate the weight of structuresy and loads to helr rlan the loading» and oreration of
shirsy rlanesy or missiles :

- Prepare rerorts that describe how weight should be distributed on aircraft ]

- Talk with endineers and scientists to make sure that thes use the rrorer data in their
desidns of #roducts

- Prerare rerorts and grarhs for rroduct desidners

HOURS OF uonx)&aauzL

"~ MATHEMATICAL SCIENTISTS seneralls\Qrork in classroums and officés. Most work Tedular hours

and travel infreauently,

. SAMPLE PLACES OF WORK

- Colledes and universities

- Private industrus eseecially in the! aeroseacey communicationsy machinersy and electrical .

eauirment industries ‘ . : .

- Federal dovernment esrecialls in the! Deepartment of Dlefense and National Aeronautics and
Space Administration . " ‘

- Private research centers

4
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18 NATURAL SCIENTISTS

These workers studs the princirles and applications of rhusical and life sciences. They may be
~involved in pure research or in develorind new Products and improved production methods.  Thew
a3y work in Physicsy chemistrys or deolody 85 Phusical scientists: Others way be_life
scientists who study agriculture and food eroductions forestrys or biolodical sciences, Their
areas of study vers fros the exploration of enerds to understandind life rrocesses. S

Lo - 2

184 PHYSICAL SCIENTISTS

These workers studs the earth, its atmosrheres and outer srace. They mas study the phusical
laws or chemical make-ur of the earth or universe. Geolodists may study the earth’s. crust. or
fossil fuel sources. Phusicists may exelore princirles of lidht or enerdy. Chemical research
_and the develorment of new products and druds is another area of physical science, Sowse
dorkers studs the atmosehere while others exrlore outer sraces ledrning about stars and

planets,

a

1842 ASTRONOMERS

ASTRONOMERS study outer srace to find scientific answers to auestions about’ the nature -of the
universe., Thew observe the skies througsh larde telescores and use srectroscores to studs lidht
~ from stars, . They also study radio wavesy x-rayss and COSmiC raus. Some use math and rhusics
to form theories and math models to exrlain the drowth and develorment of srace bodies, Most
do research or teach., GSome design astronomical instruments or do consulting work, :

SAMPLE WORK ACTIVITIES

Use electronic devices to study stars and to find out from what chémicals lidht from the
stars is mage,

Determine orbits of rlaneis» moonss and comets

Work out navidation charts and tables

Determine the size and share of siars and rlanets :

Determine the exact times by observind the Position of the stars

Study the history of stars and solar sustems

Fidure out the orbit for mar-made satellites S

Help desisn new instruments for studuing the stars and rlanets

Carry out solar research and present research findinds in 3 scientific rerort

HOURS OF WORK/TRAVEL

- Most ASTRONOﬁERS work 30-40 hours rer week.

Some of these Jobs reauire night work, '
- Some of these Jobs reauire occasional travel to visit observatories,

SAMPLE PLACES OF WORK.

- Colledes and universities : -

- Observatories orerated by schoolss and other drdanizationss and federal observatories :

- Federal.dovernment asencies such as the National Aeronautics and Srace Administrations» the
U.S, Naval Observatorss and the U.S, Naval Research Laboratory :

" - ferosrace firms . , ’ '

- Museums and rlanetariums .

. : 56.




1843 PHYSICISTS

PHYSICISTS use the rrincirlesy lawsy and theories of matter and enerds to helr solve Froblems
in sciences industryy mediciner and other fields, Some do basic research to 1ncrease
scientific knowledde, For examrler thew look into the structures of the atom and the nature of
dravity, . Others do research to helr develor new rroducts and rrocesses, -Manw teach and do
research in colledes and universities,: A few work in inseectionsy aualits controly and  other
Jobs in industruy, Some do consultind work. ’

_ SAMPLE WORK ACTIVITIES

¢

Use devices such as lasers and mass srectrometers to look at the structure of matter
Describp the relationshis betweer: matter and enerdy in wmath or comeuter landuade
Use math to solve rroblems ¢ i . )

Desidn electronic circuitsy lasersy and other ecuirment

Direct tests to measure radiation in a Plant

Advise doctors on how to use radiation to treat ratients

Teach medical rhusics to doctors and students .

[ T Y A S B |

L 1

HOURS OF WORK/TRAVEL

- Most PHYSICISTS have 2 standard Qork week, Howevers some rut in extra hours to meet
‘deadlines. ‘

SAMPLE PLACES OF WORK o , | .

Comeanies that make chemicals

Comeanies that make electrical eacuirment -

Comranies that make aircraft and missile

Hosritals and laboratories .

Research ordanizations

Colledes and universities : ' )
Government adenciessy esreciallw in the Derartments of Defanse and Commerce
Military services

[ A U T TR N TR B

1845 CHEMISTS, EXCEPT BIOCHEMISTS

Ay

CHEMISTS studs substances -and materials. Thew test substances to find out what thew are made
of and to see how thes resrond to other substances, They use their knowledde to develor
chemical compounds and to imrrove rroducts and rrocesses., Most CHEMISTS work in research . and .
develorment., However» some work in other areas such as rroduction and insrectiory sales
consultinds and teachind, C : \ ' '

SAMPLE WORK ACTIVITIES

- Experiment with natural and man-madé materials to come ur with new kinds of foody raints
rubbery glassy rlastic ar other rroducts ‘ ,

Test food samrles such'as starchsy sudarr cereals, and meat to see if they meet food laws
Collect test information to see if rrocesses and eauirment work rrorerls :
Flan a fesearch frodram to make '8nd- test liauids and dases ]

Plan and direct the work of & chemical lab in @ research organization

Write technical rerorts that describe research findinds . . '
Talg1 with scientists and endineers to find out how to solve Froblems or to helr them solve
rroblems : . o ~

Use 3 sretroscore and other eauirment to find out which elements are in a certain kind of das

[ 2 T N I I}
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HOURS OF WORK/TRAVEL

Hoéﬁ CHEMISTS work 3 standard uorﬁ week.

SAMPLE PLACES OF - WORK

»

Hanufactur1ns firmsy especially those that make chea1cals and chemical Products
Colledes and un1vers1t1es : -
Research ordanizations

State and local dovernment adencies» esrecially those dealing with health and agriculture

-

Adriculturer and the Interior

e - 1846 ATMOSPHERIC AND SPACE SCIENTISTS
These SCIENTISTS studs the atmoserhere (the air that surrounds the earth) and the climate in
certain areas or redions. Some study current weather informations such &8s air Fressurer

tenreratures humidityr and wind velocity to rredict the westher., Thew forecast the ueather for
the next feu days and for .the distant future. Qthers do research or teach.

SAMPLE WORK ACTIVITIES

- Intereret data collected by weather stations and satellites to helr forecast the weather
Bive weather information to newsrarers and radio and TV stations

Frerare weather rerorts and srecial forecasts for airrlane rilots and shirs 0ff1cers
Give out hurricane or severe storm warnings -

Carry out research on.3 redion’s climate

Set ur and staff a weather observation station o

Studs marss Photos: and charts to rredict future yeather conditions

HOURS OF WORK/TRAVEL

- Hdna aof these Jobs reauire night work. ) 3
-“Some of these Jobs reauire rotat1ns shift work.

SANPLE PLACES,OF uoa&

Zhe Netional Deean1c and Atmosrheric Adm1n1strat1on
irrorts

The National Aeronautics and Srace Administration
Derartment of Deferise

The Military services

Radio z2nd TV stations .
- Colledes and universities . _

Privete weather consulting firms

Comranies that desidn and Froduce weather measuring ‘instrusents

ferosrace firms: ,

.~ Insursnce comranies . .
Public utilities o

Endineerind comranies .

[ S T T T A PR |
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- 1847 GEOLOGISTS

Geolodists studs the structures makeury and history of the earth’s crust. Some studw the air -
and waters dasy and 0il surplies within the earth, Others examine surface rocks and drill for
rock cores to find how rocks are arranded below the earth’s surface, Thes also identifu rocks
and-mineralsy conduct field surveuss; draw mars, take measurementsy and record data, Thew hele
predict earthauakes and find o0il and ore derosits., Some GEOLOGISTS teach or do research.

SAMPLE WORK ACTIVITIES - - .

Studu the sizes shares and dravitu of the earth :

Use tools and instruments to study the materials in the earth’s crust

Study what is on the hottom and underneath the bottom of the ocean .
Carrs out research to find out where underdround rocks are located P ‘
1dentify rocksy mineralss and dems ’ o .

Inerect sites and set ur test eeuirment and drilling machines - ]

Studw marss charts and rhotos of rock formation to fingd underdround dasy 0il and water
Studw rlant and animal. fossils to learn what the earth was like many wears 3s€0

Flan- anid direct research in @ deorhusics lab

[ S T T U S T A B

'HOURS OF WORK/TRAVEL

-+ Mans of these Jobs recuire travel to insrect remote sites,

SAMFLE. FLACES OF WORK

« Private industry b
Nil comrznies

- Mining and quarreingd companies

- Construction firms

- Private consulting firms - CL ' , ;

- Federsl adencies such as the U.5. Geolodical Surveus the Bureau of Miness and the Bureau of
Reclamation ‘ .

State dovernment adencies -

Colledes and universities : . s

Research institutions .

Museums

[ I U]

1849 PHYSICAL SCIENTISTS» N.E.C.

These workers studu the nature and uses of different areas of the earth, Thewy .collect
information to determine social and natural boundariess ererare maFsy and Flan waus to use -
redions efficiently, Thew also maw do research to find materials thst might benefit science
and industryy or waus to control and ereverit rollution. Many teach and conduct research at a3
collede or university, > Many work as consultants. These workers rrepsre. and interrret wmarsy
and diadramsy write rerortsy and may use compley instruments and eauirment. o

SAMPLE WORK ACTIVITIES

- Gtudy the nature and uses of areas of the earth’s surface - ‘ . . R
. ., Conduct research on climatess soilsy efficient uses of redions
lendforms: and rlants i , Helr determine social and natural
. Study economics socizls and ‘ . boundaries between nations
rolitical activities in areas , Frerare and intersret marsy drarhsy
, Advice governments and drours from . and disdrams

. different countries on ways to develor
v - . 'Study the oridins natures ard location of earth features

59 77
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+ Make survews of redionss to : . Frerare rerorts that describe
" determine elevations» drainager and conditions which may harm an area’s
climate environment

- Do researdh to develor waus to contQpl substances which Pollute the env1ronment
P @
R Plan research usind knouledse of
math and rhysical science
~+ Identify sources of rollution and
determine. their effects
- Set ‘rollution standards

- Tg research to find materials ;hich night be of benefit to science and industry

o

« Copduct Prosrams for studying the rroducts or devices
“.structure of metals and other ‘ -y Assidn duties to staff sc1ent15ts
- materials and endineers
. Helr develor materials to be used in » Write rrodect rerorts

. e

HOURS OF WORK/TRAVEL -

- Manz PHYSICAL SCIENTISTS' ewperince the rressures .of deadlines and tight schedules and

sometimes must work overtime.
- Some of these .Jobs reauire travel to remote areas to conduct field work., .

. ? -
SAMPLE PLACES' OF WORK i u
~.Colle§e and universities e ¢ ! .
- Federal adenciesy such as-thei ' °
. Central Intellidence Adercy (CIA) - . Dlerartment of the Interior
» Derartment of Agriculture ) + Environmental Protection Adency
+ Derartment of Commerce , , (EPR)
., Derartment of Defense ) ¢« National Aeronautics and srace
. Derartment of Enerdy -+« Tranrortation Derartment
+ Derartment of State _ : <

develormentr and community develorment

Textbook and mar PubllShEPS

Travel adencies

Manufacturind firms

Real estate develorment comeanles

Insurance comranies

~ Communicetions and transeortat1on firms

Resezrch ordanizations ] 5
- Consulting firms -

[ N |

Lo 185 LIFE SCIENTISTS

These workers studs the iife cucles of living thindsy including their cell structures °

rerroduction rrocessesy and diseases. They use their knowledde to imrrove the health of living
Yhingss increase cror Froductions or manade natural-resources such as forestsy for examrle.
They reseatch diseasesy testind drugs and other cures. Theu may also work as consultants to
individuals and industries concerned u1th the health and Product1V1ts of livind thinds.,

v

50 . © e

State and Local adenciesy primarily in the f1e1ds of urban and redional’ rlanninds economic’
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' 1852 FORESTRY AND CONSERVATION SCIENTISTS /

These SCIENTISTS are concerned with the develorments rreservations and use of forest resources,
They study forest conditions and rlan waus to ensure that forest resources. meet rresent ahd
future rublic needs. Thew deyelor wass to rrotect resources adainst fires insectss diseasess
floods, =nd erosior» Thew do research to discover scientific rrincirles and facts needed for
dood forest manadepent, Thew also. seek to develor new and better methods ard tools for'
conserving resources, Mang of these workers srend 3 dood deal of time workind directls with
farmersr, rancherssy and other land manaders in develoring conservation prodgrams, Some teach at
tolledes or yﬁiverities. ' . ’

| . . ’

|

SAMPLE WORK!ACTIVITIES : .

- Carru oot studies on tress

. Studs the life histories and
diceases of different kinds of trees
v Try to find out how different tures

of trees addust to changes in soil and - ‘ ’ . Lo = v e

tlimate’ :

Manade and develor forest lands

A}

+ Mar forest areas ' + Conduct fire prevention Frodrams

. Estimate the asmount of timber in 8 + Plan ¢amrsites and recreation ’ .
farest —rcenters - - .

, HManade the sale of timber v .+ Helr rlan ang carre out rrodects for

. I'o research into_ways to cut and 4 flobd control and insect pest control

remove timber without waste

o resdéarch to firmd waus to solve rande Froblems that affect livestock and wildlife

, Study rande lands to determine the sirrlies”
best drazingd seasons for livestock © , Develor ways to control poisonous
v Plan and direct rande imsrovementsy rlants
such . as fencingr» corralsy and water ° .
~ Establish and care for forest stands. ’
+ Manade tree nurseries— -~ .- ' . Do research in seed rroduction =
v Thin forests to encourade the drowth » Develor wass to measure and identify
of seedlinds _ ~ trees ; '
- Flzn ways to control soil erosion ) . '

. Conduct survess of farm 2nd mining

land ‘ )
. Flan ways to coriserve soil -

f -

o research-on wass to trest and rrocess wood and wood Froducts
+ Dlevelor ways to rreserve and treat '
wood so it will resist insects and
fire v

» Look for ways to turn waste wood
materials into useful rroducts

Plan and conduct Frograms to inférm the rublic of the historical and scientific features of
rublic rarhks ’ .

. Take rhotodrarhs for use as disrlaus /
, Conduct field trirs to roint out
park features to drours of reorle

. L
o . ~ 1
a . s N
.
o

'HOUKS OF WORK/TRAVEL

A
2

- These SCIENTISTS dererally work redular hours in officess labsy or classrooms. Thew also may
srend & dood deal of time doing field research, «Thew travel to conduct surveuss weet with '
landownersy inspect forest areasy and do figld researach.

e ‘ : S 79
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SAMPLE PLACES OF WORK

Federalaﬁovernlent aéenciegy incldding those in the

+ U,S, Derartaent of Adriculture’s .
801l Conservation Service
+ Derartment of the Interlor 5 Bureau ,
-of Indian Affairs : ‘
S Nat1ona1 Institute of Health ) -

b',
State and local dovernment adencies concerned u1th forestry and conservat1on
Colledes and universities .
Frivate industre : :

- Morirrofit research 0r§an1zat1ons
- Rursl banks» insurance firmss and mortgage coaranies

Lol

o Public utilities

P

| SAMPLE PLACES OF WORK !

- Lumber and #3Fer comranies

f . "

1853 AGRICULTURAL AND FOOD SCIENTISTS .

£

These SCIENTISTS study ways to Produce foodss f1bers’ and other farm rroducts, They also‘ look

. for new and better ways to manage and rrotect these natural resources. Many do research in

labs to increase ourgynouledge of living thinds and to arrly this knowledde to increase cror

yields, Some esearch .on the breedinds feedind, and diseases of farm animals, Others .

concerrs themselves with insect control and 'soil manadement. g - . '
Qi

SAHPLE WORK ACTIVITIES

Develop new ways to det crors to;rroduce more rer acre

Carrg out research to find out how to limit diseases in rlants and anlnals‘

o research to determine what kinds of foods different animals need

Study how different teees of feed effect the amount of milk cows will dive %,
Ferform chemical tests on soils'to see what kinds of fertilizer are needed

llo research to find better waus to crossbreed animals or rlants to rroduce better ‘stack
Develor ways to imrrove the flavor; colory texture and food value of animal and rlant foods |
Study the causes of diseases 1n rlants and animals and how to control them

) I T T O N I |

HOURS OF WORK/TRAVEL

-~ Most of these Jobs involve a stFndard 40-hour work ueek.

[
! o

' : / : j ' :
Federal doverrnment -adenciess esrecially in the U.S. Derartment of Adriculture’ ,
State asricultural exrerimental stations : ‘ , , ’
State adricultural colleSes J

Fertilizer comranies
* Food rrocessing industries : .
- Frivate conservation businesses ;

- BEarm manadement adencies

- Larde cror and dairs farms - ) ‘
' ) ' '
B | | | o

=i
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/1854 BIOLDGICAL SCIENTISTS

' . o : ) : \ //
BIOLOGICAL SCIENTISTS studw living things. Hany-are -involved 'in research and /develorment.
Thes conduct research to dain information about livind things that can be used to solve
sroblems in medicines industrys and adgriculture., Thes often use . comrlex ~research technigues

and lab eauirment to do their work. ‘Others do consulting works teachr write for technical
Journalsy or test and insrect foodsy dryds and other rroducts.. . 8 . “

SAMPLE WORK ACTIVITIES  — .

- Stu¢? rlzhts and animals that live in the watery:such as seaweedy wormssy/clamsy musselss and
sniails : - I b

Conduct research to find out what .effects foodss druds, and hormones have on living tissue

Studs the oridin and develerment of rlants and animals .

Conduct. research to find out how the brain transfers information

Studs, the effects of rainfalls temr ratures. climatey and soil on rlart growth

Use a microscore tc studs how the cgiii\of rlants 3nd animals divide into new cells

Indentify and classify Flants or'animals = ° . .

Studs how traits such as ege colbr and resistance to disease are rassed along to offserind

Dhserve the action of bacteria uron livind tissues of rlants and animals

I S T N T T T

L

I
|
i

", -

HOURS OF WORK/TRAVEL

o ‘
. . 3 *

- BIOLDGICAL SCIENFISTS, generalls have regular 40-hour work. weeks, Howevers mang work exira'
| 'S KN

hourss £, .
-. Gome RIOLOGICAL SCIENTISTSs such a= 'BOTANISTS: BIOLOGISTSs and ZOOLOGISTS: sometimes take
field trirs which may involve rhusical labor and rrimitive livingd conditions. _

-

a7 . '.' . ' j ‘ . ,\
SAMPLE PLACES OF WORK = |

-~
L)

- Colledes and universities . R

- Medical schools o - . -i - ;

- pgricultural exreriment stationse : . : -

. Federal adericies; esrecially in the TDlerartment of Adricultures. the Derartment of the

Interiors and the National -Instifute of* Health R ; .

- State and local dovernment adencles S : . -

- Private rindustriesy esrecially drudy chepicats and food domranies : e

- Nonrrofit research ordanizations and fourddtions / ' N 2 ..
N S .

) N 1855 NEDICAL SCIENTISTS N
. _ A ' T : -
MEDICAL SCIENTISTS are concerned with human ind animal f%ealth. They conduct research to
increase understanding of and develor cures for health ﬁroblems.;”Theu study the structures of
cells, tissuey and ordanss and the effects which adents such as drudss poigonss rarasitess and
bacteria have uron living tissue, - i . S f
. : ! - ‘4 A

Cos ”

SAMPLE WORK ACTIVITIES - == :

T~

i )

- Surervise workers who Frerare tissue sections to be looked at undey, the microscore -
- Eyaz@ne bodsy ordans such d&s the heart ahd lunds by looking at them and cutting them into
cections ’ . ' ‘ '
%dokjat tissue under a8 Wicroscore to see if it is diseased ‘and write a rerort about what is

ourye ' -
Studs the habits and life cucles of animal_?lrasites; such 2s tateuorms and flukes
Develor methods and adents to combat rarasites . Cos N ] o
onduct exreriments With mice and rats to see how drugs affect their ordans and tissues
onduct tests to see if harmful bacteria are rresegt in a communitw water supFly

entify tiny ordanisms taken -frow diseased rersons to see if bacteria that can cause
idemics are rresent ‘ x o

~

2 11t s

»
. ) . .
- . , . N ' '




" WOURS OF WORK/TRAVEL - - = 4 s

;- (No Information)

' GAMPLE PLACES OF WORK - C ' | ,

: , ) :
Medical schoolg ard hosritals . ,

Colledes and universities 2

Goverrment and rrivate research firms and laboratories o R
Iirud comranies ; . ’ : . Lo
Federaly state and local government adencies ) ‘- o

Water treatment rlants g ) -

P oE o1ty

~n

“
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_ These workers are concerned with understandind human behavior andnfroviﬁips services to insure

rlanning for future reeds and develorment.

1899 SOCIAL SCIENTITSTS, SOCIAL WORKERSs RELIGIOUS WORKERS, AND LAWYERS

the well-beind of drours and individuals, Thes may rrovide historiesl—er—theoratical
inforsation 3bout behavior or they maw be involved in social service rrodrams. Thewy may
ordanize social and relidious activitiesy oversee social welfare rrodramss or counsel clients.
Some are economic or urban rlanners., Others represent individuals’ ledal rights in courts.. “

! -_—

: 19 SOCIAL SCIENTISTS AND URBAN PLANNERS | -
e

These woTReTs—examime—hunari behavior and needs. They may study rast or Fresent—e
roliticals or social behaviors, Their Tindings—and—-theories are used to influence - social
rolicy and rlannind, Thew maw Ainfluence economic rolicys Folitical FlanSsy OT 1

!
rlanning, Historicaly economicy ' and social factors are considered in understandindg and

o . S

191 SOCIAL SCIENTISTS . L

i
—— .

the ecornomic or rolitic®l structure of a societw to determine new Folicies or actions, They. -
may study history to relate rast .and rresent events. Some studs huwan behavior ss reorle
interact to deal with eroblems., Others rrovide individual and drour counselipd,  Social

These workert studs - human behaviors interactions» institutionss and history, Thew mas studu i
1
scientists consult with businessesy ins@itutions} and individuals to solve srablems, |

1912 ECONONISTS

ECONOMISTS studs the waw a societv uses resources such a5 lands labory raw materialsy and |
maz.hiners to rrovide doods and services, Thes rlan and conduct research to determine the costs 1
and bernefits of making, distribulinds and usind resources in 8 rarticular way, Sone deveior
theories and models to-exrlain Froblems such as inflation, Mosty howeversy arrly their skills
to solve Froblems in a certain areas such as finances labors adricultures or health., . They dive.

ecornomic advice to business firmsy insurance comraniesy banksy and others,

SAMPLE WORK ACTIVITIES
Flan and conduct research fo helr solve economic problems of a business or industry
Collect and studu-data in areas such as finances labory or trade ]

llesidn methods and Frocedures for collectind and processind information .

Comrile” information sbout the emrlosments rroductivituy wades and hours of workers

Write rerorts on the resulis of market research‘studie?/ .
Collect information about customers’ buuing habits
Frerare charts and drarhs that helr describe economic trends

[ TN A O |

HOURS OF WORK/TRAVEL

-~ Mary ECONOMISTS work under Fressure of deadlines» * "ttht schedulesy and heavs work loads: and

sometimes must work overtime, :
- Some ECONOMISTS travel to collect information or attend conferences =

‘\\‘ .
~~

SAMPLE PLACES OF WORK

- Private industryy includind wmanufacturind firmss banksy insurance comrsniesy investment
comeaniesy ecoromic research.firmss and manadement consulting firms

L




- Colledes and universities -
'~ Federals stater and local sovernment adencies
- Private consulting firms

1913 HISTORIANS ' f L -

-

HISTORIANS study and describe Fast eventsy institutionss ideasy and reorle,  They locate and

evaluaste historical evidence. Thew studd each riece of evidence carefully to make sure it is

derwine, Thew also try to fisure out whet this evidence means, Sometimes thew develor

\heories to explain the imrortance of fgg}gl_gndat;sa%eu?e%sEe*currentmeventsutoueas events.

While most HISTORIANS teachs many.-do—resEarcn and write books, Sone\gsrve as consultants to——
3 — cersy o -,

S : |
SAMPLE WORK ACTIVITIES ] v A )

.
a i -

- Carry out research on subdJects such as rast w&rs or cultures . -

- Trace the-historital develorment of 3 Tield such as rhilosorhuy or economics )
|__———=Study news accountss diariesy and rersonal rarers to write a book ‘sbout-a rerson’s life

- Direct the activities of a state historical societuy , ) e

- Search throush church and court records tor evidence of birthss marriagess and deaths.io
T trace family lines ‘ o C ‘ ~ . '
- Talk with ewrerts or witnesses to dather information about historical events ,
- Advise filmmakers about the use of costumes and sets for films that rortray the rast

}

HOURS OF WORK/TRAVEL | , :

- Some HISTORIANS travel to collect information and attend meetinds.

SANPLE PLACES OF WORK

- Colledes ang universities -
- Archivess libraries and musuems .
- -~ kesearch and educastional ordanizations
i1~~ Historigal societies §
s ~-Publishing firms
- _Larde corrorations
~“Federal adencies including the!

+ National Archives ) Administration
. + Smithsonian Institutions + Centra]l Intellidence Adency
. General Services Adminstration <=, National Security Adency
. Derartments of Defense and: the . Derartments of Adricuylturer )
Interior. : Commercer Enerdgys and Transrortation
.+ National Aeronautics and Seace . State and local sovernment adencies

1914 POLITICAL SCIENTISTS -

FOLITICAL SCIQNTISTS study doverrments and how drours formy develory oreratey and interact.
Some srecialize in rolitical theors or rhilosorhy. Most concern themselves with the structure
and operation of dovernment unitssy such as the Fresidencys Condressy and the Judicial sustem,
Thew =2lso studs public oriniony electionsy and skecial interest drours, They try to helr -
government leaders develor policies and plan Frodrams to meet societs’s needs, Host POLITICAL
SCIENTISTS teach or do research and consultindg work, :

84




SAMPLE WORK ACTIVITIES

- Study dovernment drours and develor theories to exrlain their behavior

- Talk with doverrment leaders to find out about current events

- Study public laws to det information to write a rerort : : -
- Desidgn and carry out Public orinion surveys '
~ Write rerorts about the findings from rolitical surveus

HOURS OF WORK/TRAVEL

-~Gome POLITICAL SCIENTISTS work overtime when they must meet deadlines. :
- Many POLITICAL SCIENTISTS travel to interview reorles conduct surveuss attend meetinds and
" conferences- and rresent repogig. . A . _

- SAMPLE PLACES OF WORK

- Colledes and universities :
- Government zdencies .

~ Consulting firms _ ,

- Political ordanizations : oL

- Research institutions - >
- Public interest drours :

- Business firms

1915 PSYCHOLOGISTS

g

PSYCHOLOGISTS studs the waus peorle behave and think, Thew seek to understand and exrlain -
peorle’s actions, Some do research. Thew use lab exrerimentsy testss interviewss and surveus
to det information about the ways people think and behave., - Others conduct training sessionss
do market researchs hélp disturbed patientss and desidn human-machine sustems. Most work 1n

schoolsy where theu teachy counsely and do research work., These are Just 3 few examrles of the
thinds PSYCHOLOGISTS maw_do. - “ 7  = ' :

5
i

SAMPLE WORK ACTIVITIES , | S : -

Study reorle’s and animals’ behavior to helr understand the waus they solve rroblems
Desidn waus to hels peorle run difficult machings . .
Desidn and carry out research to-find out how reorle and animals remember thinds
Give tests to measure how well reorle learn new things

Helr reorle work out their personal rroblems ‘

Treat mental rroblems by using rswchotherary _

Collect data about the ways that ruorle behave at work

Study the effects of treatwent rrodrams in a3 mentzl hoseital

Conduct scientific exreriments ) R

levelor theories to exrlain what things cause peorle to be motivated

Flar school prodgrams.to teach gifted and disturbed children ‘

Write technical rerorts and Journal articles

O T T S T S U O O

~ HOURS OF WORK/TRAVEL

CLINICAL AND COUNSELING PSYCHOLDGISTS often must work in the eveninss. ' 5
PSYCHOLOGISTS in dovernsent and private industry sometimes work overtime to meet deadlines.
- Manw PSYCHOLOGISTS trayel tu attend conferences or conduct research. '

(]
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SAMPLE PLACES OF WORK . o | _ o

Edﬂcaiional ihstitutions -especially colledes and universitiess but also elementary and hisgh
-schools

Hospitalsy clxnxcs: rehabilitation centers, nursxns homesy and other health facxlxtxes
Federaly state, and local 50vernnent aSencxes

Research ordanizations

Manadement consultind firms

Market research firas : " ’ o
Businesses _?‘5>x\“ -

- 1916 SOCIOLOGISTS

SOCIOLOGISTS study human socxits and social behavior? they examine the drouers that reorle fora.
These droups include familiess tribes,» communitiesr and dovernaentsy as well as 3 dreat variety.
of socialy relidious» businesss- and other ordanizations. They study how these drours behave

‘and interact, Thew 3lsp trace th§6c1b991nn1ns and drowth and try to understand the influence

these drours have on reorle, qst

OLOGISTS conduct researchy do consulting workr and
teach. : ) . ‘

SAMPLE WORK ACTIVITIES - . o | o

Desidn: and test waws to collect information about small drours
Collect and studs dats about different social classes

Carru out. survews to find out how auch crime occurs in a3 certain area
Advise lawmakers about problems such as drud abuse and theft

Flan research to find the causes of roverty and crime

Write rerorts about the behavior of eprisoner drours

Study how city and rural communities differ

Do research on the drowth and develoement of cities

Study social factors that affect health care

[ J SO A T N R I B Y

HOURS OF WORK/TRAVEL

- gﬂngLOGISTS in doverrment adencies , and private firms sometimes work overtime to meet
eadlines : :
- Song SgCIDLOGISTS travel to collect data for research rrodects or attend rrofess¥énal.
aeetinds., v : » -

N

sAnPLE PLACES‘O? WORK

- ColleSes and un1vers1t1es - : :

- Government adenciesr at all IEVEISv esrecially those which deal with such subdects as
rovertyy public assistance, population.policyy social rehabilitationr community developnentv

and environmental imract studies .

Corporations

Research firas ,

Consulting firms ) '

Welfare or other nanrrof1t ordanizations

1411
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1919 SOCIAL SCIENTISTS, N.E.C. -

«

These reorle use their knowledde of the social sciences to collect inforsation about rresent
and past cultures and to find waus to solve socialy roliticaly or military rroblems, For .
examples sowe studs the various human races to learn how and where thes bedan and how their
customs develored.  Thew try to find waus to ‘exrldin differences - in reorle’s landuades:
behaviorss and phusical characteristics and why some cultures died awau,

T e

192 URBAN AND REGIONAL PLANNERS .

These reorle develor rrodrams to rrovide for the future drowth and develorment of citus

syburbany and rural communities., Theu study the iond-rande needs of 2 community for .housinds

transerortation: and business sites. They then rrorose wass to meet those reeds, ~Thew also

~rerare materials that shQr how these rrodrams can be carried out and what they will cost.
o4 . . 2 .

T

’

«©

' SAMPLE WORK ACTIVITIES

"~ Comrile information abbut the economics social and rhusical factors that-affeét land use in 3

city : : : :
Frerare drarhs and rerorts that describe factors that affect land yse
Talk with community leaders to develor rlans for building new facilities
Flan a city renewal rrodect L : _

Study ways to best use old city buildinds

'HOURS OF WORK/TRAVEL .

- Most of these Jobs involve 3 staﬁdard 35-40 hour work week.. . - '

- URBAN AND REGIONAL PLANNERS sometimes must attend evening or weekepnd meetifids or rublic .
hearinds with citizens’ drours, .

SAMPLE PLACES OF WORK

Citys countsy or redional adencies - & , o o -
State and federal agencies that deal with housinds transrortations or environmental
_protection ] i _

Consulting firms that provide services to private develorers or doverrment adencies

Land develorment comranies g . ,

Research firms

Colledes and universities -

B

©

; 20'SOCI§L; RECREATION:s AND RELIGIOUS WORKERS

Sacials recreations and relidious workers Flan and develop rrograms to meet the needs Yof the

< droup OF comsunity thes serve. Thew may investidate needs and counsel peorle with rersanal or

enclowment problems, Others rlans rromotes - and conduct recreational — and - educational’
activities, Some administer the sriritual needs of individuals and drourss both in relidious
services and social aetivities. _

N

69 -




203 SOCIAL AND RECREATION WORKERS -

Workers in these occurations coiinsel reorle in rieed or helr peorle. rlan and endoy recreational
activities. Some work with reorle who have financial, familyy or behavior problems. Theuy helr
clients understand their problems and find waus to desl with them, Others work in such rlaces
as summer campsy parksy correctional institutionsy or hosritalss Theuy may ordanize sports or
craft sctivities or helr reorle develor recreational skills. -

»

<

2032 SOCIAL WORKERS

SOCIAL WORKERS -counsel and dive aid to peorle who need helr. For examples they help people who -
are Ppoor .or ill or Who have housings familys or behavior problems. Thew talk with reorle to -

understand their rroblems and to rlan ways to help them, They rlan aclivities and services for
children: teenaderss adultss and older rersons. Theu rrovide information and referral services
in mans areas. Theu advise on child care 'and place children in foster homes: They also help

ratients and families cope with illrnesses.

