ADMINISTRATIVE AND OFFICE SUPPORT POSITIONS


ADMINISTRATIVE  - WAGE INCREASES FOR 2008 (PERCENT)

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Average*
	3.74%
	3.07%
	2.83%
	3.38%
	4.02%
	3.12%

	Range
	2.5%-9%
	2%-5.9%
	1.5%-4%
	1.5%-9%
	2%-9%
	1.5%-4.5%

	Median**
	3.5%
	3%
	3.25%
	3%
	3.6%
	3%



* Average  is the arithmetic mean - the sum of the wage increases divided by the number  of participating companies.

** Median is the mid-point of all wage increases - 50% of participants will be below that number and 50% will be above.

2001
ACCOUNTING CLERK, BOOKKEEPER

Maintains a complete and systematic set of records pertaining to one phase of business transactions.  Performs the more routine calculations and posting duties in accounting, such as accounts payable or receivable, checking, posting and balancing accounting entries.                                                             

31 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	5
	4
	4
	13
	5
	8

	Average*
	31,154
	32,481
	28,206
	30,575
	32,016
	29,134

	Range
	22,880-34,632
	26,624-35,180
	24,063-33,700
	22,880-35,183
	25,482-34,632
	22,880-35,183

	Median**
	32,240
	32,514
	27,532
	31,500
	33,700
	30,291





EXEMPT:
YES -  
0






NO  -
12







NR  -  
1

2002
ACCOUNTING CLERK,  BOOKKEEPER,  EXPERIENCED

Maintains a complete and systematic set of all business transactions of an establishment.  Verifies and records all transactions and independently resolves discrepancies, prepares reports, vouchers and reconciles accounts.  Must be proficient in automated accounting systems, computer and software knowledge.  May supervise assistant bookkeeper and/or other accounting clerical.

75 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	8
	7
	4
	19
	2
	17

	Average*
	40,008
	35,948
	28,396
	34,407
	*
	36,381

	Range
	24,960-70,750
	22,000-42,500
	26,146-31,939
	22,000-70,750
	*
	22,000-70,750

	Median**
	36,077
	36,891
	27,696
	36,420
	*
	35,526





EXEMPT:
YES -  
5






NO  -  
14





NR  -  
0

2005
ACCOUNTS PAYABLE CLERK

Processes accounts payable including maintaining records of amounts owed, verifying invoices, computing discounts, coding expenses and preparing vouchers for payment.  Totals accounts, prepares account statements, maintains files and other reports as required.

28 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	3
	10
	6
	19
	7
	12

	Average*
	34,304
	30,790
	30,896
	31,323
	32,623
	30,024

	Range
	27,000-40,289
	22,880-35,000
	23,810-40,900
	22,880-40,900
	23,810-40,900
	22,880-35,000

	Median**
	29,640
	31,913
	30,458
	32,000
	32,000
	30,233





EXEMPT:
YES - 
2







NO  -
17







NR  -  
0

2006
EXECUTIVE ASSISTANT
Reports to the President/CEO or other senior upper management position.  Generally the top-level administrative professional requiring high school education or GED plus related experience of at least 5+ years.  Assists the top executive by performing a variety of support duties, such as screening calls, conference or meeting planning, preparing complex documents or coordinating activities.  Collects, compiles, records or otherwise gathers data and prepares standard and custom reports with information necessary for decision making.  Incumbents use computer applications for word processing, spreadsheets, databases, graphics, web page content, etc. Must use independent judgment and exercise discretion, regarding confidential matters.  May provide work direction to other support staff.

32 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	4
	6
	9
	19
	8
	11

	Average*
	34,392
	43,792
	49,946
	45,175
	47,820
	42,531

	Range
	28,038-41,080
	36,795-53,913
	41,913-72,800
	28,038-72,800
	41,243-72,800
	28,038-53,913

	Median**
	34,226
	43,872
	47,757
	44,400
	44,629
	43,344





EXEMPT:
YES -  
10






NO  -   
8






NR  -   
1

2008
ARTIST (GRAPHIC ARTIST)

Under supervision, specializes in creating graphic presentations including slides, view graphs, visual aids and other related creative art work.  Uses standard drafting tools , airbrush, mechanical and hand lettering devices and other artist aids with a high degree of skill.  Recommends new techniques, processes or products to ensure quality and economy of projects.

