
 

 
 
 

GENERAL SERVICE ADMINISTRATION 
FEDERAL SUPPLY SERVICE 

AUTHORIZED FEDERAL SUPPLY SCHEDULE CATALOG/PRICE LIST 
 
On-Line access to contract ordering information, terms and condition, up-to-date pricing, and 
the option to create an electronic delivery order is available through GSA Advantage!, a menu- 
driven database system. The INTERNET address for GSA Advantage! is 
http://www.gsaadvantage.gov 

 

SCHEDULE TITLE: 736  Temporary Administrative and Professional Staffing Services 

(TAPS) 
FSC Group: 736 

 
Contract No. GS-07F-6053R 

 
CONTRACT PERIOD: September 1, 2005-August 31, 2020 

 
For more information on ordering from the Federal Supply Schedule for Temporary, 

Administrative and Professional Staffing Services click on the Ordering Procedures button at 

http://gsa.gov/tempservices 
 

CONTRACTOR: 
 
EGS, Empowered Global Solutions 
333 W. Hampden Avenue Suite 530 
Englewood, Co 80110 
Phone number: 303-477-6800 
Fax number: 303-477-3868 
Toll Free Number: 1-866-730-6800 
E-Mail: susan@egs-partners.com 
Web Site: http://www.egs-partners.com/ 

 

CONTRACTOR’S ADMINISTRATION SOURCE: Susan Fenske, President 

Email: susan@egs-partners.com 
 

CONTRACTOR’S SOURCE FOR ORDERING/RFP/RFQ: Susan Fenske, President 

Email: susan@egs-partners.com 
 

BUSINESS SIZE: Small Business, Woman Owned 
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CUSTOMER INFORMATION: 
 

1a. TABLE OF AWARDED SPECIAL ITEM NUMBERS (SINs) 

SIN DESCRIPTION 

736-1 Administrative Support and Clerical Occupations 
736-2 Automatic Data Processing Services 
736-3 General Services and Support Occupations 
736-4 Information and the Arts 
736-5 Technical and Professional 

 

 
 
1b. LOWEST PRICED MODEL NUMBER AND PRICE FOR EACH SIN: Not Applicable 

 
1c. HOURLY RATES AND DESCRIPTION OF ALL CORRESPONDING COMMERCIAL 

JOBS TITLE, EXPERIENCE, FUNCTIONAL RESPONSIBILITY, AND EDUCATION: All 

hourly rates shown are firm 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. MAXIMUM ORDER*: $100,000 per SIN 
 

 
*If the best value selection places your order over the Maximum Order identified in this 

catalog/pricelist, you have an opportunity to obtain a better schedule contract price. 

Before placing your order, contact the aforementioned contractor for a better price. The 

contractor may (1) offer a new price for the requirement (2) offer the lowest price 

available under this contract or (3) decline the order. A delivery order that exceed the 

maximum order may be placed under the schedule contract in accordance with 

FAR8.404. 

 
3. MINIMUM ORDER: $100.00 

 

 
4. GEOGRAPHIC COVERAGE: 

 
The preponderance of work location has been identified as: San Francisco CA 

Wage Determination No. 2015-5637 Revision 1 Dated 12/22/2015 

EGS has added the most updated SCA Wage Matrix for all W & D’s. All labor categories 
currently listed for the above Wage and Determination (15-5637) on our GSA TAPS schedule, 
are now also available in the locations added through the attached *Index of Register of Wage 
Determinations under the Service Contract Act* (Please see attached register of locations). 
All locations in the attachment are deemed included in our contract. 



 

 
 
 
Notes: 

 

a. Service in an area with Lower SCA Rates, resulting in lower wages being paid, will 

have the prices for that task order discounted accordingly from the approved pricing 
spreadsheet. 

 
b. Service in and area with Higher SCA Rates, resulting in higher wages being paid, will 

have to have a new pricing spreadsheet based upon the SCA rates for the area with 
the higher wages approved by the modification by the Contracting Officer for the 
contract. 

 
5. POINT(S) OF PRODUCTION: Not Applicable 

 

6. DISCOUNT FROM LIST PRICES: Not Applicable. 
 

7. QUANTITY DISCOUNTS: Available. 
 

8. PROMPT PAYMENT TERMS: Net/30 
 

9a. Government Purchase Cards are accepted at or below the micro-purchase threshold. 

 
9b. Government Purchase Cards are not accepted above the micro-purchase threshold. 

 
10. FOREIGN ITEMS: None 

 

11a. TIME OF DELIVERY: Not Applicable 
 

11b. EXPEDITED DELIVERY: Not Applicable 
 

11c. OVERNIGHT AND 2-DAY DELVIERY: Not Applicable 
 

11d. URGENT REQUIREMENTS: 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: Not Applicable 

 

13. ORDERING ADDRESS: 
 

EGS, Empowered Global Solutions 
333 W. Hampden Avenue Suite 530 
Englewood, Co 80110 

 
14. PAYMENT ADDRESS: 

EGS, Empowered Global Solutions 
333 W. Hampden Avenue Suite 530 
Englewood, Co 80110 

 
15. WARRANTY PROVISION: Standard Commercial Warranty. Customer should contact 

the contractor for a copy of the warranty. 
 
16. EXPORT PACKING CHARGES: Not Applicable 



 

 
 
 

17. TERMS AND CONDITIONS OF GOVERNMENT PURCHASE CARD ACCEPTANCE: 

Not Applicable 

 
18. TERMS AND CONDITIONS OF RENTAL, MAINTENANCE, AND REPAIR (IF 

APPLICABLE): Not Applicable 
 
19. TERMS AND CONDITIONS OF INSTALLATION (IF APPLICABLE): Not Applicable 

 
20. TERMS AND CONDITIONS OF REPAIR PARTS INDICATING DATE OF PARTS 

PRICES LISTS AND ANY DISCOUNTS FROM LIST PRICES (IF APPLICABLE): 
Not Applicable 

 
20a. TERMS AND CONDITIONS FOR ANY OTHER SERVICES (IF APPLICABLE): 

 

Not Applicable. 
 

21. LIST OF SERVICE AND DISTRIBUTION POINTS (IF APPLICABLE): Not Applicable. 
 

22. LIST OF PARTICIPATING DEALERS (IF APPLICABLE): Not Applicable. 

 
23. PREVENTIVE MAINTENANCE (IF APPLICABLE): Not Applicable. 

 
24a. SPECIAL ATTRIBUTES SUCH AS ENVIRONMENTAL ATTRIBUTES (e.g. recycled 

content, energy efficiency, and/or reduced pollutants): Not Applicable. 
 
24b. Section 508 Compliance for EIT: Not Applicable. 

 

25: DUNS NUMBER: 126675656 
 

26. NOTIFICATION REGARDING REGISTRATION IN CENTRAL CONTRACTOR 

REGISTRATION (CCR) DATABASE: Contractor has an Active Registration in the CCR 
database. 



 

 
 
 

EMPOWERED GLOBAL SOLUTIONS, EGS 

GSA PRICE LIST 

 

 
 

SKILL CATEGORY 

 

 
 

GSA BILL RATE 

SIN 736-1 ADMINISTRATIVE SUPPORT AND CLERICAL OCCUPATIONS 

Accounting Clerk I $31.71 

Accounting Clerk II $35.06 

Accounting Clerk III 38.71 

Administrative Assistant $52.29 

Court Reporter $48.96 

Data Entry Operator I $27.66 

Data Entry Operator II $29.80 

Dispatcher Motor Vehicle $46.65 

Document Preparation Clerk $26.85 

Duplicating Machine Operator $26.85 

General Clerk I $27.37 

General Clerk II $29.47 

General Clerk III $32.80 

Housing Referral Assistant $46.22 

Messenger/courier $24.95 

Order Clerk I $30.63 

Order Clerk II $33.04 



 

 

 
 
 

 

 
 

SKILL CATEGORY 

 
 

GSA BILL RATE 

Personnel Assistant (Employment) I $33.42 

Personnel Assistant (Employment) II $36.88 

Personnel Assistant (Employment) III $40.62 

Production Control Clerk $45.08 

Rental Clerk $32.55 

Receptionist (Switchboard Operator) $29.32 

Scheduler, Maintenance $37.91 

Secretary I $37.91 

Secretary II $41.90 

Secretary III $46.22 

Service Order Dispatcher $45.98 

Supply Technician $52.29 

Survey Worker $37.45 

Travel Clerk I $26.71 

Travel Clerk II $29.51 

Travel Clerk III $32.70 

Word Processor I $34.50 

Word Processor II $38.21 

Word Processor III $42.23 



 

 

 
 
 

 

 
 

SKILL CATEGORY 

 
 

GSA BILL RATE 

SIN 736-2 AUTOMATIC DATA PROCESSING OCCUPATIONS 

Computer Operator I $33.09 

Computer Operator II $36.55 

Computer Operator III $40.20 

Computer Operator IV $44.18 

Computer Operator V $48.48 

Computer Programmer I (1) $44.46 

Computer Programmer II (1) $52.13 

SIN 736-3 GENERAL SERVICES AND SUPPORT OCCUPATIONS 

Gardener $38.87 

Housekeeping Aide $25.95 

Janitor $25.95 

Laborer, Grounds Maintenance $30.89 

Maid or Houseman $24.77 

Forklift Operator $32.74 

Material Coordinator $45.08 

Material Expediter $45.08 

Material Handling Laborer $28.57 

Order Filler $26.98 

Shipping Packer $30.17 

Shipping/Receiving Clerk $30.17 



 

 

 
 
 

 

 
 

SKILL CATEGORY 

 
 

GSA BILL RATE 

Stock Clerk (Shelf Stocker; Store Worker II) $34.00 

Warehouse Specialist $32.74 

Carpenter, Maintenance $46.01 

General Maintenance Worker $39.67 

Heavy Equipment Mechanic $51.36 

Laborer $27.56 

Maintenance Trades Helper $29.00 

Painter, Maintenance $44.69 

Pipe fitter Maintenance $54.92 

Plumber, Maintenance $54.37 

Recreation Specialist $37.91 

SIN 736-4 INFORMATION AND ARTS OCCUPATIONS, INCLUIDING MISC. 

Illustrator I $42.80 

Illustrator II $51.97 

Illustrator III $62.64 

Librarian $60.25 

Librarian Technician $42.16 

Media Specialist I $40.15 

Media Specialist II $44.41 

Media Specialist III $49.02 

Video Teleconference Technician $41.56 

Family Readiness And Support Serv. Coordinator $31.95 



 

 

 
 
 

 

 
 

SKILL CATEGORY 

 
 

GSA BILL RATE 

SIN 736-5 TECHNICAL AND PROFESSIONAL OCCUPATIONS 

Archeological Technician I $40.44 

Archeological Technician II $44.72 

Archeological Technician III $54.37 

Cartographic Technician $54.37 

Civil Engineering Technician $54.95 

Drafter I $40.44 

Drafter II $44.72 

Drafter III $49.36 

Drafter IV $59.77 

Engineering Technician I $31.78 

Engineering Technician II $35.15 

Engineering Technician III $38.80 

Engineering Technician IV $47.04 

Engineering Technician V $56.61 

Engineering Technician VI $67.56 

Environmental Technician $44.30 

Laboratory Technician $41.45 

Paralegal/Legal Assistant I $38.50 



 

 

 
 
 

 

 
 

SKILL CATEGORY 

 
 

GSA BILL RATE 

Paralegal/Legal Assistant II $46.65 

Paralegal/Legal Assistant III $56.13 

Paralegal/Legal Assistant IV $66.98 

Technical Writer I $42.15 

Technical Writer II $50.42 

Technical Writer III $60.00 

Engineer $87.36 

Senior Engineer $114.24 

Principal Engineer $181.44 

 
 

SKILL CATEGORY JOB DESCRIPTIONS 
 

SIN 736-1 ADMINISTRATIVE SUPPORT AND CLERICAL OCCUPATIONS 
 
 

ACCOUNTING CLERK (Occupational Base) 

 
The Accounting Clerk performs one or more accounting tasks such as; posting to 
registers and ledgers; balancing and reconciling accounts; verifying the internal 
consistency, completeness, and mathematical accuracy of accounting documents.  In 
addition, tasks include; assigning prescribed accounting distribution codes; examining 
and verifying the clerical accuracy of various types of reports, lists, calculations, 
and postings. 

 
This position is responsible for preparing journal vouchers; making entries of 
adjustments to accounts; and working with spreadsheets.  Level I require a basic 
knowledge of routine clerical methods, office practices and procedures as they relate to 
the clerical processing and recording of transactions. Levels II and III require a 
knowledge and understanding of the established and standardized bookkeeping and 
accounting procedures and techniques used in an accounting system, or a segment of 
an accounting system where there are few variations in the types of transactions 
handled. In addition, most jobs at each level will require a basic knowledge and 
understanding of the terminology, codes, and processes used in an automated 
accounting system. 



 

 
 

 
ACCOUNTING CLERK I 

 
This position is responsible for performing one or more routine accounting clerical 
operations such as: examining, verifying, and correcting various accounting 
documents to ensure completeness and accuracy of data in accordance to 
accounting procedures. Specific tasks/duties are assigned under adequate 
supervision.  Entry-level reconciliation and posting will be assigned under detailed 
guidance.  In most instances, an employee in this position will rely on the 
supervisorsí instructions.  Completed work will be reviewed for accuracy and 
compliance with procedures. 

 
ACCOUNTING CLERK II 

 
This position uses knowledge of double entry bookkeeping in performing one or more of the 
following:  posting actions to journals, identifying subsidiary accounts affected, making debit 
and credit entries, and assigning proper codes.  The Accounting Clerk II may review 
computer printouts against manually maintained journals, detect and correct erroneous 
postings, and prepare documents to adjust accounting classifications and other data, or 
review lists of transactions rejected by an automated system.  In this instance, the 
Accounting Clerk II will determine reasons for rejections, and prepare necessary correcting 
material.  On routine assignments, an employee will select and apply established 
procedures and techniques.  Detailed instructions are provided for difficult or unusual 
assignments.  Completed work and methods used, are reviewed for technical accuracy. 

 
ACCOUNTING CLERK III 

 
The Accounting Clerk III maintains journals or subsidiary ledgers of an accounting system 
and balances and reconciles accounts.  Typical duties include one or both of the following: 
1.) reviewing invoices and statements verifying information, ensuring sufficient funds have 
been obligated, and if questionable, resolving with the submitting unit determining accounts 
involved.  The review will include coding transactions, and processing material through data 
processing for application in the accounting system; 2.) analysis and reconciliation of 
computer printouts with operating unit reports (contacting units, researching causes of 
discrepancies, and taking action to ensure that accounts balance).  Supervisor provides 
suggestions for handling unusual or non-recurring transactions.  Conformance with 
requirements and technical soundness of completed work are reviewed by the supervisor, 
or are controlled by mechanisms built into the accounting processes. 

 
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. 

 
COURT REPORTER 

 
This position records examination, testimony, judicial opinions, judge's charge to jury, 
judgment or sentence of court, or other proceedings in a court of law by manual or machine 



 

 
 

shorthand.  The Court Reporter reads portions of transcript during trial at the judge's 

request, and asks speakers to clarify inaudible statements.  The Court Reporter transcribes 

recorded material using a typewriter, or dictates material into a recording machine. 
 
HOUSING REFERRAL ASSISTANT 

 
This position provides housing information to an organization's employees moving to a new 
location.  The Housing Referral Assistant will contact individuals or organizations such as 
landlords, real estate agents, mobile home dealers, trailer court managers and Chambers of 
Commerce by phone. May correspond to obtain listings of rental or sale properties, future 
housing prospects, and to develop a working relationship with the housing referral service. 
Job tasks include: compiling housing lists of rental property and properties for purchase. 
Periodically the Housing Referral Assistant communicates with contacts to update listings, 
ensures that property owners comply with the nondiscrimination policy, and counsels 
applicants with regard to special circumstances, e.g. medical or financial hardships, and 
availability of housing that will meet applicants' needs. 

 
Job tasks include: providing information regarding community services, searches files, 
makes telephone calls and referrals, providing information regarding locations, owners, 
agents, price ranges, loans and other related information. The Housing Referral Assistant 
maintains daily records of office activities (including number of applicants, number of 
applicants placed, and agents solicited or listed), schedules appointments for housing 
inspectors, prepares reports as required, and replies to complaints, investigations and 
letters of inquiry. 

 
DATA ENTRY OPERATOR (Occupational Base) 

 
This position operates keyboard-controlled data entry devices such as a computer, key- 
operated magnetic tape, or disc encoder to transcribe data into a format suitable for 
computer processing.  Job task requires skill in operating an alphanumeric keyboard, and 
an understanding of transcribing procedures and relevant data entry equipment. Positions 
are classified into levels based on the following definitions: 

 
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. 

 
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, 
and evaluate the substance of specific records to take substantive actions, or to 
make entices requiring a similar level of knowledge. 

 

 
 
DISPATCHER, MOTOR VEHICLE (Motor Vehicle Utilization Assistant) 

 

This position is responsible for the assignment of motor vehicles and drivers for conveyance of 
freight or passengers, and compiles lists of available vehicles. The assignment of vehicles is 
determined by factors such as length and purpose of trip, freight or passenger requirements, and 
preference of user. Additional responsibilities include the issuance of keys, record sheets, and 
driver credentials. The Dispatcher records time of departure, destination, cargo, expected time of 
return and investigates overdue vehicles. The Dispatcher may confer with customers to expedite 
or locate missing, misrouted, delayed or damaged merchandise, maintain record of mileage, fuel 
used, repairs made, and other expenses. The Dispatcher may establish service or delivery routes, 
supervise loading and unloading, issue equipment to drivers, (such as hand trucks, dollies, and 4 
blankets), direct activities of drivers, assign helpers to drivers, work at vehicle distribution centers, 
and assign vehicles to customer agencies. 