SAMPLE WORK ACTIVITIES . - -

Surervise volunteer workers who provide services to reople

Talk with clients who are unemrloved to see what hels theu need

Helr families plan ways to solve their rroblems - . »
Gather information ahout clients from their emrlosments medicaly and schobl records
Determine if clients can meet recuiremenis -for rublic aid o
Counsel parents who have problems rearing their childrer _ :
Investigste homes to see if children are well cared for - : . ve
Flsce children in foster or adortive homes - - 5 _— : : .
Arrande for unmarried rarents to det medical and counseling services

Counsel courles who have rroblems with their marriades :

Arrande for reorle to det Job training '

Develor prodrams in 3 community center or wouth half-way house

Counsel dgroups of wouths who are in dander of becoming delinauents

Arrande services for disabled patients to helr them become self sufficient

Help families deal with a disturbed family member .

Counsel children who have rroblems copind with school life »

Write rerorts that describe clierits’ problems and rrosress :

Hele needy families firnd low.income -housing

Keer track of and 3ssist law breskers who are on rarole or rrobation

Ordanize prodrams to rprevent or treat drud and alcohol abuse

Advise homemkers on how to mrerare foods and manadgr money

SR O T T U N TR TN TN T T T T SO NN Y N TR A

HOURS OF WORK/TRAVEL o L

Most  SOCIAL WORKERS have & OS-dayy 35-40 hour week. Howevers thes may have soué’overtiné o

work., : _ , E : , .
- Some SOCIAL WORKERS work rarttime. This is particularly so for thdse in rrivate adencies.
- Hans_SgCIAL WORKERS”work. eveninds and weekends to meet with clientsy attend community
neetindss and handle emerdency situations. oAl e :

SAMPLE PLACES OF WORK.

- Public and rrivate adenciess includindsState derartments of rublic @ssistance and community
welfare and relidious and volunteer ordanizations - . . -

- State and local dovernwent adencies involved in social rolicy deveioersent and Flanningdy
community ordanizations and administration af welfare rrodrams ‘ ' :

- Schools L.

- Hosritalsy clinicss and other health facilities
- - Businesses and industries . .

- Federal government asgencies .

The United Nations i % :
» 7 Ay o




2033 RECREATION WORKERS

These reorle “clans ordanizes and direct activities desidned to helr reorle endoy their free

time., Theu work in such rlaces as susmer camfsy Farkss rlaudroundsy or recreation centers.,

, Thes mau work with children or adults or with'srecial drourss such a8s Frisonerss hosrital
- - rpatients» soldierss or the aded. Some rlan and direct activitiess such as hikess cookoutss and
camk firess or teach reorle how to swims ride horsebacks saily or rlay.dames, Others ordanize

activities such as arts and craftss sportss musicy dramaticss and dancind.

SAMPLE WORK ACTIVITIES

\

Flan hikes and cookouts for children at a3 summer Camp .

Show children how to use .cawring eauirment i , &

Instruct camrers in backrackingy nature studss and outdoor cooking "

Plan team srorts events S o ' o -
Instruct campers in skills such.3s canoeinds sailinds archerys and animal care
Ordarizesy leady and referee dames

Study 3 communitu’s recreation needs . _
See that recreation eauirment is kert in dood Trerdir L -
Coordinate recreation Frodrams in an institution with agtivity rrodrams in other adencies :
Ordanize and- rromote interest im activities» such as arts. and crafts» srorts, gamess and
MUS1C © : : . :

Work. with others to rlan and conduct neighborhood srorts events

N o

(A T T T N B O B

HOURS OF WORK/TRAVEL

- RECREATION WPIKERS mas sometimes work during eveninds and weehends. L
- Gome recreation workers work Fart time., RECREATION WORKERS at summer camrs mayw have te find
other Jobs ?qrins cooler seasons. ) :

2
£

' GAMPLE PLACES OF WORK

States countys citys and rrivate rarks and recreation centers -
The YMCA, Bou Scoutss Girl Scoutss and other ordanizations that sronsor cames-
Church grours that sponsor camrs o o
Government adencies that sronsor recreational rrodrams
Frisonss mental hosritalsy and other institutions
Military services : : . - '

[ T L S

204 RELIGIOUS WORKERS -0
Relidicus >horkérs include clerdy 3nd other uorﬁers~wﬁo rrovide helr and sérviéés to members of
a relidious communitu or drour, Clerdy interrrat doctrines conduct servicesy and 3admipister

sacraments,  Other relidious workers rerform social servicesy. helr ordanize and conduct
activitiessy and administer educational prodrams rrovided bs the relidious drour, .

>

H€<D

a

o - 2042 CLERGY
CLERGY serve the seiritual and relidious needs of reople, CLERGY include WINISTERS; RABBIS,
and PRIESTS . in the Frotestanty Jewishs Catholicy other faiths. Their specific duties derend

uron their faiths. Howevers most CLERGY conduct relidious services @&nd deliver sermonsy .
corduct weddings and funeralsy visit the sicks helr the poors comfort the bereavedy counsel

those who need duidancer and involve themselves in community affairs. o
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 SAMPLE WORK ACTIVITIES

~

Lead 3 condredation in worshir services

Prerare and deliver sermons and other talks :

Oversee religious education programs: such as Sundas School and gouth drours
Interpret 'doctrine : -

Instruct people who.wish to convert to 3 faith

Perform wedding ceremonies

Conduct funeral services .

Visit the sick and the aded

Teach in 3 seminars school - . ' :

Counsel reorle who need spiritual suidance . : . T
Write relidious articles for publication '

llo missionary work 3t home or abroad .

Councel @ chaplain in a hospital or school or on 3 military base

RN

+

HOURS OF WORK/TRAVEL -

- CLERGY. often have lond and irresular hours, Hany are *on call® at all hours

- CLERGY often work durind.evening hourss weekendss and holidays. - .

- CLERBY in the military services and those in nmissionary work may travel lond distances.
Others may travel to attend meetinds and conferences. - - S ‘

- Some CLERGY meambers uork_rart-tine -

- SAMPLE PLACES OF WORK

Churches :

Hosritals and other institutions
Militars services .
-Colledes and universities . » »
Jewish community service adencies : ' ' : T
Seminaries - ¢ . ' :

Foreidn missions
Monasteries °

LI T T T N T B |

2049 RELIGIOUS WORKERSs N.E.Co

These rearle Proofde "services :to leibers of relisious Sroups. .Theif-Job dul.ies vary, ‘Soneb,
call on families to dgive surrort and nonmedical care to church members who are ill, Some rlan

and direct activities to meet the relidious needs of collede students, Some direct church
school programs for youths. Some perform special relidious rites. Some counsel clients who
" have had disturbing experiences, ° ' - _ . .

n ? . ) - . » - . (\A

SAMPLE WORK ACTIVITIES R o o

_ - Give nonmedical care to Patieﬁts as 3 CHRISTIAN SCIENCE NURSE

» Call on families who héve members h Christian Science sanatorium
' who are ill D » Practice sriritual (or faith)
» + Provide care to.patients in 3 ‘ healing throush rraver ‘

- Direct activites at a collede or university to meet the relisious needs of students

,» Assist drours in rromotind wmaritaly healths-and relistious -
understand between the various faiths probleas - '
+ Intereret school policies to + Conduct conferences and courses
religious workers - : -~ desisned to help peorle understand
+ Counsel and advise students on o different faiths = = o

- Plans ordanizes and difect 2 church schodldrrosran

.72 ‘ 0
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' Develop study courses and superv1se “their interest in church and

2 teachind staff B educational prodrams
« Flan church activities and PPOUECtS =, Order and dive out school surflies.
+ Visit church members to st1lulate - ; - .

- C1rcunc1se Jewish male infantss according to Jeulsh law

' Rev1eu family medical histories to « "+ Use a scarel to rerform
determine if infants migsht have 3 : circumcisions
bleeding rroblem + Recite rrescribed beneu1ct1ons and
- » Examine infants for infection and announce the Hebrew names of children

other conditions . who have been circumcised
+ Sterilize surdical instruments . '

I3

- Conduct counse11n9 sessions to relieve c11ents from the effects of rast experiences \

' Guestxon clients while they are in ’ « Interrret the movement of the rieedle
contact with 2 srecial wmeter to determine if the rrocedupe is
+ Listen to clients’ resronses to working
, auestions and watch the indicator + Conrile notes on c11ents " pesronses -
; needle on the meter duringd sessions

-Houns OF WORK/TRAVEL

- Thesa JDbS mas require evénind ahd weekend uork.

_- Many of these .Jobs ceau1re local +travel to call on church nenbnra and attend. church and

conmunity meetinds.,

SAMPLE PLACES OF WORK

- Churches ard Synadogues -

.~ Christian Science Sanatoriums

- Colledes and universities

21 LAWYERS AND JUDGES

Lawvers and Juddes studyy 1nterPrety and decide ledal questidns., Lawwers  study the lawy

evamine evidence and witnessess rresent cases in courtsy and draft ledal documents., Juddes o
study t?e lawr interrret the lawr and make leSal decisions in court after hearind lawwers’ .
arSunen S : '

211 LAWYERS

LAHYERS adv1se individuals and businesses on ledal matters. They consult with clients to
‘determine the details of problemss advise them of the lawy and suddest action that wmight be ¢
taken. They also study and interrret laws» draft ledal rarersy and represent clients in courts

of law. Many LAWYERS sreciazlize in a certain branch of law., Some helr write laws and
establish ways to enforce them. A few teach or hold manadement P091t10ns. .

SAMPLE WORK ACTivITIEs

- Gather evidence in 8 d1vorce case to bedin 2 ledal action

- Talk with clients and witnesses to det the facts-of a criminal case .
- Fresent evidence in court adainst a rerson accused of a3 crime '

- Recommend chandes in the wordindg of insurance rolicies to make sure they conforu with the lau

- Draw ur bills of sale
- Study the Const1tutlon and other laws to build a defense for a corPorate client o

O erare. applicatxons for ratents
P 93
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Draft wills and deeds of trust to helr clients plan their estates s
Draw ur leases for rental prorerty - - ' R
Advise clients on estater sifty and excise taxes

Prerare cases for trial

. = Prerare auestions for the law board exam

11t

HOURS OF WORK/TRAVEL - o " | S .

LAWYERS often travel to attend meetings, gather evidence» or arrear before courtss law

“bodiesy and other authorities, " . - " .
Inderendent LAWYERS, may work irresular hours while conductins researchy conferring with -
clientsy gr preraring briefs, L : v . '

Many S work more than 40 hours rer week. @ Y
Some- YERS work rart-time,
The work of TAX LAWYERS may ‘be seasonal.

o

SAMPLE PLACES OF WORK " , o " *

Law firms and private rractices

- Federaly state and local dovernments
Public utilities

Transrortation firms

Banks . ‘ -
Insurance companies
Real estate adencies
Manufacturing firms o S
Welfare and relidgious ordanizations -

. - Business firms : o

Law schools : R

P

1

1
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. ' 212 JUDGES

n

Judge preside over courts of law and hold official hesrings to settle ledal disrutes, They
listen to cases -beind rresented, examine evidences advise the lawvers and Juriesy and set fines
or sentences. In some cases they decide verdicts, Thew may also rerform marriase ceremonies
and carry out lesal research. Also included in this drour are officialsy such as HEARLN&
EXAMINERS AND ARBITRATDRSi who do not rreside over courts» but who'do render decisions whic
have standind in courts of law, . _ '

”~ 1

SAMPLE WORK ACTIVITIES -

Set~rules of rrocedure for use in court hearings

Read or listen to chardes made adainst reorle in court

Settle disputes between orrosing attornews _
Sentence peorle in criminal cases ] ) :
Qondgct QearanS to determine if there is reasonable and rrobable cause tc huid defendants
vor trial S

-Instfuct the Jury to ray attention only to the facts from evidence rrese¢nted

Research lawsy redulations) and policies to rrersre for an asreals Jgaring

Question witnesses - oL ]

Frepare written decisions on cases or orinions on roints of law ’ -
Recommend that comeromise settlement offers be refused or accerted . :
Decide if inJured or disabled rersons should %et unearlowment or welfare benefits

| I I Y I |
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HOURS OF WORK/TRAVEL

L7

- Some JUDBES» -such as JUSTICES OF THE‘PEACE an& NIGHT-COURT MAGISTRATES, rerform dﬁties at
nisht. Others keer resular office hours. S »

A

° _' ) 92
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SAMPLE PLACES OF WORK - /-
h . ‘ . )
‘\:). o . - . K ] /
- Federal, stater and local court systems - . ,
- Federalr stater and local dovernment. adencies’
N »
. ?
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1 2199 TEACHERS, LIBRARIANS: AND COUNSELORS

“ Lo

|

These workers are concerned wWith educational inforuati&n. They m3y provide instruction at all .
levels to reorle with many different educational needsgl They maw teach academic or vocational
-subdects. They may collect and catalod information -in the form of bookss madazinesy 3nd
artifacts for study or reference use. Other workers may help peorle determine educational or
vocational dozls and hele them develor rlans to meet those doals. .

by 7
!
!

. ' . ;/'
22 TEACHERS EOLLEGE, UNIVERSITY, AND OTHER POST SECONDARY ‘INSTITUTIONS
: . . : ’ . ‘{z,

S . / >
These reorle conduct classes for studénts at 3 ‘collede and uniyersf%sg They teach one or more
subJjects within a certain area. .Thew prerare and dive lectures and may conduct seminars or lah
.. sessions. Thew lead'class discussions and prepdre dives and drade exams. They . may direct
research prodramsy advise studentsy and work with committees tp plan and revise courses ahd set
dedree reauirewents. Thes may do. research and publish their findinds in books or Journals.
Some act zs heads of derartments. : ‘ : - L .
L} : B -
o ) . ) @ : \
SAMPLE WORK ACTIU}TIES ‘ . . N v
e i ' B : . . .
- , v / . o
Teach courses in a subJect area such as economicsh .chemistrys medicines or philosorhy
Prerare and deliver lectures o R /
Comrile lists of readind materials for students to.use ~ - Y
Lead class discussions o _ . . : / :
Frerarey diver and drade exams - ' . £ !
Ditect the research work of graduste students .. ..__ ~ -~ '~/
lo research and rublish the findinds in professional Journa:s ‘
Do consultind work for dovernment or industry - T p : o
Arrande class .schedulées - : R
Assidn teachind staff to conduct classes * , “
-.Frerare departmental buddets o :
. =.Interview aerrlicants for teachind positions

RN

* HOURS OF WORK/TRAVEL ~ . | o . o ‘ )
C Lo . . i

-

- Collede faculty, members dererally have flexible .schedules and divide their time amond
teachind, researchs and administrative duties. YA )

- Some faculty memberé work part time. At many colledes and universitiess facults work 9 or 10
months of the uear and have summer months free. Thes may works travels studys ®t Fursue
hobbies in the summer. ° Thew also have other bresks durind other school holidays. :

" - Some faculty member's teach courses or take part in other school and student events during
evenind hours. A - ' ) : N w :
- Some faculty members may travel.to do research and attend professional meetinds.

’

SAMPLE PLACES OF WORK' S ) /,
~ Colledes and universities |

-~ Junior colledes ' _ . ,
- Technical institutes - ' : . s

" o

" " M ’ ’ \ . S

2232 HEALTH SPECIALITES TEQCHERSs N.E.Co o

L] _,.‘ ‘ - N . . . N . ' "'4\
'These Freorle teach courses in health seecialities. They may se¥&ialize in teachind anatomuy.
dentistrys hudiener lab technolodyr» nursinds Pharmacys theraryr or veterinary, medigine, , Thew
rrepare and ¢€ive lectures: cohduct arid surervise lab works and direct semindfs. . They prerare

and dive examsy evaluate student srosress, and keep student records. <« Jhes also helr rlan
nourses of studsr teaching schedules, and course outlines. Y : L ’

b lC . ‘ . - ' N ‘ o o ' ' . : l .

w . .
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SAMPLE WORK ACTIVITIES

S ¢ :
- Teach ratient care to nﬁrsiné.students
+ Lecture to,studeﬁtQ on subJects such ., Evaluate student prodrams .
as biolody and chemistry .+ Keer records of students’’classroom

» Conduct and supervise lab work and clerical exreriences
» Assidn tasks to nxrsins students .+ Help plan courses of studyy teaching

. Direct semipars and ranels o schedulesy and course outlines

, v Prepare and dive exams , : ;

- 3 - - T |
) \.*. . . . f

*, HOURS-OF WORK/TRAVEL . ) T i B .

-’

|

'HEALTH SPECIALITIES TEACHERS mas teach some classes during evenind or ueeke%d hours.,

0

? " SAMPLE PLACES OF WORK : o : - '
te | . . . - ) * ¢

Nursing schopls )

Schools of geterinary medicine i ;

Hedical schools , - : . Ly

Ilental schools . I S ‘ /

. - Schools of 'Dental hudiene ‘ K

,  —:Therary schools . ¥ ) S
- Schools of;Pharmacoloss '

2: 6 TRADE AND INDUSTBIAL TEACHERS o

/

These quplj teach and instruct students to prepare them for emploument., Some teach courses in
a technicaly vocationaly or industrial school, Others teachr instructs; and train workers in
businesss ifdustrgry or doverrment. Thes instruct students 1in work wmethods and ‘procedures.
Thew alse -teach courses in greas related to the particular ture of work the students wish to

enter, Thgj prepare 'coursess give y and evaluate student rérformance,

v ]

< ‘ ) [/

. 4 . | .
SAMPLE WO ACTIVITIES * N

- Iﬁstruct' ew and éxrerienced rolice of

.

ticers in the different rhases of rolice work °,

.+ Teach [courses in rolice sgiencéx _ classroom rerformance 2 o >
police ethicsy investidation methodsy + Frepare evaluation rerorts;/ ,
goverrmenty lawy self def@riser a?d ,'Drill rolice officers to rrepare . :
other lareas relatedto rolice work ‘ them for parades or similar events - Ve
, Evaludte-students’ .test results and . ! A ‘o
. y | ‘ ‘ s S
™\ ) ' . : B, g
_HOURS OF WORK/IRAVEL o
. o . .
- Some ofvtfese“Jobs may reaquire bérkxdurins evening or weekend hours./
‘SANPLE P%ACES OF, WORK : : ' . _/‘; o
- Technicalyr vogationaly and industrial schools ; /j : e 8 :
- Businesses and industries that rrovide worker training . ; ’ L o
- Goverrment agencles- o : / : . :
- G Colice academies ! v / / ‘ ' : S
'l{J}:iili ary services - ] E)}_ / : ] '

Y o .77
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. Corps Prosramsy covering such subjects @s wearons derlowments naval sciencey defense concértsy
and aerospace, science, Others teach Frobationary and ‘experienced Pol1cenen# covering, such

- Teach military subJjectsy such as employment 3nd deélounent oi/gggquév lilitaru asrects of

¢—jMau drill rersonnel at redular intervals and prior to special event

s

Y

2249 TEACHERS; POST-SECONDARY» NeE.C. = ' .
1 . . ) . »

These workers teach military and rolice science. - Thew maw teach in Reserve Officer Trainingd

irearms, They

areas as investidative methods, self-defenser community relationsy and care o
evaluat¥ test results and student performance.

.8 . N

SAMPLE WORK ACTIVITIES | ' Co :

deorolitics» and defense corncerts ‘ , o\
- Teach in Reserve Offices Trainind Corps erodrams =~ =~ =~ - BN ' .
- Specialize in teachind \subJjects conserned with a particular branch of wilitary tactics, such ,
8s aerospacey naval sciepcey or military science . o S ’
‘- Instruct Frobationary and exrerienced rolice officers in variols rhases of rolice works
includind rolice sciencer rolice ethicsy investidative methodsr sovérnmenty laws community
srelationsy self-aefenses and care of firearss N ' o
-]Evaluate test results and cléssroom performance -
“|Prerare rerformance evaluation reports '

¥

i ! ; . s
} .

-~

"{ HOURS OF WORK/TRAVEL | L
These workers may have flexible schedules and jdivide their ‘time between .teachings,
administrative dutiesy and police or military activitiesy such as_summer camr and srecialty
trainind, Thew mas travel to fulfill military or police responsibilities. '

T / -

SAMPLE PLACES OF WORK o ‘ : / o /

, Colledes and universities o .
'+ Police- academies ‘ -

+ State and local rolice derartments . ; »

. Military installations _ . "
BN a B :

.- 23 TEACHERS, EXCEPT POST-SECONDARY INSTITUTION -

) )
Theée workers teach academic and Job skills io,childfgn',and adults, They may teach basic
suZJects at the elementars level or teach 3 specific subJdect such as Endlish» weldindy .or
busifess at the secondard level, Others teach children or adults with special needsy such as.
rhusical or mental handicars, Others  teach Job-related skills-to workers or out-of-scheol
uths. Some coprdinate educational rrodrams. o S
/ . ‘ ‘ ' / ST '/ @ B ‘ .

' ]

1
¢ _'~

_ g ,£31 PREKINDERGARTEN AND KINDERGARTEN TEACHERS

’

. . v ) - .
Peorle in these Jobs teach rreschool and kinderdarten agsed children, ~They rrovide learning
activities to helr these childrery develor the phusical, mental and social skills they will need
wher thes enter school. They conduct lessons ir social skills throush didwes and drour
rrojects, They also teach simple princirles of sciencer mathy health and lansuade, - Besides
teachind» thew watch children for sisns of problems, illness and rrofress. . Thew meet with
rarents to-discuss their children’s rroblems and rrodress. .

» - ¥ N .
. - 1
A _ . . )
. . - * 3
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SAMPLE WORK ACTIVITIES

Plan individual apd grour activities for gound childrens accordind to their ades

Teach simrle. lessons in natural sciences rersonal healths musicsy to 4-4 sear-old children
Plan and conduct field trirs and drour discussions &
Erccourade children in singing and dancing activities and in the use of art materials
Instruct children in rersonal cleanliness and selfcare

Plan and conduct rest reriods to rreveit children from.becoming overtired

| I T N

HOURS OF WORK/TRAVEL

a

« - PREKINDERGARTEN AND KINDERGARTEN TEACHERS maw work 9 or 10 months of the wear and be - off in

the summer, )
)

]

SAMPLE PLACES OF WORK

Elemertary schools

Dlay care centers

Early childhood education centers
Child develorment centers

- Nursery schools

Kinderdartens

t 10

232 ELEMENTARY SCHOOL TEACHERS

These TEACHERS “work in drade schools, Thew teach the basic concerts of waths landuades
sciences social studiess and other subdects, Thes tru to rrovide a sound bagkdround for
studies in the higher drades, Thew also try to teach dood studs habits and resrect for
learnind, Thew also arrande trirsy sreakerss and class rrodects., Some teach special subJdects
such as musics arty or dum skills, Theuw also attend school meetindsy rlan coursesy drade
rarersy and surervise after-school activities, _ -

SAMPLE WORK ACTIVITIES

Prerare outlines for courses of studu e , :

Fresent lectures to teach subJect matter such as maths sciences and health ~
Shiow students how to addy subtractsy multirlys, and divide nusbers

Use slidesy films and recordinds to helr rresent lessons

Prerare, gives and correct tests and keer drade records ]

Assidn lessonsy correct rarerss and listen to oral rresentations

Keer crder in the classroom and on the rlaudround '

Counisel students who have Froblems with subJdect matter or behavior

Meet with rarents to discuss students’ rroblems and to suddest waus to helr them

Keer attendance records

-
A o 3 , s

" HOURS OF WORK/TRAVEL ’ - s

| 2 T T A I S N A |

- Most TEACHERS work well over 40 hours 3 week., . . o
- Most ELEMENTARY SCHOOL TEACHERS work 10 wmonths & wuear, ~ Thew occasionally attend nidht
o meetinds at school and maw travel to attend rrofessional meetinds in othér cities. [urind
the summers theuy mau teach summer sessionss take coursess or work at other Jobs,

SAMPLE PLACES OF WORK o g7 ¥

e

© blic and erivate elementary or drade schools and widdle schools

E119 :
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233 SECONDARY SCHOOL TEhCHERS

w

These TEACHERSzﬂbrk in mxddIEy Junior highsy and high schools., They instruct students in
specific subdects such as Endlishy mathr social studies, or science. Some teach courses to
prerare students for specific Jobs., Theu often teach a number of courses within 3 subdect
area. Thes develor teaching rlansy rrerare and“dive examss and arrande class rrodects, Thew

- often use filmss slides, comeputer terminalsy and other eauirment in conductindg classes. They
also surervise studs halls. and homerooms and attend school meetinds., _

SAMPLE WORK ACTIVITIES

Use slidesy filmss and tare recordings to teach lessons

Prerare outlines for different courses of study

Frepare and dive lectures .

Flan and conduct lab exreriments

Compute the averade drades of students in a class

Show students how to safelw use woodworking machines and other shor eeuirment
fssidn lessons and correct homework rarers

Give and drade tests and issue grade rerorts

Tal) to parents about their-children’s behavior in class

Help students rlan a school rron

Advise students about their courses of study

Keer order in the lunchroom
Attend teacher training workshors

t

llcl'l"ll"l'l

HOURS OF WORK/TRAVEL

£y

- Host of these TEACHERS work well over 40 hours 3 week. They occasionally attend night
meetinds 8t school and may travel to attend rrofessional meetinds in other cities.

- Manus TEACHERS in this drour work 10 months a wear and have 2 months off in the . summer.,
During the summery they may teach summer sessionsy take coursesy or work at other .obs.

Q\-

SAMPLE PLACES OF WORK

G

Q@

235 TEACHERS: SPECIAL EDUCATION

These reorle teach academics socials and other skills to children and adults who have srecial
rroblems, The students may have physical or mental handicars., They may teach in @ classrooms
or seecial buildinds or some travel to students’ homes to teach. _Thew mau use srecial methods
or toolsy such as sidn landuage or Braille writers to teach., Thew rlan coursesr rrerare
lessonsy drade rarersy and keepr records. An imrortant part of their work involves encourading
and advising students and their fawmilies.

SAMPLE WORK ACTIVITIES

~t

Teach blind students how to read and write in Braille
Arrande and adJdust toolss work aidss and eauirment for PEOPIE with PhBSlCBl disabilties
Observe students for sidns of disrurtive behavior
Teach basic academic and living skills to mentally retarded students
Teach Englishy nathy and other subdects in 8 classroom for students with emotional rroblems
Arrande field trirs to promote learnind exreriences
Give ability and achievement tests to students "
Prerare rerorts on the Prosr\dj of students
uc

[ AN I I A N T S B |

Work with parents to plan educational rrodgrams for their children. ' »

I8
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HOURS OF WORK/TRAVEL | S | :

o .

- SPECIAL EDUCATION TEACHERS who work in institutions mas sometiaes work on weekends
Most SPECIAL EDUCATION TEACHERS work well over 40 hours a week,

i

- 7

SAMPLE PLACES OF WORK

Schools ’ : :

Institutions and srecial facilities thai.serve the needs of reorle who have emotionals
uentals or phusical handicars - e o :

Hospitals |

Rehabilitation cernters )

Government adencies : , .

L
236 INSTRUCTIONAL COORDINATORS

These = workers #lany develorr and surport educational programs. These prodrams may be at the
primarys secondarys or hidher educational level. For examrles some plan and set ur community
health educatiori  srodrass. Others develor . prodrams to provide in-service trainind for
teachers. Some review courses of study, or order educational materials and surrlies for a
school sustem. These peorle work with school officialsy teacherss and community dSrours to make .
sure that educational standards and doals are net, B - :

.y

SAMPLE WORK ACTIVITIES

- Flan a health education prodram for a community

. Conduct a survey to find out about » Conduct workshoes tgf mote
the health needs of a3 community : educational doals . .
, Set deoals for 8 health services . . Prepare teachind aids ahd manuals
Frogram . Direct workers to send educational
. Prepare and.send out. information i materials to schools )
about health education prodrams + Review booksy taresy and slides to
, Develor rrodrams to support schools decide if thew should be ordered
. Talk with school officials to. . Dlesidgn tests to measure how -
develop duidelines for educational effective courses are in teachind
PrOgrams . , skills =~ ) ;
. Review courses of studu to be . Direct the preraration of textbooks
offered in schools and duidance manuals

, Interpret rules and laws that arrly , Order materialss surrliesy and
to public educdtion . visuyal aids N

HOURS' OF WORK/TRAVEL

“

SAMPLE PLACES OF WORK-

- Citys Countyy and State school sustems e
. - Colledes and universities e

- Community health ordanizations '

- VYocational and technical schools




239 ADULT EDUCATIDN AND DTHER TEACHERSs N.E.C.

“

©
These reorle teach srecial» academicy .Job-relatedr and other courses in school businesss

industrialsy and other settinds, They may teach any one of a variety of ropular coursesy such
as consumer educatiory home manadement, foreidn ladduadesy arts musicy or woodworking, They may
teach .Job-related skills such as assemblind watch rarts or decoratind dinnerware, They rlan

. coursesy rrerare_ lessonsy and dive written or rerformsnce tests,  They also may advise students
in career and related matters, ’ A '

SAMPLE WORK ACTIVITIES

Conduct a consumer education rrogram for a foods textiley or utility comrany

Instruct farmers in farm manadement technicues. .

Ordanize and direct the educational activities of 3 4-H club

Instruct student eilots in flisht eprocedures and technicueg

Teach vocational subdects to students in rublic schools

Teach drivind skills to drours of reorle . ) T
Teach foreidn landuades or other subdect matter to children in rrivate homes
Flan the course of study for students enrolled in corresrondence courses
Instruct reorle in the technieues of modeling

~ Instruct rurils in rainting and sculrturing

Teach acting erincirles and techniques - .
Instruct purils in ballets taey and other forms of dancing
Teach instrumental or vocal music in school

Teach seport activity at a recreational facility or school
Teach dymnastics in a3 erivate health club or dum

Teach reorle to rlay bridde . ) ] :
- Conduct a training errodrams for emlovees of 8 businesssy services or dovernment.concern

| JE S R T T R B B |

| I T A |
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HOURS OF WORK/TRAVEL

- Mang adult education courses are tausht duringd the eveninss or on weekendsy so that reorle
who work can attend.
- Many of these .Jobs offer orrortunity for rart-time work,

SAMPLE PLACES OF WORK “ .

- Federals, Stater and Local dovernment adencies

- Industrial rlants and commercial businesses

- Military services .

- Norerofit ordanizationss such as the 4-H club

~'Public and rrivate schoolsy including colledesr universitiess and technical and vocational

schools .
- For vourselfy as a self-emrloved instructor

o

" 24 VOCATIONAL AND EDUCATIONAL COUNSELORS

These workers courrsel reorle on educational and career matters. They helr students or workers
by eroviding thes with information .about training and Jobs and by helring them deal with
rersonal rroblems. Thew collect information about reorle from interviewss testss recordsr and
other sources, They also comeile .Jobs schools and economic information. Theu determine ,
reorle’s interestss abilitiess and needs and rlan educational and trainind rrodrams to suit
them. Thew maw hels clients det training or other hels from -comsunity adencies. They also
keer records and write rerorts. '

SAMPLE WORK ACTIVITIES

" -~ Provide educational and vocational counseling services to individuals and drours

Q -
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P N / \
‘ Cblleét information atiout reorle ., Comrile and study Jobs schooly and -+ OO

fron recordss tests, interviews and : economic informaton
other sources . . Helr reorle to set work and school

v Detefmine reorle’s interestss : obJectives - '
aptltqdes%,abllltxeSy and rreference + Helr reorle understand and overcome .

_» Plan Jjob-trainind rrodrams . their social and emotional rroblems

© - Dffer counseling services to rursing students

&

"+ Prerare life histories of clients

. Inform clients of .Job reauiresmentss
wadesy hourss career raths

, Helr clients obtain training or

other hele from community adencies

- Direct workers who rrovide educational and vocational duidance for students

, Assidn work to counselors . ' :
<, Comduct in-service traihing rrodrams y o ®
for a staff T ‘ ’ :
, Direct testind activities

- Frovide individual and drour duidance services to studenté who live in a dormitory

, Suddest remedial instruction to - - students to cameus life ‘
students who need to develor certain . Supervise.dormitory activities -
skills : -+, Investidate rerorts of student

, Conduct rrograms to orieni new misconduct

- Counsel handicarred reorle

. Interview handicarred reorle to H“Iiéitatibns

determine whether thew meet . Arrande for clients to study or
requirements for dovernment aid - train for Job orenings
» Determine what Jobs would be ) + Helr .clients det medical services
" suitable for peorles based on.their during their training

q ~ desiresy artitudess and rhysical . Helr clients obtain Jobs
- Direct a guidance Frogram in a public school system )

. Set duidance rolicies and = . : program in a school sustem
rrocedures - '+ Set ur occurational libraries 1n

.. Surervise school rlacement services schools
, Plan and surervise' the testind :

- Hele foreign students adJust to camrus and community life ‘ .
- Provide informatior -to yeterans and handicarred students of a collede or university

o

HOURS OF WORK/TRAVEL

L COUNSELORS at colleges and umiversites may sometimes have hectic reriods where thew work more
thar, 40 hours & week, Because students are not alwaus available during the days evenind and v
weekend work is COMMON, ' : - .