4 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	1
	1
	1
	3
	0
	3

	Average*
	*
	*
	*
	32,466
	~
	32,466

	Range
	*
	*
	*
	20,800-41,600
	~
	20,800-41,600

	Median**
	*
	*
	*
	35,000
	~
	35,000





EXEMPT:
YES -  
2






NO  -   
1







NR  - 
0

2010
BUYER

Prepares and places purchase orders for group of standard commodities, supplies and materials of low dollar value and standard price are pre-negotiated, assists Buyer on expediting and quoting.
28 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	4
	6
	6
	16
	6
	10

	Average*
	36,790
	38,931
	35,501
	37,718
	40,004
	35,433

	Range
	28,818-42,224
	30,600-41,400
	27,192-48,323
	27,192-48,323
	29,933-48,323
	27,192-42,224

	Median**
	38,283
	37,245
	34,720
	36,283
	38,983
	35,940





EXEMPT:
YES -  
8






NO  -  
8





NR -
0

2011
BUYER, EXPERIENCED (or Expanded Scope of Responsibility)  

Prepares and places purchase orders for group of commodities, supplies and materials where standard prices are usually quoted, but including some where requests for bids are necessary.  Works from requirements, applies knowledge of vendor sources, considers suitability of material offered and delivery possibility.  Follow up orders.  Semi-routine duties include requiring application of general policies and standard procedures to varying conditions and circumstances.

29 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	6
	8
	5
	19
	7
	12

	Average*
	36,554
	44,370
	56,324
	44,884
	43,500
	46,268

	Range
	35,400-39,545
	27,827-80,516
	22,562-64,540
	22,562-80,516
	22,562-59,558
	35,400-80,516

	Median**
	37,180
	45,221
	57,909
	43,095
	48,700
	41,320





EXEMPT:
YES - 
13






NO  -  
6






NR  -  
0

2015
CLERK

General clerical administrative duties with or without computer  applications.  Sample title:   File Clerk, General Clerk B, Mail Clerk or Messenger, Materials Records Clerk, Word Processing Entry level.

24 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	0
	4
	3
	7
	3
	4

	Average*
	~
	25,890
	30,690
	27,675
	33,958
	21,393

	Range
	~
	17,888-33,000
	20,634-38,875
	17,888-38,875
	30,000-38,875
	17,888-24,378

	Median**
	~
	26,336
	24,378
	24,378
	33,000
	21,653





EXEMPT:
YES - 
0








NO  -   
6






NR  -  
1

2016
CLERK STATISTICAL/TECHNICAL

Compiles data from source material.  Assembles, classifies, and/or converts numerical facts/data into reports or charts.  Gathers, maintains and analyses data to produce departmental reports.  May provide administrative support.   Two to Five years’ experience.   Sample titles:  Accounting Clerk B, Billing Clerk, Bookkeeping or Billing Machine Operator, Cost Clerk, Duplicator/Multiplier Machine Operator, General Clerk A, Generalist - Small Office, Payroll Clerk B, Personnel Clerk, Production Schedule Clerk, Receiving Clerk, Word Processing.