 

DOCUMENT PREPARATION CLERK (Document Preparer) 

 
This position prepares documents such as brochures, books, periodicals, catalogs, and 
pamphlets for copying or photocopying.  The Document Preparation Clerk cuts documents 
into individual standardized pages, using a paper cutter or razor knife. Document pages are 
reproduced as necessary to improve clarity or to adjust the standardized page size 
according to the limitations of the designated copy machine.  The Document Preparation 
Clerk stamps standard symbols on pages or inserts instruction cards to notify Duplicating 
Machine Operator of special handling, prepares cover sheets and document folders for 
material, and index cards for files, and files folder according to index code and copies 
priority schedule. 

 
DUPLICATING MACHINE OPERATOR (Photocopy Machine Operator; 
Reproduction Worker) 

 
This position operates one or more photocopying, photographic, mimeograph and 
duplicating office machines to make copies of documents such as letters, reports,  
directives, manuals, articles and bulletins.  Additional responsibilities include:  operating 
small binding machines, performing clerical duties associated with the request for printing 
and photographic services, preparing assembly sheets, printing requisitions with 
specifications for printing and binding, recording, delivering and collecting work.  The 
Duplicating Machine Operator performs minor repairs preventive maintenance, and 
maintains an inventory of supplies and reproduction equipment paying particular attention to 
important variables indicated by trade name of machine. 

 
GENERAL CLERK (Occupational Base) 

 
The General Clerk follows clearly detailed procedures in performing simple repetitive tasks 
in the same sequence. Responsibilities would include filing pre-coded documents in a 
chronological file, or operating office equipment, (e.g., mimeograph, photocopy, 
addressograph or mailing machine). 



 

 
 

 
GENERAL CLERK I 

 
This position follows clearly detailed specific procedures in completing several repetitive 
clerical steps performed in a prescribed or slightly varied sequence, such as coding and 
filing documents in an extensive alphabetical file; could involve simple posting to individual 
accounts, opening mail, calculating and posting charges to departmental accounts, 
operating basic office equipment, e.g., photocopier, facsimile, multi-line phone/voicemail 
systems, mailing machines, and minimal computer programs.  Little or no subject-matter 
knowledge is required, but the clerk uses his or her own judgment in choosing the proper 
procedure for each task. 

 
GENERAL CLERK II 

 
This position requires familiarity with the terminology of the office unit. The General Clerk 
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. 

 
GENERAL CLERK III 

 
This position uses some subject-matter knowledge and judgment to complete assignments 
consisting of numerous steps varying in nature and sequence. The General Clerk III selects 
from alternative methods and refers problems not solvable by adapting or interpreting 
substantive guides, manuals, or procedures.  Typical duties include: assisting in a variety of 
administrative matters; maintaining a wide variety of financial or other records (stored both 
manually and electronically); verifying statistical reports for accuracy and completeness; 
compiling information; and handling and adjusting complaints. 

 
Positions above level IV are excluded.  Such positions (which may include supervisory 
responsibility over lower level clerks) require workers to use a thorough knowledge of an 
office's work and routine to: 1) choose among widely varying methods and procedures to 
process complex transactions; and 2) select or devise steps necessary to complete 
assignments.  Typical jobs covered by this exclusion include administrative assistants, 
clerical supervisors, and office managers. 

 
MESSENGER COURIER 

 
The Messenger Courier delivers messages, documents, packages and mail to various 
business concerns or governmental agencies.  An employee in this role may perform the 
following:  miscellaneous errands, such as carrying mail within the base and sorting or 
opening incoming and outgoing mail, obtain receipts for articles delivered and keep a log of 
items received and delivered, or deliver items to offices and departments within an 
establishment.  The Messenger Courier may use a bicycle, golf cart, or motorcycle to 
perform these duties. 

 
(Note: Employees who regularly perform driving duties should be classified as a 
Driver Courier, which is listed under Transportation.) 



 

 
 

 
ORDER CLERK (Occupational Base) 

 
The Order Clerk receives written or verbal purchase orders. Work typically involves some 
combination of the following duties:  quoting prices, determining availability of ordered items 
and suggesting substitutes when necessary, advising expected delivery date and method of 
delivery, recording order and customer information on order sheets. The Order Clerk is 
responsible for checking order sheets for accuracy and adequacy of information; 

 
ascertaining credit rating of customer; furnishing customer with confirmation of receipt of 
order; order follow up, or informing customer of a delay in delivery.  The Order Clerk 
maintains order files and verifies shipping invoices against original orders. 

 
This position excludes workers paid on a commission basis or whose duties include any of 
the following:  Receiving orders for services rather than for material  or merchandise; 
providing customers with consultative advice using knowledge gained from engineering or 
extensive technical training; emphasizing selling skills; handling material or merchandise as 
an integral part of the job. 

 
ORDER CLERK I 

 
This position handles orders involving items that have readily identified uses and 
applications.  The Order Clerk I may refer to a catalog, manufacturer's manual or similar 
document to insure that the proper item is supplied or to verify the price of order. 

 
ORDER CLERK II 

 
This position 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. 

 
PERSONNEL ASSISTANT (Occupational Base) 

 
This position performs a variety of general personnel clerical tasks in such areas as 
employee records, benefits, education, training, employment/staffing, compensation, 
employee labor relations, and equal employment opportunity/affirmative action.  The 
Personnel Assistant may conduct surveys and update manual and automated personnel 
records. At the higher levels, assistants perform limited aspects of personnel professionalsí 
work such as interviewing candidates, recommending placements, performing 
compensation or benefit support activities involving contacts throughout the company, and 
preparing communications to various third party benefit vendors.  Excluded are workers 
who primarily compute and process payrolls. 

 
PERSONNEL ASSISTANT I 

 
This position performs a variety of tasks including, but not limited to, clerical and secretarial 
duties.  The work is under general supervision of higher-level personnel in preparation of 
various human resource tasks throughout compensation, benefits, staffing/employment, 
EEO procedures and policy administration.  The Personnel Assistant I is expected to 
exercise discretion at all times; limited judgment may be necessary at times. This assistant 



 

 
 

may be required to operate general office equipment such as: typewriter, personal 
computer, copier, adding machine, and facsimile. 

 
PERSONNEL ASSISTANT II 

 
This position serves as a clerical expert in independently processing the most complicated 
types of personnel actions, e.g., temporary employment, rehires, and dismissals. In this 
position, one may perform tasks beyond routine clerical such as: pre-employment drug 
screening and new hire orientation, responding to routine questions on policy and 
procedures, and/or provide reports on employee turnover or time and attendance.  This 
assistant may be asked to evaluate and consolidate information from various sources under 
short deadlines, such as internal or external survey information, reporting on company 
employment statistics (retention, equal opportunity reporting, etc). The Personnel Assistant 
II may provide guidance to lower level Personnel Assistants. This level requires extensive 
knowledge of various office software packages. Guidance is provided as needed. 
Completed written work receives close technical review from higher-level personnel office 
employees. Work may be checked occasionally. 

 

 
 

PERSONNEL ASSISTANT III 
 
This position performs work in support of human resource professionals that requires a good 
working knowledge of personnel procedures, guides, and precedents.  Job tasks may 
include interviewing applicants, obtaining references, and recommending placement in a 
well-defined occupation. At this level, assistants typically have a range of personal contacts 
within and outside the organization, in addition to handling employee-sensitive material. 
Therefore, the Assistant must be tactful, discrete, and articulate. This Assistant may be 
involved in identifying potential issues and grievance procedures, in addition to 
documenting necessary information to avoid company threat. The Personnel Assistant III 
may make recommendations to human resource professionals on job classification, wage 
rates, and employee salaries.  The use of computers may be relied on heavily for 
organizational and reporting purposes.  Advanced experience with office software packages 
may be needed.  This Assistant may perform some clerical work in addition to the above 
duties.  Supervisor will review completed work against stated objectives. 

 

 

PRODUCTION CONTROL CLERK 
 
This position compiles and records production data for industrial establishments to compare 
records and reports on volume of production, consumption of material, quality control, and 
other aspects of production.  May perform any combination of the following duties: compile 
and record production data from customer orders, work tickets, product specifications, and 
individual worker production sheets following prescribed recording procedures and using 
different word processing techniques.  This Clerk calculates such factors as types and 
quantities of items produced, materials used, amount of scrap, frequency of defects, and 
worker and department production rates, using a computer, calculator, and/or 
spreadsheets.  Additional tasks include: writing production reports based on data compiled, 
tabulated and computed, following prescribed formats, maintaining files of documents used 
and prepared, compiling detailed production sheets or work tickets for use by production 
workers as guides in assembly or manufacture of products. This Clerk prepares written 



 

 
 
 

work schedules based on established guidelines and priorities, compiles material inventory 
records and prepares requisitions for procurement of materials and supplies charts 
production using chart, graph, or pegboard based on statistics compiled for reference by 
production and management personnel.  This Clerk also sorts and distributes work tickets 
or material and may compute wages from employee time cards and post wage data on 
records used for preparation of payroll. 

 
RENTAL CLERK 

 
This position performs clerical duties concerned with rental and management of public 
housing projects answers telephone and responds to requests for maintenance, complaints, 
rental information or, as appropriate, forwards calls to senior officials. The Rental Clerk 
receives rental payments and other income, assesses late charges, applies cancellation 
stamp required by government housing agency, writes receipts, and prepares rental 
transmittal forms and collection logs for government accounting system. This Clerk 
receives security deposits and prepares tenant receipts, prepares bank deposits, maintains 
tenant files, and follows up on income re-certifications. 

 
SCHEDULER, MAINTENANCE 

 
This position schedules vehicle repairs and lubrication for vehicle-maintenance, schedules 
vehicles for lubrication or repairs based on date of last lubrication and mileage traveled or 
urgency of repairs.  The Maintenance Scheduler contacts garage to verify availability of 
facilities, notifies parking garage workers to deliver specified vehicles, and maintains a file 
of requests for services. 

 
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. 

 
SECRETARY* (Occupational Base) 

 
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 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 
new assignments and checks completed work for accuracy.  The LR-1 performs 
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 supervisors 
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; 

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  

 

NOTE: Employees whose duties meet this level of responsibility and supervision 
may be properly classified under the Administrative Assistant category or the class 
may need to be conformed. 

 
Excluded are: 



 

 

 
 
 
 

a. Typists using automatic or manual typewriters with limited or no text-editing 
capabilities; workers in these positions are not typically required to use word 
processing software packages; 

 
b. Key Entry Operators, Accounting Clerks, Sales Clerks, and other clerks who may use 

automated word processing equipment for purposes other than typing composition; 

 
c. Positions requiring subject-matter knowledge to prepare and edit text using 

automated word processing equipment. 
 
SERVICE ORDER DISPATCHER 

 
This position receives, records, and distributes work orders to service crews upon 
customers' requests for service on articles or utilities purchased from wholesale or retail 
establishment or utility company, records information, such as name, address, article to be 
repaired, or service to be rendered, prepares work order and distributes to service crew, 
schedules service calls and dispatches service crew.  The Service Order Dispatcher calls or 
writes the customer to insure satisfactory performance of service keeps record of service 
calls and work orders, may dispatch orders and relay messages and special instructions to 
mobile crews and other departments using radio or cellular telephone equipment. 

 
SUPPLY TECHNICIAN 

 
This position performs limited aspects of technical supply management work (e.g., inventory 
management, storage management, cataloging, and property utilization) related to depot, 
local, or other supply activities. Work usually is segregated by commodity area or function, 
and controlled in terms of difficulty, complexity, or responsibility.  Assignments usually relate 
to stable or standardized segments of technical supply management operations; or to 
functions or subjects that are narrow in scope or limited in difficulty.  The work generally 
involves individual case problems or supply actions.  This work may require consideration of 
program requirements together with specific variations in or from standardized guidelines. 
Assignments require: 

 
(a) good working knowledge of the governing supply systems, programs, policies, 
nomenclature, work methods, manuals, or other established guidelines; (b) an 
understanding of the needs of the organization serviced; and (c) analytical ability to define 
or recognize the dimension of the problems involved, to collect the necessary data to 
establish the facts, and take or recommend action based upon application or interpretation 
of established guidelines. 

 
SURVEY WORKER (Interviewer) 

 
Interviews people to obtain information on topics such as public issues or consumer buying 
habits. Contacts people at home or place of business or by telephone following specified 
sampling procedures, or approaches them at random on street. Asks questions relative to 
items on form or questionnaire, records answers, and assists persons in filling out forms. 
May review, sort, classify and file forms according to specified procedures and criteria. May 
participate in Federal, state or local census surveys. 



 

 
 
 

TRAVEL CLERK (Occupational Base) 

 
This position plans itinerary and schedules travel accommodations for military and civilian 
personnel with dependents according to travel orders using knowledge of routes, types of 
carriers, and travel regulations.  This Clerk verifies travel orders to insure costs, availability, 
and convenience of different types of carriers to select most advantageous route and 
carrier; notifies personnel of travel dates, baggage, limits and medical and visa 
requirements, and determines that all clearances have been obtained.  The Travel Clerk 
assists personnel in completing travel forms and other business transactions pertaining to 
travel, may deliver personnel files and travel orders to persons prior to departure, meet and 
inform arriving personnel of available facilities and housing and furnish other information, 
and may arrange for motor transportation for arriving or departing personnel. 

 

 
 

TRAVEL CLERK I 
 
Under close supervision or following specific procedures and detailed instructions, The 
Travel Clerk I arranges travel on one or two modes of transportation.  Travel is usually 
recurrent by the same modes, carriers, routes and same major points of origin and 
destination, seldom involving special transportation privileges or requiring special 
allowances or planning for supplemental transportation facilities. When such services are 
required, they do not occur in such variety or with such frequency as to create problems of 
timing or coordination. 

 
TRAVEL CLERK II 

 
Travel usually involves the use of two or more modes of transportation.  Information on 
carriers, modes and facilities is readily available since most carriers servicing the area 
maintain local facilities or publish information regularly.  Single carriers or connecting 
carriers have schedules that are easily coordinated using readily obtainable timetables  or 
guides. 

 
Travel is frequently recurrent.  A substantial number of problems arise because of rerouting, 
and there are often side trips requiring changes of transportation.  Travel is usually to areas 
accessible by direct line, or established connecting points and normal modes of 
transportation.  Travel is not always planned well in advance so there may be major 
problems of scheduling or accommodations. 

 
Travel involves special transportation privileges or special allowances and requires 
authorization or planning for supplemental or special transportation facilities, and when such 
services are required, they usually do not occur in such variety or with such frequency as to 
create major problems of timing or coordination. 

 
Within general guidelines, employees select and apply appropriate travel guides, methods, 
techniques, and work sequences to effectively accomplish the work. The majority of 
assignments are performed without technical assistance, but unusually difficult travel 



 

 
 
 

situations or problem cases encountered during the course of the work are referred to the 
supervisor before decision or commitment.  Review of work is for compliance with 
regulatory guides and program policies and for soundness of decisions and conclusions. 

 
TRAVEL CLERK III 

 
At this level, all major modes of transportation are used, as most individual trips involve 
combinations of more than one mode.  Travel is varied, often not recurrent and periodically 
requires planning for relatively inaccessible intermediate or destination points.  Routings are 
diverse and there is a necessity for frequent rerouting, re-planning, or rearranging, with 
many side trips requiring changes in modes of travel and creating substantial difficulty in 
routing and scheduling connections. 

 
A substantial amount of travel involves special allowances or requires authorization and 
planning for supplementary or special transportation facilities. It is frequently difficult to 
obtain the required information. 

 
The incumbent is characterized by independence of action, with very little instruction, 
guidance, and review, except for review of accomplishments of broad objectives and 
conformance to policy.  The incumbent is viewed as the authority on travel matters, 
including the furnishing of advice and information to travelers, administrative officials and 
others; and has responsibility as the principal liaison with all elements, carriers, 
and facilities. 

 
WORD PROCESSOR (Occupational Base) 

 
This position uses automated systems, such as word processing equipment, personal 
computers, or work stations linked to a larger computer or local area network, to produce a 
variety of documents, such as correspondence, memos, publications, forms, reports, tables 
and graphs.  The Word Processor uses one or more word processing software packages; 
may also perform routine clerical tasks, such as operating copiers, filing, answering 
telephones, ad sorting and distributing mail. 

 
WORD PROCESSOR I 

 
This position 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.  The Word Processor I performs familiar, routine assignments following 
standard procedures, seeks further instructions for assignments requiring deviations from 
established procedures. 



 

 
 
 

WORD PROCESSOR II 

 
This position 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: 

 
a. Editing and reformatting written or electronic drafts.  Examples include: correcting 

function codes; adjusting spacing formatting and standardizing headings, margins, 
and indentations. 

 
b. Transcribing scientific reports, lab analysis, legal proceedings, or similar material from 

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. 

 
WORD PROCESSOR III 

 
Requires both a comprehensive knowledge of word processing software applications and 
office practices and a high degree of skill in applying software functions to prepare complex 
and detailed documents.  For example, processes complex and lengthy technical reports 
which include tables, graphs, charts, or multiple columns.  Uses either different word 
processing packages or many different style macros or special command functions; 
independently completes assignments and resolves problems. 

 

 
 

SIN 736-2 AUTOMATIC DATA PROCESING OCCUPATIONS 
 
 

COMPUTER OPERATOR (Occupational Base) 

 
The Computer Operator monitors and operates the control console of either a mainframe 
digital computer or a group of minicomputers, in accordance with operating instructions, to 
process data. Work is characterized by the following: 

Studies operating instructions to determine equipment setup needed. 

Loads equipment with required items (tapes, cards, paper, etc.). 
Switches necessary auxiliary equipment into system; 

 
Diagnoses and corrects equipment malfunctions; 



 

 
 
 

Reviews error messages and makes corrections during operation or refers problems; 

Maintains operating record. 

This operator may test run new or modified programs and assists in modifying systems or 
programs. Included within the scope of this definition are fully qualified Computer 
Operators, trainees working to become fully qualified operators. 

 
COMPUTER OPERATOR I 

 
The Computer Operator I works under close personal supervision and is provided detailed 
written or oral guidance before and during assignments. As instructed, this worker resolves 
common operating problems and may serve as an assistant operator working under close 
supervision or performing a portion of a more senior operator's work. 