- = Host SCHOOL COUNSELORS work the traditional 10-month school wear» with @ 2-month vacation.
° - EMPLOYMENT counselors  ususlly work about 40 hours a week., Howevers those 1n conmunity

sdencies way have evenipg arrointkents to counsel clients already emrloseds -

- These Jobs may reauire local travel to seet with clients anhd attend school and community
meetinds.

SAMPLE PLACES OF WORK

State emrloument service offices _ _
Private and community adencies ) _ , o=~
Institutionss such as rrisonss trainind schools for delinauent southsy and mental fosrital
Colledes and universities , ' : .

Public school -sustems : ) »

o

5

i




25 LIBRARIANSy ARCHIVISTS,; AND CURATORS

"

These workers maintain collections of irnformstion and artifacts for libraries and museuws.

-Ihey may collect and catalod bookssy madaziness filmsy musicy or reference materials, Others

colleet and identify documents of historical interest, Theuy mas a3lso be concerned with the

cafekeerind of recordsy art ohdectsy and other rare or valuable items. Some workers care for
and d1splas these items in museumss art dalleriesy arboretumssy or 51|1lar institutions.,

~ 251 LIBRARIANS

LIBRARIANS make information available to peorle in libraries, Thes select» order» catalod and
take care of library materials such as booksr madaziness newsearersy filmss and records. y
also helr reorle find information they need, Other duties which thes maw prerform 1nc1ude
superv1s1n9 staffy rreparind buddets, repairind naterlals; and handlind special collections,

SAMPLE WORK ACTIVITIES

liescribe or show reorle how to use catalod files »

Arrande disrlaws of books and other librarw materials

Select snd order books and audiovisuzl material that will have wide 1nterest

Work with teachers to rrovide materials for classroom instruction

File cards into assidned sections of a card catalod

Conduct storutellindy book talkss rurret showsr and film PrOSrans for children

Tezch workers about special reference subdects

Flan and direct a library prodram for residents_and staff in a prison or nental insitution
Compile lists of books and articles on 8 srecial subiect

| T T T U RO T T B |

HOURS OF WORK/TRAVEL ‘ £

[
2
2 %

- LIBRARIANS atcPubl1c or collede libraries way sometimes work during eveninds or on weekends, .

- A 40-hour week durind nornal business hours- is common for dovernment and other srecial
.LIBRARIANS. :

N Q-!E’

SAMPLE PLACES OF WORK

i | . , R

Public”and private elementary and high schools

Fublic libraries

Colledes and universities » , _ )

Private industriesy dovernment adenciess hospitalsy prisons and other rlaces that have
special libraries . -

252 ARCHIOISTS AND. CURATORS

ARCHIUISTS and CURATORS conduct research on items or -ater1als of scientific or historical

- interest, They aprraiser editr and direct the safekeerind of recordss historical documentsy

[3R\,

wll Toxt Provided by ERIC

art obdJectss and other valusble or rare items. Some Plan and direct the mador activities of 3

museuny art sdalleryy arboretumr or similar institution. Others work to restore or rerair-

articles and Frepgre them tp be exhibited,

L -

SANPLE WORK ACTIVITIES ‘ : -

e

- Appraises editsy and Prerare descrirtions of valusble documerits
~ Direct workers who catalodue valuable materials

Select documénts for publication and disrlay

Plan srecial research prodects . ‘ 102

B84.
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Arrande with other institutions for the-loan of coliections
- Write articles for rublication in scientific Journals
- Oversee clericals custodialy researchr» and other staff
Direct workers who investidates acauirer matks and Freserve historical sites
- Approve the rurchase of historic homes and battlefields :
Direct workers who rrerare brochuresy marsy and exhibits’
Iirect workers who examine and rerair art obJects
Estimate the cost of restoring an art obJect
Rerair and clean art obdectsy such as rotters and etchinds

ST T O

2 o research on historic morument buildindsy and scenes
grepare exgibftS'o} armor;'he ;eﬁé, dunsy an& suorgs
" HOURS OF WORK/TRAVEL i
s ,
- These Jobs denerally involve a standard 35-40 hour work week s
- Some Jobs mas reauire travel to conduct on-site field work.
SAMPLE PLACES OF WORK®
- Art. dalleries . ‘
- Colledes and universities , - .
- Federal adenciesy such as theiﬂgtional Archives and Smithsonian Institute
- Historical sites " ¢
- Museums and libraries o :
- State Adencies o
- Zoolodical and botanical gardens
f‘.
N\ "
K <&
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2599 HEALTH DIAGNOSING AND TREATING PRACTITIONERS

These wotkers use ~scvientific skills to diadnose and trest disease. .Tgéa\:;:'also concerned
with the deneral health of reorle and in ereventing disease, Thew. may mine ratientss
rerform Freventive or corrective rroceduress or prescribe treatment and medication, They may
specialize in treating one rart of the bodsyy working as ortometrists or ‘rodistristss rather
than as rhusicians and dentists, ' : '

Y t I

¢

3
a

2 - | _ )
26 PHYSICIANS AND DENTISTS ‘

i .

Phusicians and dentists helr reople maintain good health bu treatind disease and advising
ratients, Thew examine ratientsy determine rreventive or corrective treatments rerform

rrocedures to_correct problemss and rrescribe  medication.,  Veterinarians rerform similar—

services for animals., »

«©

NN

261 PHYSICIANS .

PHYSICIANS rerform medical examss diagnose diseasdss and treat reorle who are suffering from

injury or disease, Thew alzo advise ratients on how to rrevent disease and keer fit throush

prorer exercise and diet. They deneralls work in their offices and in hosritals. -Soeer
howevery visit ratients in their homes or in nursing ‘omes, Most PHYSICIANS srecialize in 3

cgr:aindfle{dbofknedlcine. Some also do research or teach in medical schools. A few write and.
edit medical books, ,‘ ’ : ' .

&

SANPLE WORK ACTIVITIES = : L

Give drudgs to reorle so thes won’t feel r3in in surdery

Check a ratient’s hearibeat with 8 stethoscore =
Determine the rhusical condition of reorle who are arrlyind for insurance
Give shots to schoolchildren to rrevent them from dettind disesses
Deliver babies and care for mothers before and after childbirth

Orerate on ratients’ eses to save their euesizht P

Prescribe medicine to trest skin diseases

Treat cancer ratients with x-raus . . -

Determine the nature and extent of mentsl disorders in ratients

- Examine bodies to find ihe cause of death

-'Perform surdery

[T T T T

HOURS OF WORK/TRAVEL

Many PHYSICIANé have lond

.SAMPLE PLACES OF WORK

Private offices
Hosritals X
Hedical centers.and clinics
Nursind homes _
Government adencies

Medical labofatories
Medical schools
Public_health facilities
Medical research firms.
Comeanies that rublish medical books and Journals
Military services :

"B T O O O T O
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. &. 242 DENTISTS

DENTISTS examine teeth and othef rarts of the mouth to diadnose disgases or disordersy Theu

. ‘take x-rawsy fill cavitiess straighten teeths and treat Sum disess2s. Thou rull teeth apd

rerlace them with dentures. Thew also rerform surdery on Sums and surrorting bores to correct
them, Most rractice deneral dentistres but & few srecialize in aress of csre such e:
childrens’ dentistry or the trestment of dums., A few DENTISTS teach im -dental schoolsr do
-researchr or ran dental health rrodrams. . ; 4

o

’
-

s a o
a—n -

SAMPLE WORK ACTIVITIES, . M .

Use 3 dentist’s drill to remove diseased Farts of teeth
Ingect rain killer into ratients’ dums : : -

Car indured teeth and Fill cavities , o 4

Flace braces on teeth to straighten or 2lisn them . &

Remove wisdom teeth . o . .

Pesidn and make dentures-to rerlace missing or diseased teeth -

Look at x-raus to find sidns of cavities or other dental rroblens ;

gse mouth mirrorsy exrlorevs and:other. instrumepts, to look at or trest ratients’ teeth and
ums - . ' ¢ - ; ]

Advise ratients how to care for their teeth and Buﬁz _ } ;.

<

HOURS OF WORK/TRAVEL e

~ Most DENTISTS.work s redular 35-40 hour week. Howeversy some DENTISTS work overtime.
Some DENTISTS have evening hours.
- Some DENTISTS work on 8 rart-time basis.

-«

~ SANPLE PLACES OF WORK

- Frivate offices

-~ Military services t !

—‘gederal sovernment adenciesr esrecially the Veterans Administration and the ,FubBic Health
ervices : : . - ; ‘

<

27 VETERINARIANS _ .

VETERINARIANS (doctors of veterinary medicine) studu, diadrioses treaty and_helr to comtrol

diseases and inJuries among animals, Thew alsg helr rrevent the outbreak’ and serezd of animal .
_diseasess many of which can affect humans. They treat animals in hospitals and clinice or on

farme and ranches. - Thes orerate op sick or indured animals and rrescribe and dive nmedicines:

drudsy and vaccines., - ) 7 o .

W o 8
SAMPLE WORK .ACTIVITIES

-

Examine animals to determine w %t medical care thew need

Treat animalsy usind surdery, drudssy mediciner and bandades

Advise reorle on how to care fgr and breed their animals v )
Study the diseases and health problems of lsb animals such as hamsterss rabbitss monkeusy and

mice ‘ Y . .
- Do 1sb tests for bacteria in the bods-flg%gs and tissue of diseased animals
- Conduct research to<find how to rrevent control rarasites in rets
- Inspect meats roultrus and ofher foods to see if they are safe to eat




s . .
HOURS OF "WORK/TRAVEL

A

-

<
-

- vETEﬁINﬁRIANS "in §b1vate' Practiée often have lond and irresular houis.ﬁ Others mas«Qg:k 3

- standard 35-40 hour week’s
- VETER‘NARIANS who grecialize in. larse anxnals often travel to farns and ranches.k

™ ]

'SANPLE PLACEé"or MORK IR e
- Federaly statey and local sovernlent asencxes ' . A w
< = Military services ~ : oL .
Medical schools - . : : T . ' .

-Research labs .. - R
Larde livestock farms , : “
Food coapanies . .
Drud companies S y
Private rractices :

Veterinary schools

) - .
- . b4 >
. .

28 OTHER HEALTH DIAGNOSING AND TREATING PRACTITIONERS

-]

Other.health dxasnosxns and treating rractitioners include such occurations as ortowetrists and
rodiatrists., These workers specialize in treating one Fart of the bodyy such as certain vision
rroblems or foot problems. Theu examine P:tx@nts; determine treatments rarform corrective
proceduressy and sometimes prescribe ledxcatxon. T

Dy

281 OPTOMETRISTS

OPTOMETRISTS .examine peorle’s . eves for vision rroblemsy diseasess and other disorders of the
ege., Thes also test eues for rprorer derth and color rercertion and focus, When necessary
thes rrescribe lenses and treatment, When thes find evidence of diseaser thes refer ratients
to doctors who treat eses, Most OPTOMETRISTS surrly euedlasses and fit and addust contact .
lenses, Some seecialize in work with the aded, chxldreny or.the visual safety of industrial
uorkersa Some DPTOHETRISTS teach or do research.

.

4
8

SAMPLE NORK Acnvmss

- Use comrlex eauirment to test reorle’s visioff : o ;
= Improve peorle’s vision throudh the use of lensesy prismsy trainind, or eue eyercxses
- Treat ewe praoblems of children who have trouble learning
AdJust and rerair contact lenses and eyedlasses , v
Study eve diseases and how to rrevent or cure them .
Teach or traxn other OPTOMETRISTS . ¢

\

.

HOURS OF WORK/TRAVEL

HBstrOPTQHETRISTS work dqrins redular office hours, °

. /' . 0 * .‘ )
SANPLE PLACE OF WORK ' C ‘ T S

1

Private practices d/
.Eve hoseitals and clinics

Schoals of ortometry

Veterans Adminstration .
fublic and errivate health iﬂeﬂCIES‘ . ﬂl. ~ ‘ > c
- Industrial hcalth insurance coqranxes ()

! . 88 . . e - 7 ‘
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«- Military ;erices = o | : P
-vAs consultants to endineers specializing in safety and lightind» consultants to educators in
rened13¥/read1n9; or earticirants on health sdvicory committees . : '
g/ N . L .

o

P . . ) - -
Y . - : b A -
hd - . t N .
. . -

283 PODIATRISYS

'PODIATRISTS disdnose and treat. diseases and disorders of the foot, Theu perforn surderdy fit ©

corrective devicess °and prescribe gtuds) therapyy and rrorer shoes, To helr in diadroses) thes
take x-raws and rerform tests, They treat 2 variets of foots, conditionsy inclodind .corns:
bunionsy calluses, indrowhi toenailsy Mkin diseasesy fallen archess and deformed toes. Some

specialize in foot surderus bone disordersy children’s foot ailmentssy or foot rroblems of the
aded. ﬁgs;,arov1de all”tures of foot care. o " - ‘

PR a . .
N v e e
(= ’ -

" GAMPLE WORK ACTIVITIES

Examine reorle’s feet to find out what is wrond with them -
Perform. x-ray and blood. and urine tests ¢

Use machipes and electricity to treat feet ‘
Perform surderws on feet ’ . e
Make and tit corrective devices S .
Advise ratients on how to care for their feet ; 7 ey
Frescribe corrective footware - :
Refer patients to other doctersy when needed

Prescribe fdruds and therars for feet Froblems . ) ‘ ®

P

RN S A B R I

e o L . . o
HOURS OF WORK/TRAVEL . | ‘ B .’

v

- Most PODIATRISTS work during redulars office hours ° i ' > o
: = Some POBIATRISTS work on a Part-time basis , .

[

SAMPLE PLACES OF WORK . ‘ S

Hosritals e : - -
Private rractices ' : o
Podiatric medical colledes ) : : ' ..
Veterans Administration ‘ :
Public health derariment )
Military services % e - : _ : A .

R I A

v o ¢ - : -

e

: 289 HEALTH DIAGNDSING AND TREATING PRACTIONERS» N.E.C.

. l‘ o ’ ) )
These workers diadnose and treat human ailmeritss and rrescribe &md dive treatments for diseases -
and illnesses. Generailys these workers .are -not medical doctors, Some adJust the srinal
columns and other parts of redrle’s bodies to rrevent disease znd correct conditions thoudght to!

 be caused by nervous sustem disorders, Some treat ratients usind natural -means such as airst

watéry earthﬁf foods and herfbs, Gome hurnotizé ratients to chande their behavior ratterns,
"'Some use acur ncture needles to treat ailments and relieve rain.

~
o Y ' .

SAMPLE WORK ACTIVITIES

. 0 i
Talk with clients to deterkine their rroblems
Examine ratients usind X-rau machines and medical eauirment . :
Dissroses treaty and care for ratientsy usind 3 sustem of natural laws: ‘ y.
Use natural medicings and remedies to treat ratients . ,
‘est subJects to see if thes can be hernotized . .
(rain clients in self-huenosis : _1()»7 Iy d

[AFuiTox provided by ERIC 89
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- Insert acupuncture needles in ratienté to treat thems under a doctor’s supervision

[

HOURS OF WORK/TRAVEL

7
{No Information) .

SAMPLE PLACES OF WORK

- Private clinics and offices

“

P

&
X
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2899 REGISTERED NURSES» PHARHACISTS!.DIETIfthS; THERAFISTS, AND' PHYSICIAN'S

These workers rrovide medical surrort services to treat and Frevent disease, They mey work for

hosritalsy rharmaciesy clinicsy institutionss cafeteriasy convalescent hoseitals and rursing’

homes., Thew mes rlan diets or merus, sive thersey treatmerdsy assist doctorsy or fill
rrescrirtions, Theu consult with doctors on arrrorriate medications diets or tnerasreutic
treatment. . e

29 REGISTERED NURSES

- ) N

. : \
As imrortant members of the health care teams REGISTERER NURSES rerform 3 wide range of
- functions. Theu observe and record sumrtomse reactionsy and the rrodress of ratients. Thes
dive medicing ang druds to ratients as erescribed by doctors. They also hilp treat ratients
and instruct them and their families in prorer heslth care. Some of thpse nurses rrovide
nursing services in hoseritalsy doctors’ officess and nursing fomes, Others do research work or
instruct students. .

= Yo.

SAMPLE WORK ACTIVITIES | ‘

Give medicines and treatments to ratientss as prescribed

Teach classes in child cares first aidy and home nursing

{VUaccinate students and keer their health records

Visit homes to find out what ratients need =~ ° -

Give advice on nursind and nealth service Froblems

Flan the roliciesy standards, @nd obJectives of & school health rrodram,
Lirect nursing- activities in a hoseital unit, health agencyy or industry.
Attend to the needs of sick and ifjured reorle in a hosrital .

Indect druds into reorle’s seines to keee them from feelind Fain B
Deliver babies :

HOURS OF WORK/TRAVEL

- COMMUNITY HEALTH NURSES mau be reauired to travel to treat ratients in all kinds cf weather.
- STAFF NURSES in hosritals and nursing bomes may be reasuired to work nights and weekends.
- Some NURSES work on 3 rart-time basis. -

SAMPLE PLACES OF WORK

Hosritalsy nursing homess and related institutions .,
State and local dovernment adencies

Schools o

Visitind nurse associations :

Clinics s
Nursind schools

Industries

Doctors’ offices

Fatients’ nbme

Frofessional nurse ordanizations

State Nursind REoards :

Research ordanizations

Military services

t,
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30 PHARMACISTSs ‘DIETITIANSs THERAPISTS, AND FHYSICIAN’S ASSISTANTS

Workers 1in these ocvcurations rrovide medical surrort services to helr rrevent ang treat
disease., They maw work for hosritalss rharmaciess clinicse institutions, cafeteriasy
convalescent hosritals or nursind homes. Thew may rlan diets or meruss rrovide diagnostic
services or dive theraru treatments, They may fill rrescrirtions for medication. Thew consult
with doctors on arrrorriaste ned1cat1ony diety or therareutic treatment. :

"301 maamc:srs“' o \

PHARMACISTS disrense druds and medicine rrescribed by doctors and dentists. Thew 3also advise
. reorle on the use of medicines that can be bought without a doctor’s order. Thew maw rrerare
medicines and test druds for rurity 8nd strendth. Some keer records of the druds ratients use
and advise doctors on the selection and use of druds. Hanw who work in drug stores also buu
and sell doods and hire and surervise staff. Dthers teachsy do researchr do consulting worky or
write and edit technical articles.

-

SANPLE WORK ACTIVITIES

Fut the correct amount of rills or capsules in bottles as a doctor reauests
Mix and rrerare medicines and drusds

Refriderate drudss vaccinesy and serums

Advise customers how to take medicine and drugs

Sterilize solutions for makind medicines

Sell toothraster deodorants and coudh medicine

Advise doctors on the effects or strendth of new drugs )
Write articles for rharmacy madazines sbout new or different techniaues
Answer ratients aguestions about rrescribed mredicines

Order and maintain drud surrlies and chemicals

Instruct interns in the use and effects of medicines and druds

| T T TN T O T O T I B |

HOURS OF WORK/TRAVEL

- Many PHARMACISTS work extrs hours in second JOhS! often as consultants to nursind homes and

other fac111t1es.
- PHARM& T5TS often work durind eveninds and weekends.

SAMPLE PLACES OF WORK

Community rharmacies

Hosritals

Comranies that make druds

Wholesale drud comranies

dovernment and educational institutions
Pharmacy and medical schools .
Nursind homes

Military services

302 DIETITIANS

DIETITIANS rlan healthful and tastw meals to helr reorle heer or recover their dood health.
Thew also surervise staff “who rrerare and serve wmealss manade foord and related rurchasess
rrerare . food buddetss 3nd dive advice on dood eatind habits, Some DIETITIANS rlan and direct
food rreraration in rlaces such as hosritalss nursind homesr clinicss and schools, Others
teachr do researchy or act as consultants. "

| 110
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 SAMPLE WORK ACTIVITIES

- Flany ordanizesand conduct Frodrams in nutrition and food science
Set policies and rrocedures for food preparation and service in such rlaces as schools or -
FT1S0NS S :

Study the rast diets of reorle to rlan food rrograms for them

Advise reorle on how to select and rrerare foods and rlan menus

Evaluate food service sustems o .

Fian and direct the rreraration and service of diets ordered by doctors

Talk with desidners and builders to rlan now to.build or remodel a food service unit

Advise child care staff on how to rlan and Frerare foods that will meet the needs of small

children . ; s, .
- Prerare course outlines and manuals used to teach dietetics

HOURS OF WORK/TRAVEL .

- Most DIETITIANS work 40 hours a week ¢
- DIETITIANS in hosritals may sometimes be required to work on weekends.
-~ DIETITIANS in commsercial food service mas have irredular hours.

SANPLE PLACES OF WORK

- Hospitalsy nursing homesy and clinicss including those in the Veterans Administration and
U.S5., Public Health Service -

Colledes and universities

Public school suystems

Health-related adencies .

Restaurants or cafeterias ) : : d

Larde comranies that rrovide food service for their emrlogees

Military services , ‘ '

303 THERAPISTS

Workers in these occurations work with ratients to_helr them dain asbilities that may have been
damaded by illnesss accidenty or Handicar,  They may work. with reorle who have difficults
breathind or movind certain rarts of their bodies., Others may develor and direct educationals
vocationals or recreationasl Frodrams for ratients with rhysicals mentalsy or emotional rroblems,
Some therarists work with reorle with sreech or hearind rroblems. Therarists may also teach or
do consultind work. ’ )

3031 RESPIRATORY THERAPISTS

RESPIRATORY THERAPISTS treat patients who have breathind rroblems. This treatment may rande
from divind short-term relief to asthma ratients to divind emerdency care in cases- of heart
failurey strokes drowninds and shock. These workers are amond the first medical srecislists
called in to treat breathing rroblems czused by head indury or drus poisoning. - .

SAMPLE WORK ACTIVITIES

Set. 1jm and orerate devices such as reseirators and ventilators to helr reorle breatie
M(Hajch,hahées‘to make sure eauirment is working frorerly

'Assiéi\getients in rerformingd breathing exercises , : . . 5

Drain fluids from ratient’s lunds . - :

Keer watch on ratients to see how theu are resrondind to therary »
Consiilt With doctors to solve hreathing rroblems: : ;
o Record treatsents given onto patients charts : : :
EﬁgJﬁ:Shou others how to set ur and use resrirators .

i R S 111 '




HOURS OF WORK/TRAVEL

RESPIRATORY THERAPISTS sy be reauired to work during evenings or weekends.

SAMPLE PLACES OF WORK

Hosritals

Oxuden eauirment rental comranies
Ambulance services

- Nursing homes

3032 OCCUPATIONAL THERAPISTS -

These peorle rlan and direct educationalr vocationslsr and recreational activities desidned to
help . patients with rhusicaly mentaly or emotionzl rroblems become self-sufficient. They
evaluate the sbilities of ratientsy set sosls for thesr and plan therary prosrams, Thew teach
skills and the use of tools to restore clients’ movements coordinations and confidence. They
also plan and direct dames and other activities and may desidn devices to aid clients. Some
teach or do consulting work. ' :

SAMPLE WORK ACTIVITIES ¢

- Elag_ social activities that will hele ratients learn work skills as well 3s addjust to their
andicars

Select activities for ratients which will help them learn work skills suited to their mental
and phusical carabilties -

Order surrlies and eauirment

Lay out materials for ratients to use

Evaluate ratients’ rrodress )

Train nurses and other medical staff to use therapu techniaues

Desidny make and fit devices such as selints and braces» as specified bu 3 doctor

Arrande ravind .jobs®for mental patients within a hosrital -

K
;
:

HOURS OF WORK/TRAVEL ‘ - : 2

- OCCUPATIONAL THERAPISTS sometimes may have‘to work during eveninds and weekends,

~ Many OCCUPATIONAL THERAPISTS work on 3 part-time basis. :

SAMPLE PLACES OF WORK

vHosPitaI% -
Rehabilitation centers
Nursind -homes

Schools
Qutratient clinics - . _ -
Community mentsl health centers T , - ‘ S o,

Research centers : L - )
Srecial sanitariums or cames for handicarred children - :
State health derartmen - ' . - - B .
Home care Prosrams N - o :

Militaruy services ~




3033 PHYSICAL THERAPISTS

PHYSICAL THERAPISTS give treatments to helr relieve ratients’ rain and develor or restore their
phusical health, Thew help rersons with muscles nerves Joint and bone diseasesy or induries to
overcome their disabilities, Their ratients include accident victimss nandicarred childreny
and disabled older rersons. Theu test and measure phusical abilities and rlan ireatment
programs, Thes mas use such means as exerciser massadges watery or electricity to relieve rain

or improve the condition of muscles and skin,

SAMPLE WORK ACTIVITIES

Study doctors’ instructions and medical records to rlan treatment rrodrams for ratients
‘Test and measure phusical traits such as strength and range-of -movement ,
Instruct and assist ratients in exercise and therary '

Write rerorts that describe ratients’ rrodress in therary . ) .
Fit or addust theraru eauirment such as crutchesy bracess sound machiness. traction dJevicesy

ang exercise machines ) )
Help ratients develor work skillss usind sucn means as art or rhotodraring lessons

)
HOURS OF WORK/TRAVEL

- PHYSICAL THERAPISTS mau be reauired to work during eveningds and ueekeﬁds. This is esrecially
trgg {or those in erivate rracticer who must be available at times convenient for theiy
ratients. ,

SANPLE PLACES OF WORK

Hosritals

Nursing homes -
Rehablliigﬁgon centers
Schools .

Doctors’ offices
Clinics .

‘Researcn firms
Military services
Government adencies

3034 SPEECH PATHOLOGISTS AND AUDIOLDGISTS

Workers in this field rrovide direct services to reorle by evaluating their sreechy - languasger
or hearing disorders and rroviding treatment. Thew help clients whose disorders result from
causes such as hearing lossy brain  indurds cleft ralater mental retardation emotional
rroblemsy or.foreign dialect. Some do research to find causes of sreech and hearins disorders
" and better methods to treat them., Others teach or do consulting work, , :

SAMPLE WORK ACTIVITIES

Use comrlex eauirment to test reorle’s hearing abilities

Studs clients’ educational, medical and social histories

Plag_and>direct Erodrsms to trest clients tnrough hearing aidsy counselings and sreech
reading e ,

Design clinical research rrocedures

Counsel clients who have sreech disorders ] , ]
Advise teachers and medical wWorkers on how to helr children who have sreecih or hearing
disorders . ) v

- Teach courses about speech or hearing disorders : .

4
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HOURS OF WORK/TRAVEL

Many SPEECH PATHOLOGISTS and AUDIOLbGISTS work more than 40 hours rer week.

SAMPLE PLACES OF WORK

Public schools

Classroomss clinicsy and research centers in colledes and universities
Hosritals v

- Sereech and hearind centers

- Governmerit adencies

- Industries

- Private rractices

3039 THERAPIST, N.E.C.

. !
These workers rl2ny ordanizes and direct therspy prodrams desidned to relieve ratients’ pain
and develor or restore their phusical and mental health, They consult with medical and -
rrofessional staff to rplan phuysicals occurationalr recreztionals and other programs, Most
speciglize in_one ture of therarysy such 3s musicaly or athletic prodrams, -Theu work directly
with ratients in hosritalsy clinicss and other facilities. Thew watech eatients’ wrodress in
therary and rrerare rePorts for use by doctors and other professionals, Some srecialize in
servind the needs of newls blinded ratients, . T e

SAMPLE WORK ACTIVITES \

Plan and direct health therary rrodrams .

Assign duties to staffs, based on workloads sraces and available eau1pnent

Coordinate research prodects to develor new therary technlaues -

Ordanize srortsy dramatics arts and social act1v1tes, for patients’ abilitiesy interestss and

1l

needs
Encourade patient to take part in therary Prodrams
Evaluate patients’ prodress in therary <

Maintain and rerair art materials and e2ruirment

Direct musical activities for ratients . ;

Train blind“ratients to orient themselves to their surro?ndlnSs and to travel aslone

Teach ratients to eats dressy and use a rhone

{nstruct patiénts in handicraftsy such as leather work or weavinds to improve their sense of
Teach ratients to read and write Braille .

Instruct ratients in drour asctivitiess such as swimming or dancing

B |

HOURS OF WORK/TRAVEL

- Althoush THERAPISTS Senerlls work 3 standard 40-hour weekr thes m3y sometimes have to work

evenings. or weekends.
- Many THERAPISTS work 'Part-tine, - : G

S

SAMPLE PLACES OF WORK . | - . :

- Community and dovernment health adencies

- Facilities for the mentally retarded

- Hospitalsy rehabllltaton centersy and nursing homes

- Military services

~ Qutratient clinics and connun1ty sental health centers

~ Research centers

- Sanitariums or cames for the hand1carred : :
- Schools : _ ..
- Schools for hand1carred children

EKC I - 114
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I : 304 PHYSICIAN’S ASSISTANT

PHYSICIAN'S ASSISTANTS helr doctors treat sick br indured ratients, Thew erovide ratient
services under the ~direct surervision of a doctor, Thew talk with ratients to sel detailed
medical information, Thew also dive medical exams and order lab tests, Thes rrovide the

. doctor with information needed to treat patients. Theu also Provide minor medical services,
For examsles thew sew UP minor cuts and appls and remove casts. Thes mau assist in surders and
counsel patients on health and disease matters. )

GANPLE WORK ACTIVITIES , - s N

‘ : -
Record ratients’ medical histories ! - \\\\\
Do comelete phusical exams on retients . - : .

Order routine lab tests .

Counsel ratients and their families on health and disease matters

Sew wr Minor cuts ' : _

Treat winor wounds

Applu and remove casts and traction devices

Assist a doctor in rerforming surgery »

[ T S T N

HOURS OF WORK/TRAVEL

(No Information) »

SAMPLE PLACES OF WORK . :

Frivate medical offices

Hospitals and clinics i

Government adenciesy such as the US Fublic ‘Health Service
Collede infirmaries

Military services

3 o 115 a3 . "‘
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3199 WRITERSs ARTISTS, ENTERTAINERS: AND A}HLETES

 These workers wuse their skills and talents to inform and entertain, They maw work as writers
or editors who rublish or broadcast factusl information or create entertzirment. They may
perform on stade as characters in movies and rlaysy as sinderss or as stuni rerformers, Thew
——: may use dialodues actionssy or stunts to communicate. #thletes use rhusical skill to comrete in
srorts activities for the entertainment of others. i -

32 URITERS;VARTIST51 PERFORHMERS, AND RELATED WORKERS

Writerss artistss rerformerss and related workers use their talents 'and skills to. inforwm
instructs and entertain others, They may work in businesses.and industries that rrovide
factual or illustrative material for informational Furroseg. They maw also Froduce scririsy
fictions works of arts or visual elemerts for various forms of entertainment. They may use
actionss dialodues or stunts to communicate or entertain. -

A
¥

321 AUTHORS
AUTHORS write to entertain and inform reorle. Thew create written material for publication in
erinted from and for seoken use. Some write bookss rlayss novelsy roemsy or other works.
Others do such thinds as write words for sondsi rrerare scrirts for radio and TV announcers: or
adart books or rlays into scrirts for movies., Still others use their knowledge of landuzde to
translate sroken or written rassades from one landuade to another or to sidn landuage.

SAMPLE WORK ACTIVITIES

* . . . . R [ . »
.Comrose verses to be sung or SPokeq with music ) @ -

Write rlayus :
Write roetru that exrresses gour rersonal feelinds and subait it for rublication
Conduct research to get facts that will be helrful in writing a sry story that is based uron

real life events, . ] .

Write short stories that will rlease and inform children
‘Prerare_materials to be read by news srortcasters

Write rlot outlines for screenrlaus that will be shown on TV , )
Direct workers who translate documerts from a8 foreisn landusde to Endlish

Act as an interrretor for a foreidn official

Translate the sign landuade of the deaf into oral or written languade for heariﬁs,PedPIe

-

Id

'HOURS OF WORK/TRAVEL :

-

- Some AUTHORS: mau travel to do researchs obtain informations or act as interrreters,
- Many AUTHORS work overtime to meet deadlines for rublications. '
- Some AUTHORS work on weekends: but most set their own hours.
.. / ¢ - .
. g

SAMPLE PLACES OF WORK - | .

In your homes as @ self-emrloyed AUTHOR

Publishind comranies

Motion ricture studios =

Television and radio stations industries

Federal doverrment agencies

.The United Nations ' e
Advertising comranies. -
Colledes and universities » *
Newsrarers : . : . . . .
Any company that hires AUTHORS to rrerare srecial scrirtsy rublicationss adss .or . other

oridinal materials,

i
. e,




322 DESIGNERS

.These reorle design Froducts used in homesy businessesy’and’industries, They design 8ll kinds

of productsy includind teyss furnitures carsy clothesy and bank notes, Some rlanm home and
office decorations or desisn sets for movies stadey and TV Froductions,— Others-arrande flowers
. to decorste homesy churchesy and offices or desisn ads to disrlay and describe rroductss
: eventss and services, DESIGNERS mau tise 3 variety of tools and ecuirments including artist
toolsy and hand and rower eauirment. ' L :

SAMPLE WORK ACTIVITIES

Desisn the lawout for art work in a madazine or book -
Design interiors of rooms and homes ' .

