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GENERAL SERVICES ADMINISTRATION 

Federal Supply Service 

Authorized Federal Supply Schedule Price List 

On-line access to contract ordering information, terms and conditions, current pricing and electronic orders are available 

through GSA Advantage!, a menu-driven database system. You may access the GSA Advantage! through the internet address 

http://www.GSAAdvantage.gov/  or  the internet home page of the Federal Supply Services http://www.gsa.gov/  You may also 

get more information on ordering from the Federal Supply Schedule Schedules click on the FSS Schedules button at 

http://www.fss/gsa.gov   

Temporary Administrative and Professional Staffing Services (TAPS) 

SIN: 736-1; 736-3; 736-4 

Contract Number: GS-07F-0350U 

 

• Small Business • Women Owned • 

• Background Checks • Drug Screening • 

• Maryland • Virginia • District of Columbia • 

 

Contract Period: May 19, 2008 – May 18, 2013 

Contractor:  HUTCH Staffing Inc. • 4915 Niagara Road • College Park, MD • 20740 

Contact:  Sue Shaw • 301-345-2273 x 10 • sshawhutchinc@aol.com 

   Cathy Marie • 301-345-2273 x 11 • cmariehutchinc@aol.com 
 

HUTCH Staffing Inc. was built on the principals of honesty, integrity and dependability.    Dedication to these crucial qualities 

with the most cost effective, reliable and productive temporaries to execute each job assignment is the reason why we have 

an average of two hundred support staff members hired each year.  Celebrating over 25 years in business, we have 

redesigned HUTCH to adapt to the requests of our Clients to maintain stability and quality production within their business. 

mailto:sshawhutchinc@aol.com
mailto:cmariehutchinc@aol.com
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◊Contract GSA Price does not include any discounts and/or special offers available 

to you                                                          

◊Description of job titles and responsibilities are completely derived from the U.S. 

Department of Labor, Employment Standards Administration, Wage and Hour 

Division Washington D.C. 

 
 

CUSTOMER INFORMATION 
 
1a. ● TABLE OF AWARDED SPECIAL ITEM NUMBERS (SINs) 
 SIN DESCRIPTION__________________________________________________________________ 
 736-1 Administrative Support and Clerical Occupations 
 736-3 General Services and Support Occupations 
 736-4 Information and Arts Occupation, including Misc. Occupations 
1b. ● LOWEST PRICED MODEL NUMBER ABD PRICE FOR EACH SIN: N/A 
1c. ● HOURLY RATES AND SECRIPTIONS OF A; CORRESPONDING COMMERCIAL JOB TITLES, EXPERIENCE, 

FUNCTIONAL    RESPONSIBILITY AND EDUCATION: 
 All hourly rates shown are firm and fixed price.  See the following price list for hourly rates by location and 

labor category.  See the Job Description provided after the pricing information. 
 
2. ● MAXIUM ORDER*: $100,000 per SIN 
 * If the best value selection places your order over the Maximum Order identified in this catalog/price list; 

you have an opportunity to obtain a better schedule contract price.  Before placing your order, contact 
HUTCH Staffing Inc.,  for a better price.  HUTCH Staffing Inc. may (1) offer the lowest price available under 
the contract or (3) decline the order.  A delivery order that exceeds the maximum order may be placed 
under the schedule contract in accordance with FAR 8.404. 

 
3. ● MINIMUM ORDER: $100 unless the contractor agrees to accept a smaller order amount.  
 
4. ● GEOGRAPHIC COVERAGE: 
 District of Columbia, Wage Determination No. 2005-2103, Revision 4 dated 07/05/2007 
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5. ● POINTS OF PRODUCTION: N/A 
 
6. ● DISCOUNT FROM LISTPRICES: N/A 
 
7. ● QUANTITY DISCOUNT(S): None 
 
8. ● PROMPT PAYMENT TERM(S): 1% 10 days; Net 30. 
 
9a. ● Government Purchase Cards are accepted at below the micro-purchase threshold. 
9b. ● Government Purchase Cards are accepted above the micro-purchase threshold. 
 
10. ● FOREIGN ITEM(S): None 
 
11a. ● TIME OF DELIVERY: N/A 
11b. ● EXPEDITED DELIVERY: N/A 
11c. ● OVERNIGHT AND 2-DAY DELIVERY: N/A  
11d. ● URGENT REQUIREMENT(S): Agencies can contact the Contractor’s representative to affect a faster 

delivery. Customers are encouraged to contact the contractor for the purpose of requesting accelerated 
delivery. 

 
12. ● FOB POINT: N/A 
 
13a. ● ORDERING ADDRESS: Same as contractor address.  Customer should contact HUTCH Staffing for 

additional addresses. 
 
14. ● PAYMENT ADDRESS: Same as contractors address. 
 
15. ● WARRANTY PROVISIONS: Standard Commercial Warranty. Customer should contact HUTCH Staffing Inc 

for a copy of the warranty. 
 
16. ● EXPORT PACKING CHARGES: N/A 
 
17. ● TERMS AND CONDITIONS OF GOVERNMENT PURCHASE CARD ACCEPTANCE: None 
 
18. ● TERMS AND CONDITIONS OF RENTAKL, MAINTANCE, AND REPAIR (IF APPLICABLE): N/A 
 
19. ● TERMS AND CONDITIONS OF INSTALLATION (IF APPLICABLE): N/.A 
 
20. ● TERMS AND CONDITIONS OF REPAIR PARTS INDICATING DATE OF PARTS LISTS AND ANY DISCOUNTS 

FRON LIST PRICES (IF APPLICABLE): N/A 
20a. ● TERMS AND CONDITIONS FOR ANY OTHER SERVICES (IF APPLICABLE): N/A 
 
21. ● LIST OF SERVICE AND DISTRIBUTION POINTS (IF APPLICABLE): N/A 
 
22. ● LIST OF PARTICIPATING DEALERS (IF APPLICABLE): N/A 
 
23. ● PREVENTIVE MAINTENANCE (IF APPLICABLE): N/A 

 
24a. ● SPECIAL ATTRIBUTES SUCH AS ENVIRONMENTAL ATTRIBUTES (e.g. recycled content, energy efficiency, 

and/or reduced pollutants): N/A  
24b. ● Section 508 Compliance for EIT: N/A 
 
25. ● DUNS NUMBER: 120830500 
 
26. ● NOTIFICATION REGARDING REGISTRATION IN CENTRAL CONTRACTOR REGISTRATION (CCR) DATABASE: 