 
COMPUTER OPERATOR II 

 
The Computer Operator II processes scheduled routines that present few difficult operating 
problems (e.g., infrequent or easily resolved error conditions).  In response to computer 
output instructions or error conditions, this worker applies standard operating or corrective 
procedure, refers problems that do not respond to preplanned procedure, and may serve as 
an assistant operator, working under general supervision. 

 
COMPUTER OPERATOR III 

 
The Computer Operator III processes a range of scheduled routines. In addition to 
operating the system and resolving common error conditions, this worker diagnoses and 
acts on machine stoppage and error conditions not fully covered by existing procedures and 
guidelines (e.g., resetting switches and other controls or making mechanical adjustments to 
maintain or restore equipment operations).  In response to computer output instructions or 
error conditions, the Computer Operator III may deviate from standard procedures if 
standard procedures do not provide a solution and refers problems which do not respond to 
corrective procedures to a person of supervisory or higher individual contributor level. 

 
COMPUTER OPERATOR IV 

 
The Computer Operator IV adapts to a variety of nonstandard problems that require 
extensive operator intervention (e.g. frequent introduction of new programs, applications, or 
procedures).  In response to computer output instructions or error conditions, this worker 
chooses or devises a course of action from among several alternatives and alters or 
deviates from standard procedures if standard procedures do not provide a solution (e.g. 
reassigning equipment in order to work around faulty equipment or transfer channels); then 
refers problems if necessary.  Typically, completed work is submitted to users without 
supervisory review. 



 

 
 
 

COMPUTER OPERATOR V 

 
The Computer Operator V resolves a variety of difficult operating problems (e.g. making 
unusual equipment connections and rarely used equipment and channel configurations to 
direct processing through or around problems in equipment, circuits, or channels or 
reviewing test run requirements and developing unusual system configurations that will 
allow test programs to process without interfering with ongoing job requirements). In 
response to computer output instructions and error conditions or to avoid loss of information 
or to conserve computer time, operator deviates from standard procedures.  Such actions 
may materially alter the computer unit's production plans.  This operator may spend 
considerable 
time away from the control station providing technical assistance to lower level operators 
and assisting programmers, systems analysts, and subject matter specialists with resolution 
of problems. 

 

 
 

COMPUTER PROGRAMMER (Occupational Base) 
 
The Computer Programmer performs programming services for establishments or for 
outside organizations that may contract for services, converts specifications (precise 
descriptions) about business or scientific problems into a sequence of detailed instructions 
to solve problems by electronic data processing (EDP) equipment, i.e. digital computers; 
draws program flow charts to describe the processing of data, and develops the precise 
steps and processing logic which, when entered into the computer in coded language 
(COBOL, FORTRAN, or other programming language) to cause the manipulation of data to 
achieve desired results.  The Computer Programmer tests and corrects programs, prepares 
instructions for operators who control the computer during runs, modifies programs to 
increase operating efficiency or to respond to changes in work processes, and maintains 
records to document program development and revisions. 

 
At levels I, II and III, Computer Programmers may also perform programming analysis such 
as: gathering facts from users to define their business or scientific problems, and to 
investigate the feasibility of solving problems through new or modified computer programs; 
developing specifications for data inputs, flow, actions, decisions, and outputs; and 
participating on a continuing basis in the overall program planning along with other EDP 
personnel and users.  In contrast, at level IV, some programming analysis must be 
performed as part of the programming assignment.  The analysis duties are identified in a 
separate paragraph at levels I, II, III, and IV. However, the systems requirements are 
defined by systems analysts or scientists. 

 
Positions are classified into levels based on the following definitions: 



 

 
 
 

COMPUTER PROGRAMMER I 

 
The Computer Programmer I assists higher level staff by performing elementary 
programming tasks which concern limited and simple data items and steps which closely 
follow patterns of previous work done in the organization, e.g. drawing flow charts, writing 
operator instructions, or coding and testing routines to accumulate counts, tallies, or 
summaries. This worker may perform routine programming assignments (as described in 
Level II) under close supervision. 

 
In addition to assisting higher level staff, the Computer Programmer I may perform 
elementary fact-finding concerning a specified work process, e.g., a file of clerical records 
which is treated as a unit (invoices, requisitions, or purchase orders, etc.) and then report 
findings to higher level staff. May receive training in elementary fact-finding.  Detailed step- 
by-step instructions are given for each task, and any deviation must be authorized by a 
supervisor. Work is closely monitored in progress and reviewed in detail upon completion. 

 
COMPUTER PROGRAMMER II 

 
At this level, initial assignments are designed to develop competence in applying 
established programming procedures to routine problems. This Computer Programmer 
performs routine programming assignments that do not require skilled background 
experience but do require knowledge of established programming procedures and data 
processing requirements, and works according to clear-cut and complete specifications.  
The data are refined, and the format of the final product is very similar to that of the input, or 
is well defined when significantly different, i.e., there are few, if any, problems with 
interrelating varied records and outputs. 

 
The Computer Programmer II maintains and modifies routine programs, makes approved 
changes by amending program flow charts, developing detailed processing logic, and 
coding changes, tests and documents modifications and writes operator instructions, may 
write routine new programs using prescribed specifications, and may confer with EDP 
personnel to clarify procedures, processing logic, etc. 

 
In addition, the Computer Programmer II may evaluate simple interrelationships in the 
immediate programming area confers with user representatives to gain an understanding of 
the situation sufficient to formulate the needed change, and implements the change upon 
approval of the supervisor or higher level staff. The incumbent is provided with charts, 
narrative descriptions of the functions performed, an approved statement of the product 
desired (e.g., a change in a local establishment report), and the inputs, outputs, and record 
formats.  This Worker reviews objectives and assignment details with higher level staff to 
insure thorough understanding; uses judgment in selecting among authorized procedures 
and seeks assistance when guidelines are inadequate, significant deviations are proposed, 
or when unanticipated problems arise. Work is usually monitored in progress, and all work 
is reviewed upon completion for accuracy and compliance with standards. 



 

 
 
 

SIN 736-3 GENERAL SERVICES AND SUPPORT OCCUPATIONS 
 

GARDENER 

 
The Gardener plans and executes small scale landscaping operations and maintains 
grounds and landscape of household, business and other properties, works with assistant in 
preparing and grading terrain, applying fertilizers, seeding and laying sod, and transplanting 
shrubs and plants, and cultivates them, using gardening implements and power-operated 
equipment.  The Gardner plants new and repairs established lawns, using seed mixtures 
and fertilizers recommended for particular soil type and lawn location, locates and plants 
shrubs, trees, and flowers recommended for particular landscape effect or those selected  
by property owner, mows and trims lawns, using hand or power mower, trims shrubs and 
cultivates gardens, sprays trees and shrubs and applies supplemental liquid and dry 
nutrients to lawn, trees and shrubs; cleans ground, using rakes, brooms, and hose, dig 
trenches and install drain tiles, repair concrete and asphalt walks and driveways. 

 
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. 

 
JANITOR 

 
The 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: 
 

a. Workers who specialize in window washing. 
 

b. Housekeeping staff who make beds and change linens as a 
primary responsibility. 

 
c. Workers required to disassemble and assemble equipment in 



 

 
 

order to clean machinery. 

 
d. Workers who receive additional compensation to maintain 

sterile facilities or equipment. 

 
Laborer, Ground 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 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. 
Repairs and paints fences, gates, benches, tables, guardrails, and outbuildings. Assists in 
repair of roads, walks, buildings, and mechanical equipment. May clean comfort stations, 
office and workshop areas, and parking lots by sweeping, washing, mopping and polishing. 

 

 
MAID OR HOUSEMAN 

 
The Maid or Houseman cleans rooms and other premises of hotel, motel, tourist home, or 
other lodging facility, performing any combination of the following tasks: dusting and 
cleaning Venetian blinds, furniture, and other surfaces, sorts, counts, folds, marks, or 
carries linens.  The Maid or Houseman 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, and reports needed repairs to equipment, furniture, 
building and fixtures. 

 
FORKLIFT OPERATOR 

 
The Forklift Operator operates a manually controlled gasoline, electric or liquid propane gas 
powered forklift to transport goods and materials of all kinds within a warehouse, 
manufacturing plant, or other establishment. 

 
MATERIAL COORDINATOR 

 
The Material Coordinator coordinates and expedites flow of material, parts, and assemblies 
within or between departments in accordance with production and shipping schedules or 
department supervisors' priorities.  In this job, the Material Coordinator reviews production 
schedules and confers with department supervisors to determine material required or 
overdue and to locate material, requisitions material and establishes delivery sequences to 
departments according to job order priorities and anticipated availability of material; 
arranges for in-plant transfer of materials to meet production schedules, and with 
department supervisors for repair and assembly of material and its transportation to various 
departments, and examines material delivered to production departments to verify if type 
specified. 



 

 
 

This Worker may monitor and control movement of material and parts along conveyor 
system, using remote-control panel board, compute amount of material needed for specific 
job orders, applying knowledge of product and manufacturing processes and using adding 
machine;  compile report of quantity and type of material on hand, move or transport 
material from one department to another, using hand or industrial truck; may compile 
perpetual production records in order to locate material in process of production, using 
manual or computerized system, and maintain employee records. 

 

 

MATERIAL EXPEDITER 
 
The Material Expediter executes the following: locates and moves materials and parts 
between work areas of plant to expedite processing of goods, according to pre-determined 
schedules and priorities, and keeps related record, reviews production schedules inventory 
reports, and work orders to determine types, quantities, and availability of required material 
and priorities of customer orders, confers with department supervisors to determine 
materials overdue and to inform them of location, availability, and condition of materials, 
locates and moves materials to specified production areas, using cart or hand truck, and 
records quantity and type of materials distributed and on hand. Work may include the 
following tasks: directing Power-Truck Operator or Material Handling Laborer to expedite 
movement of materials between storage and production areas, compare work ticket 
specifications with material at work stations to verify appropriateness of material in use, 
prepare worker production records and timecards, and may update and maintain inventory 
records, using computer terminal. 

 
MATERIAL HANDLING LABORER 

 
This person will perform 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: 

a. 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); 

 
b. Stocking merchandise for sale; 

 
c. Counting or routing merchandise; 

 
d. Operating a crane or heavy-duty motorized vehicle such as forklift or truck; 

 
e. Loading and unloading ships (alongshore workers); 

 
f. Traveling on trucks beyond the establishment's physical location to load or unload 
merchandise. 



 

 
 
 

ORDER FILLER 

 
The 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. 
This worker 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. 

 
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 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. 

 
SHIPPING/RECEIVING CLERK 

 
The 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, this worker follows established guidelines. In 
handling unusual non-routine problems, this worker receives specific guidance from 
supervisor or other officials.  This incumbent 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, and 
preparing and keeping records of goods received. 

 
STOCK CLERK (Shelf Stocker; Store Worker II) 

 
The 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.  This worker 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 periodic, special or 
perpetual inventory of stock, and requisitions articles to fill incoming orders.  This worker 



 

 
 
 

also 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, and may cut stock to site to fill order. 

 
WAREHOUSE SPECIALIST (Warehouse Worker) 

 
As directed, the Warehouse Specialist performs a variety of warehousing duties that require 
an understanding of the establishment's storage plan. Work involves most of the following: 
verifying materials (or merchandise) against receiving documents, noting and reporting 
discrepancies and obvious damages, routing materials to prescribed storage locations; 
storing, stacking, or palletizing materials in accordance with prescribed storage methods, 
rearranging and taking inventory of stored materials, examining stored materials and 
reporting deterioration and damage, removing material from storage and preparing it for 
shipment. This worker may operate hand or power trucks in performing warehousing 
duties. 

 
Note: Exclude workers whose primary duties involve shipping and receiving work 
(see Shipping/Receiving Clerk), order filling (see Order Filler), or operating forklifts 
(see Forklift Operator). 

 
CARPENTER, MAINTENANCE 

 
The Carpenter, Maintenance performs the carpentry duties necessary to maintain in good 
repair building woodwork and equipment such as bins, cribs, counters, benches, partitions, 
doors. Work involves most of the following: planning and laying out of work from blueprints, 
drawings, models, or verbal instructions, using a variety of carpenter's hand tools, portable 
power tools and standard measuring instruments, and making standard shop computations 
relating to dimensions of work; and selecting materials necessary for the work.  In general, 
the work of the maintenance carpenter requires rounded training and experience usually 
acquired through a formal apprenticeship or equivalent training and experience. 

 
GENERAL MAINTENANCE WORKER 

 
The 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: 

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

 
b. Skilled craft workers required to demonstrate proficiency in one 

or more trades; 
 

c. Workers performing simple maintenance duties not requiring 
practical skill and knowledge of a trade (e.g., changing light 
bulbs and replacing faucet washers). 

 
HEAVY EQUIPMENT MECHANIC 

 
The Heavy Equipment Mechanic analyzes malfunctions and repairs, rebuilds and maintains 
power equipment, such as cranes, power shovels, scrapers, paving machines, motor 
graders, trench-digging machines, conveyors, bulldozers, dredges, pumps, compressors 
and pneumatic tools.  This worker operates and inspects machines or equipment to 
diagnose defects, dismantles and reassembles equipment, using hoists and hand tools, 
examines parts for damage or excessive wear, using micrometers and gauges, replaces 
defective engines and subassemblies, such as transmissions, and tests overhauled 
equipment to insure operating efficiency.  The mechanic welds broken parts and structural 
members, may direct workers engaged in cleaning parts and assisting with assembly and 
disassembly of equipment, and may repair, adjust and maintain mining machinery, such as 
stripping and loading shovels, drilling and cutting machines, and continuous mining 
machines. 

 
LABORER, GROUNDS MAINTENANCE 

 
The 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: cut grass, using walking-type or riding mowers (less than 2000 lbs.), trim 
hedges and edges around walks, flowerbeds, 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. Job duties also 
include the following: planting grass, flowers, trees, and shrubs, watering lawn and shrubs 
during dry periods, using hose or activating sprinkler system, picks up and burns or carts 
away leaves, paper or other litter;  removing snow from walks, driveways, roads, or parking 
lots, using shovel and snow blower, spreads salt on walkways and other areas, repairing 
and painting fences, gates, benches, tables, guardrails, and outbuildings. This Worker 
assists in repair of roads, walks, buildings, and mechanical equipment, and may clean 
comfort stations, offices workshop areas, and parking lots by sweeping, washing, mopping 
and polishing. 



 

 
 
 

MAINTENANCE TRADES HELPER 

 
The Maintenance Trades Helper assists one or more workers in the skilled maintenance 
trades by performing specific or general duties of lesser skill such as: keeping a worker 
supplied with materials and tools, cleaning working area, machine, and equipment; assisting 
journeyman by holding materials or tools; and performing other unskilled tasks as directed 
by journeyman.  The kind of work the helper is permitted to perform varies from trade to 
trade.  In some trades the helper is confined to supplying, lifting, and holding materials and 
tools, and cleaning working areas and in others, the worker is permitted to perform 
specialized machine operations, or parts of a trade that are also performed by workers on a 
full-time basis. 

 
PAINTER, MAINTENANCE 

 
The Painter, Maintenance paints and redecorates walls, woodwork and fixtures. Work 
involves the following: knowledge of surface peculiarities and types of paint required for 
different applications, preparing surface for painting by removing old finish or by placing 
putty or filler in nail holes and interstices, and applying paint with spray gun or brush.  This 
person may mix colors, oils, white lead and other paint ingredients to obtain proper color or 
consistency. In general, the work of the maintenance painter requires rounded training and 
experience usually acquired through a formal apprenticeship or equivalent training and 
experience. 

 
PIPEFITTER, MAINTENANCE 

 
The Pipefitter, Maintenance installs or repairs water, steam, gas or other types of pipe and 
pipefitting. Work involves most of the following: laying out work and measuring to locate 
position of pipe from drawings or other written specifications, cutting various sizes of pipe to 
correct lengths with chisel and hammer, oxyacetylene torch or pipe-cutting machines, 
threading pipe with stocks and dies.  This person is responsible for bending pipe by hand- 
driven or power-driven machines, assembling pipe with couplings and fastening pipe to 
hangers, making standard shop computations relating to pressures, flow and size of pipe 
required; and making standard tests to determine whether finished pipes meet 
specifications.  In general, the work of the Maintenance Pipefitter requires rounded training 
and experience usually acquired through a formal apprenticeship or equivalent training and 
experience. 

 
Workers primarily engaged in installing and repairing building sanitation or heating systems 
are excluded. 

 
PLUMBER, MAINTENANCE 

 
The Plumber, Maintenance assembles, installs and repairs pipes, fittings and fixtures of 
heating, water, and drainage systems, according to specifications and plumbing codes, 
studies building plans and working drawings to determine work aids required, and sequence 
of installations.  This worker inspects structure to ascertain obstructions to be avoided to 



 

 
 
 

prevent weakening of structure resulting from installation of pipe, and locates and marks 
position of pipe and pipe connections and passage holes for pipes in walls and floors. This 
worker cuts openings in walls and floors to accommodate pipe and pipe fittings, using hand 
tools and power tools, cuts and threads pipe, using pipe cutters, cutting torch, and pipe- 
threading machine, bends pipe to required angle by use of pipe-bending machine, or by 
placing pipe over block and bending it by hand. 

 
The Plumber, Maintenance assembles and installs valves, pipefitting, and pipes composed 
of metals, such as iron, steel, brass and lead, and nonmetals, such as glass, vitrified clay, 
and plastic.  This person joins pipe by use of screws, bolts, fittings, solder, plastic solvent, 
and caulks joints, fills pipe system with water or air and reads pressure gauges to determine 
whether system is leaking, installs and repairs plumbing fixtures, such as sinks, commodes, 
bathtubs, water heaters, hot water tanks, garbage disposal units, dishwashers, and water 
softeners. This person repairs and maintains plumbing by replacing washers in leaky 
faucets, mending burst pipes, and opening clogged drains, and may weld holding fixtures to 
steel structural members. 

 
 
 
 
 

SIN 736-4 INFORMATION AND ARTS OCCUPATIONS, INCLUDING MISC. 
 
 

ILLUSTRATOR (Occupational Base) 
 
The Illustrator prepares illustrations and drawings using common art media to depict 
medical and scientific subjects or technical equipment, renders preliminary or final products 
such as assembly and component drawings, exploded views, functional, perspective and 
isometric drawings, and schematic diagrams from rough sketches or notes provided by 
subject matter specialists, using art media such as oil, water color or pen-and-ink.  This 
person lays out proposed illustrations in conformity with established style and format taking 
into account perspective, angle of view, and artistic effect, discusses illustration or drawing 
at various stages of completion with higher-grade illustrator or supervisor, and makes 
changes as necessary. 

 
ILLUSTRATOR I 

 
Duties for this position require the ability to use common media such as tempera, oils, pen- 
and-ink, or pencil with average skill.  The Illustrator I copies drawings, either by tracing or 
freehand; applies coloring or wash to line drawings; letters by hand or by use of templates, 
and does detail or background work on illustrations which have been prepared by an 
illustrator of higher grade. When working with scientific subjects and technical equipment 
this Illustrator acquires basic knowledge of subject matter field and develops information 
about the field of work that will be illustrated. When working in the general fields of 
illustrating, someone in this position acquires necessary information about subject of the 
illustrations or applies general knowledge to the subject. 



 

 

 
 
 
 

ILLUSTRATOR II 
 
The Illustrator II usually is assigned to projects involving several of the common art media 
such as pen-and-ink, pencil, tempera, wash, oils, and airbrush over a period of time. These 
projects require the Illustrator to be proficient in the use of these media and in executing 
acceptable drawings in many styles.  Generally, Illustrator II executes drawings that have 
been conceived by others and presented in the form of rough sketches. This illustrator 
does not exercise an extensive knowledge of the subject matter involved when preparing 
medical, scientific or technical equipment illustrations, but does acquire information about 
the subject assigned to illustrate and develop a background of subject matter knowledge 
through carrying out these illustrating assignments. However, the kind of illustrating work 
assigned does not require an extensive prior knowledge about the subjects illustrated. 

 
ILLUSTRATOR III 

 
The projects to which the Illustrator III are assigned, usually involve several of the common 
art media (as in the case of Illustrator II), but the illustrations themselves typically require a 
higher degree of skill in the use of many of the media.  This degree of skill is required for the 
following reasons:  (a) the speed with which the illustration must be completed requires the 
ability to work quickly and competently in order to produce an acceptable finished product 
within the available time limit.  (b) The illustration calls for the use of fine detail, special 
artistic effects, or an unusual use of the chosen medium or;  (c) The method of  
reproduction, how the illustration will be used, or the information or artistic results desired, 
calls for exceptional care and skill in the use of the medium. 

 
The themes illustrated may be either concrete in nature or they may represent ideas and 
abstract concepts.  The illustrations differ from those typical of Illustrator II in that they are 
expected to interpret the publications, chart, poster, or exhibit in which they appear, while 
Illustrator II presents factual, rather than interpretative material.  Illustrator III is required to 
have knowledge of a specialized subject matter field such as medicine, science, or technical 
equipment, and will prepare illustrations that are designed to reproduce the appearance of 
specific medical or scientific specimens or of pieces of technical equipment. 

 
LIBRARY TECHNICIAN 

 
The Library Technician provides information service such as answering questions regarding 
card catalogs and assists in the use of bibliographic tools, such as Library of Congress 
catalog.  The incumbent performs routine cataloging of library materials, files cards in 
catalog drawers according to system used, answers routine inquiries, and refers persons 
requiring professional assistance to Librarian.  This Technician verifies bibliographic 
information on order requests works or directs workers in maintenance of stacks or in 
section of department or division with tasks such as ordering or receiving section of 
acquisitions department, card preparation activities in catalog department, or limited loan or 
reserve desk operation of circulation department. 



 

 
 
 

LIBRARIAN 
 
The Librarian maintains library collections of books, serial publications, and documents, 
audiovisual and other materials and assists groups and individuals in locating and obtaining 
materials, furnishes information on library activities, facilities, rules and services, explains 
and assists in use of reference sources, such as card or book catalog, or book and 
periodical indexes to locate information.  This worker issues and receives materials for 
circulation or use in library, assembles and arranges displays of books and other library 
materials, maintains reference and circulation materials. The Librarian also answers 
correspondence on special reference subjects, may compile list of library materials 
according to subjects or interests, and may select, order, catalog and classify materials. 

 
VIDEO TELECONFERENCE TECHNICIAN 

 
The Video Teleconference Technician operates video teleconferencing equipment including 
powering up teleconferencing equipment, checking equipment for proper operation, setting 
audio levels, positioning camera functions, performing secure or non-secure setup; operate 
or assist in operating session control panel, studio control unit, and high-resolution graphics. 
Job tasks require this technician to provide assistance to users in conducting video 
teleconference sessions, which may include conference preparation, and monitor VTC 
equipment and system performance, reporting equipment and network problems to 
appropriate parties for maintenance or repair. The Video Teleconference Technicianís 
responsibilities may include operation of briefing computers, projectors or other audiovisual 
equipment in conjunction with video teleconferencing services; may include scheduling 
video teleconferencing sessions, training personnel in operation of video teleconferencing 
equipment, and other audiovisual equipment associated with video teleconferencing 
services. 

 
MEDIA SPECIALIST (Occupational Base) 

 
The Media Specialist maintains functionality (expiration dates, incorrect labeling, etc.) for a 
variety of media sources, e.g., tapes, cassettes, microfiche, film, and compact disks/DVDs, 
in addition to introduction of new media technology.  Troubleshoots and resolves media 
errors and data processing problems; lower level media specialists focus on preplanned 
procedures when troubleshooting, while higher level media specialist may deviate from 
standard operating procedures. 

 
MEDIA SPECIALIST I 

 
The Media Specialist I maintains library of media (tapes, cassettes and microfiche), which 
presents few difficult data processing problems (e.g. damaged media or misplaced media). 
In response to data processing problems, this person applies data processing or corrective 
procedures, refers problems which do not have preplanned procedures, and works under 
general supervision of the higher-level Media Specialists. 



 

 
 
 

MEDIA SPECIALIST II 
 
This Specialist maintains a range of media (tapes, cassettes and microfiche).  In addition to 
maintaining the media library and resolving common data processing problems, the 
incumbent diagnoses and acts on media errors not fully covered by existing procedures and 
guidelines (e.g., tape, disposition or making mechanical adjustments to maintain or restore 
media equipment).  In response to media error reports, this Worker may deviate from 
standard procedures if standard procedures do not provide a solution and refers still- 
unresolved problems to Media Specialist III. 

 
MEDIA SPECIALIST III 

 
The Media Specialist III adapts to a variety of nonstandard problems that require extensive 
specialist assistance (e.g., expiration date on media, media internally labeled incorrectly or 
frequent introduction of new media technology).  In response to media error conditions, this 
Worker chooses or devises a course of action from among processing tanks and dryer, 
around polished drum, and onto take-up reel. The specialist turns valves to fill tanks with 
premixed solutions such as developer, dyes, stop-baths, fixers, bleaches, and washes, 
moves thermostatic control to keep steam-heated drum at specified temperature, and 
splices sensitized paper to leaders using tape.  The specialist then starts machine and 
throws switches to synchronize drive speeds of processing and drying units, compares 
processed prints with color standard, reports variations to control department, adds 
specified amount of chemicals to renew solutions, and maintains production records. 

 
FAMILY READINESS AND SUPPORT SERVICES COORDINATOR 

 
This incumbent develops and implements a family support program.  Provides support to 
families impacted by Aerospace Expeditionary Force (AEF) and other long and short-term 
mobilization assignments, communicates with families, involving them in activities that will 
assist during separation, and identifies family issues and demographic trends.  This worker 
establishes and maintains formal agreements and relationships with federal state and local 
aid agencies, as well as an informal network with charitable, religious and human service 
group to establish deliver and promote family support and readiness, and projects long-term 
family readiness and support plans and resource needs. 

 
RECREATION SPECIALIST 

 
The Recreation Specialist plans, organizes, and directs comprehensive public and voluntary 
recreation programs at recreation building, indoor center, playground, playfield, or day 
camp.  This person studies and analyzes recreational needs and resources, oversees and 
assigns duties to staff, interprets recreation programs and their philosophy to individuals 
and groups through personal participation and staff assignments, and schedules 
maintenance and use of facilities. 



 

 
 
 

SIN 736-5 PROFESSIONAL AND TECHNICAL OCCUPATIONS 
 
 

ARCHEOLOGICAL TECHNICIAN (Occupational Base) 

 
This class provides technical support to professional Archeologist, utilizing a basic 
understanding of anthropological and archeological field techniques in connection with 
locating, testing and evaluating cultural resource sites, conducts pre-field office research, 
field surveys, and site testing, using a variety of reference materials. These worker 
interview with source individuals, aerial photographs and technical instruments, search 
areas of proposed projects for evidence of historic and re-historic archeological remains, 
and determine exact locations of sites and marks them on maps and aerial photographs. 

 
ARCHEOLOGICAL TECHNICIAN I 

 
Under the direct supervision of archaeological crew chiefs and under the general 
supervision of field director/project, the Archeological Technician I performs unskilled and 
semi- skilled tasks at archaeological field sites. This person assists crew chief in activities 
associated with the excavation of project areas and found features, walks over project 
searching for archaeological materials such as historic and prehistoric remains, excavates, 
screens, back-fills excavated areas, assists in preparation of sketch maps and forms, and 
field photography, conducts simple surveys using compass, topographical map and aerial 
photographs.  This worker determines the exact locations of sites and marks them on maps 
and/or aerial photographs, records information on archeological site survey form and 
prepares simple reports, and cleans, packages, and labels artifacts recovered from 
inventories and excavations and assists in the flotation of soil samples. 

 
ARCHEOLOGICAL TECHNICIAN II 

 
Under the general supervision of field director/project, this archaeologist, performs skilled 
tasks, conducts hand excavations, completes plan and profile maps of excavated units, and 
completes standard feature and level forms, screens soils to recover artifacts. This 
technician performs flotation of soil samples, walk over, and shovel testing, catalogs, 
packages and labels archaeological artifacts, maintains field equipment and supplies, and 
conducts inventories of cultural resources in areas of proposed projects. This incumbent 
researches reference material such as state and national register files, historic documents, 
archeological reports, maps and aerial photos, and interviews source individuals concerning 
project areas, performs on-the-ground area searches for surface and subsurface evidence 
of historic and prehistoric archeological remains. 

 
This technician identifies and records historic and prehistoric cultural resource sites 
prepares Archeological Reconnaissance Reports (AARF's) and maps, and ensures that 
archeology work assignments are carried out in safe, timely manner according to 
established standards and procedures.  This technician maintains the Archeological 
Reconnaissance schedule by estimating and reporting and expected time of completion of 
each project and updating the project planning board, reviews work in progress to see that 



 

 
 
 

standards for pre-field research, survey design, site recording, graphics and final report are 
being met, and advises other employees on methods of cultural resource inventory.  This 
worker also provides written instructions, research materials and supplies to all involved in 
planning and operation of natural resource activities. 

 
ARCHEOLOGICAL TECHNICIAN III 

 

This incumbent serves as lead archeological technician, under the general supervision of field 
directory/project archaeologist, and performs skilled tasks at archaeological field sites; conducts 
hand excavations, completes plan and profile maps of excavated units, and completes standard 
feature and level forms, screens soils to recover artifacts. This technician performs flotation of soil 
samples and shovel testing, packages and labels archaeological artifacts, and maintains field 
equipment and supplies. 
This technician conducts inventories of forest cultural resources in areas of proposed forest 
service projects, researches reference materials such as state and national register files, historic 
documents, and archeological remains. Identifies and records historic and prehistoric cultural 
resource sites, and prepares Archeological Reconnaissance Reports (AAR's) and maps. The 
incumbent ensures that archeology work assignments are executed in a safe, timely manner 
according to established standards and procedures, maintains the Archeological Reconnaissance 
schedule by estimating and reporting an expected time of completion of each project. This worker 
updates the project planning board, and reviews work in progress to see that standards for pre- 
field research, survey design, site recording, graphics and final report are being met. 

This technician advises other employees on methods of cultural resource inventory, provides 
written instructions, research materials and supplies to all involved in planning and operation of 
natural resource activities, and provides site recording and implements field data strategies. This 

technician also provides leadership to at least three lower graded Archeological Aids or 
Technicians. Leadership responsibilities are regular and recurring and occupy about 25 percent of 
the work time. As crew leader, this technician assures the work assignments of employees are 
carried out, assigns tasks, monitors status, and assures timely accomplishment of workload, 
instructs employees in special tasks and job techniques, checks work in progress and amends or 
rejects work not meeting established standards, and reports employee performance, progress, 
etc., 
to supervisor. 

 
CARTOGRAPHIC TECHNICIAN 

 
This incumbent provides technical assistance to professional Cartographers in connection 
with the construction or revision of maps and charts. Work involves the solution of technical 
problems that require primarily the application of a practical knowledge of the methods and 
techniques by which maps and charts are constructed.  The Cartographic Technician 
performs any, or a combination of duties such as: collecting, evaluating and selecting 
source materials, compiling information from source materials and developing a plan for 
using the information in accordance with product specifications.  Duties could involve 
obtaining reliable measurements of earth's surface features such as elevations and 
distances from photographs by using photogram metric techniques and equipment, using 
drafting tools and automated equipment to make maps and charts, assembling aerial 
photographs into mosaics, and reviewing and editing map and chart manuscripts. 

 

CIVIL ENGINEERING TECHNICIAN 

 
This technician assists the Civil Engineer in application of principles, methods, and 
techniques of civil engineering technology, reviews project specifications and confers with 



 

 
 

the Civil Engineer concerning assistance required, such as plan preparation, acceptance 
testing, and evaluation of field conditions, design changes, and reports.  This worker 
conducts materials testing and analysis, using tools and equipment and applying 
engineering knowledge necessary to conduct tests, prepares reports detailing tests 
conducted and their results.  The Civil Engineering Technician surveys project sites to 
obtain and analyze topographical details of sites, using maps and surveying equipment, 
drafts detailed dimensional drawings such as those needed for highway plans, structural 
steel fabrication, and water control projects. This work involves performing duties as 
described under Drafter, and calculating dimensions, profile specifications, and quantities of 
materials such as steel, concrete, and asphalt, using calculator. 

 
DRAFTER/CAD OPERATOR (Occupational Base) 

 
The Draft/CAD Operator performs drafting work manually or using a computer, requiring 
knowledge and skill in drafting methods, procedures, and techniques, prepares drawings of 
structures, facilities, land profiles, water systems, mechanical and electrical equipment, 
pipelines, duck systems, and similar equipment, systems, and assemblies. Drawings are 
used to communicate engineering ideas, design, and information.  This operator uses 
recognized systems of symbols, legends, shadings, and lines having specific meanings in 
drawings. 

 
Excluded are: 

 
a. Designers using technical knowledge and judgment to conceive, plan, or modify 

designs; 
 

b. Illustrators or graphic artists using artistic ability to prepare illustrations; 
 

c. Office drafters preparing charts, diagrams, and room arrangements to depict 
statistical and administrative data; 

 
d. Cartographers preparing maps and charts primarily using a technical knowledge 

of cartography; 
 

e. Positions below level I; workers in these trainee positions either trace or copy 
finished drawings under close supervision or, receive instruction in the 
elementary methods and techniques of drafting; and 

 
f. Supervisors. 

 
Positions are classified into levels based on the following definitions. 

 
DRAFTER/CAD OPERATOR I 

 
This operator prepares drawings or computer models of simple, easily visualized structures, 
systems, parts or equipment from sketches or marked-up prints, selects appropriate 
templates/computer programs or uses a compass and other equipment needed to complete 
assignments.  Drawings and models fit familiar patterns and present few technical 
problems.  Supervisor provides detailed instructions on new assignments, gives guidance 
when questions arise, and reviews completed work for accuracy. Typical assignments 
include: 



 

 
 

 
a. Revisions to the original drawings of a plumbing system by increasing 

pipe diameters. 

b. Drawing from sketches, the building floor plans, determining size, spacing and 
arrangement of freehand lettering according to scale. 

 

 
 

c. Drawing simple land profiles from predetermined structural dimensions and 
reduced survey notes. 

 
d. Tracing river basin maps and enters symbols to denote stream sampling 
locations, municipal and industrial waste discharges, and water supplies. 

 
e. Preparing a computer model of a room, building, structure from data, prints, 
photos. 

 
DRAFTER/CAD OPERATOR II 

 
This operator prepares various drawings computer models of such units as construction 
projects or parts and assemblies, including various views, sectional profiles, irregular or 
reverse curves, hidden lines, and small or intricate details. Work requires use of most of the 
conventional drafting and CAD techniques and a working knowledge of the terms and 
procedures of the occupation.  The Draft/CAD Operator II makes arithmetic computations 
using standard formulas.  Familiar or recurring work is assigned in general terms. 
Unfamiliar assignments include information on methods, procedures, sources of 
information, and precedents to follow.  Simple revisions to existing drawings or computer 
models may be assigned with a verbal explanation of the desired results.  More complex 
revisions are produced from sketches, computer models or specifications that clearly depict 
the desired product. 

 
Typical assignments include: 

 
a. Preparing several views of a simple gear system from a layout and manual 

references and obtaining dimensions and tolerances from manuals and by measuring the 
layout. 

 
b. Preparing and revising detail and design drawings for such projects as the 

construction and installation of electrical or electronic equipment, plant wiring,  and the 
manufacture and assembly of printed circuit boards.  Drawings typically include 
details of mountings, frames, guards, or other accessories; conduit layouts; or wiring 
diagrams indicating transformer sizes, conduit  locations and mountings. 

 
c. Drawing base and elevation views, sections, and details of new bridges or  other 

structures, revising complete sets of roadway drawings for highway construction projects, 
or preparing block maps, indicating water and sewage  line locations. 