Advise clients about the best use of srace and color

Make raste-urs or drawings_of ads for clients

Engrave rlates to make doflar bills :

Build working models of machiness using hand and rower tools i '
Draw ur desidns for Froductss such as Tudsy Carsy furs, silverwarey textiless clothinds or

Coobagt 1t

- pdewelry . g . . e

~*Iiraw full-sized work drawings of stained dlass windows

Draw cartoons ) . ;

Arrange flowers and foliade : ) ' :

Desidn trademarks or sumbol to arrear on 3 firm’s rroductss adsy and stationars
Desidn diselaus in derariment stores to show rroducts that are for szle :

-

>

HOURS OF WORK/TRAVEL

-

Some [ 'RS may occésionalls work long or irregular hours. ’ a
- INTERIOR DESIGNERS mauy meet with clients during the evening or on weekendsy when RECESS3FYs

R

SAMPLE, PLACES OF WORK

Anu larde business or industry thnat advertises or make rroducts
Private desisn firms .
Furniture manufacturing firms
Furriers’ offices
Motion picture studios
US Derartment of Treasury
Floral shors
Comranies that desidgn or make Jewelry
Comranies that make wooden boxes
Metalwork manufacturers
Radio and TV stations .
Larde derartment stores or furniture stores
Motel 3nd restaurant chains

[T T TR T T T TN T SO N S B |
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323 HUSICIANS AND COMPOSERS
Peorle in these Jobs writey arranges sing tos rlayy or direct music. Thes usually srecialize
_in either rorpular or classical music, They may rlay a musical instruments or direct e sumrhony
or choral srour. Some sing before audiences or on records. Others comeose music for moyiesy
operasy balletsy ang sumrhony orchesteras, -HUSICIANS mau work. alone or as rart of a bandy rock
9rogp;t'or come other musical grour, They may rerform on radioy or stadey or in TV or .movie
. wroductions, - :

SAMPLE WORK QCT;VITIES : | v _1.1;?' .

o "lay a musical instrusent in 3 band or orchestra
E l(jtudu and rehearse mUsic .
—I\ > gnduct @ choir or dlee club

IToxt Provided by ERIC
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|

Write music for orchestrass bends, ‘or choral drours

Audition and select members for an orchestra or band

Qing in an oprera or as rart of 3 rock drour -

Select. music to be used in movies

fdart 3 riece of music to a dxfferent stuyle than it was ordinally
Rewrite music intended for one voice or instrument to be used by another voice or instrument
_Bive cues to rerformers in an orers , '
Position orchestra nenbers to set the rrorer balanCe iresound — T T T e e
Sind dosrel or choir music for records 2
Sind and play country music before audiences and for records 5 ,

Assidn workers to scorer arrandes and cory music ‘ .

HOURS OF WORK/TRAVEL

Hany MUSICIANS uork at night and on ueekends.
Many MUSICIANS cannot obtain vear-round work snd must work a% other JDbS to get income.
Many MUSICIANS travel to dive Perfornances.

-

«t b §

SAMPLE PLACES OF WORK

¢ e

Bandss orchestrassy orerasy and other musical grours °
-Motion picture and TV studios
.Night clubs o
Churches and schools ’ :
Military services

Recording studios

Road companies : y

- : 324 ACTORS AND DIRECTDRS

Vﬂ Peorle in these Jobs work in stades movies TVs radiosr and other Productxons. Some act out

parts or roles to entertains informs or instruct audiences, Dthers difect or produce stage or
screen production, New ACTORS and ACTRESSES often start in °*bit' rarts where they sreak only -
few lines. Thes may. prodress to larder_surrorting roles, but only @ few becowme well-known
stars. DIRECTORS rlan and surervise radios TVs movier and screen Productxon. PRODUCERS select
scrxpts, control fxnances, and handle other production rroblems.

SAMPLE uonx/ncrxvitxss ; o *

~ Coach rerformers in acting techniaues
- Conduct readinds to see’ how w2ll actors and actresses fit certain Parts or roles
Portray a2 role in a movier stade play or TV commercial .

Rehearse parts to learn liness cues and movements

- Read frow 3 book to entertain asudiences : .
- Interrret scrirtsy direct technicianss and conduct rehearsals to put on Plass o :
- Suddest that actors chande their voices and novements to better play their roles s

- Select costumes for rerformers to wear ¢

- Direct radio erosrams e

&

Give cues for curtains lishtss sound effectssy and to Pronpt rerforeers

~"Keer talent files that contaip information about reorles’ rast acting and exrerience

~ Stands walk Or sit in scenes to provide backsround for stars in movies or on stade
Plan and schedule a Public service TV prodram :

Direct's radio news or ssorts erosram ‘

Surervise the work of reorle who writes directs edits and rproduce motion pictures

Sell shares to investors to finance stade Productxons ,

Stand in for actors in horseéback r;d;ns scenes

" HOURS OF WORK/TRAVEL

o ~ Hany ACTORS and DIRECTORS work lons and 1rresular hours and do much travellns;
l{\‘: STABE ACTORS and DIRECTORS work in the evenings. - _ -

w0118 . °
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N EEERE

- Many performers canrot obtain wear-round work and must work at other Jobs to det .income, .

A1

SANPLE PLACES OF WORK , . )

TV and radio networks
Motion picture studjos : ;

Advertising comeanies : ¢

Orera companies . . @
Stade comranies . = © ) :

Stocks little thesters repertoryr and dinner theater comranies

Local radio and TV stations '

Colledes and universities

©

*

»

325 PAINTERSs SCULPTORS, CRAFTwARTISTS; AND ARTIST-PRINTHAKERS

a

These reorle createy COryy or restore Faintindss drawindsy sculpturer and other art works,
Theu m3y create art works or desidns for use in business or industry or for use as decorations. .
Fheir duties rande_from designing and constructind movie scenery to creatind oridinal paintings

or sculptures. Theg mau create designs to illustrate bookss advertise productss or show .
medical procedures. Thew use a variets of artist tools and materials. In some casesy they use

power tools and machiners as well. ¥ : ‘

b

N ) P
o < . ’ »

SANPLE WORK ACTIVITIES . S

k)

©

Paint’ 1andscaresy portraitss still lifess or abstractsy ‘usind watercolorsy oilsy tempras or
other materials - - : . e v

Fl

Restore damaded or faded raintinds _ . : )

Etchs endraves capves Paints or draw imades and prepare them to be printed 2
Sketch the likeness of customers bu having them rose or by lookineg at a photograrh
Construct art works out of stones plasterr or wood, |

Faint pictures to be used in books to illustrate stories :

Make sketches to illustrate surgical and medical research procedures ‘
Draw rictures of clothind for use in advertisind > s
Draw cartons or comic stries for publications ) o, > » )

Plan 3nd prepare rictures of scenes and backdrounds used in motion ricture or TV rroductions
Iraw animated cartong for use in motion rictures or TV ‘ S -
Advise clierits on colors to Ufe in decoratin¥ rooms : :

Desisn and build plaster models of monumentss statues, and cemetery markers

Hake models and molds for use in casting concrete garden furniture and statuar

¥

'HOURS OF WORK/TRAVEL .~ . | - .

(No Inforuatioﬁ) o - - . o | R

T
@

'SAHPLF PLACES OF WORK

v . . \ : - ~ . . . - . K G
Artists studios : RE - S .
Businésses that sell custem-made concretes rlasters stones or tile products . ,
‘Fashion houses - ‘ ’ ' e - t

For wourselfy as 3 free-lapce artist or cartoonist -
Motion ricture and TV studios. -

Hugseums ) )
Printind and publishing companles :
Product msanufacturers : ' o

- Stonework shors v ; -




326 PHOTOGRAPHERS

PHOTOGRAPHERS use st111 and motion-ricture cameras to rortraw thindsy reorles PIBCES! Efnd
o everts, They use 3 variety of cawmeras aﬂd lenses and many tures of film. They may use special
© lightind eauirmenty such as flash units» floodlidhts and reflectors. Some develor and print
their own photodrarhs and enlarde and otherwise chande filwmed imades. Manu specialize in 3
certain ture. of rhotodrarhyy such 8s rortraity couuercaalaggw 1ndustr131 work., Some covér

. weddlnSS andg otber events. '

PR . ¢

- tre. E
T SANPLE WORK ACTIVITIES

-

Plan and direct the filmind of a movie B )
Take rictures of crorsy forestss 'and cities from airrplanes »

Use a special camera to film cartoon drawings and turn them into movind pictures .

Take pictures of rlant and animal tisswues _ RN
Copy x-ravs on srecial rhotodrarhic film . *3\\

Take pictures of reorler rlaces:y: and events for 3 newsparer or n33321ne
Pose reorle to film rortraits

‘Film moviesy usind srecial power zoom lenses

Ask rightclub and restaurant eatrons to rose for Plctures

Photodrarh the finish of 3 horse race

Mix chen1cals to process film °

HOURS OF WORK/TRAVEL

)
3

- Some PHOTOGRAPHERS work lond and irredular hours.

- FREELANCEy PRESS: and COMMERCIAL PHOTOGRAPHERS travel freauentlu. = )

- = PORTAIT and FREELANCE PHOTOGRAHERS mau work durind weekend and evenind hours to cover
weddinds and other srecial events. : o, g

-
~

SAMPLE PLACES OF WORK ‘ %

.

Connerc1al studlos :

Newsrarer and madazine. companles

Government adencies

Photodrarhic eauirwent surrliers and dealer= : .
Industrial firms _ . -
Motion picture studios :
Colledes and universities
Television networks and comranies
‘Medical research firms

327 DANCERS -

v
v o

DANCERS make up and rerform dances. Theuy use movenents to interrret an ides or a storys or to
express rhuthe and sound. They mau rerform in balletss in dance routines in musical* showsr in

< ° folk and Jazz dances; or in other kinds of dancind. Thes may dance in 3 droupy with 3 rartner,
or by themsel vee Thew m3y act or sind as well as Bce in movier orerar or TV shows. -Manu
DANCERS combine stadework with teachind. Some become CHOREOGRAPHERS:s who create new dancesy
teach the- to Perforuers and sometimes direct and stade dance routines.

" SRHPLE.UORK ACTIVITIES

Perfora 3/ acrobatic dance in’ front of an audience ¢ ‘
Dance with a partner on stage , S
Sind and dance in 3 motion picture
Darce with @ drour in 3 musital rlay
Rehearse dance movements develored by 3 choreodrarher
gr:ate ngu danc:s fo;hatbal%fttO{luus1€al show
ake ur dance sters that wi ell a story ¢ k ,
[Kc 120
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Instruct rerformers for specific rarts in dance routines
Direct.2 dance routine "o N '

o

&3

HOURS OF WORK/TRAVEL

DANCERS often work lond hours. They may work durind weekends and holidays. Mans work during
"the evenind hours. '

- DANCERS who do on road: shows often travel on weekends . © st .
- Nany DﬁnchS work in temeorars .Jobs and move from one .Job to another. Sometimes, they aust
fing other tures of work when dancing Jobs are not available.
B . k3 .
 SAMPLE PLACES OF WORK,—~ " o i
. . . M - . : : _‘;ﬁ 14 '(};9
- - Ballet or sodern dance companies ) ' PRt
- - Motion ricture and TV studios : : : o -
- Theater fnd orera comranies
328 PERFORMERS) N.E.C. : : ' .

3
5\

. . ‘ .
. These reorle Ferform feats to amaze and entertain audiences in a variety of settindsy includind
circusess rodeos fairsy water showsy andrbmusement rarks, For examrles some do madic tricksy
operate rurretss or dress up_as clowns.™ Some tell fortunes or read horoscores. Some work as
Juddlersy snake charmerss or fire eaters. Some Ferforw stunts for movie or TV ,rroductions.-

Some train animals to do clever ‘tricks.

T

SAMPLE WORK ACTIVITIES .

. > o - 4 ) .
. — Perfora tricks of "madic” usind Frors such as illusion boxess scarvesy and cards»
- Desidny and orerate ryrrets

= Act out various situationss using bodu movements facial exrressiony and destures ‘ :
Prerare and_analuze horoscores to advise clients redarding future’ trends:and events

Train anisals to obew commands) comrete in showss or rerform tricks to-entertain audiences
Perform tumbling and balancind feats .

Perform dumnastic feats while swindind on 3’ trareze

Analuze handwritind to aprraise Feorle’s rersonal traits . .

Juddle and balance obJects, such as balls» knivesy and Flates _

Perform stuntsy such as overturnindg a sreedind car for movie or TV froduction

Show daring and skill bu bronco riding, calf rorinds or bull ridind at 8 rodeo

Ride 3 horse before Juddes in 3 horse show .

Perform water-ballet routines to entertain audiences. or. '
Perfors daredevil featss such as diving from a high divind board”into a tank .of water
Walk across 3 hish wire and do .headstands and somersaults

Introduce agts' at circus .

Work as a fire eater; snake charwers or sword swallower at aif anusement Fark

Feeds describes and indentify fish enclosed in_a tark for the public’s amusement
Stand in for a stap rerformer durind movie or TV scenes , : g

[ S VR U T O L T N T O N N A I A |

3
e Py
IS

HOURS OF WORK/TRAVEL

. - These .obs often involve eveniings weekends and holidas work as well as irfedular working
hours. Gome .Jobs offer orrortunity for rart-time work., Some Jobs may be seasonal.

- Many of these Jobs reauire travel and lengthy reriods of time srent away from home.
. N .

SAMPLE PLACES OF WORK ‘ ’ v

3 For, vourselfy as an indererderit rerformer )
O ircusess fairss carnivalsy rodeoss and other entertainment events .
£]2Jﬂ:tal¢ show rroductions- 1 - L )

— . S 103 121 o
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- Movie and TV studios . o o
~ Modelind asencies o

Night clubs ' . - -
- Amusenent Parks and centers : . ' v e

329 WRITERSs; ARTISTS, AND’RELATED.HORKEﬁﬁv N.E;C

>

These reorle use their artistic and creative skxlls to .devise materxals to entertaxn .or inform

peorle., For examrler some write scrirts for comeds shows or funny thlnSS for rerformers to say.

on stade, - Some comrose texts for oreras by fittind words to music, Some create crossuqrd

?uzzlis. So:e greate scenera used in movie or TV Productxons. Some rrerare drawinds used
urniture making, . . -

SAMPLE WORK ACTIVITIES

-G B . ’ -

Write humorous laterxal for rublications or rerformances . ‘ .
Comrose .the text of an orerar musical rlays or choral work - -
Cut out Proflles of customers from rarer to form silhouettes '
:lan agd rroduce sdudio (sound) and visual (sidht) material for use in commynications and -
rainin
Prepare workind drawings and temrlates of furniture to helr with funiture rroduction
Create lavouts of scenery and backdrors for use 1n movie-and TV rrodrams
kN .

HOURS OF WORK/TRAVEL

(No In?oruation)-

‘SAMPLE PLACES OF WORK-

pr e

K

For wourselfy as a3 freelance writer or artist
Newsr3rerss madaziness and other publishind and erintind firms
-Fairsy carnivalsy and other rlaces where sidewalk artists work
Furniture manufacturers A

Radior TVy and movie comianies

g ) : . W

<

33 EBITORSs REPORTERSs; PUBLIC RELATIONS SPECIALISTS; AND ANNOUNCERS

4
. X , ; #
Editorss rerortersy public rel!'lOns specialistsy and spnouncers are concerned with . insuring ,
that written and sroken information are communicited clearls and accuratels, Thew may be
resronsible for seeind that rublished work is asccurate and well-writtens that facts or events.
aré accurately and auickly rerorteds that 3 comranw or srour is rrorerly rerresented to the -,
sublics or that news?y srorts; or entertainment eVents are rrorerly rerprted to audiences.

Y

d v . , .
? “ . : . I

t 331 EDITORS AND REPORTERS

1

...-Editors and rerorters insure that .information or events are Publxshed or rerorted accuratela

and auickles Thew wmay check news_ storiesy fictions and non-fiction for acqurgcyr writingd.
stuley drammary and rrinting errors. They. make necessary changes and SPPTOVe flnal cory for
rublication or broadcast._

[N
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IToxt Provided by ERI

Write critical reviews of bboks, idsic;_art works. or plays
ERIC 123

, | 3312 EDITORS

EDITORS coordinate the work of writers and edit writers’ naterial, They direct and rerform
editorial activities for newsrarerss movie or TV studioss rublishing companiesy .and similar
organizatipns, They hires. assidns_and supervise staff who write articless rerorts, editorialsy
reviewss and other material. Thew may surervise workers who gather and edit local news:
photodrarh news eventsy prerare scriptss or revise material to be published, . '

. SAMPLE WORK ACTIVITIES . >

Direct the scitivites of writers who rrerare material for publication

Review writers’ work and make recomtendations for chandes

Read copy to detect errors in srellinds punctuations and grammar

Inspect newsparer editions before theu are released ’

Write rolicy editorals - . ) )

Ascidn freelance writers to write articles, rerorts, reviews, or editorisals
Assign staff ehotograrhers to produce rpictures and illustratics

Flan the lawout for a publication o ) , )

Supervise staff writers who rprerare scriris for, broadcasting on radio or TV
Edit scripts to ensure that they meet with company policys lswss and redulations
Rev@eudnanuscripts of books and decide whether books should be Publisheds  rejectedsr or
revise i T :

Write definitions for publication in a dictionary

Edit dreetind card_messades ’

Edit motion picture films TV video tares and sound tracks

EEREEEENEN

.
v

HOURS OF WORK/TRAVEL

?’Néuspaper EDITORS mau be reauired "to work durind evenfngs or weekends, Other EDITORS
denerally have standard work week,- .

SAMPLE PLACES OF WORK 4

Book rublishind companies

Comranies that publish madazines» .Journalss
federal ang State adencies

Greeting card ‘comranies

Motion picture studies® o . - :
Newsparer companies .and other periodic literature -
Radio and TV companies, . "

P

3313 REPORTERS

REPORTERS collect and analuze facts about news events and rerort or write stories about them.
They wmay prepare news stories for publication in a8 newspaper OF for broadeasting of radio-or
TV, Manu REPORTERS specialize in particular subJject areass such as sportsy politicsy foreidn
affairsy fashions or relidion, Some write critical reviews of bookssy musicy Art works or
Péa%s._ ?o.e present news over radio or TV, Some erepare adsy take rhotodraghs or write
editorials, ’ o . T - .

SAMPLE ‘WORK ACTIVITIES

Analuze news and write a column or commentary about it .
Gather information through researchsy intervieus and attendance at fufictions
Prerare outlines for news stories . o S
Write ads to be published or broadcasted on radio or TV s//

Consult with sales staff to det information needed to rrerare a3

Correct #and revise cory )

it

LS
Write comments on torics of interest to readers.

K R e _ 105 '




- Examine news items of locals nationaly and world sidnificance and decide which items to
include in news broadcasts . ,

Present news over radio or TV ’ . :

Check the facts o:’; news story by dettind information from filess libraries» and interviews

[

Follow leads and newstirs to develor a3 news story
Give live rerorts

/
)

rom the scene of events : g .

HOURS OF WORK/TRAVEL .

7

.

- REPORTERS are under rressure to meet deadlinés. Their work may demand lond hourss irredular

schedulessy and travel. Theuy may be reauired to work during weekends and holidaus.
.- Some REPORTERS work part time. -

SANPLE PLACES OF WORK

Madazine comepanies

National press services
Newspaper comranies
Radio and TV stations

J

332 PUBLIC RELATIONS SPECIALISTS AND PUBLICITY WRITERS

These reorle helep individualss droursy or ordanizations promote ideas: servicess or products
an?, build 3 dood rublic imade, Some handle rress or consumer relations, Some_conduct
political or fund-raising campaidns. Some represent an interest drour and promote 3 rolicy on
a public issue, In some .obss theuy recruit workers or studentss or prepare Press releases and
ads for use in newsparerss radios and TV. They may make sreeches» or plan and conduct sales
campaidns, , :

SAMPLE WORK ACTIVITIES

- Contact members of Congress to persuade them to support certain bills. .

- Studs prorosed laws to see what effect thew misht have on 3 clients’ interesi

- Contact groues that have similar interests.to det them to suprort Prorosed laws

Prerare news releases to inforg,the public_and describe 3 client’s views on the issue

Subait exrense rerports ' _ . . , : .
Prigare and distribute fact sheetss photoss scrietss and recordinds to rromote 3 product or
policy ‘ '

Rerresent an emplower at a3 publics socials or business datherind

Do research to come up with new ideas to Promote a comeans’s services

Plan a fund raisind cameaidn for a collegde . .

Prerare pamphlets that describe the services offered by a doverrment adency

Iqur the country to make seeeches at dealers’ conventions to promote sales -and goodwill for 3
firm c

Show droups of retsil merchants how new products work

r

HOURS OF WORK/TRAVEL

]

"~ The work week for public relations staffs deneralls is 35 to 40 hours, Ho;evgr; schedﬁles

- may be rearranged because of deadlines. Lo
- Many PUBLIC RELATIONS SPECIALISTS travel out of town to deliver sreechess do researchy and

attend meetinds and activities. -
- Some workers in this drour are on call around the clock

" SAMPLE PLACES OF WORK .

- Manufacturing firms | \ . ) . \
F TC' Public utilities o ) = 124 : y
PAvui et providea by enic . T . . . . T, . : B 106




Transportation companies

Insurance companies

Trade.and professional associations
Government asencies : ' .

Schoolsy colledess museums: and other educationaly - religiouss and human services
ordanizations T

Hospitalsy drug companiessy and medical associations

- Public relations consulting firms

- Advertising asencies

333 RADIO AND TELEVISION ANNOUNCERS

These Peorle introduce and host radio and TV programs. Many RADIO ANNOUNCERS act as disc .

Jockews, They introduce recorded musicy present riewsy adsy and commentars. They masy orerate

the control boards sell ad times and write commercials and news cory, ANNOUNCERS in TV and

larde radio stations often specialize in announcing sportsy newss or the weather, Theu may .do
the research and writind for their own scrirts, As well-known rersonalitiess they often are
asked to take part in communits events, . : -

-

L]

SAMPLE WORK ACTIVITIES

J

~ Read or make up a short speech to identify a;station; iniroducé a showsy or announce a‘station‘

break

Read news flashes to inform audiences of events ‘

Describe a parade or convention for an audience

Select and plau popular records and tares for radio listeners

Watch @ srorts event and give a play-by-rlay account of the action
Rewrite news bulletins - R

Interview suestss such as sports figdures and movie stars -

- Comment on music and matters of rublic interest duringd radio music breaks

[

- HOURS OF WORK/TRAVEL

- RADID AND TV ANNOUNCERS wmay workiat night and during weekends and holidays.

SAMPLE PLACES OF WORK

- Ré&io and TV broadcasting stations

. . . . ’a
. . o . .
. . g '
3 . - . . .

34 ATHLETES AND RELATED WORKERS . -

- These workers are involved in sports and athletics. Some work as coachesy trainersy or scous,

Some manade business affasirs for athletes, BSome.officiate at-sports events as umpires, timersy .
clockersy .uddesy startersy or scorers. Some direct activites at srorts events. Some engase.

in rhusical contact seortsy such as professional hockews footballs basebally or boxing. Some
comrete in cary motorcucley horsey or other races.: . o .

" SAMPLE WORK ACTIVITIES

- Direct the training of 3 rrofessional srorts team ,

- Handle business affairs for pro athletes - . : »
- Evaluate athletes’ skills and try to to sidn them on-with a team ‘

- Direct.activities at a car or motorcucle -racetrach.

@ _an racing schedules o - g

[]{J}:Iv;se and treat athletes to kees them in tor rhysical share

ai—ain horses for racing , - 125




- Instruct athletes in sa-e strate91es and. tehnlaues A ' o
= Drive -3 racind car in comeetiton
- Ride & racehorse at a racetrack

~ Watch horses at racetracks to. detect broken racing rules
« Umpire at srorting events

- Take rart athletic events, such as footballs boxxns: and hockes
- = Clock (time) racehorses

- Record the lars conpleted'bs racecar dr;vers .

- Weish .Jjockewys and ridins eeuirment before and after horseraces :
CL - Uaxg %1Snel flass to start and stor car motorcucle races and to

_ conditions -

infora- drivers of track .
- Rxde racehorses to exerc;se and condztzon thel for racing i

lHOURS OF WORK/TRAVEL -

- Many of these Jobs 1nvolve 1rresular uorkxns hours 1nc1ud;ns work durind eveninds argd
vweekends. As many srorts are rlaved only part of the uwear» soxe workers myst look for other
Jobs durind - off seasons. Professxonal athletes spend lond hnurs trainind and PreParxns for -

~ athletic contests, ~ - ' -
~ = Mans of these Jobs reauxre travel to take rart 1n or off1c;ate at sports, eventSv or to - look
for new Plasers. . )

g SAHPLE PLACES 'oé* WORK

Professxonzl srorts teams

Stadiums» colxseuesv and sgnnasxu-s .
Race tracks

- Schools and- unxversxtxes
- Race horse owners

- For sourselfv as ‘an 1ndependent athlete or trainer =

-A,‘
-
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3599 HEALTH TECHNOLOGISTS AND TECHNICIANS

Health technolodists and technicians work in medical laboratoriess hospitalsy clinicsy and
offices to rerform diadnostic and treatment procedures, Technolddists may  supervise
technicians as well as rerform technical procedures to analuze samplesy tske x-rausy perform
certain nursind servicess keep recordsy oOr assist in providind dental care.

346 HEALTH TECHNOLOGISTS AND TECHNICIANS

Health techrolodists and technicians work in medical  laboratoriess hosritalsy clinicsy and
- offices to rperfors diadnostic and treatment procedures, Technolodists may - supervice
- technicians as well as perform the same technical procedures to analuze samplesy take -rausy.
perform cortain nursing servicess keep recordss or assist in providind dental care. '

362 CLINICAL LABORATORY TECHNOLOGISTS AND TECHNICIANS

These .peorle Perform lab tests. to det information doctors need to diadnose the causes and.

nature of diseases, Thew use kicroscaress chemicalss and precise instruments to run tests on

blood, tissuesy and fluids frém the human bodw. In small labs» thew often rerform many tures

of tests, In larde labsy they usually specizlize in one area. Most of these workers conduct

geszslrglated to patient treatments however some do.researchs develor 1lab technieuesy teachs or
ead lab prodrams.. . '

SAMPLE WORK ACTIVITIES

Obtzin bloods urinesy and pus samples from patients

Cuty stains and mount bods tissue samples for study

Group OF tupe blood and crossmatch blood samples

Determine blood tures . ' . ¢
Direct workers who perform chemical tests on bodw tissue samrles ‘
Assian workers to rerform x-raw -exams of bones O
Test.spinal fluid for acetone bodies 3 i
Logk for sidns of disease or parasites in tissue taken from dead Patients
Orérate equirment to make sound patterns and pictures of body ordans

Do medical research to find ways to control or cure disease

Prepare solutions used in chemical tests

-

“HOURS OF WORK/TRAVEL

L= CLIﬁICAL LAE WORKERS who work in hospitals can exrect -sowe evening and weekend duty,

~SAHPLE PLACES OF : WORK =

Hosritals 4 .~
Inderendent laboratories.
Doctors’ offices :
Clinics o

Public health adencies

Drud companies

Research institutes
Militars services i

S Public Health Service
Veterans Administration

t bttt




363 DENTAL HYGIENISTS

DENTAL HYGIENISTS work with dentists as rpart of a dentsl health team. Thew try to helr reorle __
develor and maintain good oral health., Thew clean and polish ratients’ teethy dive them
flouride treatments to rrevent tooth decays and tell them how to care for their teeth and dums,
They also take medical and dental historiess exrose and develor dental historiess exrose afid
develor dental x-raw film» and make imrressions of teeth for study models. Some dive talks on
dental health in schoolss assist in research proJectsy or teach.

a

SAMPLE HORK ACTIVITIES

(<=3

Remove calcium depostis and stains from teethy using a3 dental brushy rubber cury and cleanind
comround -
Mark charts of reorle’s teeth to show the redion and amount of decay

Give pain~killing shots to satients

Place and remove temrporary dental structures

Give lectures on oral health to school and community drours

Use slide flllS ‘and charts to show reorle how to prorerly care for the1r teeth and gums

HOURS OF WORK/TRAVEL

- Many DENTAL HYGIENISTS work part tinme. 3 ' o ' -

SAMPLE PLACES OF WORK

Private dental offices

Public health adencies

School systems :

Industrial rlants ' : .
Hospitals and clinics '

Government adencies that provide health services . o
Military services _ . .

- 364 HEALTH RECORDrTECHNOLOGISTS AND TECHNICIANS

These reorle na1ntaxn medical records of rpatients in a hospitaly clinicy or doctor’s office, A
medical record is a rermanent rerort of 3 patient’s condition and treatment. These workers
cory medical data onto formsy snaluze and code informations comrile statisticsy and keer files
of records. They also find medical information for doctors and others uron reauest. Some rlan
new ways to keer health records ur to date.

-

SANPLE HORK ACTIVITIES

“

Review medical records to make sure theu are comrlete and accurate

Code diseasess orerationsy and treatments

Comrile medical data for statistical rePorts

Cory medical rerorts . )
Keer files under certain headinds such as ‘pratients® 'diseases" or "oreration'

Di t k to file ratient records
Séggcleg?gafr?ergrtg gnd r;ggrds torother derartments

Provide ratient information to the medical staff

HOURS OF UORK/TRAUEL

~ HEALTH RECORD WORKERS denerally have a standawd 40-hour ueek.




SAMPLE PLACES OF WORK

~ Hosritalsy clinicss and rursind homes -
_ - Community heaslth centers -
- Government agencies o '
~ Medical consultind firms .
- Health maintengnce ordanizations . ' :
- Aublic health derartments . - : )
~ Insurance comranies . . .

. - . . ’
<\\ . 3
- «

3465 RAﬂIOLQGIC TECHNOLOGISTS AND TECHNICIANS

These workers take x-raw rictures of ratients to help doctors diasnose and treat induries and
diseases. They also give radiation treatments to cancer ratients, as rrescribed by a doctor.
Sometimesy they prerare padioactive solutions for ratients to swallow or have indjected, Thes
then use special cameras to find sreas in bods ordans that have 3 certain reaction to the
solyt%one Thew slso rrerare and keep treatment records .and rrerare work schedules for
assistants, :

SAMPLE WORK ACTIVITIES

- Position patients under x-ray machines : :

~ Place lead rlates over parts of ratients’ bodies to rrotect them from the x-raus

- Bive patients druds so that their ordans will arpear on x-ray rictures - -
- AdJust x-ray equirment to chande the time of exrosure -

-~ Direct the work of an x-rau derartment

- Use seider counters to trace radioactive materials in patients’ vodies
- Make minor rerairs . to eauirment : .
- Use lab technigues to studs red biood cells :

HOURS OF WORK/TRAVEL

v

-~ These uorkeré seneraIIQ work‘é 40-nour week that mau include evening or weekend hours.

?

 SAMPLE PLACES OF WORK

.

- Hosritals ‘

- Mediczl laboratories .

- Doctors’ and dentists’ offices or clinics :
- Federal and state health adencies ‘ s
- Public school sustems- - :

.a

366 LICENSED PRACTICAL NURSES

,

LICENSED PRACTICAL NURSES help care for sick and inJured reorle in hosritalss clinicss doctor’s
offices) and rrivate homes, They work under the direction of doctors and registered rurses to
rrovide - bedside ratient care and hilp examine and treat patients. Thes bathes dressy feed and
give medicines to ratients. They also try to make ratients com ortable and cheer them wue,
Those who work in a doctor’s office may set arrointments: record medical informations and
perform other clerical tasks., . : -

¢

SAWPLE WORK ACTIVITIES ' : 123

) . : '
EI{I(jcke'ratients' temreratures blood rressures and rulse rate
“IN M iive enemas and alcohol rubs | ‘ o

ot roviasd by G
- 1% ¢




’

o

* © - Dress wounds With bandases and medicines =~ - . .

- Assemble eauirment such @s oxusen units

- Prerare Tood travs and feed ratients

- Record matients’ daily fluid intake and output
Bathe and dress patients

Clean rooss and make beds

Take care of small infants o

Give medicines to ratients o

HOURS OF WORK/TRAVEL ) ' : e
- LICENSED PRACTICAL NURSES who work in hosritals seneralls havee 3 40 hour weeks but often
this includes some work at night and on weekends and holidaus.

Vﬁ In rrivate homesy PRACTICAL NURSES usuallu uork 8 to 12 hours a das and do home at night,
- Some PRACTICAL NURSES work Part-tlle. '

sAnPLe PLACES OF WORK -

Hosritals

Nursind homes

Clinics

Doctors’ offices

Sanitarium_and other "long-term care facilities
Public health adencies

Welfareé and relidious ordanizations

Private homes , )

369 HEALTH TECHNOLOGISTS AND TECHNICIANS N.E.C.

-~

These reorle rerform various techn1cal tasks to get information needed for the diadnosisy
treatments and control of diseases. They also mau helr treat ratients or conduct rprodrams to
control and rrevent heslth hazards and diseases. Some use medical eauirment to test body -
specimens, Some mix and disrense druds. Some rrerare ratients for surdery, Some fit ratients’

with artificial limbs. Some take rrecise readings of Patlents’ heart rates and brain waves,

Some.Perforn routine medical lab tests. . "

. SAWPLE WORK ACTIVITIES

- Prerare vaccines and serums used to rrevent anlnal diseases

®- Design artificial (fake) limbs for ratients who have lost an arm or les

- Test reorle’s hearins

Set ur and orerate artificial kidriey machines

- Measure reorle’s brain waves _

Perform routine lab tests in a medical lab A

Flan and direct rrodrams to set and enforce health standards

Conduct 3 rprodram in an industrial slant to erevent health hazards

Keer patient recordss schedule arrointmentss a2nd rrerare ratients for exams
‘Give medical aid to"vWorkers aboard.submarines or ' shirs . = &=

Helr reorle who have eye defects develor and use their V1sxon . .
Give first-aid treatment to reorle 3s a3 member of 3n emersency ledxcal tea- <
- Prerare patients and orerating rooms for surdical srocedures - K
- Arplyy ad.Justs and remove casts and serlints for Pat1ents

-

HOURS OF WORK/TRAVEL

- Some of these .Johs may reauire everind and/or weekend work. ' | .

130

o~
N

//




SAMFLE FLACES OF WORK '

Hoseilsle ang clinics
Dactors’ offices )
Emergency heslth services

- Ambulance services
- Medicsl laboratories

fablic heslth adencies

Schools and un1vers1t1es

Militarv serv1ce$ :
Veterinarians’ o fices

Comranies that make ued1c31 devices

113
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© 3699 TECHNOLOGISTS AND TECHNICIANS, EXCEPT HEALTH

-~

These workers use srecialized skills to rerform testss rrovide informstions or develor
rroducts, They may work with endineers or gcientistss, performing Fractical tasks to test ideas
or theories.. They may orerate srecialized eauirment or control air traffic. They may write
comruter Frrodramsy draft -ledal documentss write technicsl manualss or assist survewors and
cartodrarhers in mar-making and draftingd, : - T

37 ENGINEERING AND RELATED TECHNOLOGISTS AND TECHNICIANS ,7 : .'ﬂgaf

3

These workers assist endineers in examining data and testins prodicts, They may test

pechanical eauiementr industrial tools» or electrical rroducts desidned by endineerss They-
record data from exreriments and rrodects or calculate results. They may worh with architects,
survegorss or cartograrhers dathering sstas drawind rlansy rnoting land - formss or doind .
calculations, Thes .use mathematicss drafting skillss and teehnical knowledge of endineering -

-princirles, A . _ w,

o ENGINEERING TECHOLOGISTS AND TECHNICIANS ’

Feorle in these occupatiéns helr endineerss scientistss and SUTvesors. They may helr
electrical engineers desidn and build electrical or electronic eauirment, Thew may work with

. mechanical erdineers to design and develor machinerys or they may helr industrizl endineers

elan and imrlement eroduction of doods and services., They test eauirmeny confiuct studiess and
helr solve rroblems. - . !

. R ' - 7
3711 ELECTRICAL AND ELECTRONIC ENGINEERING TECHNDLDGISTS AND TECHNICIANS

‘Peaple in thése Jobs work with endineers and‘scientistg to ‘desisn snd build electrical and

Q

IToxt Provided by ERI

electronic eauirment, They also installs reeairs tests and orerate such eauirment.  The tupes ~
of eauirment thed work with rande from radios.radars sonary and TV eguirment to industrial  and
medical measuring and control devices. : _ e

SAMPLE WORK ACTIVITIES

. . N . S, . . .
Test electronic instruments in @ lab and use math to reduce test results to usable form
Fut todether switch ranels.and transformers : ' .
Fregare desidgn rlans and models for new eauirment -
Insrect electronic unitg for faults and rerlace worn or damaged Faris
Train and surervise workers who installs testy and repair meters
Testr rerairs and addust visual and sound equirment o,
Prerare technical rerortss chartsy and drarhs that describe how new eauirment works

| IS D T S I |

HOURS OF WORK/TRAVEL

- Iﬁ wmost Jobsy these workers have a standafd‘35-40 hour work week.

-

SAMPLE FLACES OF WORK S - g .
Private businesses of manufacturing firms
Comranies that make electrical or electronic eauirmernt
Communications firms o ’
Goverrment adencies ‘ : ‘
- Militars services 132

t i1




3712 INDUSTRIAL ENGINEERING TECHNOLOGISTS & TECHNICIANS |

Thése workers help industrial eﬁéiﬁeeré rlan the best uses of workersy materialss andamachihés.

_ to eroduce doods and services, They rrerare lawouts of machiners and eauirmenty rlan the work

flows do statistical studiesy  and determine rroduction costs. They alsoéfonduct time gnd’
" 3

- motion studies (analuze the time. and movements a worker needs to cosrlete a task), v
. SANPLE WORK ACTIVITIES =~ . e
Studs and record thé'tjme;fmotibn; methodsy and sreed used by udrkers‘gorcénﬂlete tasks - |

- Prepare charts angd dgrarhs that show work flow and floor lavouts
Ferform workers’: tasks to see how fast they might det tired = L
Use' 3 stor watchs camerar and other eauirment to measure how fast & worker rerforms 8. tashk
Suddest- ways to chande eauirment to make work easier = : S ' N
Helr rlar worker assidrniments L. L .
Study Job tasks to set stamdard rroduction rates

o - N . T

RN

" HOURS OF WORK/TRAVEL ~ ~ ~
- Most ubckeré in these Jobs have-a regular 35-40 hour.uonk:uéek.”

- GAMPLE PLACES .OF WORK

- Larde manufacturing or industrial rlants -
. Endineering consulting firms Co o - T _ ‘

- Federal sovernment agericiess especially -the Derartments "of Defenses. Transrortations
. Adricultyre, Interiors and Commerce . o .- ’ . _ o

- State and logal doverrnment adencies . ° - o

[N

!

3713 MECHANICAL ENGINEERING TECHNOLOGISTS 8- TECHNICIANS
Tﬁese reorle helr vensihee;5‘1in‘ desidgn. and developnéﬁi work, They iéké sketches énd rousi
lavouts of machiners and other eauirment and 'rarts.,  Thew alsp fidure: out the costs and
usefulness of Froduct desidns. Thew often use comelex instrumentss test eauirmenty and- gaudes

. to test new product design, They may estimate labor costss eauirment- life» and rlant srace
_needed for new orerations. Sometimes thes work with endineers to solve rroduction rroblems.

SAMPLE WORK ACTIVITIES

Study blueerints.to determine how to test rew machinery and eeuirment
Make detailed drawinds of machire rarts , e

‘Build and test eauirment models

Write work orders and purchase reauests - e

Lay out cutting lines for machirery ~ = = ‘ . :

Flan how to makes instally and test a climate control sustem . )
"Estimste how much it will cost to builds test, and install a heat-transfer unit
Study master drawinds of auto-bedy rarts to see if desidns meet shor standards

Check. math calculations used in desiSniqg a machine .

[ B I
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-

HOURS OF WORK/TRAVEL . =

SAMPLE PLACES OF WORK

:

These peorle assist endineers in lab and production work, They do siuch things.as .set us and
orerate testind eauirments-build experimental products, and prerare drawings of mgchinery_snd
eauirment, Thew record meter readindss-take measurementss and rrerzre Srarhs and cEarts. They
nau rrerare eauirment specifications and interrret endineering rlans for other workers. They*
may orerate electronic sound devices. ’ - .

s

SAMPLE WORK ACTIVITIES - " P /

¢

EREEEE

. Heasure the strendths hardnesss and other prorerties of metal samrlesy.using srecial testing

Edit musics dialodues and sound effects used in moyie films ] T o

‘Aircraft manufacturers

- R a

Most of these workers have‘standérd work hours. . ) ’

v

Machinerys electrical eauirments and serospace industries |

Endineering firms o . o . _ S )
Federal dovernsent adenciess especially in. the Derartments of Defenser Transeortations
Adricultures Interiory and Commerce o - o -

State and local dovernment adencies - .

Colledes and .universities e . : . -
Businesses that sell mechanical parts ind eauirment - o

v’

3

3719 ENGINEERING TECHNOLOGISTS AND TECHNICIANS» N.E.C.

J |

[
/

Orérate eauirment to test metal @ircraft rarts for faults in their desisn and construction
Ordanize information for endineerind rerorts _ - e
Build and rerair exrerimental sroducts . o ’ :
Prerare chartsy and rerform tests to helr @ chemical eng%neer develor rroducts

Test fluids taken from gll,well sites to see how much oil the well misht rroduce . o
Conduct exreriments to helr an endineer develor riew welding equirment and rrocesses ‘ ,
machines . R o

Frerare detailed drawinds of farm machinery . . ,

Interrret endineering plans for production worker - R : :

Drerate eauirment to 'control the loudness of voices and music during stage rerforaances

Record musicy voicesy or sound effects durind radio or [V Shows . - -

Orerate an electronic device to record shock waves from/exerlosions/ ° '

.

HOURS #OF WORK/TRAVEL - , — J

i ‘ : . LT
These reorle work in a variety of placesy including labsy workshorsy studioss minesy and oil
tields, Some Jobs reauire travel to collect informastions rerform on-site tests, or record

stade rérformante, Others involve little or no travel, _
Some of these Jobs may reauire work durind eveninds and weekends.

"SAMPLE PLACES OF WORK ~—~, —— ~—

Research laboratories

0il comranies = . =

Iron and steel industries : ’

Theaters L

Movies radior and TV studios . .
Comranies that manufacture dlass rroducts :

e
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/ ' - ’ 372 DRAFTiNG OCCUPATIONS

@

DRAFTERS rrerare detailed rlars and drawinds based om rough sketchesy srecifitationss and
-caleulations made by scientistsy endineersy architectsy and desidnersy These rlans and
drawinds are used .in constructions manufacturinds and endineerind,  They also calculate the
strengthy aqualitysy ouantitys and cost of wmaterisls, Thes wuse drafting toolsy technical
handbooksy tablesy and calculators, ‘

_ SANPLE WORK ACTIVITIES - - o .

Draw the structural features of buildinds

Frerare #lans for drainade and irridation sustems
Draft engineering drawinds of airrlanes and misslles R
Iraft drawings of wiring diagrams for use bu construction crews and rerairers

Drafttlasout gfauings used in the marmfacturer. assemblys and rerair of TV cameras and.
comruters : ' o o

gragt detailed constructiorn drawindsy “marsy and other rlans used to rlan and construct
-‘hidhways u

Draw Flans and details-for reinforced steels concretes and wood structures

Draft detailed drawing rlans for the manufacture of tools B :

liraw mapsy diagramss and rrofiles to show land formations and the location of oil derosits
Iiraw the structural and mechanical features of shirsy docksy and other marine structures
Examine drawinds of autg rarts for accuracy :

[raft designs of aircraft endines and rocket’ control sustems g

@

A T T T T |

L
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HOURS OF WORK/TRAVEL

3

- Gereralw DRAFTERS have 3 redular 35-40 hour work week.

I d

SAMPLE PLACES OF WORK

.

- Colledes and universities

- Construction industries

- Electrical eeuirment industries "!
- Endineering and architectural firms ’
- Fabricated metals industries - * ~ )
.~ Federals state and local dovernment adencies
- Machinery manufacturers -

- Petroleum industries

¢ -

373 SURVEYING AND MAPPING TECHNICIANS

~

Trese workers helr survesors and cartograrhers identify natural and rolitical boundariess land
formationss and distances, This information is used for ledal descrirtionss construction datas
or war-making,. Workers mad orerate surveu eguirmenty record distances and andlesr or obtain
rhotodrashsy surves notesy and ledal records. Thew use technical and drafting tools to Frlot
elevationssy draw marss or make charts 8ﬂ%}9P8PhSo _ '

a EuY A}

. - . 3733 SURVEYING TECHNICIANS

.
,

SURVEYING TECHNICIANS helr survesors determine the location and boundaries of land areas for
constructions mimingy~and other rurroses, PARTY CHIEFS are SURVEYING TECHNICIANS who lead the
dau-to-day work activities of a surved, INSTRUMENT ASSISTANTS adJust and orerate survey
instruments and eauirment, Theu also comrile notes, make sketchesy and kegr records of dats
obtained durind field surveys. . £

RIC . " [ 135
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SAMPLE WORK ACTIVITIES

t 1yt

Direct other surves team members

e

; HOURS OF WORK/TRAVEL ‘ .

gours during summer Months.l}

syrvew sites.

SAMPLE PLACES OF WORK

- Construction comranies

. US Geolodical Survey
. ‘Rureauy of Land Manadement
. Army Corrs of Endineers

Nl

redevelorment asencies 1 :

- Crude retroleum and natural das comranies
- Public utilities . ’

\ zv o | -

o

They work from surves notess rhotodrarhs)
|drawinds that show 1land features.

other precision tools to comrlete and

-

SAMPLE WORK ACTIVITIES

~ Surervise mar rroduction

| -+ Decide the size mars should be and
| the. scale by which they should be
! drawn, 4 ‘ .
+ Inform workers of mars, surveyss and
, eaquirment t?eu might use in drawing

- Prerdre mars and charts that éhou natural
boundaries

, Study marsy survey datar and records
to find out the names 3nd locations of
land fezcures.

. Letter in the names of rivers and
towns on mars .

.+ Comrute and measure distances
between roints. .

_ _ v "
Lead the work of a surves earty under the direction
Use surveying instruments and eauirment to determine land andless
Compile notess make sketchess and keer records of data obtained and work done

Usg an electronic instrunentéto measure distances

- SURVEYING "TEEHNICIANS usualls ‘work an é-hour daysy 9 das;dﬁekf (SOI;tihes they work lonser
URVEYING TECHNICIANS ;puetiles must travel lond distances or

- Federal dovernment adenciess including theg

+ - Gtate and local dovernment §§encies;‘gspeciallu in hishway departments and urban élanﬁin: and

- Endineering and architectural consulting firms o L.

3734 Ch@TOGRAPHIC TECHNICIANS L

‘These workers rlany desidns drawy and edit mars and charts.
and land
They determine the location and names of natural and

constucted featuresy rolitical boundariess and other features.
neasure scaled distances and preeare the mars,

118

[V . o

g
-of a3 land survesor
pointsy and contours

find temeorary housind near .

. Forest Service ' ’ .
+ National Ocean Survey '
+ Defense Marring Adency

a

v

o

)

Some surervise mar rroduction.

records to Frerare Marsy chartsy and

They use-draftings marrings apgd

RSFS

+ Surervise draftind workers who make
mars used for buildiny mirelines,

+ Check comrleted mars for neatness
and a3ccuracY. .

.land featuress constructions and/or political

+ Use drafting tools to draw and-
revise mars .

» Make Plastic models of mars that

" show raised areas such as mountains = -

. Use deometry to determine the = o ‘
elevation of hillss treess and .
buildings

136 a




HOURS OF WORK/TRAVEL

Some of these workers occasionally do 0n> field trirs with a -surveu crew to collebt

information for mars. ) ) )
- Workers if these Jobs may sometimes work overtime to meet deadlines.

" SAMPLE PLACES OF WORK .

" - Federal dovernment agenciess such as the: S

+ Army Cores of Endineers

« Defense Marpind Adency ) .

+ National Ocean Survey S . ' -
+ U.3, Forest Service : :

+ U,5, Geolodgical Survey

_ - Construction comFanies

- Endineering and architectural consulting firms

- Bas» watery and electric utilities |

. - 0il and natural das cowranies .

- State and local dovernwent adencies such as highway derartments and urban - Flanning and
. redevelorment adencies , - . .

- Public-utilities :

-~

L g

A ) o a
f 3739 SURVEYING TECHNICIANSs N.E.Cs o b
, , /

These workers hele rrerare information used im marmaking, They study field notess rhotodrarhsy
and other information collected by endineerind survey parties, Theu use this information to
compute the andless areasy and directions of land formations; ‘They work from reference tables
and use calculators or computers to rerform math calculations.,

SAMPLE WORK ACTIVITIES o )
- ’

- Study surves field notes o ‘ s
;étance markers set by a survey crew)

- Work from surves reference tables (listinds of-the di
esy areass and directions

- Use 3 calculating machine oy computer to comrute and
. /

I3
It

IS
~ .
-

’
-

HOURS OF WORK/TRAVEL

{No Infofmation)

3

SAMPLE PLACES OF WORK

- U,8, Geglogical Survey :
- Burezu of Land Manadement :

- Army Corrs_of Endineers

- 1,5, and State forest services -

- State hidhwsy derartments o, .

- Urtzn #lanning and redevelorment adencies

- Private survewing firms ol C

~ 0il comranies o o . L

. {119




38 SCIENCE TECHNOLOGISTS AND TECHNICIANS

o

These workers wuse scientificy mathematicaly _and technical skills to helr scientisis and
endineers develop and test products and ideas, Thew may carry out exreriments to ‘imrrove
eroduction or test for auslity contrel. They may use mathematics to test theories and ideas of
endineers and scientistss Some work with nuclear matters measuring radiatjon levels, Some
record the results of exreriments and rrodects. i

»

<

362 'BIOLOGICAL TECHNOLOGISTS AND TECHNICIANS, EXCEPT HEALTH

These reorle work in labsy where thew rerform tests and run exrerimnts 4o helr scientists
develor better waus of rroducing rlant and animal products, Their work varies from looking for
waws to increase Frogucton from animals to truing to improve the auality of natural fibers,
Some are involved in animal breeding or the develorment of new tures of seeds. Others study
the effects of various feeds on animal drowth and health.

SAMPLE WORK ACTIVITES
i
.- Tevelor new and better ways to produce and FPreserve dairy products 4
- Study snimals Flanty and man-made fibers to find waws to imerove their auality /
. Tezt new blends of fibters for strendth s
~ Study animal tissues under @ micrgscore ) ] ’ &
. Record information about animals for use in breedind new stock ///
- Clean and sterilize lab eauirment
- Grow and identify bacteria found in animal Froducts
Tost seeds—for Purityr weed contents and ability to drow. _
Frerare Flant and animal srecimens for use as teachind aids , - -
Give test feeds to animals and observe the effects thew have on animal drowth and health
Treat trees and shrubs to improve theiv appearances health: and value .
Test chicken blood for disease . . S g
Collect semen from roosters and use it to fertilize hens and edds
Triject rrepared bull semen into cows to breed new stock - ////

I T S B A |

- Identify rlant and insect srecimens .

T\\\\;\\\\;i\R L .
‘ L . ' : A
HOURS -OF_WORK/TRANEL . )

- Most of these workers-keer redular hours in laboratories/éi: industrial rlants, Others work
.part or all of their time outdagggl\ )

. T~
~3 Tl

¥

: SAMPLE PLACES OF WORK ‘ 5//
. - Asreultural laboratories and exrerimental station

Animal breeding associations and artificial insemination distributorshirs
Farms and dairies , ) 5

Federsl and state dovernment adenclies
Firms that rrovide technical services to farmers
g Frivaste industry _

TR T I

383 CHEMICAL AND NUCLEAR TECHNOLOBISTS AND TECHNICIANS

These workers test chemicalss petroleum productsy and nuclear materials for scientists and
endineers, - They ma% do research to develos new Products or test for auality control. Theuy may
oerare  muiclesr materials for shiesindy test radistion levels) and record data from
experiments. They use computerss comelex lab eauirments and nathematical skills as they
research and test materials and eroducts. - ' .
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3831 bHEHICAL TECHHOLOGISTS ARD TECHNICIANS

/

These reorle helr chemists and chemical endineers develor and test chemicals and related .
rroducts and equirment. Most do research and develorment work. Some work in rroductiony where
they rut into oreration the rrocesses and rroducts develored in the research labs. They also
test materialss rrocessesy and rroducts to make sure thew meet standards, Many workers in
these .obs use comruters and comrlex lab eeuirment., - : .

SAMPLE WORK ACTIVITIES

Set ur and adJust lab eauirment, such as microsgores and centrifudes
Use chemicsl and math formulas to rrerare solutions i
Use furnaces: beakersy rirettess aspd other lab eauirment to test materials and rroducts
Urite rerorts that describe testing rrocedures used in 3 study

- Develor color formules for use in rrintind cloth :

Test water to see whether it is safe to drink

Grow yeast cell cultures used in makind beer

‘Measure and test fiber samrles to control the auality of fiber rroducts
Test aqre and minerals to determine their value and rhysical rrorerties
Smel} and test rerfumes to make sure that thew meet set standards

Test fouod rroducts for rurity : S '

- Keer recorids of materiasls in storade

| S U T I |

o . E.

HOURS OF WORK/TRAVEL

- Most CHEMICAL TECHNOLOGISTS and TECHNICIANS work redular hours in a laboratory or industrial
rlant, _ .

"SAMPLE PLACES OF WORK

~ Firms in the following rroduct areas:

>

s+ Tirugs : . « Nuclear enerdy ",

« Electronics manufacturing : + Parer and related rroducts
. Food rrocessing « Fetroleus refining .

+ Industrial chemicals ’ . \

- Federal and State Goverrment adenciess rrimarily in the Derartments of Dlefenser Agricultures
and Interior :

- Public and rrivate research firms

~ Water treatment facilities

-

3832 NUCLEAR TECHNOLOGISTS AND TECHNICIANS

These reorle work with radioacive materials. Some wuse remote control devices to rrerare
nuclear matter for shirring, Some test ruclear materialsy or measure levels of radiation in
work areas. Some record information about nuclear exreriments and orerations. These workers
often use math formulas and comrlex instruments and eauirment, Theuy must use caution in
rerformning their Jobss as the materials they work with are extrgmely danderous.

SAMPLE WORK ACTIVITIES

-,Uperate*remote—controlled equirment to do tests .on radioactive materials
Make sure that surrort systems (such as water cooling and Fower source) are ready Dbefore an
exreriment is run C )
Watch disrlays on a control ranel durind exreriments ~
L - , : -
- Record.informstion about exreriments in a lod o jiljij
- Control eauirment used to make waterials radioactive ot
Q )mrute the radiation time and dosade for exreriments

ERICwer foods rlastics or metal materials into 3 tube to be irradiated

R i70x provided by Eric:
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- Use meters and daudes to test the rhuysical rrorerties of irradiated later;als . : Sy
- Remove sawrles of radioactive materials from 3 nuclear reactor : : . o F
= Calculate the temrerature and pressure limits for a nuclear reactor

HOURS OF WORK/TRAVEL

{No Information) ' : » ' _ >,  , ' -

SAMPLE PLACES OF WORK , S /

- Federal OGovernment adenciess rarticularly in the research #rogram of the U. S. Derartment of
Enerdu

‘Nuclear manufacturing fac111t1es.

Nuclear rower rlants

Nuclear research laboratories

Ueapons manufacturing rlants

+

3833 PETROLEUM TECHNOLOGISTS AND TECHNICIANS

These workers do technical tasks to surrort the rrosrectings drillings and producticn
orerations of an oil comranu. Some use srecial instruments to find land areas that contain oil
derosits or to determine the amount of o0il or das 3 well will rroduce. Some collect

~ information on the drillinds exrlorations and leasind activities of other comranies in order to -
‘identify promisind areas to exrlore and lease. Some classify and sort rocks and_fossils taken
from 3 well to rrerare them for lab tests. Some analuze samrles of mud and drill cutt1nss to
see if thew contain oil or das. N

SAMPLE WORK ACTIVITIES

Use electireal instruments to find land areas that containboil de905i£s

+ Transport prosrecting equirment to + Oren and close circuits to.send
land sites - --—purrent into the earth
-+ Helr lay out and connect cabless + Read dials and record the readinds
~ instrument ranelsy and other » Netermine why instruments are not

electrical eauirment working rrorerly and make rerairs
+ AdJust the instruments ' : -

-KUse sound or rnuclear measurind instruments to:deternihe how much o0il or sas a weil -will

rroduce . o
+ Sidnal a"worker to lower the truck darkroom
irnstrumerits into the well ) + Interrret grarhs for customer.
v Turn dials on 3 control ranel to + Use precision devices to measure the : -
adJjust and start 3 recordind device .dimensions of the borehole - ‘

+ Frint cories of recorded drarhs in a v,

Collect irformation about o0il well drillind. operat1ons frou other oilfieldss the rresss lease
brokerss and other sources

+ Interview reorle and watch field wells
orerations to det informations such as + Obtain informaiton on the rurrose _
the derth of wells and the amount of _ #nd locations of lease rurchases nade

oil flow "by other comranies
' Collect rocP and oil sanples from .

t

Anzlyze mud and drill cuttlnss to detect the Presence of oil or das

' Attach measurement devxces to sanrles taken from wells
drilling eaquirment : + Keer records of dial readinds and
+ Read das-detection -eters . tests -ade .

v Use lab eauirment to analyze mud
O Classify and sort rock and fossil srecimens: taken fro-'i.sas or oil well
122
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. Tleany washy and rrerare the samrles . Comrile background information about

using brushes or cleanind solutions rocks or fossils : :
. Serarate the srecimens bg ture and - » "Mount the specimens for use in lab-
catedory tests :

HOURS OF WORK/TRAVEL

- Most oilfield Jobs involve work in remote areas. Workers may exrect to move frou rlace to
" place since their work in 8 rarticular field mau be comrlete in 3 few wmonths., PROSPECTING
WORKERS may be reauired to move even more freauently. Thes may be away from home for weeks

or months at a time. _

SAMPLE PLACES OF WORK

- 0il and natural das companies

384 MATHEMATICAL TECHNICIANS

MATHEMATICAL TECHNICIANS use comrlex math to helr endineers and scientists solve srecific
problems in industry or research. Thew study information to determine the best math arproach
to solve srecific Froblems. Thew translate this information into numerical values, eauationsy
flow, charts. and grarhs, They also may chande standard math formulas to meet dats rrocessind
reauirements. : X

SAMPLE WORK ACTIVITIES

- Talk with scientists and endineers to rlan.prodects ‘ _

- Study raw data recorded on madnetic tares punched cardsy or film

- Decide the best way to use math to solve rroblems

"Use aldebray deometrys and caleulus to translate data to meaningful and useful terms
Decide how to Frocess dats by hand and machine '
Study Frocessed data to see if there are errors

[ I |

HOURS OF WORK/TRAVEL

- Most of these workers have standard hork hours.,

SAMPLE PLACES OF WORK

[N

- ferosracer communicatibnsy machinerys and electrical eauirment industries
- Federal dovernment adenciess esrecially in the Derartment of Defense and the National
fderosrace Adminstration : :
- Research and develorment consulting firms
~ - {olledes and universities -
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389 -SCIENCE TECHNOLOGISTS AND TECHNICIANSs N.E.C.

- These workers rerform tasks to hels scientists in lab and production work. They perform lab

- tests and help collect and study new information. They may inspects installsy reeairy or adJust
eauirment and read meters and daudges, Thew may collect and record information and write
technical rerorts. Their Job duties rande from testindg smoke comindg from smokestacks to
studying serial photodrarhs to detect military bases. . .

SAMPLE WORK ACTIVITIES | | .

Analuze the air in industrial rlant to detect foreidn matter

Test and inserect products at various stades of processing,

Ruild and test new laser devices ‘

Rerair and adJust medical eeuirment and instruments ;

Flan the use of srace and facilities for an adency or business

Test tractors and other farm ecuirment using testind and recordind instruments
Test soundrroofindg materials used in cars _ .
Read meters and daudes to measure the waterflow and epressure in stredms and rirelines’
Observe and record weather conditions for use in weather forecasting .
Conduct tests and field studies for endineers and scientists who try to control rollution
Test samples of oil eproducts durind Processind - . o

Identify mechanical devicess chemicalsy and other evidence held in criminal cases

Ferform chemical tests on rackaded beer . Co

Ferform .standard 1ab tests on textile materisls = | .

- Filot am underwater craft to conduct research in marine biolody

| 2 T T B |

[ I T I |

(=

HOURS OF WORK/TRAVEL

{No Information)

. SAMPLE PLACES OF WORK

- fire dressings smeltinds and refining industries
- Electronics manufacturers
N - Instrument marufacturers
- Adriculturzl ecuirment marufacturers
~ Automobile industries
~ Military services .o .
- Lidhls heat, and rower comranies
- Textile mills LT
- Private research firms -

39 TECHNICIANS; EXCEPT HEALTHs ENGINEERINGs AND SCIENCE

These workers use specialized knowledde to comelete technical tasks such as writind comruter
prodrams for business ™ or industrys controlling sir treffic in airrortss or writing technical
maruals, They may work with radio broadcast eauirments communicating with shiess transmitting
radio Photodrarhss or producind TV prodrams. Some work with such technical informstion as
legal briefss willss and contracts» while others may decode emerdency or defense messages. '

a
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392 AIR TRAFFIC CONTROLLERS

_J - .

These workers direct and control air traffic while planes and other aircraft taske offs lands
and are in the air. Theu keer track -of rlanes fluing in their assidned area and talk to the
pilots by radio to dive them instructions and information, Their first concern is safetur but
thes must 2lso make sure that rlanes auickly enter and leave the airport to cut down on delaus.

Some resulate airport traffic., Others regulate flights between airrorts.

SAMPLE WORK ACTIVITIES

Mznade the movement of air traffic between altitude sectors and control centers
Watch assidned air sectorss and radio’ information such as altitude and course to rilots
Receive and send flight rlanss weathers and other information by radio

Relay traffic control instructions to rilots

Keep files of rlans for oeerating under visual flisht rules

Contact other airrorts to det information on overdue aircraft

Rerort lost aircraft to control center for rescue service

Push buttons and Pull switches to control airrort runway and hazard lidghts

Keer written records of messades received from sircraft ‘

Surervise workers in an air traffic control tower e .

Use radio eauirment to receive rerorts and requests from firefighting crews

[ S T TR TR TN A T TS S B |

. HOURS OF WORK/TRAVEL

- AIR TRAFFIC CONTROLLERS work a basic 40-hour week; howevers thew mas work extra hours for
overtine Fay or time off, ,

- Beczuse, control towers and centers must be orerated 24 hours a dayy 7 days 3 weeky
CONTROLLERS rotate nisht and weekend shifis. . . _ .

SAMPLE PLACES OF WORK

-‘For the Federal Aviation Adwinstration at airrorts and air route traffic control centers

o

393 RADIO*OPERATORS

These workers orerate radio eauirment to communicate with airerafts shiess or other dround
stationss or to transmit radio_and TV broadcasts. They also may testy repairy and maintain the
eauipment. Their Jobs vard, Some send weather and other inforsation to flisht crews, Some
send and receive radio rhotograrhs., Some receive radio sidnals from emerdency unitss enemy
groupss or shirs in distress. Some control sight and sound eauirment used in TV broadcastind,

SAMPLE WORK ACTIVITIES

|

Send arid receive radio messades .

Inspect radio equirment to make sure it meets with standards ‘
?iregt workers who instally testy and orerate esuirment to broadeast events from remote
ocations ‘

Send weather information and flight instructions to aircraft by radio-telerhone

Orerate radio eauirment to receive rerorts and requests from firefidghters

Operate radio eauirment aboard & shir

Keer 3 log of messages sent and received

Watch emerdency freauencies for distress calls

Use test eauirmenty handtoolss and Fower tools to test or rerair radio eauirment

Orerate electronic eauirment to_send and receive radio rhotodrarhs

Control sound eauirment durind TV or radio broadcasts

[ S O T TS D S
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HOURS OF WORK/TRAVEL

RADIO OPERATORS work in-a variety of .Jobs and‘settinss. Work houré andw.travel reeuiréleﬁts
derend uron the seecific Job and settinl. . N

SANPLE PLACES OF WORK

Airlines . ' .
Emersdency rescue orerations . '

Federal and state adencies

Military serviceg ,

Police and fire derartments

Private communication firms -

Radio_and TV stations ‘ .

Shie lines

I T N A TS T S |

396 LEGAL TECHNICIANS

LEGAL TECHMICIANS assist lawsers and others in the ledal field. Thew do such thinds as search
for public records and rrepare lists or summaries of ledal documents. Some study parers to see
if thes meet ledal reauirements., Others hold funds and records until ledal contracts are
fulfilled. Sometimes thew helr- lawyers ererare drafts of lesal docusents such as briefs,
willsy contracts, deedss sworn statements» or patent aeelications. -

SAMPLE WORK ACTIVITIES

Prepare patent asplications and rresent them to the US Patent Office
Direct workers who search for public records -

Write summaries of laws for LAWYERS to refer to in court =

Review legal contracts to see if thes conforam to certain resulations
Research appeals cases of civil service workers , % ’

Research laws» investigate factsy and rrerare lesal rarers to hele  lawvers rrerare court

cases

Look throush public records to find rrorerty titles and other ledal records

File and deliver deeds and other lesgl rarers . )

Find out i1f taxes have been raid on land that is up for sale :

Search throush public and private records to comrile lists of lesal documents that affect
rrorerty titles . ) :
Hold funds for contracting parties -

| N S S L T |

i

HOURS OF WORK/TRAVEL B | - - | \

(No Information)

SAMPLE PLACES OF WORK

Private and corrorate law offices

Real estate comranies ' ' - _
‘0il companies . _ q
-Title—insurance companies

Federal and state adencies

(I T T I |
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397 PROGRAMMERS

Workers in these occurations write . cokruter rrodrams for use in businesss researchy and
industrs, The erodrams thew write mas do auditss keer billind and rauroll recordss and handle
other kinds of informatior, FProdrams are also used to control machining rrocesses or to solve
mathy endineerings and scientific rroblems, Prodrammers studs the Job to be done by the

comeuter and write detaileds coded instructions to the comruter for each task it needs to do to

comrlete the Job. - _ N

1 -

3971 PROGRANMERS: BUSINESS ™ ‘

These workers write comeuter srograms to helr businesses do auditss keer rauroll recordss -and
handle other tures of information. Frodrams are detailed instructions that list sters machines
wist follow to. ordanize datar solve rroblemss or do other tasks, PROGRAMMERS;write srecific-
rrodrams for each eroblem, Thew break each_ster into 3 series of coded instrucfionsy usind one
of the:.landuades develored for comruters. Theu test the erodrams and then rrerare instruction
sheets for workers to use in running them. ' ' :

.. -

SAMPLE WORK ACTIVITIES v .

7

- Study 2 workflow chart of a business rroblem to fidure out the sters a computer aust use to
- solve the eroblem - . ; '

- Talk. with business manaders to find out the rurrose and reauirements of rrodrams to be .

written

- Write detailed Fflowcharts of sumbols that describe how information will be entered into and"

treated by comruters
- Correct rrodram errors ) e ‘ .
- Flan and direct the rreraration of rrodrams to rrocéss and solve business Frohlems

- Study test runs on the comruter to correct coded rrodrams and inrut data

- Train workers to use rrodram:codes . . . -
- Develor codes for comruters to use to stores finds and retrieve information

- Prerare records ‘and rerorts

HOURS OF WORK/TRAVEL

~ BUSINESS PROGRAMMERS work about 40 hours a weeks but their workind hours sometimes may vary,

- Sometimes PROGRAMMERS maw rerort to work earlu or work late to use the comruter when it is

available, Theu maz sometimes work on weekends.

- When a new Frasram is,Oeind testeds PROGRAMMERS maw gei calls from COMPUTER DPERATORS askind

for advice at all hours of the daw and pidght,

SAMPLE PLACES OF WORK

- Kanufacturing firms
- Banks and insurance comFanies ,
Data rrocessing service ordanizations : Lo
Government adencies :
Consulting firms :
finy larde firm that uses comruter sustems

O T A |
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3972 PROGRAMMERS) SCIENTIFIC -

These reorle write computer programs to helr solve maths engineeringy and scientific rrobleas.
Prodrass are detailed instructions that list the stess comeuters must follow to ordanize datas
or solve a rroblem. PROGRAMMERS studs eroblem descrirtions and then write specific rrosrams
for each problem. Theu break down coded instructionsy using one of the srecial l3nduades
develored for computers. Thes test the rrosrams to see if thes work correctlu and then‘rrerare
instructions for workers to use in running them. \

SAMPLE WORK ACTIVITIES
» . .&.

Talk with ENGINEERS or SCIENTISTS to find out if rroblems can best be solved usind 3 comruter
Corivert technical rroblems into forms which computers can understand and work with _ '
Iiecide what sumbols to use in writing prodrawms ‘
Prerare flow charts and block diagrams that show how math orerations should be carried out
llevelor codes for math. ecuations : . :
Develor waus to simrlify rrodrams and codes

a

[ UL S S N B

HOURS OF WORK/TRAVEL

- SCIENTIFIC PROGRAMMERS work.about 40 hours a weeky but their hours vary, ‘ :
- Once or twice a week a PROGRAMMER may work earls: or late to use the comruter when it is
available. Sometimes thew may work on weekends.,
- When-a new prodram is beind testedr PROGRAMMERS mauy det calls from comruter orerators asking
- for advice at all hours of the day or nidht. : S

a

SAMPLE PLACES OF WORK

- Warmfacturing firms

- Research ordanizations .
Data processingd service ordanizations
Government adenciles

Comranies that make computers
Colleges and universities

Consulting firms

| I T S |

/
+ 3974 PROGRAHHEﬁsz NUMERICAL» TOOL» AND PROCESS CONTROL

These reorle write cosputer prodrams used in industry to control machine Processes, Theuy study

drawings and_ desisn data (information) to find out how machines works and then write ster-by-
ster instructions for the machipes to follow in makind a rroduct or controlling @ sustem. Some
write prodrams used in steel smakingy fuel recoverys product testings and other rrocess control

sustems, Others write instructions for machines to follow in sharing metal rarts.

SAMPLE WORK ACTIVITIES

Studu sketches of metal parts to figure out how machines should be set ur to produce them
Figure out the direction of machine cutting raths :
Frepare drarhs that show how rarts sbould be cut ‘ )

Write instruction sheets for workers who set ur and orerate machines ~ . - .

Write instructions in special codes that comruterized metal-cutting machines can follow ’
gr%%e a whole set of instructions for 8 comruterized machine used in 3 steel wakind rlant to
ollow :

N TR T O T |
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HOURS OF WORK/TRAVEL

(Nq Information).

SAMPLE PLACES OF WORK

- Any industru that wses automatié machines controlled by 3 cosputer includin§

o oo
+ Machine.tooel manufacturers

+ Fetroleum refiners . . , o - ;
+ Auto manufacturers " ) ’ . v
. Steel mills ~ . \ : o, 7 RS
b . - Z“\\\\;\\ - 0
3 ' \s\\\; i o
398 TECHNICAL WRITERS - | n o

{ . . . ~
These peorle researchr writer and edit technical matérials. Thes put technical information
into readable landuade, Thes study rerorts, bluerrints and other technical satter and talk
q%th endineers or scientists to det information. Thew use this information to write manualsy
trainind materialsy and research reports. Thes write rrorosals to det money to conduct
FroJectss develor productss or do research. A few write sreeches and news releases. They also
‘may rrepare tabless chartsy and artwork for publication. ‘ . .

~

SAMPLE qoﬁx ACTIVITIES - § )

Watch rroducts beindg made and describe in detail the materials and procedures used
Read Journals and rerorts to learn about production methods ,

Look at trade catalods and drawinds to see how eguirment is used - .
Study bluerrintsy drawindsy and product sameles to describe how rroducts are made :
Recommend chandes in the format and content of published documents .
Choose rhotos and charts that helr describe how products are made

Keer records and files of writind projects :

Write sreeches and articles for public release

Edit materials rrerared by other writers

Write articles for technical publications

RN R

HOURS ‘OF WORK/TRAVEL

- TECHNICAL WRITERS occasionally work overtime -to meet deadlines.
- FREELANCE MRITERS set their own hours and often work at home.
- Some TECHNICAL WRITERS must travel to inspect new projects or to do research,

SAMPLE PLACES OF WORK

- Larde firms in the electronicss aviationss aerospaces chemicaly drudy and  comPuter

sarufacturing industries . ‘

- Firms in the enerdus communicationsy and computer software fields - o o

- Research laboratories that do both basic and arrlied researchs (esrecially those in
panufacturing companiess universities dovernment agencies) or private foundations)

- Fedgra{ dovernment adenciess (especially those in the Derartments of Defensei Interiors
Adriculturei Health, Education and Welfarei and 1n the National Aeronautics and Seace
Administration) .

- Publishing rrodrams in colledes and universities ) .

- Publishing housesy (especially rublishers of! business and trgde rublicationsi rrofessional
Journals in endineering medicines rhysicss chemistrys and other sciencess or scientific and

technical literature)

~ Hospitals ) ' -

- Public relations firms

- Advertisingd adencies L , ' -

~ Commercial firms that provide their clients with access to.a computerized dats base o

- Techmnical information centers run by mador industrial firls(fnd research laboratories b
| . 129, f L
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- Private adencies and consulting firms ¢

£

- . 399 TECHNICIANS Nfe.c.

-

Workers in these .obs rerform various tasks that reauire srecial skills and knowledse. For~
examrley some identify findgerrrints: or . decode secret messases, So.e stuff and !ount ead
animals or ereserve human coreses., Some exrlore areas of land to find mineral ‘derosi one
hels plan cities, Many of these Jobs reauire srecialized training in 3 earticular field.
Others nay be learned throush on- the-Job tra1n1ns.

Sl
S SAMPLE VORK ACTIVITIES o

Frerarer stuffs and mount the sklns of birds or animals in 3 11fe11ke forn
Test various tyres of food rroducts

Test-fire small wearons and bombs Lo _evaluate their perforsance oo _
Sgec1{s the tures of packind materials and handling rrocedures to be used 1n shirring art
obJects .

Helr reorle find information in a sublic library ~

Helr school teachers by rrerarind lesson outlines and teachind aids
Study secret coding sustems and decode sessades for militarys roliticals or law adencies
Give civil service aualifying exams,. 0

Examine handwritten material to detect forSerles

Question reorle to see if they are telling the truthsy usind lie-detector eeu1pnent
Conduct studies tp determine factors that influence traff1c conditions

Examine demstones to see if. thes are real -

Use radiodrarhs eauirment to test metal materials for flaus or cracks

Coneile information for mars and rerorts needed by an urban rlanner

Collect rlant srecimens for scientists to study .

Prerare daily TV schedules for Mewsrarers and madaz )

Frerare bodies for burialy as an EMBALMER or APPRENTICE EMBALMER .
Build and install eauirment used to rroduce srecial effects for TV or movie shows » 3
Help desidgn and bu11d movie sets . >

N

[JN T U TR W T O T SN T O SO BN OO |

.

HOURS OF WORK/TRAVEL

- These reorle work in. 3 variets of industries and settings,- “ Work hours and travel
requirements vary, Most TECHNICIANS keep redular offlce hours, ~ Howeversy some tradel and
srend considerable time awas from home,

SAMPLE PLACES OF WORK

Schools and universities
Radio and TV stations g
Movie studios t

Police derartments and crime rrevention laboratories

Anmunition and firearas manufacturers

Nuclear rower facilities and other industires that use radioactive materiale
0il comranies , |
Libraries :

Mortuaries X , _

City rlanners’ offices i wh
Federals, Stater ang ioc al governments

Museums

-~
-~
-~
-

\

N
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3999 MARKETING AND' SALES OCCUPATIONS

' 1 W . o » . p
These workers~ sell dgods and services to individuals _and comranies.- They work in stores and
offices or travel to meet clients in their territors, Theu' helr customers make selectionss
arrange credit and contract terms, accert rauments and arrande Beliverg, T may rrovide
surrort services such as advertisind, buildipdg maintenance or detit, .collection, Thew may act
as adentsy; busind and sellind on a client’s behalf and rroviding investment counseling,
¢ ’ . . ' . o ! -
7 : ‘ - s

40 SUPERVISORSs HARKETING AND SALES OCCUPATIONS

- ) \ - , . wl
These workers plany surervises .and control the business orerations of -marketind and sales
staff. Thes hire and train staff, establish work rroceduress and set doals, ~Thes' mau order
stock or surrlies and keer business records, They may act on their owny orr the owner’s behalfs
or in rartnershir, They may rerform some or all of the duties of the staff thew surervise.

q
T,

01 SUPERVISORS} SALES OCCUPATIONS: INSURANCE, REAL ESTATEs t BUSINESS SERVICES

hd

These workers manade businesses or offices involved in the sale of insurances real estates or.
business sepvices, « They rlans ordanizey and control business orerstions through staff.  Theu
establish work . rroceduress  assidgn duties to staffy and coordinate staff activities, They
intereret and enforce comrany, roliciesy rrerare business rerortsy and helr staff solve
difficult rroblems, Thew direct the hirindy trainings and evaluation of staff, They also
arrrgue Furchase reauestss resolve customer and staff comrlaintsy and may direct sales

‘campaidns, . . , I .t .

.

SAMPLE WORK ACTIVITIES

- Manade a business that rents or leases machinerys toolss and eauirment

<

, Talk with customers to determine the , Manade a branch or district office
articles required and the time théy of arr insurance COmFany

< will be needed . -+ Hire and train workers who sell

. Determine leasind on rental chardes insurance and rrocess, insurance claims
based on the ture of articles and the .+ Review activity rerorts to make sure
time theu will be needed that sales aquotas are met and that .

. Prepare rertal or lease adreements claims are rrocessed rromptly

+ Dlirect workers bookkeeringy . Talk with comrany officials to rlan
take inventoriess amd RWandle rental - waus to incresse sales and lower costs

eauirment . o . Frerare activity rerorts ,

- Manage the business orerations of 3 rrivate emrloument adency

, Direct the hirindy trainind, and .the comrany
evaluation of workers . , Arrroyve reauests for the rurchase of
. Study rlacement rerorts to see how equirment and surrlies
effective emrloument interviewers have + Prerare buddet reauests ,
been : . Investidate and resolve ‘gustomer
. -» Develor waus to promote business for comrlaints

- Manade the sales activities of a drucleaning firm

, Coordinate the activities of service drareries and ruds ‘
attendents and sales route drivers . Direct advertisind and sales
, Visit customers to make estimates on camFa3igns

rrorosed worky ‘such as cleanind
4

8 M - ;

HOURS OF WORK/TRAVEL | "} T
0 " s S
- Generally, these \§UPERVISORS reer redular office hours, Howevery thes mau sometimes work

W13




.-

., -

, . ¢ , ‘ vy
- - Some of these .obs may involve occasional travel to attend sales wmeetinds 5r meet with
customers, . a ‘ X\ - -
SANPLE PLACES OF WORK - . .
) - S ' ' ° : . v
- Insurance companies ' )

- Emrloument agencies
- Bu51nesses that rrovide customep serv1cesv such as druycleaning and, enu1pnent rental

o

4

402 SUPERUISORS? SALES OCCUPATIONS (COMMODITIES EXCEPT RETAIL)

-

Q]hese reorle manade wholesale businesses. They surervise workers who receives stores and sell

wholesale products. They estimate\consumer demands and determine the types and amounts of
doods oOr ‘services to be sold. Theu determine pricessy credit rolicies» and:-work procedures.

* They Plan budSQts snd arrande for stock to be boudght for resale. They hirey -trainy and fire
-staff, hey coundghand derosit moneu receiveds check inventoriesy and keer business records.
gy

They enforce safet ealthy and security rules and PESOIVE customer and staff comrlaints,

J

SANPLE WORK ACTIVITIES L

- Héﬁ%ge a8 wholesale firm that buysy sellsy 'snd distributes doodsy such as furnitures -
droceriesy contruction materialsv.or other-Products . .

-+ Estimate stock reauirements based on
sales ordersy inventoryy rrodected
salesy .and market conditions

+ Authorize the purchase of. doods

- Hanase 2 tobacco warehouse ’ ' ’ .
. Oversee the auction sale of tobaccoly customers’ orders
to wholesale buvers and Fay drowers ‘ . Assidn workers to check and store
for tobacco sold doods and prerare orfders for delivery
. Direct advertising activities + Set procedures for handlind and
e Review bills for incowing doods and disposing of merchandise
- Manadge a meat sales and storade business
- Manade an imrort-exrort business . o, -
+ Exrort doods to/foreiSn serchants " United States z
and consumers,’ + Arrande for doods to be bought and .
« Import fore1;n doods_ for sale in the #hirred N :
- Manade a conn1s%rs«store EE sell to food and other products to workers
+ Determine the amount of foodstuffs - orders_for doods
or other doods needed to stock the + Keer re€cords of purchasesy salesy -
CORMRis3 and orders rlaced for doods
+ Studs indentory records and rrerare ’

[ .

‘Manade 3 wholegale distribution warehouse .

+ Direct workers who buyy Processv and 7\ or received for storade -

sell meats . + Advise customers on the auality of
+Prerare da119 dork schedules food and methods of PrePar1ns and
« Examine sroducts bousht for resale storade food

HOURS OF WORK/TRAVEL -

- These Jobs. ma¥ reaquire some evenlnSv ueekendv and overtime work.

- a ‘ ) .. . lsyl 150




- Wholesale businessess including! o

SANPLE PLACES OF WORK

. Import and exrort businesses

. Meat storade businesses

+ Tobacco warehouses - ‘
. Wholesale distributors

- Military stores {(commisaries) N
-~ Comrany stores (such as £hoserrun by loddifig and mining comranies)

403 SUPERVISORS# SALES‘OCCUPATIONSy.RETAIL

. ® ¢

These reorle rlans ordanizes and control the orerations of a retail business or derartment.
They estimate consumer demands and decide the tures and amounts of doods or services to be
sold, Thes determine rricesy credit, rolicies: and orerating rrocedures, Theu rlan buddetss ”
and authorize rauments, They hire and train staff, assidn dutiess set salariesy and rromote
and fire workers., They enforce safetus healths and security rules, Thez ‘count and derosit
soney received, order goodss take inventoriess and keer accounts and other records., They also
handle customer comrlaints and may rerform some or all of the duties of their workere,

\

SAMPLE WORK ACTIVITIES

_ - Manage an automobile service station

, Set rolicies for the gtationy such FumFing gass and washin /windshields
as hours of orerations workers . Inform customers when their tires
reauired and their dutiess and rrices are worn or their oil is low to
for rroducts and services ' promote the sale of rroducts and

., Hire and train workers and rrerare gervices y »
work schedules . Comrare cash on hand with das rumr

, Assidn workers to srecific dutiess ; readindss sales slirsy and credit card
such as customer service or rerair ‘ chardes .
work : : , , Order and keer inventories of oils

., Help in rerforming servicess such as " dgasy car assessoriesr and Parts

- Hanade a refreshment stand at rublic gatherindss srorts eventsr or an‘amusemqnt rark.

. Buy refreshments that reorle will ’ . Assidn venders to locations
en.Joy : -, Take inventory of surrlies on hand

., irect workers who stores Frerares at the end of each day
and serve refreshments - .

~ Manage a retzil store that sells 3 srecific line of merchandises such as groceriess meats
liauors clothinds Jewelrys or furniture '

. Determine rricing rolicies . Keer busiriess records

» Direct workers who Frerare rroduct » Enforce securityy saless and record
disrlays and ads ° keering rolicies '

surervise workers who orerate the vending machires of 3 State rrodram for the blind
Surervise workers who sell madazines deor-to-door i

Supervise workers who stores delivers and sell ice

Surervise sales and service sctivities at a marina

| S I T |

fe]

HOURS OF WORK/TRAVEL  — - - /
- Thése .jobs may sometimes require /eveningd and weekend work and lond working daus,

/
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SAMPLE PLACES OF WORK : ' ' o :

-

Retail businessessy includingd (for examrle)!
Advertisindg adencies’

Auto rarts stores

Automobile service statiohs

Clothing stores

Food concessipns

Furniture stores

Grocery stores
Hardware stores
Jewelry stores
Liauor stores
Madazine comranies

e e e v *
> o ® o -

Government services
Business services

v41 INSURANCE SECURITIES) REAL ESTATEs AND BUSINESS SERVICE SALES OCCUPATIONS

These workers sell’ insurancer stocks and bonds, real estates and business services' to
individuals and/ar businesses, - Theu mas act as adentsy settling claimsy bugind stocks ang.

bondsy or arrandind for the sale of rrorerty, They may advise clients on the amount of -

insurance thes need or - inform them of favorable investment orrortunities. They may Frovide

'businisses with maintenance or security services or sell advertisind time or sracer for
‘examrle, ' ' )

412 INSURANCEs, REAL ESTATEs AND SECURITIES SALES OCCUPATIONS

These workers sell insurances stocks and bonds, or real estate., Theuy may advise clients on the
ture ‘and amount of insurance they need and heler them settle claims, Others inform clients af
stock market conditions and bus and sell security interests for them, Some shou rrorertids
which thes sell or manade,_Theuy arrande financing and insure that 2l1 ledal matters are in
order when selling srorerty, These workers may rrovide financisl counseling or other services.

\

\
\

4122 INSURANCE SALES OCCUPATIONS

\
4

\

Peorle in these .Jos sell lifer firey accidents and other tures of inSuranc. They sell

rolicies that rrotect individuals and businesses adainst iosses or damades, - Th-s may helr rlan
financizl . Frotection for families, Thew maw advise tlients on ways to Fri-w:t their carsy
homess businessess or other rrorerts, Some helr clients get settlements for ir-.urance claims,

. These workers &rend much of their time discussing insurance needs.with clien.s, Theu prerare

rerortsy keer recordsy and rlan insurance prodramks for clients, :

{

SAMPLE WORK ACTIVITIES

Contact reorle bs rhone or in rerson to encourade them to buy insurance . :

- Discuss the dood and bad roints of different tures of insurance rolicies with clients to helr
. them make 3 choice R

- Select an insurance comeany for 3 client, based on the ture of coverade the client wants
Us?'ap addind machine to comrute the amount of rauments reeuired by different tures of
rolicies : » Lo
Submit forms to an insurance comeany_for review . . /

Contact insurance comeanies to see if Folicies were issued or reJdected /

Call on clients to deliver and exrlain their rolicies / N
Collect weekly or monthly rauments from rolicuholders /// . >

-
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HOURS OF WORK/TRAVEL

INSURANCE AGENTS and BROKERS often must travel to meet with clients,

Mans INSURANCE AGENTS arrande their own hours of works and often schedule evening and weekend

%epointnents with clients. Some AGENTS work more than 40 hours a week, Others work rart -
1Me.
!

1

SAMPLE PLACES OF WORK

Insurance brokerade comranies
Insurance companies | . : . )
For wourselfs as an inderendent AGENT serving several insurance comFanles

f

f

4123 REAL ESTATE SALES OCCUPATIONS

w

REAL ESTATE AGENTS and BROKERS assist cliemts in the buwingd or selling of a home or prorerty. -
BROKERS not onls sell real estatey but also rent and manade prorertiess make aprraisalsy and
develor new building rrodects, Thed often arrande for loans and title searches for busers and
cet ur meetinds betweer buvers and sellers., REAL ESTATE AGENTS sre inderendent sales workers
who work for a broker. They help bugers find homes or rrorerty and rrovide mang of the
services offered bu the brokerade firm, ' : o

" SAMPLE WORK ACTIVITIES

Renty buys and sell rrorerty for clients on a commission basis

Show arartmentss homess or mobile home lots ,

Use brochures and drawings to show features of new home desidgns to customers

Plan and rromote the sale of new and custom—built homes

Insrect houses and other real rrorertu for constructiony conditiony and desisn

Measure Frorerty , ’

Estimate the value of prorerty for Puychaser saley rerlacementy investments mortdades or loan
PUTFOSES : : \ . .

- Arrande building loans with a mortdade comrany

| I T T R B}

-~ Search public records of saless leasesy and other transactions to det information about

rrorerty .
- Draw ur real estate contractsy such as deéd;r leasess and mortdades
- Look for undevelored areas that midht make god buildinsg sites

N,

\\

HOURS OF WORK/TRAVEL N

- REAL ESTATE SALES WORKERS ofter; work more than 40 hours a week, They often must work.
eveninds and weekends to suit the convenience of their clients.,

- Many workers in these Jobs sell rezl estate on a part-time hasis.

- Tnese Jobst often reauire a dreat deal of local travel to meet with clients and insrect and .
show Frorerty, - = '

SAMPLE PLACES OF WORK

- Real estate firms and brokerades
Construction comrsnies ) : ) :
- Comeanies that sell or rent 'mobile homes, home sitess and other real rrorerty
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4124 SECURITIES AND FINANCIAL SERVICE SALES OCCUPATIONS

These workers buu and sell securities (stocks and bonds) for customers. Thed dive clients
advice and information on the stock market and on busiriesses in which theu might want to
invest., Some rrovide loans» tax counselinds and accounting or auditindg services to clients.
Some sell travelers’ checkss credit resorts» or other services to businesses or banks. Some
encourade reorle to oren accounts with financial firm. Manu of these workers attend sales andg
trade neitlngs and meet with community drours to find new clients and to stay informed of

economic trends. o

SAMPLE WORK ACTIVITIES

Buy and sell securities for clients on the floor of 3 stock exchande

+ Study market conditions for clients + Calculate record the cost of
and trends to determine the transactions for billindg purroses
buu-and-sell erice of stocks . » Develor lists of selected
+ Bive clients information and advise investments for customers
on stocksy bondsy and market conditons + Compile lists of possible customers
+ Record buy or sell orders and send to be contacted

them to the tradind division

- €all on businesses and individuals to det them to oren accourits with 8 bank or savinds and
-loan company .

+ Exrlain a3 bank’s services to
rossible customers

+ DIevelor financial rlans for
customers

- Attend sales and trade meetinds to develor new business and dain information
- Ugs1; banks and travel adencies to service accounts and find new outlets for bank travelers
checks

., Write daily rerorts of business
activities

., Meet with community grouss to
rromote travel and the use of
travelers’ check

- Sell services such as credlt rerorts and credlt rating books to businesses

» Call on banks and other businesses
to exrlain services offered by the
adency

HOURS OF WORK/TRAVEL

- These workers denerally keer regular office hours., However they may sometimes work durind
evenings. , ' .

- Thesg Jobs may involve local travel to call on clients and attend community meetinds and
events.,

SAMPLE PLACES OF WORK

Securities and 1nvestnent companies

‘Banks and other financial institutions

Mutual fund comranies

For gourselfy 3s an inderendent investment counselor or stock broker




A15 BUSINESS SERVICE SALES DCCUPATIONS -

These workers sell services to businesses, These may include building maintenances credit
reportinds rest controls securitys or telerhone answering services: Thew may 3lso sell
advertisingds including art works TV and radio times billboard srace; or classified adss They
contact businesses by telerhone or in Person to tell of available services, They handle
schgdulinsv billindy customer comrlaintsy and advise customers on how service can meet their
neeags., . .. ’

4152 BUSINESS SERVICE SALES OCCUPATIONS (EXCEPT ADVERTISING)

These Freorle sell services such as building maintenancey rest controly ttavel aidsr credit
reportingds securityy printinds and telerhone answerind, They sell serviceg for a comrany by
phoning or calling on reorle to inform them of services available, They mas tind new customers
by studying directories or compans records, Thes take orders for servicesy compute the costy
and schedule the services to be delivered, Thew also advise customers |on waws to solve

problemsy handle customer comelaintsy and write rerorts.

SAMPLE WORK ACTIVITIES : \

\

Visit companies to show emrlosees how to use a comrany’s telerhone eauirmeht

Gell warehouse srace and services to mapufacturers and Jobbers |

‘8ell rublic relationss counselinds and testing rrodrams to schools and businesses )

6ell servicess such as food vendinds trading stamrsy telerhones or cleaning services to

businesses < '

Sell rest control or weed-killing services to home and business owners

Arrande hotel rooms and travel tickets for customers of a travel adency

Rook customers on airlinesy trainsy shirs or other carriers :

Call on firms to sell freight services

Show travel movies to reorld to stimulate ‘their interest in travel = ]

gisit manaders of new businesses to try to det them to use the services of 8 rarcel-delivery
irm

- Contact reorle in doverfmenty businessy and social drours to promote business for a hotels

motely or resort .
- Contact homeowners to sell TV and cable services

T EEE R

HOURS OF WORK/TRAVEL

- Many of these Jobs reesuire travel to call on rotential customers,
- In some Jobss evening and weekend work may be reruired at times,

SAMPLE PLACES OF WORK

Cleaning and Janitorial . comranies ‘ :
Comranies that rrovide testingdy counselingr traininds and other services
Companies that rprovide weed-killing services

Food service comranies

Freight and storade comranies

FPest control comranies

Printing comranies

Public relations firms

Security and detective adencies

Shirrind and delivery comranles

Telerhone answerind services

Telerhone and teledrarh comranies

Tradind stawmr comranies

Travel adencies

[ N T Y T T T TR N S TN S B B |
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4153 ADVERTISING AND RELATED SALES OCCUPATIONS

Peorle in these .Jobs call on businesses to sell advertising materials and- services, For
examples - some sell art work for use in comrosing ads., Some sell advertising time on radio and
TV prodrams. Some sell classified ad space in newsparers or wadazines., Some drrande leases
for outdoor advertisind, Some rromote the displau of a conranu’s rroducts inl local stores,
These workers fidure the costs of eroviding reroducts and servicesr 3dvise clients on
advertising matters and draw up sales or service contracts. ‘

A

SAMPLE WORK ACTIVITIES

gell illustrations asnd rhotodrarhu to advertisind adencies and industrial firms

+ Plan and sketch lasouts to meet , Comrpute the cost of rroviding
customer needs e : products and services to cusltomers
+ Advise customers in methods of . Deliver proofs of ads to customers .
" comrosing lasouts for ads : for arrroval

- Cz11 ‘or advertising and sales rromotion PEOPlé to sell them signs and disrlaus

+ Suddest ideas for signs and disrlaus
. Iraw ur contracts for the sale of
disrlaws and services

- Obtain leases to sites for outdoor advertising

+ Persuade rrorerty owners to lease

sites where billboards can bee rut urp
» Draw up leases for ad sites

- Sell classified ad srace for rublications

. Prerare 3 list of rossible customers » Visit advertisers to roint out the
from leads in other rarers and old advantades of runningd ads in 3 certain
accounts : rublication

- Contact businesses to sell radio and TV time on a broadcastind station or network

. Call on frosrects and show them 4 8
outlines of various Programs or -
commercials

. Arrande for rrosrects to see
auditions

- Persuade customers to use the sales Pronotibn disrlay items of a wholesafe distributo

» Visit derartment storess tavernss ~ samrlesy or other rromotion items to
and surermarkets to rersuade them to stores ) )
use the comrany’s disrlay items . Arrande product diselaus in stores

. Deliver rostersy dlassess narkins

HOURS OF WORK/TRAVEL

- Some of these Jobs reauire travel to call on industrial or commercial accounts.
- Some of these Jobs may reauire occasional eveningdy weekendy and/or overtime WOTH.

'SAMPLE PLACES OF WORK

Advertisind adencies

Cosranies that make and sell custom-made sidgns and billboards
Firms that rrovide business services

Frinting and publishind companies

Radic and TV broadcastind comranies

Wholesale distributors
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42 SALES OCCUPATIONS, COMMORITIES EXCEPT RETAIL

These workers sell rroducts and services to businesses and industries. They may travel
throughout an assidned territory as rerresentatives of manufacturers or distributors, They
chow how their eroducts will meet the cliemt’s retailing or production needss rrovidind samrles

~ and catalods, Thew advise customers on rurchasess auote rricesy fill out contractsy and
- 3rrande credit terms and delivery, Gome work in showrooms or take rhone orders.

421 SALES ENGINEERS
These workers are endineers who srecialize in the sale of technical Products and services.
They may sell either mechanicaly electricaly electronicy chemicals or related rroducts, They
call on endineersy architectsy or other rrofessionals to exrlain and describe. rroducts anid
services, They review bluerrintsy rlansy and other customer documents arnd estimate the costs
of rroviding rroducts or services. Thew advise clients on the user operatiory and urheer of
eauirment. They also draw ur sales contracts and mas rrovide technical training to clients,

SAMPLE WORK ACTIVITIES

Sell one or more of the following to business or industrial accounts:

. Aeronautical rroducts and services services .

. Electrical rproducts and sustems . Farm machineryy eauirment, and

» Ceramic rroducts services -

. Mechanical eauirment , Marine machimers and eaquirment

. Chemical rrocessing equirment and ~+ Nuclear machinerys eauirmenty and
services services :

, Minind and oilwell eauirment and

Call on firms to convince their technical manaders to buy equirments surrliessy or services
Review customers’ bluerrintsy rlamsy and other technical documents snd service needs

Prerare costs estimates for rroducts and services

Prorose chandes in equirmenty rrocessesr or use of materials that will save customers’ morney
Frovide services to clientsy such as helr in the ‘lavout znd urkeer of equirment

| I T N S

HOURS OF WORK/TRAVEL

- These .Jobs Eeauire travel to call on and Frovide services to customers,  SALES ENGINEERS .

often seend a dood deal of their time rroviding technical assistance to clients, They may
srend daus or even weeks at a rarticular site,
- These Jobs may sometimes require evening or weekend work.
!

SAMPLE PLACES.OF WORK

- Firms that manufacture or distributel

. Aeronzutical rroducts » Farm machinery

» Ceramic Froducts -+ Marine machinery

» Chemical ecuirment . Mechanical eauirment
. Electrical and electronic eauirment

157
139




423.TECHNICAL SALES UORKERS?ANﬁ‘SERUICE ADVISORS

These workers sell sroducts that reauire a technical knowledde of the rroduct and .its use.
They may sell farm eauirment, industrial machineryr or chewmicals and drudss for examrle, They
sust be able to understand client needs and show how.their product will meet those needs. They
a3y travel throushout an assidned . territorys showind samrles and catalods» fillind out
contracts for orderss and arrandind credit terms and delivery,

4232 TECHNICAL SALES WORKERS» AIRCRAFT

Peorle in these Jobs sell aircraftr aircraft eauirment» and rarts to private customers and to
business and industrial firms, Some travel to call on customers in an assidned area. Others
talk with customers on a sales floor or by rhone, They help customers choose aircraft
equirment. They auote rrices and credit termsy and rrerare sales contracts for orders
obtained. Theu also keer business and exrense records. Some mau take customers on flishts to
roint out safety and other features of aircraft. ’

’

SAMPLE WORK ACTIVITIES -

Talk with customers and roint out features of different tures of aircraft

Take customers on flights to show them how well the rlane handles

Check customers’ credit ratinds : L.

Prerare contracts for rlane storade and servicind

Rent aircraft to customers .

Sell airecraft endinesy fuel tanks» and tires .

Make up a list of reorle or businesses that might want to bus aircraft rarts

Show customers rictures of aircraft or aircrafi rarts ) LT
Estimate the delivery date for aircraft eauirment, based on a firm’s delivery schedule

1

HOURS OF WORK/TRAVEL

- Some of these workers travel an assidned territory to .call on business and industrial

customers. ;
- Benerallys these workers have a standard 35-40 hour work.ueek.

£

'SAMPLE PLACES OF WORK ._

- Wholesale and retail comranies that sell of distribute aircraft or aireraft eauirment and
parts ' ‘ . '

4233 TECHNICAL SALES WORKERSs AGRICULTURAL EQUIPMENT AND SUPPLIES

These workers sell farm eauirmentr and surrlies such as tractorsy combines, milkind machines,
toolsy and fertilizer. They also advise farmers on crop| raisindy animal carer disease
srreventionr and similar rroblems. They call on farmers and storé owners to show them samrles
and catalodsy explain new rroductsy and take orders, They auoie rrices and credit terms and
£i11 out ssles contracts, They may, install and service eauirments show customers how to use
eauirment and dive advice on the eprorer use and care for materials and eauirment, - Thew rrerare
sales rerorts and keer daily exrense records. .

i

GAMPLE WORK ACTIVITIES

- Sell ariimal feed rroducts to farmers and retail stores \
- Suddest feed chandes to imerrove the breedind of fowl and stock | L
O Sell farm and ddrden machinery and surrliess such as tractors, feédv and fertilizer

i
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+

Sell spare parts and service contracts for machinery ' - ' S

Sell poultry eauirment and suprlies» such as brooders coolersy “Teedersy and washers
Advise customers on the care and_ feeding of roultry - ) .o®
Tell customers how to set up rPoultry eauirment . ‘ - g
Sell dairy suprliess such as cheese wrappindsy filterss and cheese colorind

Sellsy instally and repair milking egquirment A ‘

C3ll on farmers to sell rerair services and new milking eauirment

Show customers how to orerate milking machines R

HOURS OF WORK/TRAVEL

- - These workers  travel to call on farmers and retail stores in an asgidned territory., Those
with larde territoriés may sometimes spend several days 3 weeh away from home, '
Some .obs may reauire lond workind daws and”irredular hours. I a

-~

o SAMPLE PLACES OF WORK

Manufacturers and distributors of rproducts such asi

+ Animal feeds » » Farm eauirment dealershirs

+ Dairy surrlies . : » Milkind machines
» Farm and darden ecuirment and : v. Poultry eguirment and suprlies
surrlies ' ' ) »
4234 TECHNICAL SALES WORKERS: ELECTRONIC EQUIPMENT : : ;

n

These workers sell electronic equirmént. Some call on businesses to sell products such as

communicationss navidationy and production control devices., Others sell stereosy radiosy and

cimilar products to customers in 3 stare or show room. They show rproductsy dive technical

informations auote prices and credit termss and prerare sales slirs or contracts., They also
. may take paumentsy arrande for deliveriesy write sales rerorts angd keer expense records.

SAMPLE WORK ACTIVITIES

’ - Sell telerhones teledraphicy Fadios and other communications eauirment to businesses
+» Travel an assidned territory to call » Show samrles or product catalods to
on industrial and commercial accounts bugers and point out -the various

. Make lists of Possible new customers features of products
and contact reorle on the list to tell , Ouote prices gnd credit terms fo
them about. products available customers P )

.+ Study businesses’ communication ~ , Estimate the date rroducts will be
needs and recommend eaquirment that - delivereds based on the firms delivery

. will serve their needs. : . schedules : ‘

+ Sell devices that cleans testy or . Prerare sales rerorts and exrense

rrocess materials usind hish freauencs account records

. sound waves
-~ gell stereos recordinds radior and other electronic sound eauirment to customers in a store

» Show merchandise to customers and ., Tell customers how to install sound
point out their selling roints eauirment
-+ Take rpauments or obtain credit + Place new merchandise on disrlay ;
arprovals for sales . , . Take inventories of stock on hand - ‘

HOURS OF WORK/TRAVEL ‘ ‘ o

- Some of these Jobs reauire travel over an assidned territory to call on and sell products to
O  tirms, Overnight tries wmay be reauired, Alsos these Jobs often involve irredular working

" Eﬂ{Jﬁ: hours and some evening and overtime work, b

141 155




| 0 . - . . . . ° . ‘ .
- Some of thege Jobs involve sellind electronic eauirment at 3 store or sales office. Weekend
- and/or evening work may be re@quired. ‘

SAMPLE PLACES OF WORK ' ‘ ' -

- Retail stores that sell electronic sound eauirment ,
- Hholes:le. trade firms that sell electronic eauirment to industrials commercials and retail
accounts :

+
i

4235 TECHNICAL SALES WORKERS; INDUSTRIAL MACHINERY» EQUIPMENT, AND SUPPLIES .3

These workers sell industrial machinerys eauirmentr and surrlies to industrial and commercial
firms, Their Jobs reauire technical knowledde of thé products and services sold, They travel
throudghout an assidned territorys sell froducts and servicess advise customers in the
selectionsy _installations and maintenance of rroducts, They auote rrices and credit terms and
fi1l out sales contracts, They may read bluerrints and other documents to det information -
needed to ererare bids for contract work, They also rrerare sales rerorts and keer daily
exrense records. ' ‘

a

SAMPLE WORK ACTIVITIES

Read bluepriﬁts to determine the materials and surrlies needed by customers

Prepare price lists and bids based on knowledde of material and labor costs

Advise. endineerinds rroductions and purchasingd staffs on industrial rrocesses and methods
Recommend srecific machines that are best suited for customers

Comrute the cost of installind machiners

Arrande for eauirment to be installed

Recommend the placement of equirment

Show customers how to orerate installed eauirwment

Intersrret drarhs and survey information for customers

Czll on business and industrial firms to sell items such as!?

+ Textile machinery » Construction machinery
. Radiodrarhic eauirmenty surrlies and , Metalworkings woodworkinds and food
services Frocessing
» Railroad eauirment and surrlies + machines . . .
» Foundry or machine shor rroducts, . Lubricating eauirment and surrlies
sich as _ , Convesor sustemss chain hoists» and
+ machine rarts other : '
. Abrasive materials » material-handling ecuirment
+ Building materialsy eauirments an . Correry irons steel and other metals

- supplies ‘ . Dilfield surrlies and machinery

" HOURS OF WORK/TRAVEL 4

These workers travel throudghout an assidned territory to call on business and industrial
accounts. Those who have larde territories may sometimes srend several days a week auway from

home, -
These Jobs may involve irregular hours and lond working days,

SANPLE PLACES OF WORK : v

‘Manufacturers and distributors of rroducts such ast
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Abrasives ) . Dilfield surplies and eauirment
Building eauirment and surrlies + Radiodgrarh-insrection eauirment
Construction machinery + Railroad eaquirment and surrlies
Foundry and machine shor products + Textile machincory
Lubricating eauirment + Weldind eauirment
Material-handlind eauirment + Wire rore ~

Metals

- ® o o * o o

42346 TECHNICAL SALES WORKERS) HEﬂICAL AND DENTAL EQUIPHENT AND SUPPLIES

These workers sell medical eauipment and supplies to_doctorsy dentistss veterinarians, and
rerresentatives of hospitals and other medical centers, Theuy travel ain &ssidned area to call

on customers and advise’ them of new medical products. They describe or show products to.

customers and write orders for products reauested. They also advise customers on eauirment
purchases and discuss the dosades uses and effects of new druds and medicines, They keer
exprense and sales records and write sales rerorts,

SAMPLE WORK ACTIVITIES

Call on doctors and dentists to inform them of new drud products

Explain clinical studies conducted with druds

Discuss the dosader user and effect of new druds and medicines

Give samples of new druds to doctors : )

Comrile information about eauirment and suprlies preferred by custoﬁgrs

Advise customers on eauirment purchases L. . :
Sell surdical arpliancess such as surportss braces, and artificial limbs -
Meacure customers to determine the ture and size of surdical arpliance required
Order custom-made arrliances for customers "

Sell medical instrumentsy druds, eauirments suprliess and packaded food to qeferinarians and

animal hoseitals
Sell drug products to wholesale and retail drud firms

1

HOURS OF WORK/TRAVEL

- Many of these .ohs reauire travel over an assidned territory to tall on medical
rrofessionalsy drug comeaniesy and/or medical 1nst1tutions,

SAMPLE PLACES OF WORK

Distributors of medical eauirment and surrlies :
Iirug companles \
Medical eauirment manufacturers |
Pharmaceuticals manufacturers ' |

L T T |

4237 TECHNICAL SALES WORKERS; CHEMICALS & CHENICAL PROﬁUCTSv—‘ " : \
, | \
Peorle in these Jobs sell chemicals and chemical products such as”exrlosivess acidsy wmediciness

drudsy and compounds used in industrs and farmind, Some sell these Froducts by callin&‘ on
business or industrial customers in an assidned territory. Others deal directly with custapers
at a sales office or store, Theu'show customers samples or descrirtions of rproducts and gike

orders for rroducts, Thew auote prices and credit terms and rreeare sales contracts, ey
8lso prerare business and exrense rerorts.

T | | | ‘\ ’
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SANPLE WORK ACTIVITIERS ]

Call on rlant PURCHASING AGENTS to sell industrial chemicals

Phone customers to|see if theu want to order more chemical rroducts

Show customers Pic¥ures and descrirtions of medicines and druds in catalods
Inform customers of the delivery dates of rroducts

Keep detailed records of business exrenses . ]
Look in business d{rector1es to find new leads on Possxb;e‘customers for chemical rroducts

ﬁ"f‘v_\

HOURS OF WORK/TRAVEL

4

Some of these workers travel an assidned territory to Qéll on busine§§ and industrial

customers. ‘ [
Generallyy these workers have a standard 35-40 hour work week, Occasional overtime work mau
be reauired in some Jobs. .

7

SAMPLE PLACES OF WORK

wholesale and retail comranies that manufacture or distribute chemicals and chemical rroducts
/

P

4239 TECHNICAL SALES WORKERSs N.E.C, -

! .
[

These workers seecialize in rgomotind the use of rroduets or servicesy such as rowers heatindy
.and lighting and electrorlating services, Their Jobs T?E%gigga?%echnical knowledde of the
eroducts and services offered, Thew travel throushoyt an assidned territors to call on
customers. For exameler some call on homeowners and busipesses to rromote the increased or-
economical wuse of a rublic wtility, Others call on industrial: firms to advise on and »romote
the use of a rarticular industrial rrocess or rroduct. These workers dive technical advice to
customers, auote ratesy installation chardess and orerating costsy .and fill out sales contracts

or service orders, Thew may inseect a customer’s eauirment or operations and advise on the use

of Pgoducts or services. Thes also mauw rrerare business rerorts and keer daily exrense
records. , » e :

: ’ /
SAMPLE WORK ACTIVITIES / R

~ €all on businesses and homeowners to rromote the increased or economical use of rublic

utilitiesy such as dasy electric rowery or telerhope service S o

Insrect 1installed eauirment or review rlans for new eauirment to determine the need for °

additional utility services __ - e . \ L

‘Advise customers on_the best use of a utility to rromote enerdy conservation and reduce cofis

Quote ratesr installation chardess and orerating costs - -

Exrlain the comrany’s services to customers N

Write service orders and arrlications N '

Sell electrorlating services to comranies tht rroduce formed metal and rlastic rroducts

Visit industrial firms, such as those that make metal car rarts or rlastic radio and TV

control ranels : . . e

- Evaluate the structure and rroreérties of rroducts to determine the finishind rrocesses
requiredy such as rlating and colorind . o :

- Talk with rroduction staff to analuze srecial rroblems related to the customer’s rroduct

| S T N I ) |

HOURS OF WORK/TRAVEL

X (RN
- These workers travel to call on customers, In some Jobsy overnight trirs mag sometimes be
reaquired, . : _ . ‘ g

o~
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SAMPLE PLACES OF WORK

-

- Lighty heats and rower companies . . ' .

- Telerhone companies R - ,
- Hangfacturers and distributors of electrorlatind materials. pu
| 8 .® . ' ’..’
j%; o - :
- 424 SALES REPRESENTATIVES

2

These workeps sell doods to business and industrial concerns as sales adents for manufacturers

or distributors. Thew mau work in showrooms_or travel throughout an assidned territoruy

‘meeting customers and ‘exrlaining products. Theuy may hele retailers or industries decide which

producks best meet their needs. Thew aquote rricesy fill out sales contractsy arrange credit

?ggzgés and estimate delivers dates. Theu find new customersy write sales rerortsy and kezp
TasS. : 4

. o~ PO

£l

4242 SALES REPRESENTATIVES- COMMERCIAL AND INDUSTRIAL EQUIPMENT AND SUPPLiES v

4

. These peorle srecialize in the sale of small machinesy toolss rrecision %instruments; - partse.
furnitures and other .eauirment - and surrlies. Thew sell these rroducts to businesses and
industrial rlants. ag sales adents for a manufacturer or distributor. - They travgli throughout an
assidgned territory fo call on nedular and potential customers. Thew carrs sample products and
Gatalods to show! customers. ‘Thes also describe rproducts to customers. and advise them 1n
selecting products which will best serve their needs. They auote prices and credit terms _and
£i11 out sales contracts for. orders obtained.  They al&o may take orders Dy rhone. They
prepare sales rerorts -and keer daily regordscoT'their business exrenses.

[}

SANPLE WORK ACTIVITIES.. ,

. : i L L o
Sell safetu clothing and eauirmenty such as doddless maskss shoes, beltss helmentss firerroof
suitsy and hearind-rrotection devices “ o ) )
Tour industrial rlants and suddest protective clothing and devices to rrevent accidents
Sell new and used electric motors o B v
Estimate the costs of rerairs to electtic motors )
Use test eauirment to determine defecZE:?S*:otors prought in for reeair

Estimate ' repair costss usind pricelist parts and labor
Keep records of exchandes and sales ' - ) e .
Sel% Paisenger and freight elevatorss escalatorss and dumbwaiters to buildindg owners and
contracters *° o b '
Contact prorertuy Owners to obtain bluerrints of rrorosed new construction
Talk with prorertu owners to 'determine the ture of installation reauired .
Inspect buildinds to see if reauested eauirment can be installed e ) A
Provide the endineering derartment with blueerints and buildind specifications
Present bids to customers for installation work
Inform customers of work prodress : L ‘
Attend sales and trade meetinds and read Journals to keer informed 'of market conditions and -
business trends : , ’ .
Sell fiberboards metaly plasticy or wood containers
Sell printind suprliesy such as ink, platess rollerss and ture ) - oo
. Gell textile-pattern desisns and eauirment used for printing ratterns on textile products
Sell computers and electronic data-processind systems to business and industrial firms
Studs customer needs and recommend computer sustems. that best meet customer reauirements
Sell church furniture and surpliess such a8 pewss Pulritss candless and "praver books
Measure church areas to be furnished .
Prepare drawinds» estimates» and bids ' /
Sell commercial furniture, eauirments and surrlies to businesses '
Sell cordade and twine, such as nwlony orlony and cottonr to businpesses n
gell_Qotel and restaurant equirment and.surplies such as dishwashers, randesy dlasswares and
urniture : - . £
Sell office machines, such as turewriters and adding machines, to businesses _
Sell school eauirment and surpliesy such as blackboardsy art surrlies, and school furniture
Sell florist surrliesy such as fake flowers, vasess ribbons and wire
Sell spring scales used in weidhind and measuring devices .
«~ Sell architectural and endineering surrliesy such as rrotractorsy slide rules, and T-sauaress
to business and industrial firms 4 o I.E; .
' T J
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- Sell precision instrumentss such as labs navigation and survewind instruments

’

_ HOURS OF !MORK/TRAVEL - , | I

-

. P
+ These workers travel throughout an assidned sterritory~ to call on redular and rotential
customers. Those who have larde territories may sometimes srend several days a week away

from home, L ) me . .
- Manu of these .Jobs may }nvolve lond and irredular working hours.

SAMPLE PLACES OF WORK ; R o

s ¥y .
.

- Hanufactureis.and distributors of P?oducts such as:

Printing, surrlies

Elevators and related products _ o
Architectural and endineerind

Textile desidns

Safety arparel and eauirment + surplies
Cordade ; + Florist suprlies’ .
Electric motors » Frecision instruments
Office machines + Containers
(]
¥

. o @® e o e @ -

. Church furniture and.religious supplies
School eauirment and surrlies : + Hotel and restaurant eauirment
4243'§ALES REPRESENTATIUES; GARMENTS AND. RELATED TEXTILE PRdﬁUCTS o

2] . L
These workers sell darmentsy textiless or trimming for aprarél to stores and manufacturers.
Thew mas sudsest items of clothinds fabrics or trim to be sold by stores or used in making
darments. Representatives contact customers at their rlace of business or meet them in
showrooms or sales offices. They demonstrate rroductss auote prices and credit termsy and
arrande delivery of items. Thes prerare business rerorts and keer exrense records.

' f
\
i

4244 SALES REPRESENTATIVES; MOTOR VEMICLES AND SUPPLIES -

These workers sell motor vehiclesy partsy and accessories tg dealers, darades, and other sales
outlets, They also advise dealers on Ways to rcromote sales., Thes travel throughout an
ascidned territory to call on accounts and take orders for vehicles/and rarts,  Thew' show.
samples and. catalods to dealers and point out the features of various Froducts: Thes auote
prices and creeit termsy ~rerare. sale contracts. Thew also rrerare sales rerorts “and keepr
exrense accounts. : '

a

SAMPLE WORK ACTIVITIES < ~ , ﬂ .

- 8ell carss motorcuclesy tractorss trucksy or other vehicles to dealers ) . "
S:l%.~bat€erieSv tiress motorss Apolsy lubricantss and other rarts and suprlies to service .
stations ' .

Talk with car dedlers and review.sales records to determine the number of vehicles tororder
Advise customers in methods of increasing their sales

Carru sample products and catalogs to show customers ’

Comrlete sales contracts and order forms ,

Keep daily records of business exrenses

HOURS OF WORK/TRAVEL

- These workers travel to call on business accounts. Those with larde territories may
‘gometimes have to srend several daus a3 week away from honeﬂ ' ;
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- These .Jobs mau involve irregular hours and lond workind daus.

SAMPLE PLACES OF WORK

It

- Vehicle manufacturers and distributors -
- Manufacturers and distributors of auto parts and accessories - s

4245 SALES REPRESENTATIVES; PULPy PAPER» AND PAPER PRODUCTS

People irr these Jobs sell paper and Paper Products to business and industrial accounts as sales
-adents for a manufacturer or distributor. The products theuy sell include newsprints wrappind
parery stationeryy wallparery and parerboard containers. They may sell products at & sales
officer by phonesy or at customers places of business. They look for new business by compiling
_lists of potential customers from newsearers and directories. They show samples or catalogs to
customerss point out features of-rProductss auote prices and.credit terms,  Thew also .Frerare

sales reports and exrense accounts. B : :

SAMPLE WORK ACTIVITIES

Contact new businesses by phone to rromote the sale of & comepanu’s Products

Travel from business to business. in arn 3ssidned area to take orders for parer Products
Point out products in a catalod which customers may wish to order

Fill out sales contracts that list rroducts Purchased and their erices

| I T A I

schedules
Fill out ard submit monthly exrense account forms .

HOURS OF WORK/TRAVEL

- Many of these workers travel to call on businesses and industries in an assidned territors.
Some may srend several nights & week away from home.
- These .jobs mau involve irredular. and/or long working hours.

SANPLE PLACES OF WORK

- Ppaper and'parer groducts sanufacturers and distributors

4244 SALES REPRESENTATIVESs; FARM PRODUCTS AND LIVESTOCK

These workers sell farm produces livestocks and other farw proddcts. Theu call on wholesales
retaily industrialy and other customers to take orders, Theu show and describe Froducts . to
buverss auote Prices and credit termsy and arrande for products. to be delivered. Thew may take
bide for farm Products and then sell the products to the hishest bidder. Manw work on a
commission basis. Theu must know market conditions and be -able to Judde the vaslue of farm
productss ' . :

SﬁﬁPLE WORK ACTIVITIES

-~

- Sell livegtoég at stockuards for owners

Estimate the delivery date for orderss biased on knowledde of the manufacturer’s delivery .




. / ‘ -~

. Appraise and sort livestock on the thes of livestock they can buy
'basis of weishts sexr ader and ", Show livestock to buuers and take
arpearance bids for their rurchase

. Contact purchasind adents and inform
\.' Sell cattles . horsess hodss and other livestock to Facking houses or farmers on a commission

basis
+ Review market information and breeding of livestock
ingrect livestock to deterwmine their . Attend livestock meetinds to keer -
value . - informed of livestock trends and
+ Inform busers of the care and ) develorments

- Sell bulk shirments of farm produce to wholesalers or othér buuers

. Deduct exrenses and commission from
raument received for the sale of
produce znd dive the balance to the
shirper

. Call on restaurants to sell rroduce

HOURS OF WORK/TRAVEL

t

SALES REPRESENTATIVES often have londy irredular work hours., Althousgh theu call on custonersv
during business hourss theu may travel at night or bn weekends to meet their schedules. They
also mas srend eveninds writind rerorts and orders. ’

»
!

SAMPLE PLACES WORK /

Larde farms that emrlos Lales workers to market their doods
Sales adencies that specialize in farm Froduce '
For yourselfy 8s an inde#endent sales adent ;

t

i

)
'
1

) 42*9‘SALES REPRESENTATIVESs N.E.C.

)

These peorle sell one or more lines of doods to.business and industrial concerns as 8 sales
adent for a manufacturer or distributor. The items thew mauy sell rande from franchise
businesses to madazines to marufactured products. They may sell rroducts. at a8 sales offices
call on companies tg sell prodycts and/or take orders for rroducts b Fhone. Theu look for new
business by -compilind lists of possible customers for newseapers and directories. They show .
samples or catalods to customerss point out features of articlesy auote rrices and credit
termss and erepare sales contracts., Theu prerare sales reports and exeiise accountss and may
arrande for rroducts to be delivered. : T L :

A

1%

SANPLE WORK ACTIVITIES

Sell one br more of the followingd items to business and industrial accounts:

+ Beer and malt liauors - .+ Funeral eauirment and surrlies
+ Tobacco products | . Shoe leather and shoe repairind
+ Canvas doods | ' supplies i

+ Coaly cokes wood or other fuels | . Hobbu and craft materials

+ Petroleum products . * -+ Souvenirss touss and trinkets

. Bottles and bottlind eauirment + Ballroint rens | : ,

' . Boxes and shirring containers ’

Rubber' daskets and washers

/




[]Q\j: Suddest extra eauirment for customers to buy

Aruitoxt provided by Eic:

., HOURS OF WORK/TRAVEL

SALES REPRESENTATIVES ofsen travel to call on customers in an assidned area. Tﬁose with
larde territories may sometimes srend several nights a week away from home,
These Jobs mau involve irredular workind hours and lond workind hours,

SAMPLE PLACES OF WORK

Wholesale manufacturers and distributors of any equirment:

Hobby and craft doods
Leather doods
Mortician supplies
Novelties

Petroleum products -
Plastic rroducts
Bottle eauirment
Canvas products

Food rroducts

Fuels

Tobacco products

Rubber doods

Shoe leather

Vendind and coin machines
Writind and markind rens

* ® e v e e v °
. " st e v -

Record comrznies

Franchised business orerations
Madazine and book comranies
Newsparer comranies

43 SALES UCCUPATIONS: RETAIL )

These workers. are concerned with sellind dHoods in small quantities directly to consumers, They
ma3y demonstrate or exelain items, They may arrande contractsy credit termsy or delivery,
Others rrovide support services for retail sales, Thes mau arpraise items for sale or
insurances comparison shopr collect debtss or work as auctioneers, Some work as cashiers
street vendors» or sell door-to-door. : -

434-5 SALES OCCUPATIONS, COMMODITIES

These workers sell new or used rroducts in retail storess outletsy and showrooms, They may
sell vehicless boatss * cosmeticsy musical instruments, Jewelrys clothesy dift itemss srortind
doodss shoesy or furnitures for examrle., Thed may meet customers, demonstrate or eypla1n
productss and arrande for sale. Thew fill out contracts or arrande credit terms. They ms
agce;t raument and arrande delivery, They may disrlay itemss take inventorys and order neu
Stoct.s . )

4342 SALESPERSONS; MOTOR VEHICLES, MOBILE HOMES» AND SUPPLIES

These reorle sell niew or used vehicless such as cars» trucksy or motorcucles. They 3lso sell
related accessories and eauirments They sell these items to customers in 8 store or showrcom,
Theuy dreet customers and ask them the make» ture and rrice rande of the vahicle they wish to
see, They show vehicles or accessories to customers., They roint out the features and rrices
of the items showns and may take customers on rides to show them how vehicles handle. Theu
also prerare sales slirs or contracts, take rauments and may arrande credit rurchases,

SAMPLE WORK ACTIVITIES

~ Sell new or used cars at a car adency
- Explain features of cars to custosers
~ Take customers on car rides to show them how cars orerate
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Comrute and auote sales prices ,

Explain financind reauirements and terms to customers ' .
Sell auto sueelies and accessories such as tiresy batteriesy seat coverss and headlights
Read @ eatalos to find the stock number of itews ) o
Sell trailersy mobile homesy and truck camrers to peorle

Show customers how to use eauirment and furnishingds

" HOURS OF WORK/TRAVEL

- Some of these .obs may reauire weekend and evening work or irredular hours,

SAMPLE PLACES OF WORK

Automobile dealershirs

Auto rarts stores . ’
Motorcucle shops and other recreation vehicle dealershirs
Mobile home deslershirs ,

tUsed car adencies ,

4343 SALESPERSONS? MUSICAL INSTRUMENTS AND SUPPLIES

These workers sell musical instruments and suppliess such as rianosy ordansy duitarss drumsy
hornss music bookss and records, Some sell these products to customers in a store, Others
sell musical products for a menufacturer or distributor bs callind on retail ctores to take
orders,  They show customers how instruments are plaved and explain the functionss and care of
the instruments, Theu mas helr customers select sheet music or recordings, They rrerare sales
slirs or contractsy and may take rauments amd arrange deliveries, Thew also maw wrar
purchasesy take inventory of ‘stocks and order rerlacement products, :

4

SAMPLE WORK ACTIVITIES

. (o4

Play instruments to show their tonal aualities :

Advise customers on the stules of ordan or priano that will best do with their other
furnishings .

Arpraise used ordans or pianos for trade-in allowances

Exrlain the functionss mechanismsy and care of musical instruments

Discuss the auality of tone in instruments of different rrices ‘

Rent musical instruments to customers and rrepare rental contracts

Sell rhonodrarh records and tare recordinds - . =

Sell books and sheet music for instrumental and vocal drours

HOURS OF WORK/TRAVEL

- These .iobs may reauire evenindg or weekend work. Some Jobs maw offer. orrortunity for part-

time work. :

- Some of these Jobs reauire travel in an assidned territory to call on businesses and retail
stores, A few workers may travel to customers’ homes to sell or demonstrate rroducts on a
stior-at-home basis. . .

SAMPLE PLACES OF WORK ‘ =

o

- Retail stores that sell musical instruments and surplies
- Record shors :
- Wholesale manufacturers and distributors of musical instruments znd surrlies

. 1@ 168 L




A3AA SALESPERSONSF BOATS AND HARINE EQUIPMENT AND SUPPLIES

These preorle sell boats and boatind equirment and suprlies for a manufacturer or distributor,
Some travel an assidned area to call on retail store bugers, Others sell rroducts to customers
at 3 sales officey showrooms or store, They help customers decide what tures..of boats or
equirment to buy, = They may show rictures of boats to customers or even take them on boat
rides, Theu also fill out order foras or sales slirss auote rrices and credit termss heer

sales recordsy and arrande for deliveries.

SANPLE WORK ACTIVITIES

Call on retail businesses to sell boatind eeuirment such as fixturesy Ppumpsy and motor rarts
Show boats to customers on 8 sales floor .

Show rictures and bluerrints of boats to customers and explain how boatind eauirment works
Advise boat owrers op the selection of new eauirment

Take customers on @ boat ride to show them how well the boat rerforms

Arrande for boats to be inspected and delivered

Prepare sales contracts for orders obtained

Keepr sales records and expense accounts

Tell customers about Frices and credit terms

Compile lists of rossible new customers

[T T T S T Y O A |

HOURS OF WORK/TRAVEL

- Some of these workers travel over an assidned territory to call on businesses. Oftery these
workers set their own working hours.

- GALESPERSONS who work in 2 store denerally have 3 standard 35-40 hour work week, Howevery
theu may be reauired to work some during eveninds and weekends, .

SAMPLE PLACES OF WORK

- Retail cowpanies that‘sell boats an& aarine eauirment and supplies.
Boat manufacturers and distributors : .

1

4345 SALESPERSONS; SPORTING GOODS

These reorle sell sporting doods- used for athletic activities., Some call on stores and other
establishwents\ in an assidned area to sell athletics rlavdround or other. such eeuirment,
Others sell sporting doods and athletic equirment to customers in 3 store _or Showroom. These
workers he'r customers choose the rroducts they need and then fill out sales contracts or sales
slirs, They also may take raumentsy wrar doodss keer sales recordss check inventories and
rerform other related tasks. )

o

SAMPLE WORK ACTIVITIES

Sell tousy damesy and rlavdround ecuirment to retail stores in an assidned territory

S$11 t:nnis racketsy dolf clubss and other srorts items to customers in the srorts derartment
of 8 store . :

Advise customers on the tures of sporting eauirment. that would be best for srecific purroses .-
Exrlzin how to take care of srorting eauirment :

Tell customers about Places for huntindy fishinds or skiirng
Prepare monthly reports that describe the tures of doods sold
Arrande for the delivery of srortind doods to customers:

Tell customers about prices for items and credit terms

[ O I A |
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HOURS OF .WORK/TRAVEL

Some Of these workers travel over an assidned territors to c2ll on businesses and other
establishments. : .

Oftens these workers may set their own work hours. N

SALESPERSON& who work in stores usually have 8 standard work weeks with some weekend and
evening work., ' ‘ ' .

SANPLE PLACES OF WORK

Wholesale cﬁnpanies and outlets that sell or distribute sporting doods
Seorting doods shorsy department storess toys shorss and other retail establishments

4346 SALESPERSONS; GARMENTS AND TEXTILE PﬁODUCTS

These workers sell clothind and sccessories to customers in 3 store or showrooms They dreet
customers and help ‘them select and try on darments. Thew may measure customerss advise thewm on
stuless and answer their auestions about the care and cost of darments, Theu mau suddest dift
items or sizes., They rprerare sales slirs and take rauments or credit cards for rurchases.
They also may wrar purchasesy take inventories of stocks and place new items on disrlay,

SAMPLE WORK ACTIVITIES

- Observe peorle’s ades coloring, fidures and share of face to select darments suitable for
them

Measure customerss usind 3 tare measure

Select darments to fit customers

Advise customers try on darments e

Fit darments on customers and use rins to mark necessary alterations

Estimate the cost of alterinds remodelid, or rerairingd darments . .
Answer questions about the weaves washabilitys strendths or color fastness of various fabrics
Suddest gift items or sizes of infants’ clothes : . ‘ -

Receive fur darments for storade

Sell clothing items such asi

. Corsetsy dirdlesy and other coats

foundation garments : + Necktiesy shirtsy beltss and other
+ Fur camessy coatss and stoles men’s 3ccessories :
+ Infants’ and children’s clothingd . . Women’s coatsy srortswears dresses

. Men’s and boy’s suitsy trousers and _ and fashion accessories

1

HOURS OF WORK/TRAVEL

- Many retail clothind stores are oren duringd evenings and on Saturdays., SALESPERSONS may work
during these times., They also may work on a rart-time basis. These Jobs often offer
orrortunits for temrorary work during busy shorrind sedsonss such as holidaus,

- Ahflu gfhth:sg SALESPERSONS may visit customers’ homes by aprointment to sell darments on 3
shor-at-home basis. . ~ -

9

SANPLE PLACE OF WORK

-~ Derartment stores
- Retail clothind stores
- Srecialty shors that sell clothind

152




4347 SALESPERSONSi BOOKSy STAMPSy COINSs AND STATIONERY

These workers sell " bookss madazines: stampsy coinsy stationerys dreetind cardss and related
products in a store. Theu snow items to customers and suddest selections that midht meet ‘their
needs. Theu may discuss the value of.items with customers or helr them choose dift items,

They prepare sales slips and take rauments for purchases. Thed may wrar rurchasess arrande -

product displadsy and take inventory of stock., Some aprPralse (assidn 3 value ta) coins and
stanps and buy them from collectors for resale, - o ) ‘

‘SANPLE WORK ACTIVITIES

- Sell books in a book store or derartment store

» Suddest books for reorle to buy , . Arrande books on shelves and racks

+ Review current literature, ] accordind to turesy authors or subdect
publishers’ catalodss and book reviews matter :

L4

- Sell stamrs or coins to collectqrs

. Locate stamps or coins described by arrraise {(assidn a value to) or

customers ) classify stamrs or coins
. Discuss the value of stamrs with ., Buy coins or staars for resale
customers » Take pauments and make chande

-+ Use 3 madnifier and catalogito - . Set up coin disrlays

HOURS OF WORK/TRAVEL

- Manu retail stores stay oren Saturdaus and eveninds, SALESPERSONS at these stores may work
duringd these times., Some may work part-time. o

SAMPLE PLACES OF WORK

- Retail storesy including?

Book stores

+
+ Stationary stores |

. Coin and stamr srecialty shors -

+ Department stores 'y

4348 SALESPERSONS: FURNITURE AND HOME FURNISHINGS

Peorle in these .Jobs sell doods used in_the home such as furniturey floor coverindsy draress
dlass and chinawares metalwares and related rroducts, Some sell rroducts by traveling to call
on businesses and industries. Others sell doods to customers in a store or!showroom.

©

" SAMPLE WORK ACTIVITIES

Examine worn or damaded furniture and determine what kinds of rerair are needed

Set up disrlays to show goods such as floor coverindss carretss and rugs

Advise customers as to the stules tures colorsy strengthy and finish of household doods that
will best serve their needs .

Ecstimate the costs of doods and rerairs

Prepare sales reports and exrense accounts .

Handle customer comrlaints sbout the deliverw of damaded or incorrect doods

R 173
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HOURS OF WORK/TRAVEL

- Some  Jobs reauire travel to call on businesses or industries or to meet with customers in
their homes - ¢ ‘

- Some Jobs reauire lond or irredular hours

- Some Jobs reauire evening and weekend work

* SAWPLE PLACES OF WORK

Furniture wholesale and rétail outlets
Derartment stores ’
Jewelry stores

1

A351 SALESPERSONSy SHOES

These people fit and sell shoesy bootss ‘and other footwear to customers in & store, They
measure customers’ -feety select_the desired stules colors and size shoes from stock on hands
and help customers try on-shoes.. Thes also set up shoe displausy advise on stulesy Prerare
cales sliesy take pasmentsy and package or wrar shoes. Some 3lso ¥ake inventory of shoes on
hand and order rew shoes from the stockroom. A few sell shoes to customers in their homes.

_SAMPLE WORK ACTIVITIES

Greet customers and find out what-tupre of shoes theu desire
Measure customers’ feet with a special foot-measuring device
Look at shoes oh customers’ feet to see if theu fit correctly
Strech and rad shoes .
Sell related productss such as handbadss hoser and shoe rolish
Draw outlines and take measurements of customers’ feet to order custom-made shoes

- Sell corrective shoes to peorle who have foot #roblems

- Read doctors’ orders to determine the tures of corrective shoes needed by customers

!

AY

_ HOURS OF WORK/TRAVEL

S
\

Most of these Jobs involve a standard 35~40 hour work week, A S .

Some of these Jobs reauire evening or nisht work.
Some ‘of these Jobs reauire weekend worke

A

SAMPLE PLACES OF WORK \

\\
Shoe stores

Wholesale and retail factory outlets ,
Derartment stores that sell shoes
Srorting doods shops that have shoe departments

I

4352 SALESPERSONSGXRAD101 TELEVISIONs HIGH FIDELITY AND HOUéEHOLD APPLIANCES

Peorle who work in these .obs sell items such as radiosy TV’sy stereo eauirmenty stovesy
 washersy druersy = vacuum cleanersy and sewind machines. -Some travel to sell rroducts to
businesses or industries in an assigned area, Others sell products to customers in a store or
showrooms They also fill out sales slipsy arrande credit termsy disrlay new products, and
advise customers on.the use and care of products. o g
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SAMPLE NORK ACTIVITIES

i

§h0u customers how to thread and ad.ust seu1ng machines and set machines to sew various
stitches

Quote rrices and credit terms and rfrerare sales contracts for radio and TV orders obtained
from dealers and customers

Judde the trade-in value of customers’ used aerliances

Show products in a catalog to customers

Prerare sales reforts and exiense accourts .

Take inventories of stock on hand and order new stock fros the stockroom

Tell customers how to i1nstall new stereo eauirment

2.

| T T S |

HOURS OF WORK/TRAVEL ' .

~ Most of these .obs involve 3 standard 35-40 hour uorP week
- Some of these Jobs reeuire evening and weekend work.,
- Some 'of these .obs reeuire travel over an assidned royte.

SAMPLE PLACES OF WORK

Wholesale and retail dealershirs

Arrliance stores - - o
Radio and TV dealershirs .

Derartment stores

D1scount stores

L

-~

4353 SALESPERSONS; HARDWARE

These workers sell hardware and related itemss such as rower toolsy handtools: raintss darden
suprliesy and electrical and elumbind surrlies, Thew may sell products to customers in a
stores or to businesses that use or resell such items. They show rroducts to customers, advise
them in making selections and on the uses of tools and materials., Those who ¢31] on businesses
auote Frices and credit terms and prerare sales contracts and exrense accounts. Those in
stores prerare sales slirs and take rauments, Thew a3lso may wrar rurchasesy arrange rroduct
disrlausy and take inventory of stock.

SAMPLE WORK ACTIVITIES

Advise customers on the cuality of various tures and brands of rroducts

Show customers how to use hardwares tools» and eauirment

Estimate the amount of raint reeuired to cover s diven area

Advise customers on methods of mixing raint

Tell customers how to cut screenss glassy wirer or window shades to desired sizes or lengths
Advise customers on the selection of rlants and methods of rlanting and caring for them
Suddest darden tools suited for specific purroses

Water and trim drowing rlants on sales floor

Take rauments and make chande :

Set up displaus of merchandise

LI 2 N A D R O |

HOURS OF WORK/ TRAVEL

- HARDUARE SﬁLESPERSONS may work during even1nss and uee}ends on Saturdays. Some work rart

- HARBUARE REPRESENTATIVES travel throudghout ar-assidned territors to call on businesses and :
_take orders for products. .

Q o | ' : ’ 1.72}
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* SAWPLE PLACES OF WORK

- R:t§11 storesr includind hardware storesy dreenhousess darden surrly shorsy and derartment
stores . . . 7
- Harduare products uanufacturers and distributors ’ A

4354 SﬁLESPERébNSi COSMETICS, TOILETRIES, ﬁND ALLIED PRODUCTS

These worhers sell items such as makeurs rerfumes, soapsy face creamss and u135. They may sell
these items to customers in a store or to stores or businesses that use or resell such
products., They show #rroducts or samples to customerss roint out features of articless and
advise on selections. They quote rrices and credit termssy prerare sales contracts or slirsy
and ma take pasments. Those who travel to call on accounts keer business and exrense records.
Those who work in stores may arrande Product disrlayss wrar purchasesy and take inventory of

stock. ’

SAMPLE WORK ACTIVITIES

- = Sell widsy fallsy and other hairrieces in 3 salon, departnent stores or srecislits shoer or
" at customers’ homes

+ Look at Peop¥és’ facial features to homestuling of wids —
select widgs for them to:try on + Stule wids and hairrieces for

. Fit wids on customers disrlay purposes

. Comb and brush wids to stule them . Cleans cuts and stule hairrieces for

+ Advise customers on the care and customers

- Sell cosmeticss perfumesy soapss face creamsy and and other toilet items

+ Show customers how to arrly var1ous + Sudgdest shades or tures of makeur to
tures of makeur . suit customers’ comrlexions

+ Exprlain the good P01nts of various + Weidh and mix face rowders to obtain
products . desired shades, us1ns a formula

8
¥

HOURS OF WORK/TRAVEL

These SALESPERSONS mas work during eveninés, weekendss and some holidays. They maw also work.

art time,
gone Jobs involve travelind throushout an assidned territory to call on and- sell rroducts to
business accounts or to sell Products to customers in their homes

SAMPLE PLACES DF UORK

Retail storess including dePartnent storess drud storess and svec1alts stores
Stores that sell wids and hairrieces
Cosmetic manufacturers and distributors

v

° 43546 SALESPERSONS; JEWELRY AND RELATED PRODUCTS

<@

These peorle sell Jewelrys dems» watchess and other similar items. Some travel over an
assidned area to sell rroducts to business and industrisl firms., Others sell rroducts to
customers in a store or showrdom. They roint out the different feztures of Jewelry to |
customerss auote prices and credit termss and rrerare sales contracts or slirs.. Those uho//
travel often carry catalods or sample cases so that they can show rroducts, In stores they may
‘take pauments or det credit arproved for rurchases.

) . ) > v ! . .
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IToxt Provided by ERI

SAMPLE WORK ACTIVITIES - ‘ .

Advise customers on the aualitys cut, and value of Jewelry and dems

Inform customers of the different drades of watch' movements

Suddest desidns for custom Jewelry o

Travel to a customer’s rlace of business to sell Jewelry items and watches

Talk With customers on 3 sales floor or by rhone to take orders for Jewelrs items
Show customers samrles of Jewelry rroducts B -
‘Inform customers of the dates Jewelrs orders will be delivered -
Prerare rgaorts that describe the number ard amounts of sales

Place new Jewelry items on disrlay in a3 store or showroow

i

Fill out %ales slirs and take r3uments for rroducts
R
HOURS OF ¥0RK/TRAVEL

TR T O N T O O

- §9|e of these Jobs reaquire travel over an assidned area to call on business and industrial
irms, . o _ ‘ . ‘
- Some of these Jos may reauire some evening and weekend work.

SAMPLE PLACES OF WORK

- Jewelry manufacturers and distributors

~ Watch manufacturers and distributors

- Jewelry stores . .

- Dierartment stores and other retail trade stores that sell Jewelrs and related rroducts
¥ . :

4359 SALESPERSONS: N.E.C. )
. : . o]

Peorle in these Jobs sell rroducts im srecialty shorss derartment storessy or wholesale outlets,
They sdreet customers and find  out the ture and amounts of doods thew desire, They suddést

. celectionsy and roint out sellind roints of articles, They also maw exrlain how to use or care

for Froducts, Thew Frerare sales slirs and take rasments or rrocess credit cards for items
purchased, Thew also waw rut Froducts on disrlayy wrae rurchasess and take inventory of stock..

SAMPLE WORK ACTIVITIES

1

Sell flowerssy rotted Plants; and floral rieces

. Advise customers on flowers and ~~ 5 Contact florists in other
arrandements to use .for srecific. communities to rlace orders for
occasions - out-of-town deliveries .

. Arrande disrlaus of flowers and » Desidn and make ur corsades and

vases . wreaths . °

1

Sell uward doods. made from cottons wools and other fibers

» Unroll bolts of cloth to show ~ and washability of fabrics
fabrics to customers ‘ , Suddest colors that do well togdether
v Advise customers on the ture and » Heasure and cut fabricy using
amount of materizl reauired to make scissors and @ wardstich
~ garments and drares ‘ + Sell dress ratternss needlesy
+ Djscuss the weaves texturer colory threadsy and other sewing accessories

Sell hearingd aids to customers in 3 store

+ Test customers’ hegrinsy using an
audiometer ° ' ‘ o

' Shgu customers how to use hearind
aids :

. Fit hearind aids to customers

- Sell rets and ret accessories _ . -1’755

~ . e . o’




+ Advise customers on the cares ' as aauarium rumrs and filters
tra1n1n3; feed1ngr and living habits + Feed and water rets :
of rets IS - + Clean cades and tanks

« Explain the use of eauirments such

- Sell rhotodrarhic and oet1cal eauirments such as camerass rrodectorss films and binocukaré

+ Show -customers how to use .
‘“vhotodrarhic eauirment : ' o '
+ Exrlain the uses of various CaMerasy , B ‘
filtersy and lenses i
+ Receive film for rrocessing
- Sell toy trains and sccessoriess such as trackss batteriess tunnelsy and sidnal lishts |
- Sell raintindsy art materialss and ricture frames
- Sellwnerchand1se in many derartments in 2 storey on af as- needed bas1s

HOURS OF WORK TRAVEL | ..

f

- Many SALESPERSONS work on Saturdaus., Soﬁe may work eveninds as well.
- These Jobs denerally offer oeeortun1t//;9pegart—time work. .

SAMPLE PLACES OF WORK

-
- Retail stores» including; '

v -Curio shors + Fet shors

+ Derartment stores + Photodgrarhy shors

+ Flower shors » Toy shors

+ Hearind sid shors o T

+ Ice rlants

!
A35 SALES OCCUPATIONS: OTHER - © )

Workers in these occueat1ons sell rroducts to custoners. Theu &3y work in derartment storess

* businesses that offer servicess or as street vendors. Some sell Froducts from 3 cart or truck

‘while others sell door- -to—door., | They maw hel® customers sselect doods or sikfl¥ receive monew

‘for doods or services selected, Some ¢lerks make out receirts for doods sold or received for

EerV1c1nso Thew may orerate cash redisters or Peee recorde- They may check and stock shelves;
ackade purchasess or take 1nvent¢ru. .

]

o PR

N

;4362 SALES"CLERKS '

~ SALES CLERKS sell a3 variety  of rroducts to customers in such rlaces as derartment storess
drygstoress hardware storess and drocers stores, They show items to customers and helr them
decide what to buy. They alﬁo do such thinds as stock shelves with.doodss wrar and rackade
customers’ rurchases» take rauments for soods; make chandes and kEEP ‘records of sales
- J *

_ SAWPLE WORK ACTIVITIES | - I

Show Froducts to customers in 3 dPUSStDP97 candy stares or licuor storesy or some ‘other shor
Stock countersy shelvess and $ables with doods that are for sale .
Use a cash redister or addind machine to total the costs of doods

Collect sales tax on doods
Direct customers to a3 fittind or dressind room or to a cashier

Stame) marksor tag prices on H0pds - Sy s Y
Show customers goods in 3 catglod . .

Weidh food items to fidure ou hou much to charde for them . o

Pack 1te.s that customers buy in bags, wrarrers, or cartons - . o
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- Clean diselay casesy shelvesy and counters - ' . //

HOURS OF WORK/TRAVEL S
i .

. /
- Many of these Jobs reauire ueekgnd‘ud?k.' 3
Some of these Jobs require evenind-and night works
- Some of these Johs allow for rart<time work, ¢

[

2]

L3 - !

S |
SAMPLE_PLACES OF WORK

Department storeg

Hardware stores

Cands and bakery shors
Self-service food stores
Liauor stores ° .
Grogers sarkets o .

Trading, stamr rédemrtion center

Any rétail store ‘ o ’

. - . .,

Lot

43563 COUNTER*CLERKS
’ 4

COUNTER CLERKS work in businesses that offer services such as car rentalsy dry. cleanind,

.printinds rerairs or storade, Theu take orders for services and mau recgive articles to be
. serviced, Thes advise_ customers of the tures and costs of services availabl® and the dates -
. when orders will be comrleted, Theu may examine articles receivedr record information about
thems and tas them, Thew also collect rauments for sgrvices and may keer records of cash
receirts and articles received and delivered, In some Jobss workers maw have other duties in
addition to those described above. { , .

i . | ‘

o, . .
PR ‘

SANPLE NORK ACTIVITIES - vl -

® »

Use an adding machine to total the cost of dru cleanind customers’ laundry
Keer records of darments left by customers _ |

Receives turey routes and collect rauments for teledrarh messades

Cash money orders for customers o

- Rent cars to customers 3t am 3irrort or hotel ‘ 3

Quote. rrices for car rertalsy based on rer-day and rer-mile rates

Comrlete rental conmtract formsuand det customers to sigdn thes

Receive clocks and watches to see what rerairs are needed

Examine broken watches to see what repairs‘are needed

Estimate the cost of rerairind a clock

Estimate the value of fur darments received for storade . . o .
Record descrirtions.of darmentsy. their estimated values: and the names and addresses of their
. OWners : . " - o . . ‘
Measure ruds received Tor cleanins . ‘

| S R B

| 20 T T I N I |

- Tad ruds 60 that workers will know how &hew should be cleaned .
- Tell customers when cleaning or’ repair services will be comrleted
~ Prerare ‘work tickets for articles to be cleaned or reraired
- Weish soiled laundry items to fidure out the grount to charde for clezning them.
HOURS OF WORK/TRAVEL ?
- Some of'thpse Jobs may reauire evening and/or weekend work.
’ ~ ] ) \
. ‘ N ]
SAMPLE PLACES OF WORK . . '
O - Laundry and dry-cleaning stores - e )
EMC - Self-seryice laundries ~ - . 17'7 o
. B 159 - , -
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-/Teledrarh companies . T

. b ¥
- Car rental companies . . ” - :
- Retail trade stores that offer rerair services ’ o
~ Storade comranies :
- Rerair shors : » ' . .
A z p

; o A364 CASHIERS

a

CASHIERS handle pauments from customers for businesses, Most CASHIERS receive noneyy make
chandes fill out charde formss and dive receirts., They also mauy sell tickets or doodsy ,add ur
the cost of purchases; and orerate several tures -of machines, A drowind number of them use .
electronic redisters that automatically add in taxes ahd record inventors numbers and other
information: Some use addind machines or-chande-disrensing-machines., )

" SAMPLE WORK ACTIVITIES

.

Take orders and receive rauments for food and drinks

Receive cash and checks from customers in Persoh or by mail

Use a charde plate to prerare credit card slirs for custoners to sidn

Count money to make sure the amount is correct

Give out receirts for pauments made by customrers

Make chande and cash checks . ‘

Record the amount of money received and raid out - . ]
Operate office machiness such as calculatind, bookkeerinds and check-writind machines
Sell travelers checks-in 3 bank o :

Pay purses (winpirids) to owners of winning race horses

Use an addind machine to add ur the costs of doods bousht bg customers
Record the amount of sales on a cash redister ' g
Compare the amount of cash received in a das with the recorded amount of cash sales
Pay off bets rlaced by patrons of a gamblind establishment - L

Cash checks, prerare mones orderss and take rauments' for utilitids bills .

Take money’ from truck drivers and dive them receirts for cash collected oh shirments
Collect tolls charded for the use of a briddey hidhways or tunnel

Counts sorts and issue 'money at a racetrack .

Sell tickets for travel on 3 ferruboats streetcary or bus

Sell tickets at a skating rinks or amusement park

AN
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HOURS OF WORK/TRAVEL

. 3

DPepending uron the Jobs some CASHIERS may be reguired boA work durind )ebeninSS and on
;eekends. Many of these .obs offer oprortunity for rart-time work. ‘

'

v .
“ SAMPLE PLACES OF WORK

Surermarkets and other food stores - ' . )
Derartment storess drudstoress shoestoress hardware storess furnituré- storess and other kinds
of retail stores . , o
Restaurants and cafeterias
Theaters and hotels
Schools and hospitals = | . _
Federal dgovernments. primarily in the Derartment of Defensesr in clubs, cafeteriass and
exchagndes on military bases - ) )
Asuseaent rarkss baseball rarksy racetrackss damblind housess .and other entertainment certers
Banks and other f4tancial institutions ‘
Public utilities . .
Transerortation comrinies, . SN

- AnY business : " § »

e

»

11t 11
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4365 NEWS VENDORS \

NENS VENDORS sell newsrparers, Some sell newsparers to customers on the street or from
newsrarer stands. Others sell and deliver newsrapers door—to-door slong an assisned route or
in 8 neishborhood. These workers mas walk or ride a8 bicucle to deliver newsrarers, Thew °
collec% rauments for newsrarers and return change, Some 3lso hkeer records of customer
accounts. ‘ o -

SAMPLE WORK ACTIVITIES

Sell newsparers to customers on the street

Dleliver newsrarers to reorle’s homes - -

Collect monew for newsrarers that are sold and feturn correct chande to customers
Bus newsearers at wholesale rrice and sell them to custoners at retail rrice

Walk or ride 3 bicycle to deliver newsrarers

Keer records of accounts

Contact peorle and truy to sell them newsrarer delivery subscrirtions

LI I T R B B

HOURS OF WOXK/TRAVEL

~ Many of these Jobs. require early morninds eveninds or night work.
- Many of these .obs reruire weekend and holiday work.

SAMPLE PLACES OF WORK

~ Newsrarer comFanies
- Newsrarer stands ) _
- As an inderendent vendor or newsrarer carrier

Lo

4366 STREET VENDORS, DOOR-TO-DOOR SALESWORKERSs AND RELATED OCCUPATIONS -

Feorle in these. Jobs sell products in rlaces other than stores. For examrles some sel} various
items to duests at home partiesi madaziness bookssy or cosmeticsy from door to doori flowers to
shirs’ - rassenders or candy and cidars to hotel or nishtclub duestsi fruitss, vetedablesr or ice
cream frou a3 cart or trucki refreshments at srorts events and rarades. These workers take
pauments snd make chansge. Some take orders and deliver rroducts. ,

SAHPLE‘UORK ACTIUITIES

Arrande the dates times and number of duests for a sales party in someone’s home
Show and sell products to duests in a3 home

Go from door to door in 3 neighborhood to sell bookss brus 5y OT make up

Tell reorle about the dood aualities of rroducts

Deliver productss colecct aoneuys and make change

Make leis (wreaths of flowers} and sell them to reorle on 3 shir or at a dance
Walk amond duests in a nighclub -to sell cidarettes or flowers

Sell sandwichess candys and drinks to epassenders in a8 rszilrosd car

Push a cart alond streets to sell fruitsy flowersy or ice cream .

Call out food items for sale at a3 balldame e
Plan and conduct 3 fund-ra1s1ns rrogram for 3 charity

Write to reorle to ask them to dive mones for a. charity or some other cause
Phone businesses to ask that emrlosees donate blood for a blood bank

Call rpeorle to exelain services or rroducts that are for sale

Use 3 PrePared sales talk to try to persuade reorle to buu Products
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HOURS OF WORK/TRAVEL

- Many of these .Jobs reauire work durind evenlngs .and on ueekends.
. = Many reorle in these Jobs work rart tlme.

SAMPLE PLACES OF WORK L ;

Companies that hire workers to sell products at People s hores
Magazine comranies {

Encycloredia comranies

Brysh and cosaetic companies

Railroad comranies

Hotels and nightclubs

Charity ordanizations

Ice cream comranies

For wourselfy as an inderenden’ salesperson or vendor

M
[ I T S N N T Y A |

4367 SALESPERSON; ?ARTS‘

Peorle in these Jobs work behind counters in rerair shops or Parts stores. They sell srare or
rerlacement parts for such items as appliancesy machinesy snd eauirment, Thes also do such
thlngs as rrepare sales slirsy receive rauments, and keer records of the rparts kert in stock,

SAMPLE WORK ACTIVITIES

Look at broken Parts to determine the makes sears and ture of rerlacement rart needed
Read rarts catalods to find the stock number and Prlce of rarts

Write parts needed on an order form

Sell parts to customerss collect moneys and return chanSe

Look 3t returned parts to see if they can be exchanded

Order parts from 3_catalog when thew are out of stock

Keer records of sales and exchandges of rarts

Mark and store rarts in the stockroom .
‘Use 3 rarts and labor price list to fidure out how much it will cost to reeair arrliances
machiness ‘and other eauirment

v

[ I T T O N Y

.HOURS OF WORK/TRAVEL

Most of these .Jobs involve 3 35-40 hour work week,
Some of these Jobs m3y reeuire weekend and/or evenind work.,

SAMPLE PLACES OF WORK , B

Auto.ob;le rerair shors

Parts or eauirment stores

Hotorcycle rerair shors

Parts derzriments in discount or derartment stores
Arrliance stores and rerair shors

-
-
-
~
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A369 SALES OCCUPATIONS; SERVICESs N.E.C.

Peorle in these Jobs sell or rent out specialts rroducts or sell srecial services, Some sell

items such as cemetery rlotss season tickets» srecial courses» or custon-pade movies, Some

rent out bicuclesy boatsy fishind eauirmentr carsy toolsy clothindy or TV sets, They may sell

items at @ store or countery or bz phoning, writind toy or visitind rotentizl customers,  They

explain the rroducts or services availables auote rricesr take ordersy and fill out sales
contracts or rental forms, Theu 3lso comrute fees and accert rauments,

‘BANPLE WORK ACVIVITIES

Contact businesses to sell movies or recordinds desidned to inform Freorle  about doods:
servicess or procedures o 3 :

Contact reorle to encourade them to enroll in a technicaly industrialy or commercial school
Telephones visity or write to reorle to mersuade them to buy. seasorn tickets to srorts or
cultural events

Sell dancind instructions to ratrons at a dance studio

Sell burial needss such as cemeters rlotsy crurts, and drave markers

Rent formal clothes or costumes to customers '

Rent tools and-eauirment to customers

Charter or rent airrlanes to licensed rilots :

Rent babuy strollers and wheelchairs in shorrind or amusement areas -

Rent bicucles to patrons at a beach or resort,

Rent caroess motorboatss rowboats, and fishing eauirment

Rent TV sets to hosrital ratients ) ‘

Rent trailerss trucks: and other power-driven eauirment to customers

HOURS OF WORK/TRAVEL

- Many of these Jobs reauire some weekend work, ) " -
- Some of these Jobs require travel to reorle’s homes or rlaces of business to eromote the sale
of doods or services, Howevers much of the ture of work-is usually dore bw rhone,

SAMPLE PLACES OF WORK

Comranies that sell custom-made movies and other audio-visual rroducts and services
Vocational, techrnicaly and commerical schools

.Grours that sronsor theatersy srortsy or cultural events

Car-rental firms ‘

Shops that sell or rent formal clothing, such as downs and tuxedos

Funeral rarlors and cemeteries .

Eusinesses that make and sell burial materialsy such as monuments and drave markers

Stores that rent out tools and eauirment to customers o ) . ) :
Companies that rent out wheelchairss babu strollersy and similar eeuirment at public Flaces
Ricucle-rental shors a?d counters v

Roat-rental firmsy including those at rarks and beaches

TV-rental counters at hosritals

Automatic car washes

ST T A OO T T T U T O |

44 SALES RELATED OCCUPATIONS

These workers rerform such sales-related tasks as determining the value of doods for rawning:
calesy or insurance Furroses, Thes mas work as aeeraisersy auctioneersy or comparison
shopPPers., Others maw collect rast-due  accounts: demonstrate  rroductsy rodel  for
advertisementss take meaurements for drareries or other custom doodsy or frovide other sales
support services. = *

181
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444 APPRAISERS AND RELATED OCCUPATIONS 5

People in these Jobs examine obJects to determine how much they are worth. The obdects theyu
appraise include Jewelryy -cameras» wmachineryy works of arty and many other items. Sonre
estimate the value of articles to be rawneds insured» or sold. Others insrect raintinds:
antiquesy and other works of art to see Af they are authentic and to assidn yalues to them.
APPRAISERS mav weigh itemsy insrect them with madnifuing dlassesy or use chemical tests in
decidind the value of ob.ects, .

SAMPLE WORK ACTIVITIES

Weigh Zold or silver articles on coin scales to see how auch thew are worth

Test dold obdects» usindg acidsy to see how rure the dold is

Insrect dismonds and other dems for flaws and colory using a3 loure (magnifuing glass)
As.idn rledde values to articles based on listinds of wholesale rrices

Refuse to accert items for rawnind that have no rledde value

Sell rledded (rawned) items that owners have:not claimed on tiwme

Aprraise machinery that belonded to 3 barkrurt firm

Estimate the value of rrorerty to be held as security for bank loans

grepare geports for insurance comranies that describe the condition and value of rrorerty to
e insure

Examine raintinds for color values and stule of brushstrokes

Judde the value of antiaues and sculrtures

HOURS OF WORK/TRAVEL

NO INFORMATION

SAMPLE PLACES OF WORK

Insurance comranies

Ranks and other lending 1nst1tut1ons
Pawnshors

Auction houses

Private arrraisal firms

Art museums

For vourselfy as an 1ndependent aprraiser

445 DEMONSTRATORS, PROMOTERSs AND MODELS

Peorle in these Jobs work to create buwing interest on the rart of the rublic. Thew do this in
3 number of ways, Some demonstrate and answer auestions asbout merchandise in a store.  Others
model clothesy rpose for advertisind rictures» or visit reorle to rersuade them to Join a club
or buy 3 store’s sroducts or services, [Duties may rande from rroroting 2 store’s sales by
rlaving Santa Claus to escortindg potential buvers of real estate on tuurs of Properts. Workers
also may sell the rroducts or services they Pronote.

SAMPLE WORK ACTIVITIES

~ Promote doodwill for local business flrlS

- Develor - lists of possible clients from sources such 3as newsrarer itemss utility records, and
local merchants

- Visit new residentss new rarentss and neuls married courles to exrlain the services offered

by local merchants

Visit or contact peorle to rersuade them to Join 3 club or trade association

Display products and exrlain their features

Show customers how products are useds sroducedr or maintained

Visit schools and community €rours to demonstrate the use and care of home arrliances

Attend exhibits to answer visitiors’ auestionsy and exrlain the exhibits.,

Shou customers in 3 store how to orerate sewing machines
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Escort possible real estate buwers on tours of rrorerty ‘

Model darments» such as dressesy coatsy underclothing» and swinwears for darment designers
Play a character such as Santa Claus or Snow White to rromote sales-activity in 3 store
Pose for rictures to be used in ads : ‘

HOURS OF WORK/TRAVEL

~ The work hours of these workers vary, Scme Jobs M3y reauire evening and/or weekend work.
- Some of these Jobs reauire travel to call on rotential customers, rose for rictures, attend
exhibitss or model clothind. S . : '

-3 a

SANPLE PLACES OF WORK

Civic and other ordanizations

‘Fashion houses >

For wourselfr as an inderendently emrloved model or sales rromotion adent
Product manufacturers ' )

Retail stores

Sales rromotion adencies

Utilituy comranies

I T T T O S |

444 SHOPPERS

SHOPPERS visit or contact stores to buy or dather information about rroducts for customers or 3
store, Some select and buy items for customers as reauested by mail or = rhone, Others rhone
2uto deslers to find tures of .cars desired by customers, Still otherss called CONPARISON
SHOPPERS, visit stores to det informstion sbout the rricess rachadingds tures, and stules of
doods in competind stores. This information helrs the comranies theuy work for to set rrices
and buying rolicies, : : o

SAMPLE WORK ACTIVITIES

v : :
- ‘Compare Prices and phusical- characteristics of doods in comreting stores ' :
- Check out customer comelaints about the rrices of items by doind to other stores to see what -
the same items cost there : . '
- Prerare reports about the rrices and tures of items that have been checked

- Buu items in different stores so they can be comrared for auality .
- Checﬁ with store busers to see if advertised rrices and sales dstes are correctly described
in ads A :

HOURS OF WORK/TRAVEL ‘ ‘ T

- Becauge eveninds and Saturdaus are imrortant times for store sales» some SHOPPERS mazv have to
work durind these times,

 SANPLE PLACES OF MORK

Derartment stores
Clothind stores
Hardware stores
Retail businesses




447 AUCTIOMEERS

AUCTIONEERS ask peorle to bid for articles at 2n auctions and then sell easch item to the
highest bidder, Before an auction bedinss thes decide what articles are worth and arrande them
~according to their tupe or value, Theu may select articles to be auctioned or let the bidders
choose items thew wish to'bid on, Thew bedin the auction by asking for a startind bid,  Theu.
also describe the merchandise and may tell the bidders about the history or ownershir of iteas,

Thes finally sell each item to the highest bidder. ' :

P

SAMPLE WORK ACTIVITIES

- Examine articles before sale and decide what theuy are worth

- Assemble articles in-lots sccordind to their value

Select articles to be auctioned

Decide how much moneu to aks for items at the bedinnind of an auction
Describe items for sale and tell bidders about their history
Encourade reorle to bid on articles :
Sell items to the highest bidder »

Write newsrarer ads to let the public know about auctions

HOURS OF WORK/TRAVEL

~ AUCTIONEERS maw work at nights or on ueekénds. Their work ﬁours may be irredular.,
- AUCTIONEERS must often travel to conduct auctions in nearbs cities and towris,

SAMPLE PLACES OF WORK

- Auction comeanies

- Wholesale and rofail companies

-~ Real estate comranies

- For wourselfs as an inderendent auctioner

449 SALES OCCUPATIONS: OTHER» N.E.C.

These workers perform tasks to support the sales activities of a business or firm, Theu endage
in various activities such as advisind brides-to-te on the selection of clothingd and chinas
recordingd bids at an auctiony or measurind Peorle’s windows for drapes, . Some wrap giftss wmark
prices on doodsy or make deliveries, Some assist customers in truing on clothingd or in truing

on ewedlass frames,

" SAMPLE WORK ACTIVITIES ’ - ' S - -

- Advise women on how to Plah their weddinds

. Compile lists of prospective brides . » Advise brides on the selection of
from newspaper articles ) silverware patternss chinas and

» Mail out ads that describe wedding catering services
services ’ : :

Call at customers’ homes to take measuremerts for making, drapes and upholstery

. Draw sketches of work to be done
, Discuss the selection of fabric with
customers :
» Inform customers of material and
- - labor costs ’

-~ Measure and fit customers with evedlass frames
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+ Read erescrirtions to obtaln 1éns + Advise customers in ch0051n§

specifications _ eyedlass frames
' Heasgre customers for size of , . AdJust evedlasses to fit customers
evedlass

- Deliver eproducts and rerform other tasks f&r a3 retail storer

. Mark prices on articles and stack
them on counters

» Collect monew from customers

. Sweep floorsy run errandss and wait
on customers

- Bather and count Sarments tried on by customers in a store

* , Hang darments on disrlay rackss on darments |
according to size . Count the number of darments carried
+ Refasten beltss buttons, and zierers into and out of dressing rooms

HOURS OF WORK/TRAVEL

- Many of these Jobs mau reguire worhk dur1ns weekends. Some may reeuire evening work as well..
- Some of these Jabs reau1re locsl travel to sttend auctionss deliver rurchases: or tak
-easurelents in customers’ homes. .

SAMPLE PLACES OF WORK
¢ .
_ - Retail storess including sretialty shoes and derartrent stores

- Auction comranies ]
- Laundry rlants ] .
- Ang business or drour that uses posters or banners toadvertise products or events

85
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