Controller has an Active Registration in the CCR database.   
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  SIN 736-1   Administrative Support and Clerical Occupations________ 

(with and/or without security clearances, i.e., Secret, Top Secret, and 

Top Secret SCI, etc.): This SIN is set aside for small business concerns 

only - Including, but not limited to, the following occupational 

categories:  

 
Occupation 

Code 
 

 
Skill  

Category 

 
Contract  
GSA Price 

1011 Accounting Clerk I $                     25.50 

1012 Accounting Clerk II $                     28.05 

1013 Accounting Clerk III $                     32.47 

1020 Administrative Assistant $                     40.24 

1051 Data Entry Operator I $                     23.82 

1052 Data Entry Operator II $                     25.55 

1070 Document Preparation Clerk $                     24.74 

1111 General Clerk I $                     25.39 

1113 General Clerk III $                     27.81 

1191 Order Clerk I $                     26.93 

1192 Order Clerk II $                     29.26 

1261 Personnel Assistant (EMP) I $                     28.22 

1262 Personnel Assistant II $                     32.47 

1263 Personnel Assistant III $                     37.33 

1280 Receptionist $                     23.89 

1311 Secretary I $                     30.38 

1312 Secretary II $                     32.41 

1313 Secretary III $                     37.33 

1611 Word Processor I $                     25.46 

1612 Word Processor II $                     28.22 
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SIN 736-3   General Services and Support________________________________  
(with and/or without security clearances, i.e., Secret, Top Secret, and 

Top Secret SCI): This SIN is set aside for small business concerns only 

- MATERIALS HANDLING AND PACKING OCCUPATIONS, including but 

not limited to the following occupational categories:  

 
Occupation  

Code 
 

 
Skill  

Category 

 
Contract  

 GSA Price 
 

7041 Cook I $                     22.75 

7042 Cook II $                     24.73 

7070 Dishwasher $                     19.43 

7260 Waiter/Waitress $                     17.67 

11030 Cleaner Vehicles $                     19.31 

11060 Elevator Operator $                     19.47 

11122 Housekeeping Aid I $                     21.14 

11150 Janitor $                     21.14 

11210 Laborer, Grounds Maintenance $                     22.92 

11240 Maid or Houseman $                     21.07 

16010 Assembler $                     18.21 

16030 Counter Attendant $                     18.21 

16250 Washer, Machine $                     19.52 

21020 Forklift Operator $                     30.70 

21050 Material Handling Laborer $                     23.79 

21071 Order Filler $                     24.62 

21080 Production Line Worker $                     30.74 

21110 Shipping Packer $                     26.50 

21130 Shipping, Receiving Clerk $                     26.50 

21140 Store Worker I $                     20.45 

21150 Stock Clerk $                     26.35 

23370 General Maintenance Worker $                     36.22 

23470 Laborer $                     26.21 

24570 Child Care Attendant $                     22.18 

24580 Child Care Center Clerk $                     29.05 

SIN 736-4   Information & Arts Occupation  Including  Misc.  Occupations_____ 
(with and/or without security clearances, i.e., Secret, Top Secret, and 

Top Secret SCI):  

 
Occupation  

Code 
 

 
Skill  

Category 

 
Contract  

 GSA Price 
 

99030 Cashier $                     19.85 

99050 Desk Clerk $                     20.46 

99730 Refuse Collector $                     25.81 
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SIN 736-1   Administrative Support and Clerical Occupations________ 
 
 
 
1011 Accounting Clerk I 
Performs very simple and routine accounting clerical operations, for example, recognizing and 
comparing easily identified numbers and codes on similar and repetitive accounting documents, 
verifying mathematical accuracy, and identifying discrepancies and bringing them to the supervisor's 
attention. Supervisor gives clear and detailed instructions for specific assignments. Employee refers to 
supervisor all matters not covered by instructions. Work is closely controlled and reviewed in detail for 
accuracy, adequacy, and adherence to instructions.  
 
1012 Accounting Clerk II 
Performs one or more routine accounting clerical operations, such as: examining, verifying, and 
correcting accounting transactions to insure completeness and accuracy of data and proper 
identification of accounts, and checking that expenditures will not exceed obligations in specified 
accounts; totaling, balancing, and reconciling collection vouchers; posting data to transaction sheets 
where employee identifies proper accounts and items to be posted; and coding documents in 
accordance with a chart (listing) of accounts. Employee follows specific and detailed accounting 
procedures. Completed work is reviewed for accuracy and compliance with procedures. 
 
1013 Accounting Clerk III 
Uses a knowledge of double entry bookkeeping in performing one or more of the following: Posts 
actions to journals, identifying subsidiary accounts affected and debit and credit entries to be made and 
assigning proper codes; reviews computer printouts against manually maintained journals, detecting 
and correcting erroneous postings, and preparing documents to adjust accounting classifications and 
other data; or reviews lists of transactions rejected by an automated system, determining reasons for 
rejections, and preparing necessary correcting  material. On routine assignments, employee selects and 
applies established procedures and techniques. Detailed instructions are provided for difficult or 
unusual assignments. Completed work and methods used are reviewed for technical accuracy. 
 