 

 
 

DRAFTER/CAD OPERATOR III 

 
This operator prepares complete sets of complex drawings or computer models that include 
multiple views, detail drawings, and assembly drawings.  Drawings or models include 
complex design features that require considerable drafting skill to visualize and portray. 
Assignments regularly require the use of mathematical formulas to draw land contours or to 
compute weights, center of gravity, load capacities, dimensions, quantities of material, etc. 
The Draft/CAD Operator works from sketches, computer models, and verbal information 
supplied by an engineer, architect, or designer to determine the most appropriate views, 
detail drawings, and supplementary information needed to complete assignments. This 
operator selects required information from computer programs, and internet sites, 
precedents, manufacturers' catalogs, and technical guides.  This operator independently 
resolves most of the problems encountered.  Supervisor or design originator may suggest 
methods of approach or provide advice on unusually difficult problems. Typical 
assignments include: 

 
a. Prepares complete sets of drawings of test equipment to be manufactured from 

layouts, models, or sketches.  Several cross-sectional and subassembly drawings are 
required.  From information supplied by the design originator and from technical handbooks 
and manuals, this operator describes dimensions, tolerances, fits, fabrication techniques, 
and standard parts to use in manufacturing the equipment. 

 
b. From electronic schematics, information as to maximum size, and manuals giving 

dimensions of standard parts, determines the arrangement and prepares drawing of printed 
circuit boards. 

 
c. From precedents, drafting standards, and established practices, prepares final 

construction drawings for floodgates, navigation locks, dams, bridges, culverts, levees, 
channel excavations, dikes and berms, prepares boring  profiles, typical cross-sections, and 
land profiles; and delineates related topographical details as required. 

 
d. Prepares final drawings for street paving and widening or for water and sewer 

lines having complex trunk lines; reduces field notes and calculates true grades.  From 
engineering designs, lays out plan, profile and detail appur- tenances required; and notifies 
supervisor of conflicting details in design. 
Excludes drafter performing work of similar difficulty to that described at this level but who 
provides support for a variety of organizations that have widely differing functions or 
requirements. 

 
DRAFTER/CAD OPERATOR IV 

 
This operator works closely with design originators, preparing drawings or computer models 
of unusual, complex, or original designs that require a high degree of precision, performs 
unusually difficult assignments requiring considerable initiative, resourcefulness, and drafting 
expertise.  This incumbent assures that anticipated problems in manufacture, assembly, 
installation, and operation are resolved by the drawing produced, exercises independent 
judgment in selecting and interpreting data based on knowledge of the design intent. 
Although working primarily as a drafter, this worker may occasionally interpret general 
designs prepared by others to complete minor details, may provide advice and guidance to 
lower level drafters or serve as coordinator and planner for large and complex drafting 
projects. 



 

 
 

ENGINEERING TECHNICIAN (Occupational Base) 

 
To be covered by these definitions, employees must meet all of the following criteria:  Be 
able to provide semi-professional technical support for engineers working in such areas as 
research, design, development, testing, or manufacturing process improvement. Work 
pertains to electrical, electronic, or mechanical components or equipment.  These 
technicians are required to have some practical knowledge of science or engineering. 
Some positions may require a practical knowledge of mathematics or computer science. 

 
Included are workers who prepare design drawings and assist with the design, evaluation, 
and/or modification of machinery and equipment. 

 
Excluded are: 

a. Production and maintenance workers, including workers engaged in calibrating, 
repairing, or maintaining electronic equipment (see Maintenance Electronics 
Technicians); 

 
b. Model Makers and other craft workers; 

 
c. Quality Control Technicians and Testers; 

 
d. Chemical and other non-engineering laboratory technicians; 

 
e. Civil Engineering Technicians and Drafters; 
f. Positions (below Level I) which are limited to simple tasks such as:  measuring 
items or regular shapes with a caliper and computing cross- sectional areas; 
identifying, weighing, and marking easy-to-identify items; or recording simple 
instrument readings at specified intervals; and engineers  required to apply a 
professional knowledge of engineering theory and principles. 

 
ENGINEERING TECHNICIAN I 

 
This technician performs simple routine tasks under close supervision or from detailed 
procedures. Work is checked in progress or on completion.  This person performs one or a 
combination of such typical duties as: 

 
a. Assembling or installing equipment or parts requiring simple wiring, 
soldering, or connecting. 

 
b. Performing simple or routine tasks or tests such as tensile or hardness tests; 
operating and adjusting simple test equipment; records test data. 

 
c. Gathering and maintaining specified records of engineering data such as tests, 
drawings, etc.; performing computations by substituting numbers in specified 
formulas; plotting data and draws simple curves and graphs. 



ENGINEERING TECHNICIAN II 

 

 

The Engineering Technician II performs standardized or prescribed assignments involving a 
sequence of related operations, follows standard work methods on recurring assignments 
but receives explicit instructions on unfamiliar assignments.  Technical adequacy of routine 
work is reviewed on completion; non-routine work may be reviewed in progress.  This 
technician performs at this level, one or a combination of such typical duties as: 

 
a. Following specific instructions, assembles or constructs simple or standard 

equipment or parts, servicing or repairing simple instruments or equipment; 
 

b. Conducting a variety of tests using established methods, preparing test 
specimens, adjusting and operating equipment, recording test data, and  pointing 
out deviations resulting from equipment malfunction or observational errors; 

 
c. Extracting engineering data from various prescribed but non-standardized 

sources, processing the data following well-defined methods including elementary 
algebra and geometry, and presenting the data in prescribed form. 

 
ENGINEERING TECHNICIAN III 

 
The Engineering Technician III performs assignments that are not completely standardized 
or prescribed, selects or adapts standard procedures or equipment, using fully applicable 
precedents, receives initial instructions, equipment requirements, and advice from 
supervisor or engineer as needed, performs recurring work independently. Work is 
reviewed for technical adequacy or conformity with instructions.  This technician performs at 
this level one or a combination of such typical duties as: 

 
a. Constructing components, subunits, or simple models or adapts standard 

equipment; may troubleshoot and correct malfunctions; 

 
b. Following specific layout and scientific diagrams to construct and package 

simple devices and subunits of equipment. 
 

c. Conducting various tests or experiments which may require minor modifications in 
test setups or procedures as well as subjective judgments in measurement, 
selecting, preparing, and operating standard test equipment and records test 
data; 

 
d. Extracting and compiling a variety of engineering data from field notes, manuals, 

lab reports, etc., processing data, identifying errors or inconsistencies, selecting 
methods of data presentation. 

 
e. Assisting in design modification by compiling data related to design, 

specifications, and materials that are pertinent to specific items of equipment or 
component parts; developing information concerning previous operational 
failures and modifications, and using judgment and initiative to recognize 
inconsistencies or gaps in data and seek sources to clarify information. 



ENGINEERING TECHNICIAN IV 

 

 

The Engineering Technician IV performs non-routine assignments of substantial variety and 
complexity, using operational precedents that are not fully applicable, such assignments 
that are typically parts of broader assignments, are screened to eliminate unusual design 
problems.  This incumbent may plan such assignments. This technician receives technical 

advice from supervisor or engineer. Work is reviewed for technical adequacy (or conformity 
with instructions).  This position may be assisted by lower level technicians and have 
frequent contact with professionals and others within the establishment, and performs one 
or a combination of such typical duties as: 

a. Developing or reviewing designs by extracting and analyzing a variety of 
engineering data, applying conventional engineering practices to develop, 
prepare, or recommend schematics, designs, specifications, electrical drawings 
and parts lists.  (Examples of designs include: detailed circuit diagrams; 
hardware fittings or test equipment involving a variety of mechanisms; 
conventional piping systems; and building site layouts). 

 
b. Conducting tests or experiments requiring selection and adaptation or modification 

of a wide variety of critical test equipment and test procedures, preparing and 
operating equipment, recording data, measuring and recording problems of 
significant complexity that sometimes require resolution at a higher level, and 
analyzes data and prepares test reports. 

 
b.  Applying methods outlined by others to limited segments of research and 

development projects, constructing experimental or prototype models to meet 
engineering requirements; conducts tests or experiments and redesigns as 
necessary and recording and evaluating data and reports findings. 

 
ENGINEERING TECHNICIAN V 

 
This technician performs non-routine and complex assignments involving responsibility for 
planning and conducting a complete project of relatively limited scope or a portion of a 
larger and more diverse project, selects and adapts plans, techniques, designs, or layouts, 
contacts personnel in related activities to resolve problems and coordinate the work, 
reviews, analyzes, and integrates the technical work of others.  Supervisor or professional 
engineer outlines objectives, requirements, and design approaches.  Completed work is 
reviewed for technical adequacy and satisfaction of requirements.  This incumbent may 
train and be assisted by lower level technicians, and performs one or a combination of the 
following: 

 
a. Designs, develops, and constructs major units, devices, or equipment; conducts 

tests or experiments; analyzes results and redesigns or modifies equipment to 
improve performance; and reports results. 

 
b. From general guidelines and specifications (e.g., size or weight requirements), 

develops designs for equipment without critical performance requirements that 
are difficult to satisfy such as engine parts, research instruments, or special 
purpose circuitry.  Analyzes technical data to determine applicability to design 
problems; selects from several possible design layouts; calculates design data; 
and prepares layouts, detailed specifications, parts lists, estimates, procedures, 
etc.  May check and analyze drawings or equipment to determine adequacy of 



 

 
 

drawings and design. 
 

c. Plans or assists in planning tests to evaluate equipment performance.  Determines 
test requirements, equipment modification, and test procedures; conducts tests 
using all types of instruments; analyzes and evaluates test results, and prepares 
reports on findings and recommendations. 

 
ENGINEERING TECHNICIAN VI 

 
This technician independently plans and accomplishes complete projects or studies of 
broad scope and complexity, or serves as an expert in a narrow aspect of a particular field 
of engineering, e.g., environmental factors affecting electronic engineering.  Complexity of 
assignments typically requires considerable creativity and judgment to devise approaches  
to accomplish work, resolve design and operational problems, and make decisions in 
situations where standard engineering methods, procedures, and techniques may not be 
applicable.  Supervisor or professional engineer provides advice on unusual or controversial 
problems or policy matters.  Completed work is reviewed for compliance with overall project 
objectives.  This worker may supervise or train and be assisted by lower level technicians, 
and performs, one or a combination of the following: 

 
a. Prepares designs and specifications for various complex equipment or systems 

(e.g., a heating system in an office building, or new electronic components such 
as solid state devices for instrumentation equipment). 

c.  Plans approach to solve design problems; conceives and recommends new 
design techniques; resolves design problems with contract personnel, and 
assures compatibility of design with other parts of the system. 

 
c. Designs and coordinates test set-ups and experiments to prove or disprove the 

feasibility of preliminary design; uses untried and untested measurement 
techniques; and improves the performance of the equipment.  May advise 
equipment users on redesign to solve unique operational deficiencies. 

 
d. Plans approach and conducts various experiments to develop equipment or 

systems characterized by (a) difficult performance requirements because of 
conflicting attributes such as versatility, size, and ease of operation; or (b) 
unusual combination of techniques or components.  Arranges for fabrication of 
pilot models and determines test procedures and design of special test 
equipment. 

 
ENVIRONMENTAL TECHNICIAN 

 
The Environmental Technician conducts tests and field investigations to obtain data for use 
by environmental, engineering and scientific personnel in determining sources and methods 
of controlling pollutants in air, water, and soil, utilizing knowledge of agriculture, chemistry, 
meteorology, and engineering principles and applied technologies. This worker conducts 
chemical and physical laboratory and field tests according to prescribed standards to 
determine characteristics or composition of solid, liquid, or gaseous materials and 



 

 
 
 

substances, using pH meter, chemicals, autoclaves, centrifuge spectrophotometer, 
microscope, analytical instrumentation, and chemical laboratory equipment. 

 
This worker collects samples of gases from smokestacks, and collects other air samples 
and meteorological data to assist in evaluation of atmospheric pollutants; collects water 
samples from streams and lakes, or raw, semi-processed or processed water, industrial 
waste water, or water from other sources to assess pollution problem, and collects soil, silt, 
or mud to determine chemical composition and nature of pollutants. This worker prepares 
sample for testing, records data, and prepares summaries and charts for review, sets 
monitoring equipment to provide flow of information, installs, operates, and performs routine 
maintenance on gas and fluid flow systems, chemical reaction systems, mechanical 
equipment, and other test instrumentation. 

 
This worker may operate fixed or mobile monitoring or data collection station, may conduct 
bacteriological or other tests related to research in environmental or pollution control 
activity, may collect and analyze engine exhaust emissions to determine type and amount 
of pollutants, and may specialize in one phase or type of environmental pollution or 
protection and be identified according to specialty. 

 

 
 

LABORATORY TECHNICIAN (Laboratory Tester) 
 
The Laboratory Technician (Laboratory Tester) performs laboratory tests according to 
prescribed standards to determine chemical and physical characteristics or composition of 
solid, liquid, or gaseous materials and substances for purposes such as quality control, 
process control, product development, or determining conformity to specifications. This 
incumbent sets up and adjusts laboratory apparatus, and operates grinders, agitators, 
centrifuges, ovens, condensers, and vibrating screens to prepare material for testing 
according to established laboratory procedure.  This worker performs physical tests on 
samples of cement or raw materials and controls quality of materials and mix during 
manufacturing process. 

 
Work involves running tests of the following: raw materials, such as aggregate, limestone, 
and sand, for such qualities as permeability, load-bearing capacity, or cohesiveness; dry 
and liquid substances used as ingredients in adhesives, propellants, lubricants, refractories, 
synthetic rubber, paint, paper, and other compounds for purity, viscosity, density, absorption 
or burning rate, melting point, or flash point, using viscometer, torsion balance scale, and 
pH meter; solutions used in processes, such as anodizing, waterproofing, cleaning, 
bleaching, and pickling, for chemical strength, specific gravity, or other specifications; 
materials for presence and content of elements or substances, such as hydrocarbons, 
manganese, natural grease or impurities, tungsten, sulfur, cyanide, ash or dust, and 
samples of manufactured products, such as cellophane or glassware, to verify conformity 
with heat resistance, tensile strength, ductibility, and other specifications, and examines 
materials, using microscope. 



 

 
 
 

The Laboratory Technician (Laboratory Tester) records test results on standard forms, 
writes test reports describing procedures used, and prepares graphs and charts, cleans and 
sterilizes laboratory apparatus, may prepare chemical solutions according to standard 
formulae, and may add chemicals or raw materials to process solutions or product batches 
to correct deviations from specifications. 

 
PARALEGAL/LEGAL ASSISTANT (Occupational Base) 

 
The Paralegal/Legal Assistant performs a variety of legal assistance duties in an office 
providing legal assistance to attorneys or litigation teams. The Paralegal Assistant analyzes 
the legal impact of legislative developments and administrative and judicial decisions, 
opinions, determinations, and rulings, conducts research for the preparation of legal 
opinions on matters of interest; performs substantive legal analysis of requests for 
information under the provisions of various acts; or other similar legal support functions 
which require discretion and independent judgment in the application of specialized 
knowledge of laws, precedent decisions, regulations, agency policies, and judicial or 
administrative proceedings. Such knowledge is less than that represented by graduation 
from a recognized law school and may have been gained from formalized, professionally 
instructed agency, educational institution training, or from professionally supervised on-the- 
job training. While the paramount knowledge requirements of this occupational class are 
legal, some positions may also require a practical knowledge of subject matter areas related 
to the agency's substantive programs. 

 
PARALEGAL/LEGAL ASSISTANT I 

 
The Paralegal/Legal Assistant I works under close supervision with required assistance 
readily available.  Persons in this position typically perform the following: 

 
a. Consult prescribed sources of information for facts relating to matters of 
interest to the program; 

 
b. Review documents to extract selected data and information relating to specific 
items; 

 
c. Review and summarize information in prescribed format on case precedent 
and decisions; 

 
d. Search and extract legal references in libraries and computer-data banks; 

 
e. Attend hearings or court appearances to become informed on administrative 

and/or court procedures and the status of cases, and where necessary, assist 
in the presentation of charts and other visual information. 



 

 
 
 

PARALEGAL/LEGAL ASSISTANT II 

 
At this level, the Paralegal/Legal Assistant II exercises more independent judgment than at 
the level I position.  In this capacity the incumbent: 

 
a. Reviews case materials to become familiar with questions under 

consideration; 

 
b. Searches for and summarizes relevant articles in trade magazines, law 

reviews, published studies, financial reports, and similar materials for use of 
attorneys in the preparation of opinions, briefs, and other legal documents; 

 
c. Prepares digests of selected decisions or opinions which incorporate legal 

references and analyses of precedents involved in areas of well-defined and 
settled points of law; 

 
d. Interviews potential witnesses and prepares summary interview reports for the 

attorney's review; 

 
e. Participates in pre-trial witness conferences, notes possible deficiencies in 

case materials (e.g., missing documents, conflicting statements) and 
additional issues or other questionable matters, and requests further 
investigation by other agency personnel to correct possible deficiencies or 
personally conducts limited investigations at the pre-trial stage; 

 
f. Prepares and organizes trial exhibits, as required, such as statistical charts and 

photographic exhibits; 
 

g. Verifies citations and legal references on prepared legal documents; 
 

h. Prepares summaries of testimony and depositions; 
 

i. Drafts and edits non-legal memoranda, research reports and correspondence 
relating to cases. 

 
PARALEGAL/LEGAL ASSISTANT III 

 
At this level, the Paralegal/Legal Assistant III participates in the substantive development of 
cases.  In this capacity, the incumbent performs the following: 

 
a. Analyzes and evaluates case files against litigation worthiness standards; 

 
b. Notes and corrects case file deficiencies (e.g., missing documents, 

inconsistent material, leads not investigated) before sending the case on to 
the concerned trial attorney; 



 

 
 
 

c. Reviews and analyzes available precedents relevant to cases under 
consideration for use in presenting case summaries to trial attorneys; 

 
d. Gathers, sorts, classifies, and interprets data to discover patterns of possible 

discriminatory activity; 

e. Interviews relevant personnel and potential witnesses to gather 

Information; 

f. Reviews and analyzes relevant statistics; 
 

g. Performs statistical evaluations such as standard deviations, analyses of 
variance, means, modes, and ranges as supporting data for case litigation; 

 
h. Consults with statistical experts on reliability evaluations; 

 
i. May testify in court concerning relevant data. 

 

 
 

PARALEGAL/LEGAL ASSISTANT IV 

 
At this level, the Paralegal/Legal Assistant IV assists in the evaluation, development, and 
litigation of cases.  In this capacity, the incumbent performs the following duties: 

 
a. Examines and evaluates information in case files, for case litigation worthiness 

and appropriate titles of law; 
 

b. Determines the need for additional information, independent surveys, evidence, 
and witnesses, and plans a comprehensive approach to obtain this information; 

 
c. through on-site visits, interviews, and review of records on operations, looks for 

and evaluates the relevance and worth of evidence; 
 

d. Selects, summarizes, and compiles comparative data to examine and evaluate 
respondent's deficiencies in order to provide evidence of illegal practices or 
patterns; 

 
e. Reviews economic trends and forecasts at the national and regional level to 

evaluate the impact of successful prosecution and potential remedial provisions 
of ongoing investigations and litigation; 

 
f. Identifies types of record keeping systems and types of records maintained which 

would be relevant.  Gathers, sorts, and interprets data from various record 
systems including computer information systems; 



 

 
 
 

g. Interviews potential witnesses for information and prepares witnesses for court 
appearances; 

 
h. Develops statistics and tabulations, such as standard deviations, regression 

analyses, and weighting, to provide leads and supportive data for case litigation. 
Prepares charts, graphs, and tables to illustrate results; 

 
i. Analyzes data, develops recommendations and justifications for the attorney(s) 

who will take the matter to court.  Continues to work with the attorney(s) during 
the progress of the case, obtaining and developing further evidence and exhibits, 
providing administrative assistance, and maintaining custody of exhibits, 
documents, and files; 

 
j. May appear in court as a witness to testify concerning exhibits prepared supporting 

plaintiff's case. 
 
TECHNICAL WRITER (Occupational Base) 

 
Under general supervision, the Technical Writer writes and edits technical reports, 
brochures, and/or manuals for internal documentation, customer reference, or publication. 
This person researches and analyzes available literature and verifies copy with appropriate 
departments, and may coordinate production and distribution of materials. 

 
TECHNICAL WRITER I 

 
The Technical Writer I revise or writes standardized material for reports, manuals, briefs, 
proposals, instruction books, catalogs, and related technical and administrative publications 
concerned with work methods and procedures, and installation, operation, and maintenance 
of machinery and other equipment.  This worker receives technical direction from supervisor 
or senior writer, notes or manuals containing operating procedures and details 
manufacturer's catalogs, drawings and other data relative to operation, maintenance, and 
service of equipment.  This writer may have access to blueprints, sketches, drawings, parts 
lists, specifications, mockups, and product samples to integrate and delineate technology, 
operating procedure, and production sequence and detail. 

 
This worker organizes material and completes writing assignment according to set 
standards regarding order, clarity, conciseness, style, and terminology, may maintain 
records and files of work and revisions, select photographs, drawings, sketches, diagrams, 
and charts to illustrate 

 

 
 
material, assist in laying out material for publication arrange for typing, duplication and 
distribution of material; may assist in writing speeches, articles, and public or employee 
relations releases, and may specialize in writing material regarding work methods and 
procedures. 



 

 
 
 

TECHNICAL WRITER II 

 
In this capacity, the Technical Writer revises or writes material that is mostly standardized 
for reports, manuals, briefs, proposals, instruction books, catalogs, and related technical 
and administrative publications concerned with work methods and procedures, and 
installation, operation, and maintenance of machinery and other equipment. The incumbent 
receives assignment and technical information from a supervisor or senior writer, may be 
provided notes or manuals containing operating procedures and details, and may observe 
production, developmental or experimental activities to expand or verify the provided 
operating procedures and details. 

 
This worker accesses manufacturersí catalogs, drawings and other data relative to 
operation, maintenance, and service of equipment, may have access to blueprints, 
sketches, drawings, parts lists, specifications, mockups, and product samples to integrate 
and delineate technology, operating procedure, and production sequence and detail.  This 
writer organizes material and completes writing assignment according to set standards 
regarding order, clarity, conciseness, style, and terminology, may maintain records and files 
of work and revisions, may select photographs, drawings, sketches, diagrams, and charts to 
illustrate material, assist in laying out material for publication, and arrange for typing, 
duplication and distribution of material. This writer may draft speeches, articles, and public 
or employee relations releases, or specialize in writing material regarding work methods  
and procedures. 

 
TECHNICAL WRITER III 

 
The Technical Writer III develops, writes, and edits material for reports, manuals, briefs, 
proposals, instruction books, catalogs, and related technical and administrative publications 
concerned with work methods and procedures, and installation, operation, and maintenance 
of machinery and other equipment, receives assignment from supervisor, observes 
production, developmental, and experimental activities to determine operating procedure 
and detail.  This writer interviews production and engineering personnel and reads journals, 
reports, and other material to become familiar with product technologies and production 
methods, and reviews manufacturerís and trade catalogs, drawings and other data relative 
to operation, maintenance, and service of equipment. 

 
The Technical Writer III studies blueprints, sketches, drawings, parts lists, specifications, 
mockups, and product samples to integrate and delineate technology, operating procedure, 
and production sequence and detail, organizes material and completes writing assignment 
according to set standards regarding order, clarity, conciseness, style, and terminology; and 
reviews published materials and recommends revisions or changes in scope, format, 
content, and methods of reproduction and binding.  This worker may perform the following 
tasks: maintain records and files of work and revisions, select photographs, drawings, 
sketches, 
diagrams, and charts to illustrate material; assist in laying out material for publication, 
arrange for typing, duplication and distribution of material, write speeches, articles, and 
public or employee relations releases, edit, standardize, or make changes to material 



 

 
 

prepared by other writers or plant personnel.  This incumbent may specialize in writing 
material regarding work methods and procedures. 



 

 
 

ATTACHMENT 
 

INDEX OF REGISTER OF WAGE DETERMINATIONS 
UNDER THE SERVICE CONTRACT ACT 

Wage Determination State(s) County Breakdown 

2005-2001 Alabama Alabama Counties of Calhoun, Cherokee, Clay, Cleburne, De Kalb, 
Etowah, Talladega 

2005-2003 Alabama Alabama Counties of Bibb, Blount, Cullman, Fayette, Greene, Hale, 
Jefferson, Lamar, Marengo, Perry, Pickens, Shelby, St Clair, Tuscaloosa, 
Walker 

2005-2005 Alabama, 
Georgia 

Alabama Counties of Barbour, Coffee, Dale, Geneva, Henry, Houston; 
Georgia Counties of Clay, Early, Miller, Seminole 

2005-2007 Alabama, 
Tennessee 

Alabama Counties of Colbert, Franklin, Jackson, Lauderdale, Lawrence, 
Limestone, Madison, Marion, Marshall, Morgan, Winston; Tennessee 
Counties of Giles, Lawrence, Lincoln, Moore, Wayne 

2005-2009 Alabama Alabama Counties of Baldwin, Choctaw, Clarke, Conecuh, Covington, 
Escambia, Mobile, Monroe, Washington 

2005-2011 Alabama Alabama Counties of Autauga, Bullock, Butler, Chilton, Coosa, 
Crenshaw, Dallas, Elmore, Lowndes, Macon, Montgomery, Pike, 
Tallapoosa, Wilcox 

2005-2017 Alaska Alaska Statewide 

2005-2025 Arizona Arizona Counties of Cochise, Graham, Greenlee, Pima, Santa Cruz 

2005-2027 Arizona Arizona Counties of La Paz, Yuma 

2015-2023 Arizona Arizona Counties of Apache, Coconino, Gila, Maricopa, Navajo, Pinal, 
Yavapai 

2005-2033 Arkansas Arkansas Counties of Baxter, Boone, Clay, Cleburne, Conway, Faulkner, 
Fulton, Garland, Greene, Hot Spring, Independence, Izard, Jackson, 
Lawrence, Lonoke, Marion, Monroe, Montgomery, Perry, Pope, Prairie, 
Pulaski, Randolph, Saline, Searcy, Sharp, Stone, Van Buren, White, 
Woodruff, Yell 

2005-2035 Arkansas Arkansas Counties of Arkansas, Ashley, Bradley, Calhoun, Chicot, Clark, 
Cleveland, Dallas, Desha, Drew, Grant, Jefferson, Lincoln, Ouachita, 
Phillips, Pike, Union 

2005-2037 Arkansas Arkansas Counties of Benton, Carroll, Crawford, Franklin, Johnson, 
Logan, Madison, Newton, Polk, Scott, Sebastian, Washington 

2005-2045 California California Counties of Fresno, Madera, Mariposa, Merced 

2005-2047 California California County of Orange 

2005-2049 California California Counties of Monterey, San Benito 

2005-2051 California California Counties of Alameda, Contra Costa 

2005-2055 California California Counties of Alpine, Amador, Butte, Colusa, Del Norte, El 
Dorado, Glenn, Humboldt, Lake, Mendocino, Modoc, Nevada, Placer, 
Plumas, Sacramento, Shasta, Sierra, Siskiyou, Sutter, Tehama, Trinity, 
Yolo, Yuba 

2005-2057 California California Counties of Imperial, San Diego 

2005-2061 California California Counties of Santa Clara, Santa Cruz 

2005-2063 California California Counties of San Luis Obispo, Santa Barbara 

2005-2067 California California Counties of Calaveras, San Joaquin, Stanislaus, Tuolumne 

2005-2069 California California Counties of Napa, Solano, Sonoma 



 

 

 
 
 

INDEX OF REGISTER OF WAGE DETERMINATIONS 
UNDER THE SERVICE CONTRACT ACT 

Wage 
Determination 

State(s) County Breakdown 

2005-2071 California California County of Ventura 

2005-2073 California California Counties of Inyo, Kings, Tulare 

2015-5603 California California County of Kern 

2015-5613 California California Counties of Los Angeles 

2015-5629 California California Counties of Riverside, San Bernardino 

2015-2081 Colorado Colorado Counties of Grand, Jackson, Summit 

2015-2083 Colorado Colorado Counties of Archuleta, Chaffee, Custer, Delta, Dolores, Eagle, 
Fremont, Garfield, Gunnison, Hinsdale, La Plata, Lake, Moffat, Montezuma, 
Montrose, Ouray, Pitkin, Rio Blanco, Routt, San Juan, San Miguel 

2015-5415 Colorado Colorado County of Boulder 

2015-5417 Colorado Colorado Counties of El Paso, Teller 

2015-5419 Colorado Colorado Counties of Adams, Arapahoe, Broomfield, Clear Creek, 
Denver, Douglas, Elbert, Gilpin,  Jefferson, Park 

2015-5421 Colorado Colorado County of Larimer 

2015-5423 Colorado Colorado County of Mesa 

2015-5425 Colorado Colorado County of Weld 

2015-5427 Colorado Colorado County of Pueblo 

2015-5429 Colorado Colorado Counties of Cheyenne, Kit Carson, Lincoln 

2015-5431 Colorado Colorado Counties of Logan, Morgan, Phillips, Sedgwick, Washington, Yuma 

2015-5433 Colorado Colorado Counties of Alamosa, Baca, Bent, Conejos, Costilla, Crowley,  
Huerfano, Kiowa, Las Animas, Mineral, Otero, Prowers, Rio Grande,  
Saguache 

2005-2087 Connecticut Area: HARTFORD COUNTY - Avon Town, Bloomfield Town, Canton Town, 
East Granby Town, East Hartford Town, East Windsor Town, Enfield Town, 
Farmington Town, Glastonbury Town, Granby Town, Hartford City, 
Manchester Town, Marlborough Town, Newington Town, Rocky Hill Town, 
Simsbury Town, South Windsor Town, Suffield Town, West Hartford Town, 
Wethersfield Town, Windsor Town, Windsor Locks Town LITCHFIELD 
COUNTY - New Hartford Town MIDDLESEX COUNTY - Cromwell Town, East 
Hampton Town, Portland Town NEW LONDON COUNTY - Colchester Town 
TOLLAND COUNTY - Andover City, Bolton Coty, Columbia Town, Coventry 
City, Ellington City, Hebron Town, Stafford Town, Tolland Town, Vernon City, 
Willington Town 

2005-2089 Connecticut Applicable statewide in Connecticut, excluding: Fairfield County and New 
Haven County, are listed on 2005-3027 New London County, Colchester 
Town ONLY is covered on 2005-2087. The rest of New London County 
see WD 2005-3023. Hartford Metropolitan Statistical Area is listed on 
WD 2005-2087 
. 2005-3023 Connecticut Connecticut County of New London (Excluding Colchester Town) 

2005-3027 Connecticut Connecticut Counties of Fairfield, New Haven 



 

 

 
 
 

INDEX OF REGISTER OF WAGE DETERMINATIONS 
UNDER THE SERVICE CONTRACT ACT 

Wage State(s) County Breakdown 
Determination 

2005-2095 Delaware, 
Maryland, 
Virginia 

Delaware County of Sussex; Maryland Counties of Somerset, Wicomico, 
Worcester; Virginia Counties of Accomack, Northampton 

2005-2097 Delaware, 
Maryland, New 
Jersey 

Delaware Counties of Kent, New Castle; Maryland Counties of Caroline, 
Cecil, Dorchester, Kent, Talbot; New Jersey County of Salem 

2015-4281 
 

District of 
Columbia, 
Maryland, 
Virginia 

District of Columbia Statewide; Maryland Counties of Calvert, Charles,  
Prince George's; Virginia Counties of Alexandria, Arlington, Fairfax, Falls 
Church, Fauquier, Loudoun, Prince William, Stafford 

2005-2109 Florida Florida Counties of Flagler, Volusia 

2005-2111 Florida Florida Counties of Broward, Glades, Hendry, Martin, Okeechobee, Palm 
Beach, St Lucie 

2005-2113 Florida Florida Counties of Alachua, Bradford, Citrus, Dixie, Gilchrist, Lake, Levy, 
Marion, Sumter, Union 

2005-2115 Florida, 
Georgia 

Florida Counties of Baker, Clay, Columbia, Duval, Hamilton, Lafayette, 
Madison, Nassau, Putnam, Saint Johns, Suwannee, Taylor; Georgia 
Counties of Brantley, Camden, Charlton, Glynn, Pierce 

2005-2117 Florida Florida Counties of Brevard, Indian River 

2005-2119 Florida Florida Counties of Collier, Dade, Monroe 

2005-2121 Florida Florida Counties of Calhoun, Franklin, Gadsden, Gulf, Holmes, Jackson, 
Jefferson, Leon, Liberty, Wakulla, Walton, Washington 

2005-2123 Florida Florida Counties of Orange, Osceola, Seminole 

2005-2125 Florida Florida Counties of Charlotte, De Soto, Hardee, Hernando, Highlands, 
Hillsborough, Lee, Manatee, Pasco, Pinellas, Polk, Sarasota 

2005-3007 Florida Florida County of Bay 

2005-3033 Florida Florida Counties of Escambia, Okaloosa. Santa Rosa 

2005-2131 Georgia Georgia Counties of Atkinson, Baker, Ben Hill, Berrien, Brooks, Calhoun, 
Clinch, Coffee, Colquitt, Cook, Decatur, Dougherty, Echols, Grady, Irwin, 
Lanier, Lee, Lowndes, Mitchell, Randolph, Terrell, Thomas, Tift, 
Turner, Ware, Worth 

2005-2133 Georgia Georgia Counties of Banks, Barrow, Bartow, Butts, Carroll, Chattooga, 
Cherokee, Clarke, Clayton, Cobb, Coweta, Dawson, De Kalb, Douglas, 
Fannin, Fayette, Floyd, Forsyth, Franklin, Fulton, Gilmer, Gordon, 
Greene, Gwinnett, Habersham, Hall, Haralson, Henry, Jackson, Lumpkin, 
Madison, Morgan, Murray, Newton, Oconee, Oglethorpe, Paulding, 
Pickens, Polk, Rabun, Rockdale, Spalding, Stephens, Towns, Union, 
Walton, White, Whitfield 

2005-2135 Georgia, 
South Carolina 

Georgia Counties of Burke, Columbia, Elbert, Emanuel, Glascock, Hart, 
Jefferson, Jenkins, Lincoln, McDuffie, Richmond, Taliaferro, Warren, 
Wilkes; South Carolina Counties of Aiken, Allendale, Bamberg, Barnwell, 
Edgefield, McCormick 
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2005-2137 Alabama, 
Georgia 

Alabama Counties of Chambers, Lee, Randolph, Russell; Georgia 
Counties of Chattahoochee, Harris, Heard, Marion, Meriwether, 
Muscogee, Quitman 

2005-2141 Georgia, South 
Carolina 

Georgia Counties of Appling, Bacon, Bryan, Bulloch, Candler, Chatham, 
Effingham, Evans, Jeff Davis, Liberty, Long, McIntosh, Screven, Tattnall, 
Toombs, Wayne; South Carolina Counties of Hampton, Jasper 

2015-2139 Georgia Georgia Counties of Bibb, Crawford, Hancock, Houston, Jasper, 
Johnson, Jones, Lamar, Monroe, Montgomery, Pike, Telfair, Treutlen, 
Twiggs, Washington, Wheeler  

2015-4501 Georgia Georgia County of Sumter 

2015-4503 Georgia Georgia Counties of Schley, Stewart, Talbot, Taylor, Troup, Webster 

2015-4505 Georgia Georgia Counties of Baldwin, Bleckley, Crisp, Dodge, Dooly, Laurens, 
Macon, Peach, Pulaski, Putnam, Upson, Wilcox, Wilkinson 

2005-2147 Guam, 
Northern 
Marianas 

Guam Statewide; Northern Marianas Statewide, Wake Island Statewide 

2005-2153 American 
Samoa, Hawaii 

American Samoa Statewide, Hawaii Statewide 

2005-2159 Idaho Idaho Statewide 

2005-2165 Illinois Illinois Counties of Champaign, De Witt, Douglas, Edgar, Ford, McLean, 
Piatt, Vermilion 

2005-2169 Illinois Illinois Counties of Christian, Clark, Coles, Crawford, Cumberland, 
Jasper, Macon, Moultrie, Shelby 

2005-2173 Illinois Illinois Counties of Fulton, Hancock, Knox, Marshall, Mason, 
McDonough, Peoria, Putnam, Schuyler, Stark, Tazewell, Woodford 

2005-2175 Illinois, Iowa Iowa Counties of Des Moines, Henry, Lee, Louisa, Muscatine, Scott 
Illinois Counties of Bureau, Carroll, Henderson, Henry, Jo Daviess, 
Mercer, Rock Island, Warren, Whiteside 

2005-2177 Illinois Illinois Counties of Adams, Brown, Cass, Greene, Logan, Macoupin, 
Menard, Montgomery, Morgan, Pike, Sangamon, Scott 

2005-2183 Illinois, Indiana Illinois Counties of Edwards, Gallatin, Hardin, Lawrence, Richland, 
Wabash, White; Indiana Counties of Brown, Crawford, Daviess, Dubois, 
Gibson, Greene, Jackson, Knox, Lawrence, Martin, Monroe, Orange, 
Owen, Pike, Washington 

2005-3005 Illinois Illinois Counties of Boone, Ogle, Stephenson, Winnebago 

2015-2167 Illinois Illinois Counties of Lake, Lee 

2015-2171 Illinois Illinois Counties of Iroquois, Kankakee. La Salle, Livingston 

2015-5017 Illinois Illinois Counties of Cook, De Kalb, Du Page, Kane, McHenry 

2015-5019 Illinois Illinois Counties of Grundy, Kendall, Will 

2005-2185 Indiana Indiana Counties of Elkhart, Kosciusko 

2005-2187 Indiana, 

Kentucky, 
Tennessee 

Indiana Counties of Perry, Posey, Spencer, Vanderburgh, Warrick; Kentucky 
Counties of Butler, Caldwell, Christian, Crittenden, Daviess, Hancock, Henderson, 
Hopkins, Livingston, Logan, Lyon, McLean, Muhlenberg, Ohio, Todd, Trigg, Union, 
Warren, Webster; Tennessee Counties of Montgomery, Stewart 

 
2005-2189 

Indiana, Ohio Indiana Counties of Adams, Allen, Blackford, De Kalb, Grant, Huntington, Jay, 
Lagrange, Noble, Steuben, Wabash, Wells, Whitley; Ohio Counties of Defiance, 
Paulding, Williams 
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2005-2191 Indiana Indiana Counties of Benton, Jasper, La Porte, Lake, Newton, Porter, 
Pulaski, Starke 

2005-2193 Indiana Indiana Counties of Bartholomew, Boone, Clay, Decatur, Delaware, 
Fayette, Fountain, Hamilton, Hancock, Hendricks, Henry, Johnson, 
Madison, Marion, Montgomery, Morgan, Parke, Putnam, Rush, Shelby, 
Sullivan, Tippecanoe, Vermillion, Vigo, Warren 

2005-2195 Indiana Indiana Counties of Carroll, Cass, Clinton, Fulton, Howard, Miami, 
Tipton, White 

2005-2197 Indiana Indiana Counties of Marshall, Saint Joseph 

2005-2203 Iowa Iowa Counties of Allamakee, Benton, Black Hawk, Bremer, Buchanan, 
Butler, Cedar, Chickasaw, Clayton, Clinton, Delaware, Dubuque, Fayette, 
Floyd, Grundy, Howard, Iowa, Jackson, Jefferson, Johnson, Jones, 
Keokuk, Linn, Mitchell, Tama, VanBuren, Washington, Winneshiek 

2005-2205 Iowa Iowa Counties of Adair, Appanoose, Audubon, Boone, Calhoun, Carroll, 
Cerro Gordo, Clarke, Dallas, Davis, Decatur, Emmet, Franklin, Greene, 
Guthrie, Hamilton, Hancock, Hardin, Humboldt, Jasper, Kossuth, Lucas, 
Madison, Mahaska, Marion, Marshall, Monroe, Palo Alto, Pocahontas, 
Polk, Poweshiek, Ringgold, Story, Taylor, Union, Wapello, Warren, 
Wayne, Webster, Winnebago, Worth, Wright 

2005-2211 Johnston 
Island 

Johnston Island Statewide 

2005-2213 Kansas Kansas Counties of Brown, Clay, Cloud, Coffey, Dickinson, Geary, 
Jackson, Jefferson, Lyon, Marshall, Morris, Nemaha, Osage, Ottawa, 
Pottawatomie, Republic, Riley, Saline, Shawnee, Wabaunsee, 
Washington 

2015-2215 Kansas Kansas Counties of Allen, Barber, Barton, Bourbon, Chase, Chautauqua, 
Cherokee, Cheyenne, Clark, Comanche, Cowley, Crawford, 
Decatur, Edwards, Elk, Ellis, Ellsworth, Finney, Ford, Gove, Graham, 
Grant, Gray, Greeley, Greenwood, Hamilton, Harper, Haskell, 
Hodgeman, Jewell, Kearny, Kingman, Kiowa, Labette, Lane, Lincoln, 
Logan, Marion, McPherson, Meade, Mitchell, Montgomery, Morton, 
Neosho, Ness, Norton, Osborne, Pawnee, Phillips, Pratt, Rawlins, Reno, 
Rice, Rooks, Rush, Russell, Scott, Seward, Sheridan, Sherman, Smith, 
Stafford, Stanton, Stevens, Thomas, Trego, Wallace, Wichita, Wilson, 
Woodson 

2015-5341 Kansas Kansas Counties of Butler, Harvey, Sedgwick, Sumner 
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2005-2221 Kentucky Kentucky Counties of Anderson, Bath, Bell, Bourbon, Boyle, Breathitt, 
Casey, Clark, Clay, Estill, Fayette, Fleming, Franklin, Garrard, Green, 
Harlan, Harrison, Jackson, Jessamine, Knott, Knox, Laurel, Leslie, 
Letcher, Lincoln, Madison, McCreary, Menifee, Mercer, 
Montgomery, Morgan, Nicholas, Owen, Owsley, Perry, Powell, Pulaski, 
Robertson, Rockcastle, Rowan, Scott, Taylor, Washington, Wayne, 
Whitley, Wolfe, Woodford 

2005-2223 Indiana, 
Kentucky 

Indiana Counties of Clark, Floyd, Harrison, Jefferson, Jennings, Scott; 
Kentucky Counties of Breckinridge, Bullitt, Edmonson, Grayson, Hardin, 
Hart, Henry, Jefferson, Larue, Meade, Nelson, Oldham, Shelby, Spencer, 
Trimble 

2005-3035 Kentucky Kentucky County of Lee  

2005-3037 Kentucky Kentucky County of Marion 

2005-2231 Louisiana Louisiana Parishes of Ascension, Assumption, East Baton Rouge, East 
Feliciana, Iberia, Iberville, Livingston, Pointe Coupee, Saint James, St 
Helena, St Landry, St. Martin, St Mary, Tangipahoa, West Baton Rouge, 
West Feliciana 

2015-2229 Louisiana Louisiana Parishes of Acadia, Caldwell, 
Catahoula, Concordia, Franklin, Grant, Rapides, Tensas  

2015-2233 Louisiana Louisiana Parishes of Lafourche, Terrebonne, Washington 

2015-2235 Arkansas, 
Louisiana, 
Texas 

Arkansas Counties of Columbia, Hempstead, Howard, Lafayette, Little 
River, Miller, Nevada, Sevier; Louisiana Parishes of Bienville, Bossier, 
Caddo, Claiborne, De Soto, East Carroll, Jackson, Lincoln, Madison, 
Morehouse, Ouachita, Richland, Union, Webster, West Carroll; Texas 
Counties of Bowie, Gregg, Rusk, Upshur 

2015-5185 Louisiana Louisiana Parishes of  Calcasieu, Cameron 
2015-5189 Louisiana Louisiana Parishes of Jefferson, Orleans, Plaquemines, Saint 

John The Baptist, St Bernard, St Charles, St Tammany,  

2015-5197 Louisiana Louisiana Parishes of Allen, Avoyelles, Beauregard, Evangeline, La Salle, 
Natchitoches, Sabine, Vernon, Winn 

2015-5199 Louisiana Louisiana Parish of Red River 

2005-2241 Maine Maine Statewide 

2005-2247 Maryland Maryland Counties of Anne Arundel, Baltimore, Baltimore City, Carroll, 
Harford, Howard 

2005-2249 Maryland, 
Pennsylvania, 
Virginia 

Maryland Counties of Allegany, Garrett, Washington Pennsylvania 
County of Franklin Virginia Counties of Culpeper, Frederick, 
Greene, Madison, Page, Rappahannock, Rockingham, Shenandoah, 
Warren 

2015-2103 Maryland, 
Virginia 

Maryland Counties of Frederick, Montgomery, St. Mary’s Virginia County 
of King George 

2005-3015 Maryland Maryland County of Queen Anne’s 
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2005-2253 Massachusetts 
and Rhode 
Island: 

Massachusetts: WORCESTER COUNTY: Blackstone, Millville, and 
Woonsocket BRISTOL COUNTY: Attleboro, North Attleboro, Rehoboth, 
and Seekonk NORFOLK COUNTY: Plainville; Rhode Island: 
PROVIDENCE COUNTY: Burrillville, Central Falls, City of Providence, 
Cumberland, Lincoln, North Smithfield, Pawtucket, Smithfield, and 
Woonsocket 

2005-2255 Massachusetts BRISTOL COUNTY: Mansfield, Norton, Rayham ESSEX COUNTY: 
Lynn, Lynnfield, Nahant, Saugus MIDDLESEX COUNTY: Entire County 
NORFOLK COUNTY: Bellingham, Braintree, Brookline, Canton, 
Cohasset, Dedham, Dover, Foxborough, Franklin, Holbrook, Medfield, 
Medway, Millis, Milton, Needham, Norfolk, Norwood, Quincy, Randolph, 
Sharon, Stoughton, Walpole, Wellesley, Westwood, Weymouth, 
Wrentham PLYMOUTH COUNTY: Carver, Duxbury, Hanover, Hanson, 
Hingham, Hull, Kingston, Lakeville, Marshfield, Middleborough, Norwell, 
Pembroke, Plymouth, Plympton, Rockland, Scituate SUFFOLK 
COUNTY: Entire County WORCESTER COUNTY: Berlin, Bolton, 
Harvard, Hopedale, Lancaster, Mendon, Milford, Southborough, Upton 

2005-2257 Massachusetts, 
New Hampshire 

ESSEX COUNTY: Excluding these cities and towns: Lynn, Lynnfield, 
Nahant, and Saugus New Hampshire: ROCKINGHAM COUNTY: 
Including these cities and towns: Atkinson, Brentwood, Danville, Derry, 
East Kingston, Hampstead, Kingston, Newton, Plaistow, Salem, 
Sandown, Seabrook, and Windham 

2005-2259 Massachusetts BARNSTABLE, BRISTOL, DUKES, NANTUCKET, NORFOLK, and 
PLYMOUTH Excluding the cities and towns listed below: BRISTOL 
County: Attleboro City, Mansfield, North Attleborough Town, Norton 
Town, Raynham, Reheoboth Town, and Seekonk. NORFOLK County: 
Quincy City, Bellingham Town, Braintree Town, Brookline Town, Canton 
Town, Cohasset Town, Dedham Town, Dover Town, Foxborough Town, 
Franklin Town, Holbrook Town, Medfield Town, Medway Town, Millis 
Town, Milton Town, Needham Town, Norfolk Town, Norwood Town, 
Randolph Town, Sharon Town, Stoughton Town, WalpoleTown, 
Wellesley Town, Westwood Town, Weymouth Town, and Wrentham 
Town. PLYMOUTH County: Carver, Duxbury Town, Hanover Town, 
Hanson Town, Hingham Town, HullTown, Kingston Town, Lakeville, 
Marshfield Town, Middleborough, Norwell Town, Pembroke Town, 
Plymouth, Plympton, Rockland Town, and Scituate Town. 
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2005-2261 Massachusetts BERKSHIRE, FRANKLIN, HAMPDEN, HAMPSHIRE, and WORCESTER 
Excluding the cities and towns in Boston, Worcester, Pawtucker- 
Woonsocket-Attleboro metropolitan areas listed below: WORCESTER 
County: Auburn, Barre, Berlin, Blackstone, Bolton, Boylston, Brookfield, 
Charlton, Clinton, Douglas, Dudley, East Brookfield, Grafton, Harvard, 
Holden, Hopedale, Lancaster, Leicester, Mendon, Milford, Millbury, 
Millville, Northborough, Northbridge, North Brookfield, Oxford, Paxton, 
Princeton, Rutland, Shrewsbury, Southborough, Spencer, Sterling, 
Sutton, Upton, Uxbridge, Webster, Westborough, West Boylston, and 
Worcester. 

2005-2263 Massachusetts WORCESTER County: Auburn, Berlin Town, Boylston Town, Brookfield 
Town, Charlton Town, East Brookfield Town, Grafton Town, Holden 
Town, Leicester Town, Millbury Town, Northborough Town, Northbridge 
Town, North Brookfield Town, Oxford Town, Paxton Town, Shrewsbury 
Town, Spencer Town, Sterling Town, Sutton Town, Upton Town, 
Uxbridge Town, Webster Town, Westborough Town, West Boylston 
Town, and Worcester City. 

2005-2269 Michigan Michigan Counties of Lenawee, Washtenaw 

2005-2271 Michigan Michigan Counties of Alcona, Alpena, Antrim, Arenac, Benzie, 
Charlevoix, Cheboygan, Crawford, Emmet, Grand Traverse, Iosco, 
Kalkaska, Leelanau, Manistee, Missaukee, Montmorency, Ogemaw, 
Oscoda, Otsego, Presque Isle, Roscommon, Wexford 

2005-2273 Michigan Michigan Counties of Genesee, Lapeer, Macomb, Monroe, Oakland, St 
Clair, Wayne 

2005-2275 Michigan Michigan Counties of Bay, Clare, Clinton, Gladwin, Gratiot, Huron, 
Isabella, Lake, Mason, Mecosta, Midland, Montcalm, Newaygo, Oceana, 
Osceola, Saginaw, Sanilac, Shiawassee, Tuscola 

2005-2277 Michigan Michigan Counties of Barry, Berrien, Branch, Calhoun, Cass, Eaton, 
Hillsdale, Ingham, Ionia, Jackson, Kalamazoo, Saint Joseph, Van Buren 

2005-2279 Michigan Michigan Counties of Alger, Baraga, Chippewa, Delta, Dickinson, 
Gogebic, Houghton, Iron, Keweenaw, Luce, Mackinac, Marquette, 
Menominee, Ontonagon, Schoolcraft 

2005-3011 Michigan Michigan County of Livingston 

2005-3029 Michigan Michigan Counties of Allegan, Kent, Ottawa 

2005-3031 Michigan Michigan County of Muskegon 

2005-2285 Minnesota, 
Wisconsin 

Minnesota Counties of Aitkin, Becker, Beltrami, Carlton, Cass, Clay, 
Clearwater, Cook, Crow Wing, Hubbard, Itasca, Kanabec, Kittson, 
Koochiching, Lake, Lake of The Woo, Mahnomen, Marshall, Norman, 
Otter Tail, Pennington, Pine, Polk, Red Lake, Roseau, St Louis, Wadena, 
Wilkin; Wisconsin Counties of Ashland, Bayfield, Burnett, Douglas, Iron, 
Price, Rusk, Sawyer, Taylor, Washburn 
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2005-2287 Minnesota, 
Wisconsin 

Minnesota Counties of Anoka, Carver, Chisago, Dakota, Hennepin,  
Isanti, Ramsey, Scott, Washington, Wright Wisconsin Counties of Pierce, 
Polk, St Croix 

2005-2289 Minnesota Minnesota Counties of Benton, Big Stone, Blue Earth, Brown, Chippewa, 
Cottonwood, Dodge, Douglas, Faribault, Fillmore, Freeborn, Goodhue, 
Grant, Houston, Jackson, Kandiyohi, Lac Qui Parle, Le Sueur, Lincoln, 
Lyon, Martin, McLeod, Meeker, Mille Lacs, Morrison, Mower, Murray, 
Nicollet, Nobles, Olmsted, Pipestone, Pope, Redwood, Renville, Rice, 
Rock, Sherburne, Sibley, Stearns, Steele, Stevens, Swift, Todd, 
Traverse, Wabasha, Waseca, Watonwan, Winona, Yellow Medicine 

2005-2299 Alabama, 
Mississippi 

Alabama County of Sumter Mississippi Counties of Clarke, Forrest, 
Greene, Jasper, Jones, Kemper, Lauderdale, Neshoba, Newton, Perry, 
Wayne 

2005-2301 Mississippi Mississippi Counties of George, Hancock, Harrison, Jackson, Pearl 
River, Stone 

2015-2295 Mississippi Mississippi Counties of Alcorn, Calhoun, Chickasaw, Choctaw, Clay, 
Itawamba, Lafayette, Lee, Lowndes, Monroe, Noxubee, Oktibbeha, 
Pontotoc, Prentiss, Tate, Tishomingo, Tunica, Union, Webster, Winston,  

2015-2297 Mississippi Mississippi counties of Copiah, Hinds, Holmes, Lamar, Leake, Madison, 
Rankin, Scott, Simpson, Smith 

2015-5161 Mississippi Mississippi Counties of Bolivar, Carroll, Coahoma, Grenada, Leflore, 
Montgomery, Panola, Quitman, Sunflower, Tallahatchie, Washington, 
Yalobusha  

2015-5163 Mississippi Mississippi counties of Attala, Holmes, Humphreys 

2015-5165 Mississippi Mississippi county of Benton 

2015-5173 Mississippi Mississippi Counties of Adams, Amite, Claiborne, Covington, Franklin,  
Issaquena, Jefferson, Jefferson Davis, Lawrence, Lincoln, Marion, Pike,  
Sharkey, Walthall, Warren, Wilkinson, Yazoo 

2005-2307 Kansas, 
Missouri 

Kansas Counties of Anderson, Atchison, Doniphan, Douglas, Franklin, 
Johnson, Leavenworth, Linn, Miami, Wyandotte Missouri Counties of 
Adair, Andrew, Atchison, Bates, Buchanan, Caldwell, Carroll, Cass, 
Chariton, Clay, Clinton, Cooper, Daviess, De Kalb, Gentry, Grundy, 
Harrison, Henry, Holt, Howard, Jackson, Johnson, Lafayette, Linn, 
Livingston, Macon, Mercer, Nodaway, Pettis, Platte, Putnam, Ray, 
Saline, Schuyler, Sullivan, Worth 

2005-2309 Illinois, 
Missouri 

Illinois Counties of Alexander, Bond, Calhoun, Clay, Clinton, Effingham, 
Fayette, Franklin, Hamilton, Jackson, Jefferson, Jersey, Johnson, 
Madison, Marion, Massac, Monroe, Perry, Pope, Pulaski, Randolph, 
Saline, St Clair, Union, Washington, Wayne, Williamson Missouri 
Counties of Audrain, Boone, Callaway, Clark, Cole, Crawford, Franklin, 
Gasconade, Jefferson, Knox, Lewis, Lincoln, Marion, Monroe, 
Montgomery, Osage, Pike, Ralls, Randolph, Scotland, Shelby, St 
Charles, St Francois, St Louis, Ste Genevieve, Warren, Washington 
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2005-2311 Missouri Missouri Counties of Barry, Barton, Benton, Bollinger, Butler, Camden, 
Cape Girardeau, Carter, Cedar, Christian, Dade, Dallas, Dent, Douglas, 
Dunklin, Greene, Hickory, Howell, Iron, Jasper, Laclede, Lawrence, 
Madison, Maries, McDonald, Miller, Mississippi, Moniteau, Morgan, New 
Madrid, Newton, Oregon, Ozark, Pemiscot, Perry, Phelps, Polk, Pulaski, 
Reynolds, Ripley, Scott, Shannon, St Clair, Stoddard, Stone, Taney, 
Texas, Vernon, Wayne, Webster, Wright 

2005-2317 Montana Montana Statewide 

2005-2323 Nebraska Nebraska Counties of Adams, Antelope, Arthur, Blaine, Boone, Boyd, 
Brown, Buffalo, Chase, Cherry, Clay, Custer, Dawson, Dundy, Fillmore, 
Franklin, Frontier, Furnas, Garfield, Gosper, Grant, Greeley, Hall, 
Hamilton, Harlan, Hayes, Hitchcock, Holt, Hooker, Howard, Jefferson, 
Kearney, Keith, Keya Paha, Knox, Lincoln, Logan, Loup, McPherson, 
Merrick, Nance, Nuckolls, Perkins, Phelps, Platte, Polk, Red Willow, 
Rock, Saline, Seward, Sherman, Thayer, Thomas, Valley, Webster, 
Wheeler, York 

2005-2325 Iowa, 
Nebraska 

Iowa Counties of Adams, Buena Vista, Cass, Cherokee, Clay, Crawford, 
Dickinson, Fremont, Harrison, Ida, Lyon, Mills, Monona, Montgomery, 
Obrien, Osceola, Page, Plymouth, Pottawattamie, Sac, Shelby, Sioux, 
Woodbury Nebraska Counties of Burt, Butler, Cass, Cedar, Colfax, 
Cuming, Dakota, Dixon, Dodge, Douglas, Gage, Johnson, Lancaster, 
Madison, Nemaha, Otoe, Pawnee, Pierce, Richardson, Sarpy, Saunders, 
Stanton, Thurston, Washington, Wayne 

2005-2331 Arizona, 
Nevada 

Arizona County of Mohave; Nevada Counties of Clark, Esmeralda, 
Lincoln, Nye 

2005-2333 California, 
Nevada 

California Counties of Lassen, Mono Nevada - All Counties except : 
Clark, Esmeralda, Lincoln, Nye 

2005-2339 New 
Hampshire 

Excluding the cities and towns in ROCKINGHAM county listed below: 
ROCKINGHAM County: Atkinson, Brentwood, Danville, Derry, East 
Kingston, Hampstead, Kingston, Newton, Plaistow, Salem, Sandown, 
Seabrook, and Windham. 

2005-2345 New Jersey New Jersey Counties of Atlantic, Cape May, Cumberland 

2005-2347 New Jersey New Jersey Counties of Bergen, Passaic 

2005-2349 New Jersey New Jersey Counties of Hunterdon, Middlesex, Somerset, Warren 

2005-2351 New Jersey New Jersey Counties of Monmouth, Ocean 

2005-2353 New Jersey New Jersey Counties of Essex, Hudson, Morris, Sussex, Union 

2005-2355 New Jersey New Jersey County of Mercer 
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2005-2361 New Mexico New Mexico Counties of Bernalillo, Catron, Cibola, Colfax, De Baca, 
Guadalupe, Harding, Los Alamos, McKinley, Mora, Rio Arriba, San Juan, 
San Miguel, Sandoval, Santa Fe, Socorro, Taos, Torrance, Valencia 

2015-2511 New Mexico, 
Texas 

New Mexico Counties of Chaves, Dona Ana, Eddy, Grant, Hidalgo, 
Lincoln, Luna, Otero, Sierra Texas County of El Paso 

2005-2371 New York New York Counties of Allegany, Cattaraugus, Chautauqua, Erie, Niagara, 
Wyoming 

2005-2373 New York New York Counties of Nassau, Suffolk 
2005-2375 New York New York Counties of Bronx, Kings, New York, Putnam, Queens, 

Richmond, Rockland, Westchester 

2005-2377 New York New York Counties of Clinton, Essex, Franklin, Jefferson, Lewis, St 
Lawrence 

2005-2379 New York New York Counties of Delaware, Dutchess, Orange, Sullivan, Ulster 

2005-2381 New York New York Counties of Genesee, Livingston, Monroe, Ontario, Orleans, 
Schuyler, Seneca, Steuben, Wayne, Yates 

2005-2383 New York New York Counties of Broome, Cayuga, Chemung, Chenango, Cortland, 
Hamilton, Herkimer, Madison, Oneida, Onondaga, Oswego, Otsego, 
Tioga, Tompkins 

2015-2367 New York New York Counties of Columbia, Fulton, Greene, Montgomery, Warren, 
Washington 

2015-4143 New York New York Counties of Albany, Rensselaer, Saratoga, Schenectady, 
Schoharie 

2005-2389 North Carolina North Carolina Counties of Alleghany, Ashe, Avery, Buncombe, Burke, 
Caldwell, Cherokee, Clay, Graham, Haywood, Henderson, Jackson, 
Macon, Madison, McDowell, Mitchell, Polk, Rutherford, Swain, 
Transylvania, Watauga, Yancey 

2005-2391 North 
Carolina, 
South Carolina 

North Carolina Counties of Alexander, Anson, Cabarrus, Catawba, 
Cleveland, Gaston, Iredell, Lincoln, Mecklenburg, Rowan, Stanly, Union, 
Wilkes; South Carolina Counties of Chesterfield, Lancaster, York 

2005-2397 North Carolina North Carolina Counties of Alamance, Caswell, Chatham, Davidson, 
Davie, Forsyth, Guilford, Montgomery, Randolph, Rockingham, Stokes, 
Surry, Yadkin 

2005-2401 North Carolina North Carolina Counties of Bertie, Durham, Edgecombe, Franklin, 
Granville, Halifax, Hertford, Nash, Northampton, Orange, Person, Vance, 
Wake, Warren 

2015-2393 North 
Carolina, 
South Carolina 

North Carolina Counties of Beaufort, Bladen, Brunswick, Carteret, 
Columbus, Craven, Cumberland, Dare, Duplin, Greene, Harnett, Hoke, 
Hyde, Johnston, Jones, Lee, Lenoir, Martin, Moore, New Hanover, 
Pamlico, Pender, Pitt, Richmond, Robeson, Sampson, Scotland, Tyrrell, 
Washington, Wayne, Wilson; South Carolina Counties of Dillon, Horry, 
Marion, Marlboro 

2015-2543 North Carolina North Carolina Counties of  Camden, Chowan, Gates, Pasquotank, 
Perquimans 

2015-4389 North Carolina North Carolina County of Onslow 

2005-2407 North Dakota North Dakota Statewide 
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2005-2413 Indiana, 
Kentucky
, 
Ohio 

Indiana Counties of Dearborn, Franklin, Ohio, Ripley, Switzerland; 
Kentucky Counties of Boone, Bracken, Campbell, Carroll, Gallatin, Grant, 
Kenton, Mason, Pendleton; Ohio Counties of Brown, Butler, Clermont, 
Hamilton, Warren 

2005-2415 Ohio Ohio Counties of Ashland, Ashtabula, Cuyahoga, Erie, Geauga, Huron, 
Lake, Lorain, Medina, Portage, Richland, Stark, Summit, Wayne 

2005-2417 Ohio Ohio Counties of Coshocton, Crawford, Delaware, Fairfield, Fayette, 
Franklin, Guernsey, Holmes, Knox, Licking, Madison, Marion, Morrow, 
Muskingum, Perry, Pickaway, Union 

2005-2419 Indiana, Ohio Indiana Counties of Randolph, Union, Wayne; Ohio Counties of 
Champaign, Clark, Clinton, Darke, Greene, Logan, Miami, Montgomery, 
Preble, Shelby 

2005-2421 Ohio Ohio Counties of Allen, Auglaize, Hancock, Hardin, Mercer, Putnam, Van 
Wert, Wyandot 

2005-2423 Ohio Ohio Counties of Adams, Athens, Gallia, Highland, Hocking, Jackson, 
Lawrence, Meigs, Pike, Ross, Scioto, Vinton 

2005-2425 Ohio Ohio Counties of Fulton, Henry, Lucas, Ottawa, Sandusky, Seneca, 
Wood 

2005-3013 Ohio Ohio Counties of Carroll, Columbiana, Mahoning, Trumbull 

2005-2431 Oklahoma Oklahoma Counties of Alfalfa, Atoka, Beckham, Blaine, Bryan, Caddo, 
Canadian, Carter, Cleveland, Coal, Custer, Dewey, Ellis, Garfield, 
Garvin, Grady, Grant, Harper, Hughes, Johnston, Kingfisher, Lincoln, 
Logan, Love, Major, Marshall, McClain, Murray, Noble, Oklahoma,  
Payne, Pontotoc, Pottawatomie, Roger Mills, Seminole, Washita, Woods, 
Woodward 

2005-2433 Oklahoma Oklahoma Counties of Adair, Cherokee, Choctaw, Craig, Creek, 
Delaware, Haskell, Kay, Latimer, Le Flore, Mayes, McCurtain, McIntosh, 
Muskogee, Nowata, Okfuskee, Okmulgee, Osage, Ottawa, Pawnee, 
Pittsburg, Pushmataha, Rogers, Sequoyah, Tulsa, Wagoner, Washington 

2005-2439 Oregon Oregon Counties of Benton, Coos, Crook, Curry, Deschutes, Douglas, 
Jackson, Jefferson, Josephine, Klamath, Lake, Lane, Lincoln, Linn 

2005-2441 Oregon, 
Washington 

Oregon Counties of Clackamas, Clatsop, Columbia, Gilliam, Hood River, 
Marion, Multnomah, Polk, Sherman, Tillamook, Wasco, Washington, 
Yamhill; Washington Counties of Clark, Cowlitz, Klickitat, Pacific, 
Skamania, Wahkiakum 

2005-2447 Pennsylvania Pennsylvania Counties of Berks, Cumberland, Dauphin, Juniata, 
Lancaster, Lebanon, Mifflin, Montour, Northumberland, Perry, Snyder, 
Union 

2005-2449 New Jersey, 
Pennsylvania 

New Jersey Counties of Burlington, Camden, Gloucester; Pennsylvania 

Counties of Bucks, Chester, Delaware, Lehigh, Montgomery, 
Northampton, Philadelphia 

2005-2453 Pennsylvania Pennsylvania Counties of Bradford, Carbon, Columbia, Lackawanna, 
Luzerne, Lycoming, Monroe, Pike, Schuylkill, Sullivan, Susquehanna, 
Tioga, Wayne, Wyoming 
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2005-2455 Pennsylvania Pennsylvania Counties of Adams, York 

2015-2451 Ohio, 
Pennsylvania 

Ohio Counties of Belmont, Harrison, Jefferson, Tuscarawas; 
Pennsylvania Counties of  Bedford, Blair, Cambria, Cameron, Centre, 
Clarion, Clearfield, Clinton, Crawford, Elk, Erie, Forest, Fulton, Greene, 
Huntingdon, Indiana, Jefferson, Lawrence, McKean, Mercer, Potter, 
Somerset, Venango, Warren 

2015-4235 Pennsylvania Pennsylvania Counties of Allegheny, Armstrong, Beaver, Butler, Fayette, 
Washington, Westmoreland 

2005-2461 Puerto Rico Puerto Rico Statewide 

2005-2467 Rhode Island Excluding the cities and towns in PROVIDENCE county listed below: 
PROVIDENCE County: Burrillville, Central Falls, Cumberland, Lincoln, 
North Smithfield, Pawtucket, Smithfield, and Woonsocket. 

2005-2473 South 
Carolina 

South Carolina Counties of Beaufort, Berkeley, Charleston, Colleton, 
Dorchester, Georgetown, Williamsburg 

2005-2475 South 
Carolina 

South Carolina Counties of Calhoun, Chester, Clarendon, Fairfield, 
Kershaw, Lexington, Newberry, Orangeburg, Richland, Saluda, Sumter 

2005-2477 South 
Carolina 

South Carolina Counties of Darlington, Florence, Lee 

2005-2479 South 
Carolina 

South Carolina Counties of Abbeville, Anderson, Cherokee, Greenville, 
Greenwood, Laurens, Oconee, Pickens, Spartanburg, Union 

2005-2485 South Dakota South Dakota Counties of Bennett, Butte, Corson, Custer, Dewey, Fall 
River, Gregory, Haakon, Harding, Jackson, Jones, Lawrence, Lyman, 
Meade, Mellette, Pennington, Perkins, Shannon, Stanley, Todd, Tripp, 
Ziebach 

2005-3025 South Dakota South Dakota Counties of Aurora, Beadle, Bon Homme, Brookings, 
Brown, Brule, Buffalo, Campbell, Charles Mix, Clark, Clay, Codington, 
Davison, Day, Deuel, Douglas, Edmunds, Faulk, Grant, Hamlin, Hand, 
Hanson, Hughes, Hutchinson, Hyde, Jerauld, Kingsbury, Lake, Lincoln, 
Marshall, McCook, McPherson, Miner, Minnehaha, Moody, Potter, 
Roberts, Sanborn, Spink, Sully, Turner, Union, Walworth, Yankton 

2005-2491 Georgia, 
Tennessee 

Georgia Counties of Catoosa, Dade, Walker; Tennessee Counties of 
Bledsoe, Bradley, Coffee, Franklin, Grundy, Hamilton, Marion, McMinn, 
Meigs, Polk, Rhea, Sequatchie, Van Buren 

2015-2493 Tennessee Tennessee Counties of Campbell, Claiborne, Cumberland, Fentress, 
Grainger, Hamblen, Jefferson, Monroe, Morgan, Pickett, Roane, Scott, 
Sevier,  

2015-2495 Arkansas, Arkansas Counties of Craighead, Crittenden, Cross, Lee, Mississippi, 
Kentucky, Poinsett, St Francis; Kentucky Counties of Ballard, Calloway, Carlisle, 
Mississippi, Fulton, Graves, Hickman, Marshall, McCracken; Mississippi Counties of 
Tennessee De Soto, Marshall, Tippah; Tennessee Counties of Benton, 

Carroll, Chester, Crockett, Decatur, Dyer, Fayette, Gibson, Hardeman, 
Hardin, Haywood, Henderson, Henry, Lake, Lauderdale, Madison, 
McNairy, Obion, Shelby, Tipton, Weakley 
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2015-2497 Kentucky, 
Tennessee 

Kentucky Counties of Adair, Allen, Barren, Clinton, Cumberland, 
Metcalfe, Monroe, Russell, Simpson; Tennessee Counties of Bedford, 
Clay, De Kalb, Houston, Humphreys, Jackson, Lewis, Marshall, Maury, 
Overton, Perry, Putnam, Warren, White,  

2005-2499 Tennessee, 
Virginia 

Tennessee Counties of Carter, Cocke, Greene, Hancock, Hawkins, 
Johnson, Sullivan, Unicoi, Washington Virginia Counties of Buchanan, 
Dickenson, Grayson, Lee, Russell, Scott, Smyth, Tazewell, Washington, 
Wise The following Independent Cities are included for the Virginia area: 
Bristol, Galax, and Norton 

2015-4643 Tennessee Tennessee Counties of Anderson, Blount, Knox, Louden, Union 

2015-4647 Tennessee Tennessee Counties of Cannon, Cheatham, Davidson, Dickson, 
Hickman, Macon, Robertson, Rutherford, Smith, Sumner, Trousdale, 
Williamson, Wilson 

2005-2507 Texas Texas Counties of Aransas, Bee, Calhoun, Goliad, Jim Wells, Kleberg, 
Live Oak, Nueces, Refugio, San Patricio, Victoria 

2005-2525 Oklahoma, 
Texas 

Oklahoma Counties of Comanche, Cotton, Greer, Harmon, Jackson, 
Jefferson, Kiowa, Stephens, Tillman; Texas Counties of Archer, Baylor, 
Clay, Wichita, Wilbarger 

2015-2503 Texas Texas Counties of Lampasas, