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PREFACE 

We wish to express our thanks to the many 

employers who cooperated with us by fill

ing out the survey forms that supplied the 

necessary wage data on which the figures 

presented herein are based. This publica

tion would not have been possible without 

their support. 
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INTRODUCTION 

This publication is the first in a planned series of reports covering occupa
tional wages of selected nonmanufacturing establishments. Wage surveys are 
conducted annually, alternating between manufacturing firms one year and non
manufacturing firms the next. Last year our wage publication covered manufac
turing establishments. Included in this report are tables that show the low, 
average, median, middle range, and high wage and salary rates for selected 
jobs in all surveyed nonmanufacturing industries statewide as well as in the 
Standard Metropolitan Statistical Areas (SMSAs) of Portland and Lewiston
Auburn and the Labor Market Areas (LMAs) of Bangor-Brewer and Biddeford
Sanford. Statewide occupational wage and salary rates are likewise presented 
for each two-digit nonmanufacturing Standard Industrial Classification (SIC) 
code surveyed. (A supplement of wage data by county is available on re
quest.) Graphs depicting the average hourly wages in the nonmanufacturing 
industries covered under the Employment Security Law, 1974-1979 and the aver
age hourly wages for the occupational categories surveyed are provided along 
with job descriptions. 

All information was tabulated from the results of the Occupational Wage Survey 
which requested basic wage data for the week ending July 14, 1979, of select
ed nonmanufacturing establishments in the State of Maine. 

The occupations chosen were judged to be common and/or important to their 
industry. Job descriptions were written for each occupation and mailed with 
the survey forms to insure that the employers would include only employees who 
properly fit the definitions. Each two-digit SIC code surveyed had a unique 
list of occupations; however, some of these occupations occurred in more than 
one industry group. 

Information for the survey was collected by a combination of initial and 
follow-up mailings to 1,230 nonmanufacturing establishments. There were 552 
usable responses, or 44.8 percent, collected in this manner. These survey 
forms contained wage data for 19,845 workers. Of these employees, only 2,656 
were in the professional, technical, and managerial category. Salaries for 
this category of workers were not provided by some employers due to company 
policy against releasing this information. 

Wage rates for some employees were reported below the $2.90 per hour minimum 
wage required for regular employees. These wage rates were paid to students 
under 19 years of age or service employees who customarily and regularly 
receive more than $20.00 per month in tips. The minimum wage for students 
under 19 is 75 percent of that for regular employees, or $2.18 per hour in 
1979. In addition an employer in 1979 could not pay less than $1.45 per hour 
to a regularly tipped employee, or $1.09 per hour to a student under 19 years 
of age, and must have paid enough above these figures so as to bring the total 
of tips, wages, and board or lodging (where furnished) up to the minimum wage. 

The data from all establishments have been kept strictly confidential and have 
not been published in any manner that will permit individual firm identifica
tion. Not all occupations surveyed are listed in the publication because, if 
less than three firms reported data for an occupation, it was omitted to pre
vent any chance of firm identification. 
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When applying information from this survey to a particular occupation, inter
pret the survey material in the light of the following factors: 

How close does the job in question match the occupational 
description of the one used in the survey? 

Is the appropriate industry included in the survey? 

Is the industry in question higher paying or lower paying than 
most industries? 
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DEFINITIONS 

AVERAGE HOURLY WAGES IN INDUSTRIES COVERED UNDER THE EMPLOYMENT SECURITY LAW -
This is an average wage computed from the employment and wages reported by 
employers covered under the Employment Security Law. Average annual wages 
were determined by summing the total wages for the year and dividing by the 
average annual employment. Average hourly wages were calculated by dividing 
average annual wages by 2,080. 

AVERAGE WAGE - This is the weighted average wage paid to workers in a selected 
occupation. It is computed by multiplying the number of workers by the wage 
rate received and dividing the sum of the resulting products by the total num
ber of workers. 

MEDIAN WAGE - This is the wage of a worker that neither exceeds nor is exceed
ed by more than half of the total number of workers. It can be said that half 
of the workers receive more than the median wage and half of the workers 
receive less than the median wage. 

MIDDLE RANGE - This is defined by two rates of pay: a fourth of the workers 
earn the same or less than the lower of these rates, and a fourth earn the 
same or more than the higher rate. 

STANDARD METROPOLITAN STATISTICAL AREA (SMSA) - This is an area, consisting of 
a group of contiguous cities and towns, which contains at least one central 
city of 50,000 inhabitants or more, or "twin cities" with a combined popula
tion of at least 50,000. In addition, contiguous cities and towns are includ
ed in an SMSA if, according to certain criteria, they are socially and eco
nomically integrated with the central city. 

LABOR MARKET AREA (LMA) - This is an area consisting of a central city or 
cities and the surrounding territory within commuting distance. It is an eco
nomically integrated geographical unit within which workers may readily change 
jobs without changing their places of residence. 
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SELECTED NONMANUFACTURING 

INDUSTRIES ~ COMBINED 

NO. OF 
OCCUPATION WORKERS LOvJ AVERAGE 

PROFESSIONAL, TECHNICAL, 
,--AND. MANAGER I AL WORKERS 

Accountant 79 $ 7,300 $13,372 
Architect 16 13,000 18,423 
Auditor 101 6, 760 17,875 
Branch Bank Manager 167 8,070 14,830 
Buyer, Retail and/or 

Wholesale Trade 135 6,032 14,710 
Caseworker 130 6 I 2L10 11,477 
Civil Engineer 56 8,425 19,368 
Community Organization 

Worker 30 7,966 12,518 
Controller 72 8,008 21,562 
Dietitian and/or Nutritionist 21 8,050 15,507 
Director, Food and Beverage 

and/or Manager, Catering 20 8,320 14,668 
Drafter: 23 7,280 12,257 
Electrical Engineer 8 14,000 20,026 
Engineer 11 7,956 14,214 
Group Recreation Worker 29 6, 2L10 8,864 
Lawyer 14 15,500 24,621 
Licensed Practical Nurse 248 7,000 8,962 
Manager, Automobile Parts 

Department 38 7,592 12,232 
Manager, Automobile 

Service Department 61 8,500 13,820 
Manager, Hotel or Other 

Lodging Places 19 7,250 14,286 
Manager, Merchandise 102 7,800 15,340 
Manager, Restaurant, 

Coffee Shop, or Liquor 
Establishment 99 7,072 13,202 

Manager, Store 199 6,442 15,467 
Manual Arts, Music and/or 

Recreation Therapist 38 6,032 7,599 
Musician, Instrumental 3 7,644 14,548 
Office Manager 240 6,032 12,702 
Personnel Manager 62 6,500 14,932 
Pharmacist 32 7,280 18,622 
Physician and/or Surgeon 18 28,406 66,846 
Professional Nurse 353 6,300 11,363 
Surveyor 18 7,592 12,680 
Teacher, Preschool or 

Kindergarten 44 6, 777 9,950 
Underwriter 46 6,500 15,091 
Vocational and Educational 

Counselor 53 8,700 10,011 
Wholesaler 22 9,360 18,155 
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HOURLY WAGE RATES 
NO. OF 

OCCUPATION WORKERS LOW .AVERAGE MEDIAN MIDDLE RANGE HIGH 

SERVICE WORKERS 

Baker, Bread and/or Pastry 24 $3.00 $4.13 $3.78 $3.50 $4.33 $ 8.12 
Bartender 179 1. 90 3.36 3.15 3.00 3.50 7.50 
Bellhoe, Baggage Porter, 

Door eeper, and/or Room 
Service Attendant 23 1. 25 2.24 2.32 1. 80 2.90 3.25 

Butcher and/or Mea.t Cutter 162 3.00 4.72 3.70 3.50 5.50 8.55 
Child Care Worker 91 2.90 4.01 3.33 3.01 4.67 7.61 
Cook, Institution 202 2.90 3.69 3.55 3.20 4.05 5.65 
Cook, Restaurant 260 2. 7 5 4.08 3.50 3.25 4.50 12.50 
Cook, Short Order and/or 

Specialty Fast Foods 150 2.50 3.48 3.25 3.00 3.60 6.25 
Counter Attendant, Lunchroom, 

Coffee Shop, or Cafeteria 189 1. 60 2.86 2.95 2.90 3.10 4.95 
Dining Room Attendant, 

Bartender Helper, or 
Cafeteria Attentant 84 1.50 2.78 2.90 2.40 2.90 5.28 

Food Preparation and 
Service Worker, Fast-
Food Restaurant 519 2 .18 3.01 2.90 2.90 3.05 5.00 

Guard, Pa troll er, or 
Doorkeeper 52 2.90 3.65 3.50 3.03 4.00 6. 75 

Hostess/Host, Restaurant, 
Lounye, or Coffee Shop 112 2.90 3.23 3.00 3.00 3.25 7.50 

Housec eaner 15 2.50 3.03 2.95 2.95 3.00 4.43 
Housekeeper 224 2.75 3.29 3. 15 3.00 3.35 6.37 
Janitor, Purter, or 

Cleaner 440 1.85 3.57 3.15 3.00 3.75 6. 70 
Kitchen Helper 684 2.00 3.01 2.90 2.90 3.10 4.38 
Maid 231 2.00 2. 98 2.95 2.90 3. l 5 3.76 
Medical Assistant 9 3.20 4.63 4.24 3.90 4.66 8.65 
Nurse Aide and/or Orderly 1,680 2.50 3. 2'.:> 3.20 3.05 3.40 4.61 
Pantry, Sandwich, and/or 

CoifEe Maker 25 2.55 3.03 3.00 2.90 3.31 3. 77 
Recreation Facility 

Attendant 74 1. 92 3. 13 2.90 2.90 3.00 7.10 
Social Service Aide 89 2.90 3.39 3.26 3.06 3.60 4.90 
Store Detective 32 2.90 3.47 3.30 3.15 3.65 5.00 
Waiter/Waitress 1,263 1.09 1. 8 7 1. 60 1. 60 1.80 6.50 

MAINTE~ANCE AND PRODUCTION 
WORKERS 

Alteration Tailor 28 2.90 3.42 3.05 3.00 3.25 5.90 
Auto/Truck Mechanic 425 3.00 5.09 5.00 4.25 5.81 9.85 
Bagger 245 2.18 3.07 3.00 3.00 3.10 3.75 
Baker 37 2.50 4.40 4.00 3.50 5.37 7.00 
Body Repairer, Automotive 69 2.90 5. 15 5.22 4.25 5.89 7.43 
bus Driver 67 2.90 3.30 3.20 3.00 3.55 4.30 
Carpenter 119 2.90 3.78 3.60 3.45 4.25 6.75 
Diesel Mechanic 21 3.00 5.03 4.60 4.50 5.48 7.00 
Doughnut Maker and/or 

Doughnut Machine Operator 14 2.90 3.85 3.75 3.55 4.05 5.62 
Engineering Equipment 

Mechanic 20 3.50 5.38 5.35 4.88 5. 7 5 7.21 
Fuel Pump Attendant and/or 

Lubricator 142 2.18 3. 17 2.90 2.90 3.28 6.12 
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HCJIJRLY WAG!:: KATES 
.NO. OF 

OCCUPATIUN WORKERS LOW AVERAGE MWIAN MIDDLE RANGE HIGH 

Gardener, Grounds keeper 46 $2.20 $3.31 $3.00 $2.90 $3.50 $7.88 
Industrial Truck Operator 66 3.00 4.27 4.25 3.35 5.00 8.28 
Laundry Operator, Small 

Est ab li s hmen t 11 2.90 3.25 3.20 3.00 3.66 3.75 
Laundry Presser, Machine 72 2.90 3.09 3.00 2.90 3.20 4.00 
Maintenance Repairer, 

General Utility 324 2.90 4.21 3.88 2.90 5.02 7.92 
Oil Burner Installer 

and Servicer 70 2.90 4.99 5.25 4.45 5.57 8.08 
Order Filler 144 2.90 4 .11 3.95 3.08 4.83 7.82 
Painter, Automotive 8 3.25 5.80 6.10 4.85 7.06 7.12 
Presser, Machine 17 2.90 3.56 3.07 3.00 3.91 6.60 
Production Packager 198 2.90 4.50 4.05 3.60 5. 72 6.43 
Stock Clerk, Sales Floor 586 2.20 3.62 3.20 2.90 3.85 6. 70 
Surveyor Helper 11 3.25 4. 72 4.10 3.75 5.00 7.50 
Television, Radio, and/or 

Tape kecorder Servicer 
and Repairer 6 3. 50 4.79 5.00 4. 50 5.00 5.75 

Tire Changer 23 3.00 3.44 3.25 3.25 3.50 5.10 
Trades Helper 7 2.90 4.49 4.50 3.25 4.95 7.33 
Truck Driver, Heavy 182 3.00 4.42 4. 30 3.85 4.69 10.40 
Truck Driver, Light 138 2.90 3.98 3.97 3.30 4.28 6. 71 
Truck Driver, Tractor-Trailer 131 3.50 6.29 5.50 5.00 8.20 9.26 
Vehicle Cleaner 50 2.90 3.65 3.50 3.00 4.00 5.50 
Washer, Machine and/or 

Starcher 55 2.50 3.23 3.20 3.00 3.48 4.30 

CLERICAL WORKERS 

Accounting Clerk 310 2.90 3.85 3.70 3.33 4.25 6.35 
Adjustment Clerk 4 3.20 3.44 3.48 3.28 3.60 3.60 
Bookkeeper, Hand 244 2.90 4.12 3.89 3.44 4. 70 7.35 
Bookkeeping or Billing 

Machine Operator 69 2.90 3.71 3.51 3.25 4.07 5.37 
Cashier 928 2.50 3.39 3.15 3.00 3.55 7.93 
Checking Clerk, Bank 

Records 43 2.90 3 .45 3.38 3.25 3.55 4.90 
Claim Adjuster 24 5. 12 7.60 7.53 6.55 8.56 15.00 
Claims Clerk 88 3.12 4.51 4.68 4.08 4.77 5.64 
Collector 41 2.90 4.38 4.03 3.50 5. 12 8.72 
Computer Operator 91 '.LOO 4.53 4.25 3.52 5.15 10.58 
Credit Clerk 43 2.90 3.86 3.66 3.26 4.41 6,73 
Desk Clerk 60 2.88 3.23 3.10 2.90 3.50 4.58 
File Clerk 89 2.74 3.28 3.20 2.97 3.45 5.10 
General Clerk 427 2.89 3.69 3.65 3.20 4.00 7.50 
Insurance Clerk, Medical 9 3.00 3. 78 3.60 3.22 4.03 5.65 
Keypunch Operator 108 2.90 3 .96 3.99 3.52 4.27 7.25 
Marking Clerk 90 2.90 3.18 3.05 2.90 3.30 4.80 
Messenger 24 2.90 3.23 3.17 3.00 3.42 4.00 
New Accounts Teller 33 2.90 3.86 3.70 3.38 4.20 5.68 
Order Clerk 52 2.95 4.25 3.86 3.65 4.57 7.35 
Pol icy Change Clerk 14 2. 72 4.09 4.08 3.40 4.60 5.57 
Rater 45 3.04 4.51 4.31 4.10 4.97 7.93 
Receptionist 62 2.90 3.63 3.50 3.20 4.00 5.10 
Secretary 439 2.73 4.10 3.87 3.50 4.49 10.44 
Shipping and Receiving Clerk 127 2.90 4.28 3.95 3.25 4.89 8.78 
Shipping Packer 106 3.00 4.89 4.96 3.68 6.22 6.53 
Statement Clerk 42 2.90 3.26 3.06 2 .92 3.34 5.27 
Stenographer 17 2.90 4.23 4.15 3.77 4. 72 5. 86' 
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HOURLY WAGE RATES 
NO. OF 

OCCUPATION WORKERS LOW AVERAGE MEDIAN MIDDLE RANGE HIGH 

Stock Clerk, Stockroom, 
Warehouse, or Storage Yard 280 $2.90 $3.95 $3.56 $3.03 $4.52 $9.04 

Switchboard Operator/ 
Receptionist 134 2.25 3.48 3.30 3.05 3.75 5.50 

Teacher Aide and/or 
Educational Assistant 60 2.90 3.30 3.13 3.00 3.57 4.22 

Teller 804 2.90 3.35 3.25 3.06 3.50 4.78 
Typist 107 2.72 3.54 3.50 3.15 3.80 5.28 

SALES WORKERS 

Sales Agent, Sales Associate 
and/or Sales Representa-
tive, Insurance 54 4.40 8.56 8.05 5.76 9.50 24.04 

Sales Clerk 1,413 2.30 3.40 3.10 2.90 3.58 6.75 
Sales Representative, Sales 

Agent, and/or Sales 
Associate 464 2.50 6.27 6.04 4.38 7.93 20.14 
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LE LE TRADE ... OCCUPATIONAL 

WAGE RATES 

LE OODS SIC so 

ANNUAL GROSS SALARY 
NO. OF 

OCCUPATION WORKERS LOW AVERAGE MEDIAN MIDDLE RANGE HIGH 

PROFESSIONAL 1 TECHNICAL 1 AND 
MANAGERIAL WORKERS 

Accountant 8 $12,116 $16,704 $15,550 $12,490 $19,720 $26,000 
Buyer, Retail and/or 

Wholesale Trade 30 9,000 15,665 13,163 11,440 16,500 40,000 
Controller 6 12,220 23,157 21,576 19,250 31,824 32,500 
Engineer 11 7,956 14,214 15,500 10,700 16,300 26,000 
Manager, Merchandise 19 8,892 17,663 15,600 12,000 25,000 32,100 
Office Manager 19 7,020 14,008 12·, 540 9,360 17,160 30,680 
Personnel Manager 5 16,000 17,275 16,900 16,112 18,625 20,000 
Wholesaler 13 10,400 16,407 16,000 12,850 19,950 21,790 

HOURLY WAGE RATES 
NO. OF 

OCCUPATION WORKERS LOW AVERAGE MEDIAN MIDDLE RANGE HIGH 

SERVICE WORKERS 

Janitor, Porter, or 
Cleaner 5 $2.90 $3.08 $3.00 $2.95 $3.25 $3.25 

MAINTENANCE AND PRODUCTION 
WORKERS 

Auto/Truck Mechanic 6.2 3.20 5.49 5.72 4.90 6.25 6.59 
Engineering Equipment Mechanic 20 3.50 5.38 5.35 4.88 5.75 7.21 
Industrial Truck Operator 15 3.25 4.62 3.50 3.35 6.99 8.28 
Maintenance Repairer, 

General Utility 13 3.00 5.45 5.75 3.88 7.12 7,92 
Order Filler 25 2.95 4.80 4.10 3.58 6.33 7 .. 82 
Truck Driver, Heavy 18 3.10 4.21 4.10 3.70 4.30 5.89 
Truck Driver, Light 32 2.90 3.94 3.62 3.28 4 .11 6.71 
Truck Driver, 1'1: actor -Trailer 30 4.00 6.58 6.80 5.00 8.14 8.50 

CLERICAL WORKERS 

Accounting Clerk 34 2.98 3.68 3.40 3.15 3.85 6.15 
Bookkeeper, Hand 12 3.50 5.03 4.88 4.09 5.82 7.20 
Bookkeeping or Billing 

Machine Operator 16 3.15 4.01 3.84 3.50 4.38 5.37 
Cashier 4 3.25 3.50 3.38 3.25 3.76 4.01 
Computer Operator 17 3.10 4.73 4.20 3.45 5.00 10.58 
File Clerk 5 2.90 3.44 3.40 3.10 3.80 4.20 
General Clerk 63 2.97 4.02 3.80 3.50 4.43 7.50 
Keypunch Operator 12 3.25 4.43 4.30 3.65 4.90 7.25 
Order Clerk 29 3.00 4.61 4.57 3.65 5.20 7.35 
Secretary 24 2.90 4.42 4.23 3.75 4.82 7.90 
Shipping and Receiving Clerk 58 3.00 4,44 4.00 3.35 4.89 8.78 
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HOURLY WAGE RATES 
NO. OF 

OCCUPATION WORKERS LOW AVERAGE MEDIAN MIDDLE RANGE HIGH 

Shipping Packer 24 $3.00 $3.40 $3.24 $3.05 $3.54 $4.80 
Stock Clerk, Stockroom, 

Warehouse, or Storage Yard 63 3.00 4.14 3.90 3.15 4.90 8.10 
Switchboard Operator/ 

Receptionist 8 3.25 3.62 3.50 3.SO 3.65 4.43 

SALES WORKERS 

Sales Clerk 48 3.00 4.03 4.00 3.50 4.45 5.52 
Sales Representative, Sales 

Agent, and/or Sales 
Associate 107 2.50 6.47 6.00 5.04 7.62 12.50 
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WHOLES LE E 

N NDU LE 

NO. OF 
OCCUPATION WORKERS 

PROFESSIONAL, TECHNICAL, AND 
MANAGERIAL WORKERS 

Accountant 7 
Buyer, Retail and/or 

Wholesale 1rade 24 
Controller 9 
Manager, Merchandise 18 
Office Manager 30 
Personnel Manager 4 
Wholesaler 9 

NO. OF 
OCCUPATION WORKERS 

SERVICE WORKERS 

Janitor, Porter, or 
Cleaner 51 

MAINTENANCE AND PRODUCTION 
WORKERS 

Auto/Truck Mechanic 25 
Fuel Pump Attendant and/or 

Lubricator 10 
Industrial Truck Operator 49 
Maintenance Repairer, 

General Utility 56 
Oi 1 liurner Installer and 

Servicer 8 
Order Filler 112 
Production Packager 107 
Truck Driver, Heavy 102 
Truck Driver, Light 69 
Truck Driver, Tractor-Trailer 73 

CLERICAL WORKERS 

Accounting Clerk 27 
Bookkeeper, Hand 16 
Bookkeeping or Billing 

Machine Operator 8 
Cashier 4 
Computer Operator 18 
General Clerk 69 
Keypunch Operator 22 

LOW AVERAGE 

$10,200 $13,815 

10, 140 15,456 
14,800 25,320 

9,100 17,593 
7,904 14,183 

13,000 21,400 
9,360 20,679 

LOW AVERAGE 

$3.00 $5.53 

3.00 6.19 

2.90 3. 16 
3.00 4.20 

2.90 5.44 

2.90 4.41 
2.90 4.01 
3.00 4.99 
3.05 4.57 
2.90 4.15 
4.00 6. 70 

3.00 3.78 
2.90 3.93 

3.00 3.72 
3. 27 3.87 
3.00 4.35 
2.90 3.70 
3.15 3.73 
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ANNUAL 

MEDIAN 

$13,750 

13,755 
21,060 
16,580 
13,052 
22,550 
16,300 

OCCUPATIONAL 

WAGE RATES 

SIC 51 

GROSS SALARY 

MIDDLE RANGE HIGH 

$11,500 $16,600 $17,000 

12,676 16,085 35,100 
19,620 31,244 45,000 
12,678 23,920 27,500 
10,000 16,120 37,380 
15,500 27,300 27,500 
12,238 28,604 44,'.WO 

HOURLY WAGE RATES 

MEDIAN MIDDLE RANGE HIGH 

$6.00 $5.00 $6.00 $6.68 

6.58 4.50 7. 73 9.85 

2.90 2.90 3 .10 4.00 
4.27 3.25 5.00 5.35 

5.74 4.49 6.48 7. 7 8 

4.13 3.60 5.62 5. 7 3 
3.88 3.00 4.95 6.40 
5. 72 3.70 6.00 6.43 
4.43 3.85 5.00 10 .40 
4.25 3.50 4.28 6.62 
5.50 5.00 8.20 9.26 

3.60 3.35 4.30 5. 10 
3.68 3.25 4.32 7. 25 

3.65 3.05 4.17 5.00 
3.66 3.39 4.35 4.89 
4.29 3.75 5.00 5.50 
3.85 3.25 4.05 5.25 
3.80 3.50 3.85 4.50 









































































































lruck Driver, Tractor-1railer - Drives gasoline or dies'.€:l powered tractor-trailer com
bination, usually over long distances, to transport a variety ot materials in liquid, 
loose, or packaged form to and from specified destinations, such as railroad stations, 
business establishments, plants, shipping terminals, construction sites, etc. 

Vehicle Cleaner - Cleans interior and exterior of transportation vehicles, such as auto
mobiles and buses. Washes automobiles or vehicles; sweeps and cleans interiors of the 
vehicles; may polish automobile body. 

Washer Machine and or Starcher - Tends one or more machines that wash commercial, 
in ustrial, or household articles, such as garments, blankets, curtains, draperies, fine 
linens, and rags. 

CLERICAL EMPLOYEES 

Accounting Clerk - Performs specialized clerical work involving the 
simple fiscal ahd accounting records, posts figures and makes entries 
records, and performs simple balancing operations. 

maintenance 
to ledgers 

of 
or 

Adjustment Clerk Investigates customer complaints about unsatisfactory service, 
damaged merchandise, or incorrect billing of accounts. 

Bookkeeper, Hand - Keeps records of financial transactions of establishment or keeps one 
section of set of financial records. 

Bookkeeping or Billing Machine Operator - Records financial transactions and prepares 
statements, bills, and invoices to be sent to customers using bookkeeping and billing 
machines with or without computing devices to calculate and post totals, net amounts, 
and other computations. 

Cashier (includes 
other than banks. 
makers. 

cashier-checkers) - Receives and disburses money in establishments 
Usually involves use of adding machines, cash registers, and change 

Checking Clerk Bank Records - Verifies accuracy of bank records (e.g., compares trust 
debits and creaits against proofsheets, examines data on loan records tor purposes such 
as insuring adequate insurance, compares incoming remittances with list of payment-due 
notices previously sent out, etc.). 

Claim Adjuster (excludes insurance investigator) Investigates claims for loss or 
damages filed in conjunction with insurance policy and tries to effect settlement out of 
court. 

Claims Clerk - Obtains claims information from insured or designated persons to settle 
claims with insurance carrier. 

Collector Includes workers concerned with collecting payments on installment, in
surance premiums, or overdue accounts; tracing addresses of customer changing residence 
without notification; and collecting money from coin boxes. 

Computer Operator - Performs a full range of computer, console, and peripheral equipment 
operations, according to instructions, to transfer data from one form to another and 
print output. 

Credit Clerk - Processes applications 
Interviews applicant, verifies credit 
rejection of application. 

of individuals applying for 
limits, and notifies customer 

loans and credit. 
of acceptance or 

Desk Clerk - Accommodates hotel patrons by registering and assigning rooms to guests; 
1ssu1ng room key; transmitting and receiving messages; keeping records of rooms occupied 
and guest accounts; making and confirming reservations; and presenting statements to and 
collecting payments from departing guests. 

File Clerk Files correspondence, cards, invoices, receipts, and other records in 
alphabetical or numerical order, or according to the filing system used. Locates and 
removes material from file when requested. May be required to classify and file new 
material. 

General Clerk - Workers should be classified as general clerks only if their duties are 
too varied and diverse to be classified in any specific office clerical occupation. 
Performs routine and repetitive general clerical work requiring little or no independent 
judgment. May include a combination of bookkeeping, typing, stenography, office machine 
operation, distributing mail, and performing routine receptionist duties as well as a 
variety of other clerical tasks. 
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.Insurance Clerk, Medical Verifies hospitalization insurance coverage and computes 
benefits for patients in hospitals, clinics, and other medical facilities. 

~~punch Operator - Operates keypunch and verifying equipment, recording information on 
cards for data processing. May train new employees and may assign work to subordinate 

punch staff. 

Marking Clerk - Prints and attaches price tickets to articles of merchandise using one 
ot several methods, such as marking prices on tickets by hand or using ticket-printing 
machine. 

Messenger - Delivers messages, documents, packages, and other items to offices or 
deparlme~ts within establishment or to other business concerns. 

New Accounts Teller - Interviews customers desiring to open bank accounts. Explains 
'151mT1ng services available to prospective customers and assists them in preparing appli
cation form. 

Order Clerk - Processes orders for material or merchandise from customers or company 
employees. May route orders to departments for filling and follow-up orders to ensure 
prompt delivery. 

Policy Change Clerk - Compiles data on change in insurance policies and changes policies 
to conform to insured's specifications. May prepare abstract for typing new policy or 
rider to existing policy. 

Ra.ter_ - Calculates amount of premium to be charged for various types of insurance using 
rate book. May calculate commissions. 

Rece_Q_tionist - Receives callers at establishment, 
directs callers to destination. May make future 
where required, and answer inquiries. 

determines nature of business, and 
appointments, issue visitor's pass 

I:,ecretary ~ Schedules appointments, gives information to callers, takes and transcribes 
clictation, and otherwise relieves officials of clerical work and minor administrative 
business detail. 

S~ceiving Clerk Receives incoming shipments of merchandise and/or pre
pares merchandise for sfilpinent and keeps records pertaining thereto. May supervise 
other shipping room workers such as shipping packers. 

ShipJ2ing Packer - Assembles, packs, addresses, stamps, loads, and ships merchandise or 
rnater1aI. ~ific duties may include the following: counts and compares quantity and 
identification numbers of units against order; assembles wooden or cardboard containers 
or seh·cts preassembled container; inserts items into containers; moves container to 
shipping dock. May be designated according to specialty such as freight clerk or 
reshipping clerk. 

Statement Clerk Prepares and distributes bank statements to customers, answers 
inquiries, and reconciles discrepancies in records and accounts. 

§teno_g_Iapher - Takes dictation ot correspondence, reports, and other matters, and trans
cribes dictated material. Performs variety of clerical duties, except when working in 
stenographic pool. May transcribe material from sound recordings. 

Stock Clerk, Stockroom, Warehouse, or Storage Yard (excludes stockroom laborers and 
nonworking supervisors of stock clerks and laborers) - Receives, stores, and issues 
equipment, material, merchandise, supplies, tools, dies, or foodstuffs, and compiles 
stock records in stockroom, warehouse, or storage yard. Work involves a combination of 
the following: checking incoming orders, classifying and inspecting when necessary; 
storing supplies; applying identification to articles; issuing supplies; taking periodic 
or perpetual inventory; making up necessary reports and requesting or ordering supplies 
when needed. 

Switchboard Operator/Receptionist Operates cord or cordless switchboard to relay 
incoming, outgoing, and interoffice calls. May supply information to callers and record 
messages. Acts as receptionist and may also type or perform routine or clerical work as 
part of regular duties. 1he typing or routine clerical work may take part of this 
worker's time while at switchboard. 
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Teacher Aide and/or Educational Assistant - Under guidance of teacher, performs such 
duties as arranging work materials, supervising students at play, and operating audio
visual equipment. 

Teller - Receives and pays out money and keeps records of money and negotiable instru
ments involved in various bank transactions. 

Typist (includes clerk typist) 
other straight copy material 
clerical duties as as1Jigned. 

- Types letters, 
from rough drafl 

reports, stencils, 
or corrected copy. 

SALES 1::MPLOYE::l::S 

forms, 
May 

addresses, or 
per form ulhcr 

Sales A ent Sales Associate and or Sales Re re1Jent1Jtive Insurance - Sells in8ur1mce 
to new and present clients, recommen ing amount and type ot coverage, based on c1n,dys ii; 
of prospect's circumstances. Explains features of policies offered. May collect weekly 
or monthly premium from policyholders. May be designated according to type of insurance 
sold. 

Sales Clerk (excludes cashier) - Obtains or receives merchandise, totals bills, receives 
payment, makes change for customers, stocks shelves, and wraps or bags merchandise for 
customers. 

Sales Re resentative, Sales A ent and/or Sales Associate (excludes sales engineer, 
sales route driver, cashier Includes persons concerned wholly or primarily with 
selling when knowledge of the goods or services sold is required. Travels throughout 
territory, displays or demonstrates product, quotes prices and credit terms, prepares 
sales contracts, estimates date of delivery, prepares reports of business transactions, 
and keeps expense accounts. 
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APPENDIX 

Who Needs Wage Information? 

The material presented in this publication and other wage information relating 
to jobs, skill levels, and areas, which can be derived from the Maine Occupa
tional Wage Survey, is enabling us to help satisfy the ever increasing demand 
for occupational wage information. 

We provide this information to numerous agencies such as local and county 
governments who need accurate wage information to compare their wages with 
private industry, to establish wage levels for new positions, and to apply for 
funds made available by the Comprehensive Employment and Training Act (CETA). 
Also, many employers want to see how their wages compare to average wages for 
their industry, manufacturing or nonmanufacturing in general, or certain 
areas; economic development groups ask for this data to estimate payroll 
expenditures of firms thinking of locating in Maine; individuals who may 
settle in Maine request occupational information; and this material is 
extremely valuable to the unemployed making decisions about moving to another 
area or learning new skills. 

This wage information is also an integral part of pertinent occupational facts 
we make available to manpower planners and career counselors. We have pub
lished the Maine Occupational Outlook to 1982 which enables planners to devel
op realistic educational and training programs in light of projected needs. 

The Directory of Labor Market Information, which is intended to serve as a 
guide to labor market information and publications available from the Manpower 
Research Division, has been expanded and revised. We have also published the 
Maine Occupational Licensing Requirements which tells where to apply for 
licenses, the frequency of tests, and the fees involved in obtaining and 
renewing licenses. Complimenting these publications are our Maine Occupation
al Staffing Patterns which indicate by industry the number of persons present
ly employed in the various occupations in Maine. 
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The perceptual movement of the figure illustrates 
the two facets of research. Viewed one way, the 
four small arrows pointing to the central square 
represent the varied inputs to a research project. 
Viewed another way, the four large arrows pointing 
outward represent the widespread dissemination of 
the results of research. 

Manpower Research Division 
F'or further information 1·egarding this 

report, please call 207-289-2271 