1020 Administrative Assistant 
In addition to secretarial duties (filing, taking phone calls, scheduling appointments, making travel 
arrangements), this position will provide administrative support to executive staff with office 
management responsibilities to include budgeting, personnel records and payroll. The Administrative 
Assistant may be required to work independently on projects requiring research and preparation of 
briefing charts and other presentation materials. 
 
1151 Data Entry Operator I 
This position works under close supervision and follows specific procedures or detailed instructions. The 
Data Entry Operator I works from various standardized source documents that have been coded and 
require little or no selecting, coding or interpreting of data. Problems such as erroneous items and 
codes, or missing information are resolved at the supervisory level. Work is routine and repetitive. 
 
1152 Data Entry Operator II 
This position requires the application of experience and judgment in selecting procedures to be 
followed, and searching for interpreting, selecting, or coding items to be entered from a variety of 
document sources. The Data Entry Operator II may occasionally perform routine work as described for 
Data Entry Operator I. Excluded are operators above Level II using the key entry controls to access, read,  
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and evaluate the substance of specific records to take substantive actions, or to make entices requiring a 
similar level of knowledge. 
 
1070 Document Preparation Clerk 
Prepares documents such as brochures, books, periodicals, catalogs, and pamphlets for copying or 
photocopying, photographic, and other reproducing office machine. Cuts documents into individual 
pages of standard size and format when allowed by margin space, using paper cutter or razor knife. 
Reproduces document pages as necessary to improve clarity or to reduce one or more pages into single 
page of standard size for copying machine being used, using photocopying machine. Stamps standard 
symbols on pages or inserts instruction cards between pages of material to notify Duplicating Machine 
Operator of special handling, such as manual repositioning during copying procedure. Prepares cover 
sheet and document folder for material, and index card for organizations' files indicating information, 
such as organization's name and address, subject or product category, and index code to identify 
material. Inserts material to be copied in document folder, and files folder for processing according to 
index code and copying priority schedule. 
 
1111 General Clerk I 
Follows a few clearly detailed procedures in performing simple repetitive tasks in the same sequence, 
such as filing pre-coded documents in a chronological file or operating office equipment, e.g., 
mimeograph, photocopy, addressograph or mailing machine.  
 
1113 General Clerk III  
Work requires a familiarity with the terminology of the office unit. Selects appropriate methods from a 
wide variety of procedures or makes simple adaptations and interpretations of a limited number of 
substantive guides and manuals. The clerical steps often vary in type or sequence, depending on the 
task. Recognized problems are referred to others. 
 
1191 Order Clerk I 
Handles orders involving items which have readily identified uses and applications. May refer to a 
catalog, manufacturer's manual or similar document to insure that proper item is supplied or to verify 
price of ordered item. 
 
1192 Order Clerk II 
Handles orders that involve making judgments such as choosing which specific product or material from 
the establishment's product lines will satisfy the customer's needs, or determining the price to be 
quoted when pricing involves more than merely referring to a price list or making some simple 
mathematical calculations. 
 
1261 Personal Assistant (EMP) I  
Performs routine tasks which require a knowledge of personnel procedures and rules, such as: providing 
simple employment information and appropriate lists and forms to applicants or employees on types of 
jobs being filled, procedures to follow, and where to obtain additional information; ensuring that the 
proper forms are completed for name changes, locator information, applications, etc. and reviewing 
completed forms for signatures and proper entries; or maintaining personnel records, contacting 
appropriate sources to secure any missing items, and posting items such as dates of promotions, 
transfer, and hire, or rates of pay or personal data. If this information is computerized, outside inquiries 
for simple factual information, such as verification of dates of employment in response to telephone 
credit checks of employees. Some receptionist or other clerical duties may be performed. May be 
assigned work to provide training for a higher-level position. Detailed rules and procedures are available 
for all assignments. Guidance and assistance on unusual questions are available at all times. Work is spot 
checked, often on a daily basis. 
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1262 Personal Assistant II 
Examines and/or processes personnel action documents using experience in applying personnel 
procedures and policies. Ensures that information is complete and consistent and determines whether 
further discussion with applicants or employees is needed or whether personnel information must be 
checked against additional files or listings. Selects appropriate precedents, rules, or procedures from a 
number of alternatives. Responds to varied questions from applicants, employees, or managers for 
readily available information which can be obtained from file material or manuals; responses require 
skill to secure cooperation in correcting improperly completed personnel documents or to explain 
regulations and procedures. May provide information to managers on availability of applicants and 
status of hiring actions; may verify employment dates and places supplied on job applications; may 
maintain personnel records; and may administer typing and stenography test. Completes routine 
assignments independently. Detailed guidance is available for situations that deviate from established 
precedents. Clerks/assistants are relied upon to alert higher-level clerks/assistants or supervisor to such 
situations. Work may be spot checked periodically. 

 
1263 Personal Assistant III 
Serves as a clerical expert in independently processing the most complicated types of personnel actions, 
e.g., temporary employment, rehires, and dismissals and in providing information when it is necessary 
to consolidate data from a number source, often with short deadlines. Screens applications for obvious 
rejections. Resolves conflicts in computer listings or other sources of employee information. Locates lost 
documents or reconstructs information using a number of sources. May check references of applicants 
when information in addition to dates and places of past work is needed, and judgment is required to 
ask appropriate routine follow-up questions. May provide guidance to lower level clerks. Supervisory 
review is similar to level II. AND/OR Performs routine personnel assignments beyond the clerical level, 
such as: orienting new employees to programs, facilities, rules on time and attendance, and leave 
policies; computing basic statistical information for reports on manpower profiles, EEO progress and 
accomplishments, hiring activities, attendance and leave profiles, turnover, etc.; and screening 
applicants for well-defined positions, rejecting those who do not qualify for available openings for clear 
cut reasons, referring others to appropriate employment interviewer. Guidance is provided on possible 
sources of information, methods of work, and types of reports needed. Completed written work 
receives close technical review from higher-level personnel office employees; other work may be 
checked occasionally. 
 
1280 Receptionist 
This position greets visitors, determining nature of visits and directing visitors to appropriate persons. 
The Receptionist may also have other duties such as recording and transmitting messages; keeping 
records of calls placed; providing information to callers and visitors; making appointments; keeping a log 
of visitors; and issuing visitor passes. In this position, one may also work on a computer and perform 
other routine clerical work that may occupy the major portion of the worker's time. 
 
1311 Secretary I; 1312 Secretary II; 1313 Secretary III 

This position provides principal secretarial support in an office, usually to one individual, and, in 
some cases, to the subordinate staff of that individual.  The Secretary maintains a close and 
highly responsive relationship to the day-to-day activities of the supervisor and staff, works 
fairly independently receiving a minimum of detailed supervision and guidance, and performs 
various clerical and secretarial duties requiring knowledge of office routine and an 
understanding of the organization, programs, and procedures related to the work of the office.  
Computers may exist in the environment, requiring working knowledge of certain office 
software programs.  Classification by Level Secretary jobs that meet the required characteristics 
are matched at one of three levels according to two factors:  (a) level of the secretary's 
supervisor within the overall organizational structure, and (b) level of the secretary's 
responsibility.  The table following the explanations of these factors indicates the level of the 
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secretary for each combination of factors. Level of Secretary's Supervisor (LS) Secretaries 
should be matched with one of the three LS levels below that best describes the organization of 
the secretary's supervisor.    
 

LS-1 Organizational structure is not complex and internal procedures and 
administrative controls are simple and informal; supervisor directs staff through 
face-to-face meetings.  

   
LS-2   Organizational structure is complex and is divided into subordinate groups that 

usually differ from each other as to subject matter, function, etc.  Supervisor 
usually directs staff through intermediate supervisors.  Internal procedures and 
administrative controls are formal.  An entire organization (e.g., division, 
subsidiary, or parent organization) may contain a variety of subordinate groups 
that meet the LS-2 definition.  Therefore, it is not unusual for one LS-2 supervisor 
to report to another LS-2 supervisor.  

  
The presence of subordinate supervisors does not by itself, mean LS-2 applies.  For example, 
a clerical processing organization divided into several units, each performing very similar 
work, is placed in LS-1. In smaller organizations or industries such as retail trades, with 
relatively few organizational levels, the supervisor may have an impact on the policies and 
major programs of the entire organization, and may deal with important outside contacts as 
described in LS-3.  

   
LS-3 Organizational structure is divided into two or more subordinate supervisory 

levels (of which at least one is a managerial level) with several subdivisions at 
each level.  Executive's program(s) are usually interlocked on a direct and 
continuing basis with other major organizational segments, requiring constant 
attention to extensive formal coordination, clearances, and procedural controls.  
Executive typically has: financial decision-making authority for assigned 
program(s); considerable impact on the entire organization's financial position or 
image; and responsibility for, or has staff specialists in such areas as, personnel 
and administration for assigned organization.  Executive plays an important role 
in determining the policies and major programs of the entire organization, and 
spends considerable time dealing with outside parties actively interested in 
assigned program(s) and current or controversial issues.   

  
Level of Secretary's Responsibility (LR)   
This factor evaluates the nature of the work relationship between the secretary and the 
supervisor or staff, and the extent to which the secretary is expected to exercise initiative and 
judgment.  Secretaries should be matched at the level best describing their level of 
responsibility.  When a position's duties span more than one LR level, the introductory 
paragraph at the beginning of each LR level should be used to determine which of the levels 
best matches the position.  (Typically, secretaries performing at the higher levels of 
responsibility also perform duties described at the lower levels.)  
 
LR-1 Carries out recurring office procedures independently, and selects the guideline or 

reference that fits the specific case.  The supervisor provides specific instructions on 
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new assignments and checks completed work for accuracy.  The LR-1performs varied 
duties including or comparable to the following:  

  
a. Respond to routine telephone requests that have standard answers; refer calls 

and visitors to appropriate staff.  Control mail and assure timely staff response, 
and send    form letters; 

b. As instructed, maintain supervisor's calendar, make appointments, and arrange 
for meeting rooms: 

c. Review materials prepared for supervisor's approval for typographical accuracy 
and proper format; 

d. Maintain recurring internal reports, such as time and leave records, office 
equipment listings, correspondence controls, and training plans; 

e. Requisition supplies, printing, maintenance or other services, type, take and 
transcribe dictation, create and maintain office files.  

   
 LR-2   Handles differing situations, problems, and deviations in the work of the office according 
            to the supervisor's general instructions, priorities, duties, policies, and program goals.  
            Supervisor may assist secretary with special assignments.  Duties include or are 
            comparable to the following:  
    

a. Screen telephone calls, visitors, and incoming correspondence; personally respond 
to requests for information concerning office procedures; determine which requests 
should be handled by the supervisor, appropriate staff member or other offices, 
prepare and sign routine non-technical correspondence in own or supervisor's 
name; 

b. Schedule tentative appointments without prior clearance. Make arrangements for 
conferences and meetings and assemble established background materials as 
directed.  May attend meetings and record and report on the proceedings; 

c. Review outgoing materials and correspondence for internal consistency and 
conformance with supervisor's procedures; assure that proper clearances have been 
obtained, when needed; 

d. Collect information from the files or staff for routine inquiries on office program(s) 
or periodic reports, and refer  non-routine requests to supervisor or staff;   
 e. Explain to subordinate staff supervisor's requirements concerning office 
procedures, coordinate personnel and administrative forms for the office and 
forwards for processing.  
   

 LR-3 Uses greater judgment and initiative to determine the approach or action to take in 
non- routine situations interprets and adapts guidelines, including unwritten policies, 
precedents, and practices, which are not always completely applicable to changing 
situations.  Duties include or are comparable to the following:  

  
a. Based on knowledge of the supervisor's views, compose Correspondence on own 

initiative about administrative matters and general office policies for supervisor's  
approval; 

b. Anticipate and prepare materials needed by the supervisor for conferences, 
correspondence, appointments, meetings, telephone calls, etc., and informs 
supervisor on matters to be considered; 
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c. Read publications, regulations, and directives and take action or refer those that are 
important to the supervisor and staff;  

d. Prepare special or one-time reports, summaries, or replies to inquiries, selecting 
relevant information from a variety of sources such as reports, documents, 
correspondence, other offices, etc., under general directions; 

e. Advise secretaries in subordinate offices on new procedures; request information 
needed from the subordinate office(s) for periodic or special conferences, reports, 
inquiries, etc., and shifts clerical staff to accommodate workload needs.   
   

Excludes secretaries performing any of the following duties:  
Acting as office manager for the executive's organization, e.g., determines when new 
procedures are needed for changing situations and devises and implements alternatives; 
revising or clarifying procedures to eliminate conflict or duplication; identifying and resolving 
various problems that affect the orderly flow of work in transactions with parties outside the 
organization.   
  
Preparing agenda for conferences; explain discussion topics to participants; drafts introductions 
and develops background information and prepares outlines for executive or staff member(s) 
to use in writing speeches.   
  
The LR-3 advises individuals outside the organization on the executive's views on major policies 
or current issues facing the organization; contacts or responds to contact from high-ranking 
outside officials (e.g., city or state officials, members of congress, presidents of national unions 
or large national or international firms, etc.) in unique situations.  These officials may be 
relatively inaccessible, and each contact typically must be handled differently, using judgment 
and discretion.   
  
CRITERIA FOR MATCHING SECRETARIES BY LEVEL  
 Secretary I (01311), Secretary II (01312), Secretary III (01313),   
  

Intentionally blank  LR-1  LR-2  LR-3  

LS-1  I 01311  II 01312  III 01313  

LS-2  I 01311  III 01313  See Note  

LS-3  I 01311  See Note  See Note  

 
 
1611 Word Processor I 
Produces a variety of standard documents, such as correspondence, form letters, reports, tables and 
other printed materials. Work requires skill in typing; a knowledge of grammar, punctuation and 
spelling; and ability to use reference guides and equipment manuals. Performs familiar, routine 
assignments following standard procedures. Seeks further instructions for assignments requiring 
deviations from established procedures.  

 
1612 Word Processor II 
Uses knowledge of varied and advanced functions of one software type, knowledge of varied functions 
of different types of software, or knowledge of specialized or technical terminology to perform such 
typical duties as: Editing and reformatting written or electronic drafts. Examples include: Correcting 
function codes; adjusting spacing and formatting; and standardizing headings, margins, and 
indentations. Transcribing scientific reports, lab analyses, legal proceedings, or similar material from 
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voice tapes or handwritten drafts. Work requires knowledge of specialized, technical, or scientific 
terminology. Work requires familiarity with office terminology and practices; incumbent corrects copy 
and questions originator of document 
Concerning missing information, improper formatting, or discrepancies in instructions. Supervisor sets 
priorities and deadlines on continuing assignments, furnishes general instructions for recurring work, 
and provides specific instructions for new or unique projects. May lead lower level word processors. 
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SIN 736-3  General Service & Support___________________________________________ 
 

7041 Cook I   

The Cook I independently perform moderately difficult tasks in preparing small quantities of quickly 
prepared food such as steaks, chops, cutlets, hamburgers, eggs, salads and other similar items.  Excludes 
workers who exercise general supervision over kitchen activities.   
 

7042 Cook II  
The Cook II prepares in large quantities, by various methods of cooking, meat, poultry, fish, vegetables, 
seasons and cooks all cuts of various meats, fish and poultry, boils, steams or fries vegetables, makes 
gravies, soups, sauces, roasts, meat pies, fricassees, casseroles, and stews.  Excludes food service 
supervisors and head cooks who exercise general supervision over kitchen activities.   
 
7070 Dishwasher  
The Dishwasher manually or mechanically washes and rinses dishes, glasses and silverware; maintains 
proper temperature for sterilization and adds soap as needed, and performs other duties as assigned.   
 
7260 Waiter/Waitress   
The Waiter/Waitress serves food and beverages to patrons at counters and tables in coffee shops, 
lunchrooms, and other dining establishments.  This worker presents menus to customers, answers 
questions, and makes suggestions regarding food and service.  Duties include: memorizing or writing 
order on check, relaying order to kitchen and serving course from kitchen and service bars.  The 
Waiter/Waitress observes guests to fulfill any additional requests and to perceive when meal has been 
completed, totals bill and accepts payment or refers patron to Cashier.  The Waiter/Waitress may ladle 
soup, toss salads, portion pies and desserts, brew coffee, perform other services as determined by 
establishment's size and practices, and may clear and reset counters or tables at conclusion of each 
course or meal.  
 
11030  Cleaner, Vehicles 
The Cleaner, Vehicles cleans interiors and exteriors of transportation vehicles, such as automobiles, 
buses, railroad cars, and streetcars, cleans interior of vehicle, using broom, cloth, mop, vacuum cleaner, 
and whiskbroom, cleans windows with water, cleansing compounds, and cloth or chamois, replenishes 
sanitary supplies in vehicle compartments, removes dust, grease, and oil from exterior surfaces of 
vehicles, using steam-cleaning equipment or by spraying or washing vehicles, using spraying equipment, 
brush or sponge. The Cleaner may polish exterior of vehicle, and may fumigate interior of vehicle, using 
fumigating gases or sprays. 
 
11060 Elevator Operator 
The Elevator Operator operates elevator to transport passengers or freight between floors of a building 
such as a department store, hotel, office building, apartment house, or manufacturing plant, pushes 
buttons or moves levers on signal or instructions from passengers or others to control movement of 
elevator, opens and closes safety gate and elevator door at each floor where stop is made, may supply 
information to passengers concerning location of offices, merchandise, and individuals, distribute mail 
to various floors, answer telephone, and prevent unauthorized persons from entering building; may load 
or unload freight or assist other employees to do so, transport freight from elevator to designated area, 
using hand truck, and may sweep or vacuum elevator. 
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11122   Housekeeping Aide  
The Housekeeping Aide performs special cleaning projects as well as daily cleaning duties in accordance 
with standard procedures of the housekeeping department and with hospital objectives.  An employee 
uses cleaning equipment, including automatic floor machines, commercial vacuums, wet mops, large 
wringers and other necessary equipment, tools, chemicals and supplies.  The Housekeeping Aide will dry 
and wet mop floors, scrub and buff floors with rotor and other machines, vacuum carpets to clean and 
control bacteria, transport trash from utility rooms and other collection points to incinerator, 
compactor, or pick-up area, perform special cleaning of induction units, walls, lighting fixtures, and 
windows, both inside and outside, move furniture and set up meeting rooms.  This Aide collects soiled 
linen, assists in cleaning emergency spills that are observed or as requested, maintains assigned 
equipment for cleanliness and requests repairs when needed, reports need for repairs to hospital 
equipment, furniture, building and fixtures, assists in moving patients in case of fire, disaster or 
emergency evacuation, and assists security personnel in restraining disturbed patients in psychiatric 
wards.  
 
16010 Assembler 
(Assorter; Distributor; Matcher; Sorter)This Worker sorts or assembles the various dry-cleaned or 
laundered garments and other items of each customer's order, matching the articles according to 
description and identifying number as shown by tracking records. 
 
16030 Counter Attendant 
(Service Establishment Attendant)The Counter Attendant (Service Establishment Attendant) performs 
the following job tasks:  receiving clothing articles, examining articles to determine nature of repair and 
advising customer of repairs, quoting prices and preparing work tickets, sending articles to appropriate 
departments, returning finished articles to customers and collecting amount due.  This Attendant may 
keep records of cash receipts and articles received and delivered and may sell articles such as cleaner, 
polish, shoelaces, and accessories.  
 
16250 Washer, Machine 
(Washman)A person in this position operates one or more washing machines to wash household linens, 
garments, curtains, drapes, and other articles.  Work involves the following: manipulating valves, 
switches, and levers to start and stop the machine, control the amount and temperature of water for 
the lathering and rinsing of each batch; mixing and adding soap, bluing and bleaching solutions, loading 
and unloading the washing machine, if not done by loaders or un-loaders (pullers), and may make minor 
repairs to washing machine.  

 
11150 Janitor 
Cleans and keeps in an orderly condition factory working areas and washrooms, or premises of an office, 
apartment house, or commercial or other establishment. Duties involve a combination of the following: 
Sweeping, mopping or scrubbing, and polishing floors; removing chips, trash, and other refuse; dusting 
equipment, furniture, or fixtures; polishing metal fixtures or trimmings; providing supplies and minor 
maintenance services; and cleaning lavatories, showers, and restrooms. 
Excluded are: 
• Workers who specialize in window washing. 
• Housekeeping staff that make beds and change linens as a primary responsibility. 
• Workers required disassembling and assembling equipment in order to clean machinery. 
• Workers who receive additional compensation to maintain sterile facilities or equipment  
 
11210 Laborer, Grounds Maintenance 
Maintains grounds of industrial, commercial or public property such as buildings, camp and picnic 
grounds, parks, playgrounds, greenhouses, and athletic fields, and repairs structures and equipment, 
performing one or more of the following tasks: Cuts grass, using walking-type or riding mowers (less 
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than 2000 lbs.). Trims hedges and edges around walks, flower beds, and wells, using hedge trimmers, 
clippers and edging tools. Prunes shrubs and trees to shape and improve growth, using shears and other 
hand tools. Sprays lawn, shrubs, and trees with fertilizer or insecticide. Plants grass, flowers, trees, and 
shrubs. Waters lawn and shrubs during dry periods, using hose or activating sprinkler system. Picks up 
and burns or carts away leaves, paper or other litter. Removes snow from walks, driveways, roads, or 
parking lots, using shovel and snow blower. Spreads salt on walkways and other areas.  
 
11240 Maid or Houseman 
Cleans rooms and other premises of hotel, motel, tourist home, or other lodging facility, performing any 
combination of the following tasks. Dusts and cleans Venetian blinds, furniture, and other surfaces. 
Dusts and counts, folds, mark, or carry linens. Turns mattresses and makes beds. Moves and arranges 
furniture and hangs drapes. Cleans and polishes metalwork and porcelain bathroom fixtures. Spot-
cleans walls and windows. Empties wastebaskets and removes trash. Removes soiled linens for 
laundering. Replenishes room supplies. Reports need for repairs to equipment, furniture, building and 
fixtures. 
 
21020 Forklift Operator 
Operates a manually controlled gasoline, electric or liquid propane gas powered forklift to transport 
goods and materials of all kinds about a warehouse, manufacturing plant, or other establishment. 

 
21050 Material Handling Laborer 
Performs physical tasks to transport or store materials or merchandise. Duties involve one or more of 
the following: Manually loading or unloading freight cars, trucks, or other transporting devices; 
unpacking, shelving, or placing items in proper storage locations; or transporting goods by hand truck, 
cart, or wheelbarrow. Excluded from this definition are workers whose primary function involves:  

1. Participating directly in the production of goods (e.g., moving items from one production station 
to another or placing them on or removing them from the production process);  

2. Stocking merchandise for sale;  
3. Counting or routing merchandise; 
4. Operating a crane or heavy-duty motorized vehicle such as forklift or truck; 
5. Loading and unloading ships (long shore workers); 
6. Traveling on trucks beyond the establishment's physical location to load or unload merchandise. 

 
21071 Order Filler 
Fills shipping or transfer orders for finished goods from stored merchandise in accordance with 
specifications on sales slips, customers' orders, or other instructions. May, in addition to filling orders 
and indicating items filled or omitted, keep records of outgoing orders, requisition additional stock or 
report short supplies to supervisor, and perform other related duties. 
 
21080 Production Line Worker 
(Food Processing)This position refers to an employee employed in a food processing plant whose duties 
involve several of the following: loading and unloading commodities from rail cars, trucks, or other 
conveyances, placing merchandise in proper storage location and transporting the merchandise by hand 
truck, push-pull, or forklift; blends merchandise ingredients into pre-determined quality by heating, 
mixing, re-heating, etc.  The Production Line Worker monitors blending operation to ensure that 
finished products meets customer's requirements, monitors flow of product into appropriate container; 
labels container with identifying information supplied by customer, and places containers into 
appropriate shipping container. Must have knowledge of various types and sizes of shipping containers 
and special requirements of customers.  
 
21110 Shipping Packer 
Someone in this position prepares finished products for shipment or storage by placing them in shipping 
containers, the specific operations performed being dependent upon the type, size, and number of units 
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to be packed, the type of container employed, and method of shipment.  Work requires the placing of 
items in shipping containers, and may involve one or more of the following:  knowledge of various items 
of stock in order to verify content, selection of appropriate type and size of container, inserting 
enclosures in container; using excelsior or other material to prevent breakage or damage, closing and 
sealing container, and applying labels or entering identifying data on container.   
  

Exclude packers who also make wooden boxes or crates.   

21110 Shipping Packer 
Prepares finished products for shipment or storage by placing them in shipping containers, the specific 
operations performed being dependent upon the type, size, and number of units to be packed, the type 
of container employed, and method of shipment. Work requires the placing of items in shipping 
containers and may involve one or more of the following: Knowledge of various items of stock in order 
to verify content; selection of appropriate type and size of container; inserting enclosures in container; 
using excelsior or other material to prevent breakage or damage; closing and sealing container; and 
applying labels or entering identifying data on container. Exclude packers who also make wooden boxes 
or crates. 
 
21130 Shipping, Receiving Clerk 
Performs clerical and physical tasks in connection with shipping goods of the establishment in which 
employed and receiving incoming shipments. In performing day-to-day, routine tasks, follows 
established guidelines. In handling unusual non-routine problems, receives specific guidance from 
supervisor or other officials. May direct and coordinate the activities of other workers engaged in 
handling goods to be shipped or being received. Shipping duties typically involve the following: Verifying 
that orders are accurately filled by comparing items and quantities of goods gathered for shipment 
against documents; insuring that shipments are properly packaged, identified with shipping information, 
and loaded into transporting vehicles; and preparing and keeping records of goods shipped, e.g., 
manifests, bills of lading. Receiving duties typically involve the following: Verifying the correctness of 
incoming shipments by comparing items and quantities unloaded against bills of lading, invoices, 
manifests, storage receipts, or other records; checking for damaged goods; insuring that goods are 
appropriately identified for routing to departments within the establishment; preparing and keeping 
records of goods received.  
 
21140 Store Worker I 
Performs the following tasks at an establishment whose primary function is that of the resale of 
merchandise in a retail environment. Will move merchandise by use of non-motorized equipment that is 
intended for display and resale purposes. Will include the cleaning of merchandise on or in display 
fixtures utilizing various merchandise techniques common to retail trade. Merchandise may be displayed 
by a predetermined placement system using labels or other identifying marks. Will maintain the display 
sales area by straightening merchandise to give a neat, full, and salable appearance, removing damaged 
or outdated merchandise, and displaying merchandise in such a manner to maintain freshness and sale 
dates. May determine display or sale requirements from existing inventory. May be required to keep 
inventory forms of merchandise stocked and merchandise returned to storage. May be required to affix 
labels to merchandise indicating sale price, item description, or other information. May be required to   
offer customer or patron assistance with the location or selection of merchandise. 
 
21150 Stock Clerk 
Receives, stores, and issues equipment, materials, supplies, merchandise, foodstuffs, or tools, and 
compiles stock records of items in stockroom, warehouse or storage yard. Counts, sorts, or weighs 
incoming articles to verify receipt of items on requisition or invoice. Examines stock to verify 
conformance to specifications. Stores articles in bins, on floor or on shelves, according to identifying 
information, such as style, size or type of material. Fills orders or issues supplies from stock. Prepares 
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periodic, special or perpetual inventory of stock. Requisitions articles to fill incoming orders. Compiles 
reports on use of stock handling equipment, adjustments of inventory counts and stock records, 
spoilage of or damage to stock, location changes, and refusal of shipments. May mark identifying codes, 
figures, or letters on articles. May distribute stock among production workers, keeping records of 
material issued. May make adjustments or repairs to articles carried in stock. May cut stock to site to fill 
order.  
 
23370 General Maintenance Worker 
Performs general maintenance and repair of equipment and buildings requiring practical skill and 
knowledge (but not proficiency) in such trades as painting, carpentry, plumbing, masonry, and electrical 
work. Work involves a variety of the following duties: Replacing electrical receptacles, wires, switches, 
fixtures, and motors; using plaster or compound to patch minor holes and cracks in walls and ceilings; 
repairing or replacing sinks, water coolers, and toilets; painting structures and equipment; repairing or 
replacing concrete floors, steps, and sidewalks; replacing damaged paneling and floor tiles; hanging 
doors and installing door locks; replacing broken window panes; and performing general maintenance 
on equipment and machinery. Excluded are:  

1. Craft workers included in a formal apprenticeship or progression program based on training and 
experience; 

2. Skilled craft workers required to demonstrate proficiency in one or more trades; 
3. Workers performing simple maintenance duties not requiring practical skill and knowledge of a 

trade (e.g., changing light bulbs and replacing faucet washers). 
 
 
23470 Laborer 
Performs tasks which require mainly physical abilities and effort involving little or no specialized skill or 
prior work experience. The following tasks are typical of this occupation: Loads and unloads trucks, and 
other conveyances; moves supplies and materials to proper location by wheelbarrows or hand trucks; 
stacks materials for storage or binning; collects refuse and salvageable materials. Digs, fills, and tamps 
earth excavations; levels ground using pick, shovel, tamper and rake; shovels concrete and snow; cleans 
culverts and ditches; cuts tree and brush; operates power lawnmowers. Moves and arranges heavy 
pieces of office and household furniture, equipment, and appliances; moves heavy pieces of 
automotive, medical engineering, and other types of machinery and equipment. Spreads sand and salt 
on icy roads and always; picks up leaves and trash.  
 
24570 Child Care Attendant  
This incumbent organizes and leads activities of children in nursery schools, day care centers, and similar 
organizations, receives children from parents, noting any special instructions parents may provide, helps 
children remove outer garments, prepares play  materials and ensures that play areas, equipment and 
toys are safe and sanitary, supervises play periods, organizes and participates in games, reads to 
children, distributes toys and play materials, and teaches children simple painting, drawing, handwork, 
songs and similar activities. This worker attends to physical needs of children, assists them to develop 
self-help skills, and helps children to develop habits of caring for own clothing and picking up and 
putting away toys and books, and maintains discipline. Work includes the following: consoling upset or 
distressed children, directing rest periods, preparing and serving meals or snacks. The Childcare 
Attendant eats with children and observes food intake and needs of children, teaches table manners, 
and clears tables, ensures that children remain clean, and that each child leaves with parent or 
authorized individual. This worker may wash, dry, fold, and store bed linens, blankets and diapers. 

 
24580 Child Care Clerk 
This incumbent performs clerical and administrative support duties in childcare center that provides 
dependent care and preschool programs, enrolls children in day care and preschool programs, assists 
parents in completing enrollment forms, receives and confirms reservations by telephone, and assigns 
children to rooms. This clerk ensures space is available for regular and hourly patrons, greets patrons 
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and helps children make transition to center environment, and remains alert to detect early signs of 
distress, abnormal behavior, or suspected illnesses or diseases in children. This clerk keeps enrollment 
records, ensures that enrollment forms including immunization records are updated, as necessary, 
compiles hourly and daily registration reports, compiles records of children who will be present for 
meals and snacks, advises cook of meal requests, updates reservation records, labels children's 
belongings, and ensures that parents fill out daily information or medication forms, if needed. This clerk 
collects fees for all aspects of center operation, calculates and posts all changes to patron's accounts, 
and balances total with control records, prepares and safeguards cash receipts in accordance with 
applicable directives, prepares daily cashier's report per office guidelines, prepares daily activity report 
and, as required, a consolidated activity report, keeps daily attendance report. Orders and distributes 
supplies, and arranges meetings. The Childcare Center Clerk makes appointments for director or other 
staff members, greets and screens callers who contact the center either in person or by telephone and 
answers questions concerning such matters as fees and tuition; computes staff/child ratios and advises 
director when additional staff is needed, maintains lounge and work area in a clean and orderly manner, 
and contacts parents when a child becomes ill or injured. This clerk informs parents of incidents and 
prepares incident reports for parents' signatures, may open center in the morning and close it at night, 
and may serve as Child Care Attendant.  
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SIN 736-4  Information & Arts, & Miscellaneous Occupations______________ 
 
99030 Cashier  
The Cashier receives cash from customers or employees in payment for goods or services and records 
amounts received, computes or re-computes bills, itemized lists, and tickets showing amount due using 
adding machine or cash register, makes change, cashes checks and issues receipts or tickets to 
customers; records amounts received, prepares reports of transactions, reads and records totals shown 
on cash register tape and verifies against cash on hand. The Cashier may make credit card transactions 
and may be required to know value and features of items for which money is received. This worker may 
give cash refunds or issue credit memorandums to customers for returned merchandise, operate ticket-
dispensing machine, sell candy, cigarettes, gum and gift certificates, and issue trading stamps. This 
person is usually employed in restaurants, cafeterias, theaters, retail stores, and other establishments. 

 
99050 Desk Clerk  
Performs any combination of the following duties for guests of hotel, motel, or other lodging facility: 
Registers and assigns rooms to guests. Issues and receives room keys. Date-stamps, sorts, and racks 
incoming mail and messages. Receives and transmits messages, using equipment such as telephone 
switchboard, console, telegraph, and Teletype. Answers inquiries pertaining to establishment services, 
shopping, dining, entertainment, and travel directions. Keeps records of room availability and guests' 
accounts. Computes bill, collects payment, and makes change for guests. Makes and confirms room 
reservations. May post charges such as room, food, liquor, or telephone to cash books by hand or 
machine. May make restaurant, transportation, or entertainment reservations, and arrange for tours. 
May deposit guests' valuables in safe or safe-deposit box. May sell tobacco, candy, and newspapers.  
 
99730 Refuse Collector  
The Refuse Collector picks up garbage, trash, or refuses from homes, businesses and other locations and 

deposits it in a truck. 

 
 