14 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	3
	5
	2
	10
	2
	8

	Average*
	29,433
	29,083
	*
	29,388
	*
	27,777

	Range
	22,880-34,427
	24,000-38,000
	*
	22,880-38,000
	*
	22,880-34,427

	Median**
	30,992
	28,340
	*
	26,208
	*
	27,378





EXEMPT:
YES - 
1








NO  -  
9





NR  -
0

2021    COMPUTER OPERATOR
Generally works under direction of more experienced operator performing similar functions by computer operator - intermediate as experience allows.
4 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	0
	2
	1
	3
	0
	3

	Average*
	~
	*
	*
	26,901
	~
	26,901

	Range
	~
	*
	*
	26,208-28,122
	~
	26,208-28,122

	Median**
	~
	*
	*
	26,374
	~
	26,374





EXEMPT:
YES - 
0







NO  -  
3






NR  -
0

2022
COMPUTER OPERATOR, Experienced
Fully operates small computers, utilizing established programs or operates medium or large computers under general guidance.  Has basic understanding of operating system principles.  Detects nature of errors or equipment failure and makes normal console adjustments.  Maintains necessary operating records.  May instruct and supervise less experienced operators.
7 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	0
	1
	4
	5
	3
	2

	Average*
	~
	*
	36,163
	36,510
	42,683
	*

	Range
	~
	*
	22,984-42,062
	22,984-44,070
	41,918-44,070
	*

	Median**
	~
	*
	39,804
	41,918
	42,062
	*





EXEMPT:
YES -
1







NO  -
4






NR  -
0

2027
COST ESTIMATOR

Makes estimates of labor cost on total cost of apparatus, devices or services from general engineering data, for the purpose of preparing bids for contracts for sales prices, or to determine the selection of a product design.  Estimates are made on the basis of previous cost data and knowledge of the manufacturing processes involved.  May determine the kind and number of workers required from general engineering data, drawings, and/or verbal descriptions. May review finished blueprints to insure adherence to specifications or may follow up production methods to insure the minimum number of workers are being employed.
3 Employees
	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	2
	1
	0
	3
	2
	1

	Average*
	*
	*
	~
	51,657
	*
	*

	Range
	*
	*
	~
	47,500-57,000
	*
	*

	Median**
	*
	*
	~
	54,631
	*
	*





EXEMPT:
YES -
2







NO  -
1






NR  -
0

2028
COST ACCOUNTANT

Monitors and reports on cost activities of production and contracts.  Prepares closing entries associated with inventory, PPV and cost of sales.  Assists in inventory adjustments, year-end physical inventory and valuations and year end audits.  Assists in budgeting production costs and sets factory overhead.

7 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	1
	3
	3
	7
	4
	3

	Average*
	*
	52,870
	59,319
	56,575
	60,281
	52,870

	Range
	*
	37,000-62,000
	34,546-73,412
	34,546-73,412
	34,546-73,412
	37,000-62,000

	Median**
	*
	59,612
	70,000
	62,000
	66,585
	59,621





EXEMPT:
YES - 
7






NO  - 
0





NR  -
0

2029
COST CLERK

Performs a variety of standardized duties, requiring care and accuracy in selection of correct figures, makes calculations and entry results.  Works from material requisitions, parts lists, standard or matching cost tables, and production time cards.  Accumulates data and makes calculations for standard or job costs, prices of repair parts and subassemblies of final product.  May make single cost analyses.

1 Employee

2031
CUSTOMER SERVICE REPRESENTATIVE, ENTRY LEVEL

This position is an entry-level position.  Ordinarily incumbents perform at this level before promotion  to more responsible custom service positions.  Generally this position is responsible to perform a majority of duties as outlined in the Customer Service Representative job description with exceptions which may include: assignment too small or less prominent accounts, more closely supervised, more record keeping and clerical duties, etc. and may consult with more senior customer service representatives with regard to customer problems, procedures and general company procedures and practices.

