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WA P ol o e T m

GROU? A

No respousibility. cvery ind videal zas% wllotied,
supervised ard scrutinised,

MESSENGER. Runpring errands.  Attending
telephone. Sorting anc distributing papeis.
Pc ormlng minor ¢lerical duucs (1

FOSTAL.

SORTING. Reading clear markiﬁgs oz docu-

meats (¢4, aumber; date, colour, shape).and

sorling o dppropna:c plgcon-holc or other

container, (3) )

" Tnvoice and _statement folding.
Celiection and assembly of vutgeing mail. (2) .

.~ menl cards.

ADDRESSING

GROUP B

Operations reqidring manual dexterity and rlrf
Anou!cdgc of a limited number of well-defined:
rides. Measure of responsibility small, tasks.

 mastly checked or closely supervised, . A daily

routine covered by time-rable and shart period
control, . Smlp.’e capying and makmg of emriu
Jrom 0r1"ma! dosuments. ; ;

a . tions. Kecping accessary records for checking

POSTAL. Reading corrcspondcncc and classl-
fving according to simple rules.. Numbering
and record.mg post, Preparing acknowledp-

- Franking and dcspnlchmg oy
ward mail. 418
COPY T\'PING Typing fmm LOD} of &
clearly - legible straightforwerd  ‘chuaracter.:
Slmp]c rcproducl:on tmot\ ing listle or no in--
terpretation. (IJ

SORTING. .Cldssilving pnp.rr. by lhc use of
:pccm]:scd devices. -

DUPL!CA'! ING. Opcr'-hon ol‘ duphcaung

macmncs. mcludmg making ready and roUmg

off.  Keejing records of work I1a:;dlg:d . SAd)

»

’ STATIONERY Rcccwm; :md issuing office”
} -;upphcs (3}

Kcepmg, ncccssar) rccordr -

Filling hoppers. Preparing sheets,” pay cn-
velopes, etc. Gencmlly acung as assut.mt en -

) Group C “orl». ‘ ,' . (’J

' ALPHABETICAL KEY "
Accounling Machine .. - B(9): C(II) u(m)
- Adding nnd Caiculnhm, .

Mazchlne ........

“Addrossing . e,
Cn;imﬂng Machine

Copy Typing '
Lormspondcnu.
Cost -Accounting
Costing ...
Credit Con
Dupllt.-ltmg
Entering .
Filing ..
Invoice Passing .
Invoicing
Ledger /.-,
Messeoger
Nadonal Insurance

} .
56) C{R) D('H

D(15) E(9)
‘B(4) C(6)
.- B(12) C(14)
. I!(IO; C(12)
wo DY) ‘
- B(11) C{13) D(12).
. D{14) E(8)

........ e A

. B{14) C(1B)D(18)

. E(12)

Orders (Sales and
'Purchase)

Planning -

i Postal ..

Progress -,

Punched Card - .

Records...e.... .. B3y C(15)

References ... ... DU E(1Y

i Serutlny ... .. ... E(2

i Serretatin L

Shipping oo

D(H)

- T2y
A2) BON C(2)
D{§

- B(7) C(9) Di8)

Bi3) C(7)

Statlencry...-.
13(20) Ef14)

| Statistical e
! Stock Cheeking o - 1X{40)
Supervision ... ... . (1}
Telephone e L Oy RUY ED
Tolcnhum: Ordery - 0 (2}
v E{Y
[ EHRH R
COan BN EdD

g thOICING Ongmntmg s'ereolypcd invoices :

- SllbjCCl to subswucnt r.h:ck

'. PUNCHED CARD, Punchlng. vcr:f}lng, ahd ,‘
pullmg mrds - 7

- ADDING, AND CALCULATING . MA: -

CHINE. Opumung adding and cnlculaung,
machines on straight-forward routine work: of -

" one type, subjcct 1o subscqucnt r'hf:ck (B)

ACCOUNTII\G MACHINE Prcp.mng. i

- sorling,. oﬂ'scilmg, or. -otherwise arranging ;
documnents for posting. -May kuclude the part- ; i
K um_c; opcm_non qf machg.qw pn synple wo‘rk“(D)r

F[LING Snnple classlﬁr:atmn ol' papm
clearly falling info the different classis covered
_by the files.” Drawing: papers frum the files .

;md rclurmng Iilcrn (-l(l)

involving little or no chﬁ:culty in prcscnmuon
or calewlation. & : (llj

FNT'ER.'ING‘ Sm\plc cupymg Copyingi
: (

" RECORDS. . Mnlnlenancc of mmplc records, .
“e.g, bin cards by copying from materials re- *

qunsmons or-other straightlorward documens,”

NATIONAL INSURANCE. Stamping in-:
suranee cards with sumps of appropriatc
denominations. (14

I’l.tl]m;T plnlcs or. s!cnu!s :

O.M.A.

GROUP C

Responsibility semewhar greater than Group B
work but tasks still of a routine dxam(."rr
C. J’rcdung of Group ¥ work,

TELEPLIOME. Opemung ordinary P.B.X,
<wuchbunrd Making local and trunk connec-

charges. The work requires an autitude of
commn.rcmt service, prompiness, and courtesy,
n

POSTAL. Classuymg and recording corre-
spoadence and controlling dmmbuuon Des—

' palchu.u, formgn and nir mail. - Ty

Cory 'I'YPII\-G Mlsccl]anoous l.yrmg irom
copy, the finished woik being mostly simple

-reproduction” but including manusceipt copy -+
and columnar work. Cu..mg stenef’s. - (3)

TYPING. Typmg, mcludrng wanscription

(3) * from -dictating machines, bur mainly of a
slra:ghtforward rouL"-chnmc.cr . )

SHORTHJ‘VD TYPII\C Tnkmg .'md trans-

- eribing shorthand dictation ofa s|mph. straight-

forward character.  °- ‘ (5)

DUPLICATING. Adjustm:m and operation

- of duplicating machines for special purposes on
" special copy or urgeat work.- QOperation of

“the more advanced {offset, lithe, and luterpncss) ' . stock e “a ?rcmmg inventorics, (6)

type of mchmc Colour processes. Scrotiny,
maslcr copies. Arr.'mgmg orderof work. (6)

STATIO‘\IERY - Similar to Group B but with

the responsibility and discretion for requisition-
" lng rcpc.u supphcs un purchasmg dc‘mramcm

)]
ADDRL&S[NG Cutlmb plntcs or steacils.

Printing ofT sheets, pay envelopes. nle. Setting

up lhc rn'lchmcs for dlﬂ‘crcm twe ul work. (8)

‘PUNCHED CARD Opclauon of sort(c;‘J‘

"_Specmhscd punchmg
CALCULATING MACHlNE " Operating

quired: Involves the ability to perform the

_who]c range of ‘calculations: addition, sub-,
. Lraction, multiplication, nnddmsmn Checking
" Group iz work e :

ACCOUNTING - MACH]\IE ) Slmtl:lr

Group D but on simple w0rk mvoIvmg am;‘
. 1)

type of entry only

FI LING.’ Fllmg a.ud dmwmg conrspondcnce. :
Keep- .

el in numerical or alphabetical order.:
. iog a record of papers withdrawn and returned,

Marking inactive files, selecting dead’ material
for removal.’ . Scrutinising the files lor incorrect

,', work. Scarching for-lost or misfiled papers.
. Re-arranging files for conunumg clﬁcxcnqa and -
" appearance. -

© INVOICING. Wnlmj, invoices
scttmg out, extending, calculating discounts,
casting, and chcckmg Chcckmg, Group B

work. . (13)

ENTERING Mlscc[laneous copymg of t.z..‘!l:)l

(12}. onto prcscnlxd forms. .

RECORDS
records of various -Kinds; style numbers,

insurance cards, arders, invoices, correspond-

ence, etc. R:wcwmg records for correctness.

sy,

CASH The mkmg ol' cash in’'a cnsh dcslc
against bills which do not exceed a pound or
two in individual value, and which have been
made out by an Indcpcnd:nt person. (16}

WAGES. Calculatmg (subject 10 chéck)
wages, commission, bonus, ete. 17

NATIONAL INSURANCE, Drawing insue-
ance stamps and balancing. (18)

- and casting these into periodic reports,
 Tetters or niarking I'or uling, - . -4

/' PROGRESS. - Ord:r chising. . 19)

(10) ‘

'ORDERS (SALES & PURCHASE).
preting entering and expediting orders.” Check- -
. Ing prices, discouats, deliveries, - slocks and

- other records, Correspondmg with cuslomers. . 7

a2y
includmg E

Malnl.ammg masier or index -

GROUP D

lndcpc'ndcm armngemem aof wark calling for the
cxercise ¢f some fnitativ.,
needed. Dan’y ronting 1arwrm

TELEPHONE, = Acting as mlcphonc operalor
oo a large-seale switchboard approum:mng I

complesiiy 1o that of a Post Office swuchboa.\g)

" TELEPHONE ORDERS Taking, telephone -
. orders from customers and entering on (lzf; .

apprapriate order forms.

“TYPJVC Typmg documents. of all kinds

from work papers where experience and dis-
crimination are necessary.
dlctalmg, machines.

- SHORTHAND TYPING. Tn.kmg aod tran.

scribing shorthand dictation.” . Keeping rcgg:ln;dw
ilin:

STOCK ~ ru:u;NG Caunt.mg mlsc-lL.:cous

ADDRESSING, Simitar to Group C but in- |
cludes the handling of queries. AN

"I’UI\CHED CARD. Opcrauon ormbmm&g- '
: )

and auxiliary machines.

: N
. adding and caleulating machines, the work " CALCULATING MACH[NE Calculatmg
being of such a nature that accuracy only is te-

without chcck wor}ung ona vancty ol‘drﬁ'er'-m

. forms. . o (9)

ACCOUNTING MAC]—I 1NES Opemtmn uf .
the more compiicated Lypes of office ‘mackine, -
Setting up the machine to. produce a' desired
- Posting ‘debits and eredits, . .
journal entries, producmg bal:mocs ‘and state- -,
10)..-

Imcr- , ‘

form of result,

ments, . - . ."1-‘

‘supplicrs, or sub-conr.rnclors, works, and ware-.
houses - on ' routine * orders. -

INVO[C!NG Ongmatmg wuhoul cthL

' invoices mvalwmD a comparalively wide know-_
". ledge of prices, terms a.nd discounts. Check--
Co

" INVOICE PASSING. Cerufymg. boughtin-+ -

ing Group BorC work

voices for payment, checking .:gnmsr. purchas-

ing and goods—m records. AN ¢ ) N
. LEDGER. M;unt:unmg Iedgcrso!‘.mompum--

tively simple type, mcludmg stock ledgers and’

‘other stores records. ' Initiation” of. routine -
‘chas:ng according to set plan. R ¢ U]

} CREDlT CONTROL. Routine dunnmg for
ovcrduc ncrounrs hy means of l'orm Icttcrs

CASH.' Rcccnmg cash and making paymcnts'

where' o su'mghlfonmrd comrol can be’
cxerclsed ) (16)

WA(‘BS Computmg emploync eargings,
completing departmental pay rolls, recording
and balancing deductions. Ca]cu]aung or
checkiog ealeulations of ‘commission, bonus,
ete. Income tax records.

NATIONAL II\SURANCE. Muintaining
insurance card files, contrelling stamp float,
dealing with alterations in stamp values and
fueries. [41:}]

REFERENCES. Receiving applications for
refercnces and preparing replies.  Applying
for references and controlling answers received.

(19)

STATISTICAL. = Gatracting stutistical data
where litde or no judgment is required but only
care wnvl uccuracy. 2m

Lirtle .\'Hp..’? visiern .-
© of snuall groupr of staqlf,  New§

- Work requiving techmical know!le R
. ‘rr_rpmmbx_hr) witiont

I‘r-mscrapllon from
@

'LEDGER
-(including stock ledgers where p .

as)

Confidential. (17)

JOB GROUPING SCHEDULE

GROUP
More imporzant elerical work =

control over sequence of jobs o4

wisiog

TELEPHO\YE. Ddlng wilh’

2 Iargc switchboard.

Inspecting the
clerks: as‘n check on the cond8
‘being preperly carricd out. PR
coming mail, orders, cic.,, bd

tributed in . order o remo
treaunent a.nyﬂung of 1n excepy

-‘.\ECRETARIAL Petforming

.- aod geting ns shorthand typist
.heads or to similar supervisog

and’ mamwmmg departmenial
records; e, Keepmg enguge

- Tor and reporting meetings, {384
*-maintaining com:spoudencc pr

charts ete,.

TRAFFIC,” Qunung traffic ra
rating, and recording mover
vehicles. ! This work requires a LU

; ledge of ‘tpriffs, regulations, anJg

SHIPPING. - Picparation of |

L expomns

i (.OSTING - Compiling costs
*duttsifrom specilications, ro

, cards, -price records, stg, Vel

" pew products.” Compnrmg star}y
“actual costs, This work requil
- koowledge. of products and
hprogesses,

,'“CORRESI‘ONDENCE. Prepa
“lation -of letters - to customer
<representatives' dealing with ord

and requests.  Tliis work requir

—of- the: gcnem] organisstion i
‘.;Iechmca[ kruwle,dg: togclhcr

and “tact.

Culcuhuug and. . .
chcckmg forc:gn cxchnn;,e rates. . R f )| )

\hmlalnmg co

values are involved)., Postingu

- credits and taking out balances$

the posting of ledgers by macl
the medium of pre-lists and du "

1o the case of stock fedgers, m

petual inventories and following
orders, Prompting buying depa

" CREDIT CONTROL. Contro!§§

sion of credit to ‘custoniers.
limits afier examination of s
ete.  Dunning for overdue qecul

CASH. Rcccwmg chcqucs by
wise .where immediate contrc

" excreised, Making paytnents,

accounting for cash Lrausaclions

 WAGES. Making master enu
sheets from original authoriticsji

forms, increase forms, savingd
pensions schemes, and the likqg
appuruonlug, and Jouruahsmg W

NATIONAL INSURANCE. 3§
keeping cusiody of; and exchan
cards. Rccoxerms stamps, re
and gencral Tesponsibility for'g

involving a general knowledge '

acts and official procedure.
REFERENCES. Scrutinising o

ences and deafing with diflicu! -

enquiry agents, cmcml bodic
management.  Following up ¢
formution and preparing non-
ments.

STATISTICAL.  Extracting .
o stalement torm statistical

bouks of account, stock ledy: ol
reconds. .

Documents
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ROUP B

huiring mnaruol dexierity and the
a limited unenber of well-defincd
we of responsibility small, asks
or closely supervised. A daily

copping and making of enrries
Wocuments. . - :

ading correspondence and ¢lassi-

2 10 simple rules, * Numbering
post. . Preparing acknowledg-

Franking and despatching okllli .

G Typing from (:npy of o
straighuforward - character. .
clicn involving little or.no l;—

gp;,pcrs by l'he' ‘uslz_:-(gf,‘

%G, Operation. of"dupliv‘c'a'ljng
uding making ready and roliing
records of work handied. - ey

- Kegeiving and 'issui.rig office
ing necessary records,” o (5}

'f’tﬂling plalés' oF siencils.’
Preparing ' sheets, -pay: ¢n-
Giencraily acting as assistant on

: Puﬁchihg; \'-e';rif-')'rin:g: an&.i
ND - CALCULATING . -MA::"
ating addiog and caiculating ;-
1gaight-forward routine w kol
"Wt to subsequent check:s: (8):

o

[AEpE—

3 MACHINE. ' Preparing, ©
ng, or otherwisc  arrapging -
Eopsting. . May include the part-
‘machines on simple work. (5)

BRple  clussification; of  papers
fhto the different classes covered

B rawing papers from the files .
em; e e e Yy

F e i
Simple copying.” © Copying i
grquc. cheek. L 1Dy

P1aintenance of simple records,
Kby copying from materials re-
e cr straightforward documents, -

e o = (13!
- I

2CIN

" ACCOUNTING MACHINE.

O.M.A. JOB GROUPING SCEHEDULE

GROUP C

Responsibility somewhat greater thun Group B
“work but tasks still of a rowtine character,
Checking of Group B wark.

by time-tchle ard short period -

-TELEPHONE. Opezrating ordipdry T.B.X.

switchboard, Making Jocal and trunk connce-

tions. Kecping necessary retords for checking

- charges. The work reguires ap ottitude of

- commereial service, promptness, and courtesifj'
POSTAL. ' Classifying and recording come:
spondence and controlling distribution. Des-
patching forcign and air mail. . . @)

“ COPY TYPING. - Miscclianeous typing from

copy, the finished work being mostly simple
reproduction but jocluding manuscript copy
and.columnar work, Cutting stencils, - (3)

TYPING. - Typing, including transeription

) . from “dictating machines, but mainly of a.

straightforward routinz claracter. @

SHORTHAND TYPING. Taking and trans- -

cribing shorthand dictation o"a simple straigit-
forward character. ’

spesial copy or'urgent work, Operation of
the more advanced (offset, litho, and Ietterpress)
t)'-_pc.of machine. * Colour-processes. - Scrotiny
of master copies. ‘Ar_ranging‘ordcr of work. (G)
STATIONERY. Similar to Group B but with

the responsibility and discretion for requisition-
ing repeat supplics on purchasing dcpanmc?:.
' e (T

ADDRESSING. Culicg plates or steadils.
Printing ofl sheets, pay envelopss, elc. Seiting
up the machines for Ziderent types of work. (8)

PUNCHED CARD. Operation of so'ngi

" Specialised punching.
CALCULATING MACHINE. - Operating -

adding and calculating’ tmachines, the work
being of such a nature that accuracy only is re-

s quired. Inyelves the ability to perform the -
" whole range of calewlations ;. addition, sub- . -
truction, multiplication, and division.’ Cbcg!z%g .

Similar “to .

Group B work.

Group D but on simple work involving one"
type of enlry only. * - : (ny

F[LI_NG. Filihlg eud drawing cbrr«spondence,‘ -

-¢le.; in numerical or alphabetical order.  Keep-

- ing a record of papers withdrawn and returned. -

Marking inactive files, selecting: dead. material
for removal.

appearance.’ .. ‘

INVOICING. - Writing invoices * including .

sctting out, extending, calculating discounts,
casting, and checking. Checking Group B
work. - ' (33

ENTEilING. MM[@th§ coﬁying of tzrlm; ’
. = 4

on to prescribed forms, .

.RECORDS. Maintaining _snaster or index
records of various "kinds; stvle numbers,

insurance cards, ocders, invoices, correspond-.
ence, efc.  Reviewing records for correciness.

JVSURANCE.  Stamping in
g with stamps of nppmpr;nl

T

14}

[

% wages, commission, borus, elz.

CASH.' The laking of cash in a cash desk
against bills which do not exceed a pound or

 two in individual value, and which have been

made out by an independent person. . (16)
WAGES. Calculating (subject 10 check) ‘

NATIONAL INSURANCE.

Drawing insur-
ance stamps and balancinz. (ig)

appropriate order forms.

o (5).

DUPLI.CA_TING. Adjustment and Dpcfnt'ion' :
of duplicating machines for special purposes on .-

ments. b e
ORDERS .(SALES, & PURCHASE). Inter -

Scrutinising the lies for incorrect . -
. work, . Searching for lost or misfiled papess,. -
"Re-arranging files for continuing :ﬂiclcucy_zmr}

CREDIT CONTROL. Routine dunning for

“CASH. Rccei\..'in_;; cash and making payments
where a  straightforward control can  be

an

GROUP D

Inddependent ar-angement of wark cedling for the
exercise of scmie initiative,  Lirtie supervisicnt
needed,  Daily routine varying.

TELEPHONE. ' Acting .t v :fhonc opcrator -

on a Jarge-scale switchbe ird epproximating in | -

complexity to thm‘of a Po, t0fice switi'.hbo:naii

TELEPHONE ORDERS. Taking telephone

orders from customers and en’ering on tzt)) .
L s

GROUP E

More important elericel work wirh a measure of
cantred over sequerce of jobs und over the work
of simall groups of staff.  Non-routiee querics,
Work requiring technical knowledge or individugl
responsibility without supervision. :

TELEPHONE. . Dealing with “Enquiries™ on
a large switchooard. o Q)
-SCRUTINY. Inspecting the work of.other
clerks as g check on the established routine
being rroperly carried out.  Scrutinising in-
coming ‘mail, orders, elc., before these are
distributed in- order to remove. for special

(2)

- heads or to similar supervisors. Setting up
" and maintaining departmental- files, personnel

TYPING. * Typirg domumenes. of all ‘kinds '

from. work papers wiere sexpericnce -and dis- .-

crimination are necessary, Transeription from | UEE ST
‘ ) TTRAFFIC, Quoting traffic rates.

dictating machines,

'SHORTHAND TYPING. - Taking‘and tan- .’

scribing shorthand dictation. Kecping records
-and casting thiese into periodic reperts.  Filing, |

letters or marking for Hling. . - 4

stock und preparing inentorics.

-ADDRESSING, Sinllar to..Group-_C bui in-
cludes the handling of queries, o (N

and auaifiory machines. - .
CALCULATING MACHINE. Calculating

withaut check, working on a varicty of different * ¢/
ERRE /I

forms,

- ACCOUNTING MACHINES. Operation of
- the more compticated types of office machine.
. Setting” up the machine. to produce a-desired -
. -form of result. Posting debits ‘and credits,
" journal’¢ntries, producing balances' and state-
' T s 1) R

preting entering and expediting orders. Check-
Ang; prices, ' discouats, . deliverics, stocks, and .

“other records. - Corresponding with custoraers,
supplicrs, or sub-contractoss, works, and ware- . -

houses- on- routine orders.” Calculating and-

- checking forcign exchauge rates. - . (11)

INVOICING. . Originating without check. .

. invoices involving 1 comparatively wide know-
‘ledge of prices, terms and discounts. Check-
. ing Group B.ur; C work. : -

INVOICE PASSING. ' Certifying bought i-
voices for payment, checking ngainst purchas- -
ing and goqu-m records” - (13)

'LEDGER. Maintaining ledgers of x compara- -

. tively simple type, including stock ledgers and |

‘other - stores Tecords, Initiation of- rouEim; )
(14

t;lm;im; according to set plan,

kS LW SHIPPING.,  Prepacation of documents for
PROGRESS. . Order chasing.. 8 .- ! C R

STOCK CHECKING. Counting miscellancous - SOSTING:  Compiling costs of finished pro-
6}

' CORRESPONDENCE. Preparation and dic-
.lation: of -Ietters- to : customers,, agents, and .

)

-Tezords, etc. ' Keeping erigagements, amranging |
for and reparting meelings.  Following up and - d
. fidential files, inceting people, taking minutcs

-maintaining correspondence, progress of work,
charts, ete. - : I 3

AF] Rouleing,
Hing, and. recording ‘movements of motoer
velticles. . This work requires a thorough know-
ledge of tarifls, reguiations, and routes. | (4)

expotting, - .. -(5)

v dutts' from specitications, roquisitions, tine

eards,. price records, eic, - Verifying costs of .
- new products.. Comparing standard costs with
: actual i
" knowledge . of -products - and - manufacturing,

costs. This work requires a practizal
processes: 1A)

~Tepresentatives dealing with orders, compluints,
aad requests.  ‘Thiis work requires a knowledge

“of the general organisalion including .some
. -technical” knowledge together with - courtesy
vand taet. | o - T o

'PUNCHED CARD. Operution ormulazi&g
Co @)

RN

LEDGER. . Maintaining complete ledgers

. (including stock ledgers where prices and cash

values are involved), - Posting adjustments and- ",
“eredits and taking out balances; . Controlling
- the ' posting of ledgers by machines through: -

" the medium of pre-lisis und day books totals.
In the case of stock ledgers, maintaining per-

overdug iccounts by means of form letiers,

exercised.

WAGES, Computing employee carnings,
completing departmental pay rolis, recording
and balancing deductions. Calculating or
checking calculations of commission, bonus,
ete. Income tax records. Confidential. (17)

NATIONAL INSURANCE. Maintaining
insurance card files, controlling stamp foar,
dealing with alterations in stamp values and
ueries, as

REFERENCES. Receiving applications for
references and preparing replies,  Applying
for references and controlling answers received.

(19)

STATISTICAL,  Extracting statistical data
where little or no judgment is reguired but only
CAre i aeeuracy. [e1))]

petual inventories and following up nnexecuted

“orders: Prompting buying depariment. @

- CREDIT CONTROL. Controlling the cxien-

- sion of credit to customers. Fixing credit
limits after, examination of tradc references,

© -elc. Dunnivg for overdue yecounts.

“C‘_ASH. -Receiving cheques by post or other-
" wise where immediate control cannot .be

@)

exercised.  Making payments, recording, and

" accounting for cash transacticns. © {10)

WAGES, Making master entrics on wages

- sheets from criginal authorities—cngagement

forms, increase forins, savings agreements,
pensions schemes, and the like. Dissecting,
apportioning, und journalising wages nccoua%

NATIONAL INSURANCE. Applying for,

keeping custody of, and exchanging insurance
cards, Recovering stamps, rectifying errors,
and peneral responsibilily for hles. Duties
involving @ geperc. knowledge of insurance
ucts amt otficial procedure. [ 4]

REFERENCES. Scrulinising iocoming refer-
enves and dealing with dilfieult cases throvgh
enquiry agents, official bodies, and  higher
management.  Following up confidential in-
formution and preparing non-routine  state-
ments. 13

STATISTICAL.,  Datracting and assembling
Imo stalement form stutistical duata from the
baoks of aceount, stock ledpers, and othe
records. (14

a

Appendix II

GROUP F
- Duties involving the supervision of sections ad
responsibifity jor the efficient exccution of a
complate division of the work.  Regular contoz!
with the Management and Administration, Fe-
quiring special knowledge of legal, accounting.
statistical, engineering, industrial ere.. maticrs

and a ligh level of experience, discresion, and .

Judgmen:,

SUPERVISION,  Supervising, or aisisting
n supervising, the work of & scclion or group

of sections.  Assigning the work. Inlurpreting :

instructions . and secing that the ‘nccounts,
records, and ‘statements are prodiced and
‘maintained a5 specified and in accorcance with
established time schedules. Assistng in de-

)

| A . veloping improved methods,
© \reatment anyttiing of an exceptional character, *. P8 1MP

PLANNING. Analysing, revisitg, ind dcv(iqs;

S Lo . - ing_sysicrrﬁs.~..'1’nking time studics. -
SECRETARIAL. l’c?forming sectelarial-duties .
and acting as shorthand typist to departmental

SECRETARIAL. Acting os secretary to an
administrative  or executive . officer,  Taking
and- transcribing, important “or’ confidential

dictavliqn. Indecendent handling of. corres- - -

PChdwina.. vl - fequiring o' dictated reply.
Varicd- secretarial work such as keeping cone

‘of meztings, keeping follow-up records. (3

COST ACCOUNTING. . - Preparing cost
accounts, departmental  accounts, -and tllxlc).'
: : S L

lllgc. .
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