28 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	3
	5
	3
	11
	3
	8

	Average*
	26,910
	29,153
	36,992
	29,246
	33,152
	28,139

	Range
	23,400-32,240
	22,630-32,400
	25,106-41,058
	22,630-41,058
	26,000-41,058
	22,630-40,748

	Median**
	32,240
	26,520
	40,748
	26,520
	32,400
	25,813





EXEMPT:
YES - 
1







NO  - 
9





NR  -
1

2032
CUSTOMER SERVICE REPRESENTATIVE, INTERMEDIATE LEVEL

Under general supervision performs many customer service related duties including receiving customer orders, giving price quotes, providing information on production and shipping schedules, giving limited suggestions or technical advice, etc. to customers.  At times may need to ask for advice and guidance on customer service related issues.  Incumbent still learning the company products, customer requirements, procedures and practices.  Coordinates activities between customers and various company functions.  Both the complexity and number of accounts increases.  Maintains the appropriate records and logs, consults on credit matters, may prepare required marketing or sales reports, confers with appropriate management level relative to quote information and suggest methods or procedures to assure customer satisfaction.

67 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	7
	6
	6
	19
	7
	12

	Average*
	32,061
	32,714
	40,487
	35,817
	37,342
	34,292

	Range
	24,960-44,980
	21,465-42,980
	29,380-50,468
	21,465-50,468
	29,380-48,799
	21,465-50,468

	Median**
	31,512
	31,248
	42,649
	33,009
	34,437
	31,148





EXEMPT:
YES - 
5






NO  - 
13






NR  -
1

2033
CUSTOMER SERVICE REPRESENTATIVE, EXPERIENCED LEVEL

Independently performs all related customer service duties as assigned including receiving customer orders, giving price quotes, providing information on production and shipping schedules, providing limited suggestions or technical advice, etc. to customers.    When possible, adjusts mistakes and solves problems for customers within assigned scope of authority.  Refers only major problems to their supervision.  Also, this incumbent is required to have thorough knowledge of company products, customer requirements, procedures and practices.  Coordinates activities between customers and various company functions and may be assigned major customer accounts or large new accounts.  Maintains the appropriate record and logs, consults on credit matters, may prepare required marketing or sales reports, confers with appropriate management level relative to quote information and suggests methods or procedures to assure customer satisfaction.  Seasoned customer service representative.

29 Employees
	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	11
	2
	6
	19
	5
	14

	Average*
	38,516
	*
	40,144
	41,981
	42,581
	41,381

	Range
	29,671-67,600
	*
	28,000-61,155
	28,000-67,600
	33,991-64,644
	28,000-67,600

	Median**
	41,600
	*
	37,417
	39,624
	36,385
	40,612





EXEMPT:
YES - 
11






NO  - 
7





NR  -
1

2040
DATA AND/OR ORDER ENTRY CLERK

Enters data into electronic data processing system for sales orders, plant floor material or labor control, accounts payable, accounts receivable, payroll

76 Employees
	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	1
	5
	2
	8
	2
	6

	Average*
	*
	29,749
	*
	31,580
	*
	27,510

	Range
	*
	21,320-38,850
	*
	21,320-38,850
	*
	21,320-38,850

	Median**
	*
	28,963
	*
	30,828
	*
	27,117





EXEMPT:
YES - 
1






NO  - 
7






NR  -
0

2057
EXPEDITER, PRODUCTION

Follows progress of orders through plant in accordance with requirements indicated on production schedules.  Directs delivery of materials from stock rooms or pick-up stations to production sections as required.  Checks to see that orders leave departments or operation groups as scheduled, expedites deliveries when necessary.  Contacts first level production supervisor relative to special handling, availability of material, delays, changes in promise dates; material control section for material shortages and vendor delivery promises.  Anticipates probably delivery failures and takes action to avoid occurrence.  Supply progress reports to production control section.

10 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	3
	3
	1
	7
	1
	6

	Average*
	34,235
	45,887
	*
	43,497
	*
	36,205

	Range
	32,240-37,186
	33,280-50,790
	*
	32,240-50,790
	*
	32,240-48,691

	Median**
	33,280
	48,691
	*
	33,280
	*
	33,280





EXEMPT:
YES - 
3






NO  - 
4






NR  -
0

2060
EXPEDITER, PURCHASE (INSIDE AND/OR OUTSIDE)

Insures that merchandise, supplies, and equipment are shipped by supplier on promised shipping date, performing dates, such as checking purchase orders for delivery dates communicating with supplier to ascertain whether materials were shipped on promised date, or to insure that goods will be shipped when promised, and communicating with transportation company to make sure that no delay takes place in transit.   Also follows up purchase orders for supplies and equipment, involving travel and personal contact with suppliers, plants and warehouses.  Checks specific delivery information and availability of materials and substitutes items.  May inspect material to ascertain agreement with specifications.

5 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	1
	0
	2
	3
	2
	1

	Average*
	*
	~
	*
	33,853
	*
	*

	Range
	*
	~
	*
	31,434-55,000
	*
	*

	Median**
	*
	~
	*
	41,546
	*
	*





EXEMPT:
YES - 
1






NO  - 
2





NR  -
0

2067   INDUSTRIAL NURSE

Assists physicians with clinic and physical examinations, renders professional services of a medical nature under direction of physicians, and administers first aid in emergency cases.  May visit ill and injured employees at their homes.  Maintains medical history and records of accidents.  Requires graduate nurse training.

4 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	0
	1
	2
	3
	1
	2

	Average*
	~
	*
	*
	53,676
	*
	*

	Range
	~
	*
	*
	38,853-74,000
	*
	*

	Median**
	~
	*
	*
	63,000
	*
	*





EXEMPT:
YES - 
2






NO  - 
0





NR  -
1

2068
INVENTORY DATA PROCESSOR

Responsible for maintaining accurate accounting of receipts and finished products through audits and actual processing of all related information and documents.   The responsibilities also include timely distribution of necessary information to the production, quality assurance and finance departments.  The position requires problem solving skills and consistent accuracy at all times.

5 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	2
	1
	1
	4
	2
	2

	Average*
	*
	*
	*
	33,668
	*
	*

	Range
	*
	*
	*
	28,080-44,100
	*
	*

	Median**
	*
	*
	*
	31,246
	*
	*





EXEMPT:
YES - 
0






NO  - 
2





NR  -
2

2070
MAIL CLERK

Prepares incoming mail for distribution and outgoing mail for mailing; opens, sorts and stamps time on incoming mail; seals and stamps outgoing mail.  May perform a variety of related duties such as distributing and collecting mail, run copying machines or other general office clerical duties.

7 Employees
	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	1
	3
	3
	7
	2
	5

	Average*
	*
	24,357
	22,620
	22,460
	*
	23,221

	Range
	*
	22,859-27,289
	19,760-28,080
	15,000-28,080
	*
	15,000-28,080

	Median**
	*
	23,640
	22,880
	22,880
	*
	22,880




EXEMPT:
YES - 
0






NO  - 
7





NR-
0

2073
ORDER CLERK
Receives orders for product by mail, phone or personal contact.  Quotes prices to customers and makes out standard order sheet listing requirements.

4 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	1
	0
	2
	3
	1
	2

	Average*
	*
	~
	*
	35,387
	*
	*

	Range
	*
	~
	*
	30,004-40,373
	*
	*

	Median**
	*
	~
	*
	30,800
	*
	*




EXEMPT:
YES - 
0






NO  - 
3





NR  -
0

2075
PAYROLL CLERK

Performs necessary clerical duties related to process payroll transactions to produce a payroll.  Reviews time sheets and/or timecards, inputs, maintains employee master file and related coding/deduction tables and files.  May prepare payroll tax reports, 941, W-2 as required.  Proficient with automated and/or computer software.

15 Employees
	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of  companies
	2
	5
	6
	13
	5
	8

	Average*
	*
	35,430
	32,814
	34,480
	31,525
	37,435

	Range
	*
	24,000-41,000
	27,987-40,281
	24,000-41,000
	24,000-38,000
	30,992-41,000

	Median**
	*
	38,700
	33,456
	35,034
	33,321
	39,292





EXEMPT:
YES - 
1






NO  - 
11






NR  -
1

2077
HUMAN RESOURCE ASSISTANT

Answers routine questions related to personnel and interprets policy where clear-cut procedures and rules exist.  Duties may pertain to a particular aspect of personnel or may be of a generalist nature,  such as:  compiling and maintaining salary and other personnel statistics or programs, maintaining files of performance appraisals, job descriptions, wage reviews, etc. and handling  claims relating to workers compensation, unemployment insurance, prescreening applicants for employment, and compiling statistics for EEO purposes, insurance billings.  Performs clerical duties of a difficult and confidential nature.

20 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	3
	4
	8
	15
	6
	9

	Average*
	29,796
	35,246
	36,711
	35,918
	38,966
	32,870

	Range
	24,232-40,560
	31,050-40,000
	30,981-51,000
	24,232-51,000
	34,768-51,000
	24,232-40,000

	Median**
	30,160
	34,968
	35,386
	36,005
	38,656
	31,768





EXEMPT:
YES - 
3






NO  - 
12






NR  -
0

2078 HUMAN RESOURCE GENERALIST

Administers organization’s policies and programs relating to :  recruitment, employee development/training, safety, wage and benefit administration and employee relations.

23 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	4
	4
	7
	15
	5
	10

	Average*
	46,662
	44,723
	50,701
	48,323
	51,043
	45,603

	Range
	29,000-56,160
	31,262-74,528
	38,057-68,000
	29,000-74,528
	38,057-68,000
	29,000-74,528

	Median**
	41,246
	42,875
	51,000
	45,427
	54,600
	43,420





EXEMPT:
YES - 
10






NO  - 
4






NR  -
1

2079
PRODUCTION PLANNER EXPERIENCED OR EXPANDED SCOPE OF RESPONSIBILITY

Responsible for:  production scheduling for all types of manufacturing operations.  Plans detailed operations and production schedules from blueprints, engineering and/or sales orders, change notices and production releases.  Established production sequence and lead time of each operation to meet shipping dates and daily production schedules.  Coordinates projects and expedites orders and schedule.  Knowledge of automated planning and scheduling systems using terminal or computer.

17 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	3
	4
	4
	11
	4
	7

	Average*
	54,549
	44,283
	57,578
	50,976
	47,528
	54,425

	Range
	34,279-87,768
	33,384-48,600
	51,850-61,500
	33,384-87,768
	33,384-56,278
	34,279-87,768

	Median**
	41,600
	47,574
	58,481
	48,600
	50,225
	48,568





EXEMPT:
YES - 
9






NO  - 
2






NR  -
0

2080
PRODUCTION PLANNER

Responsible for:  production scheduling standard or repetitive types of manufacturing operations.  Plans detailed operations and production releases.  Establishes production sequence and lead time of each operation to meet shipping dates and daily  production schedules.  Coordinates projects and expedites orders and schedule.  Knowledge of automated planning and scheduling systems.

15 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	6
	1
	4
	11
	4
	7

	Average*
	36,261
	*
	41,880
	44,933
	44,045
	45,821

	Range
	26,042-60,000
	*
	26,267-66,969
	26,042-66,969
	26,042-66,969
	30,880-60,000

	Median**
	43,510
	*
	45,309
	47,500
	41,586
	47,500





EXEMPT:
YES - 
5






NO  - 
6






NR  -
0

2082
SALES CORRESPONDENT


In-plant contact for outside sales force and customers in all matters pertaining to pricing, order status and expediting of customer orders.  Handles correspondence with customer regarding orders.  Processes orders received by mail and/or phone.

59 Employees
	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	1
	2
	2
	5
	2
	3

	Average*
	*
	*
	*
	53,181
	*
	45,023

	Range
	*
	*
	*
	25,272-76,000
	*
	25,272-72,550

	Median**
	*
	*
	*
	46,680
	*
	37,249





EXEMPT:
YES - 
3






NO  -     2






NR -
0

2083
SALES ORDER COORDINATOR/CLERK

Receives and processes orders for products by mail, phone or personal contact.  Quotes prices, delivery dates and makes out standard order sheets via manual and/or system entry.

19 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	2
	3
	1
	6
	2
	4

	Average*
	*
	39,492
	*
	37,615
	*
	36,442

	Range
	*
	30,056-48,600
	*
	28,976-48,600
	*
	30,056-43,554

	Median**
	*
	30,715
	*
	36,080
	*
	36,081





EXEMPT:
YES - 
0






NO  -     4





NR  -
2

2085
SECRETARY

Performs the complete secretarial job.  

13 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	5
	4
	1
	10
	3
	7

	Average*
	32,152
	34,104
	*
	32,958
	35,201
	30,715

	Range
	23,540-38,459
	29,120-38,025
	*
	23,450-38,459
	29,120-38,459
	23,540-36,005

	Median**
	27,000
	34,637
	*
	33,385
	38,025
	33,270





EXEMPT:
YES - 
1






NO  - 
9






NR -
0

2089
ADMINISTRATIVE ASSISTANT

Performs diversified secretarial duties for senior level executive (chief executive officer or executive responsible for a major function or geographic operation.)  Takes and transcribes dictation of a complex and confidential nature and assist in designated administrative details, using initiative and judgment.  Requires knowledge of company policies, practices and organization.  May direct the work of clerical and stenographic employees.

43Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	8
	5
	7
	20
	6
	14

	Average*
	30,285
	32,509
	36,269
	34,500
	36,705
	32,295

	Range
	21,840-40,100
	23,900-39,395
	27,393-52,000
	21,840-52,000
	28,489-52,000
	21,840-40,100

	Median**
	31,173
	35,000
	36,192
	34,660
	33,870
	34,500





EXEMPT:
YES -  
4






NO  - 
15





NR  -
1

2092
TELEPHONE OPERATOR, RECEPTIONIST

Operates an automatic, manual or cordless switchboard (usually single position) at entrance to plant or office and acts as receptionist.  Uses judgment, tact and courtesy in meeting public and directing them to the proper people.  Handles all calls and keeps records of the transactions when necessary.  May handle in plant communications, such as paging and public address systems.  Familiarity with personnel and their location is essential.  May do incidental typing or clerical work. 

           

23 Employees
	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	6
	6
	7
	19
	6
	13

	Average*
	21,860
	28,940
	28,593
	27,095
	30,351
	23,839

	Range
	14,560-32,074
	22,360-33,000
	19,890-40,287
	14,560-40,287
	19,890-40,287
	14,560-32,074

	Median**
	20,492
	25,157
	26,582
	25,147
	30,920
	24,274





EXEMPT:
YES -  
0






NO  - 
18






NR  -
1

2095
TRAFFIC CLERK

Performs a variety of duties involving the checking of all freight bills with delivery receipts and bills of lading.  Checks freight bills for rates, weights, and charges.  Prepares tracers on shipments in transit or overdue.  May issue shipping instructions and routings to vendors for shipment.  Assists in selecting best routings and most economical method of incoming and outgoing shipments.  Files claims with carriers.  Allocates freight charges to proper jobs and accounts.

6 Employees

	
	Under 100

Employees
	101 - 300

Employees
	Over 300

Employees
	Total
	Union
	Non-Union

	Number of companies
	0
	2
	3
	5
	4
	1

	Average*
	~
	*
	38,234
	39,986
	32,652
	*

	Range
	~
	*
	24,414-47,320
	24,414-47,320
	24,414-39,312
	*

	Median**
	~
	*
	33,883
	33,883
	33,442
	*





EXEMPT:
YES -  
2






NO  - 
3





NR  -
0

2097
CONTRACTOR LIAISON 

Responsible for assisting and overseeing contractors with quality construction of outsourced product and ensuring the timely production of product to satisfy customer demands.  Communicates with the owner and/or management of outside contractors on issues pertaining to quality expectations and production schedule needs.
3 Employees
18
Page
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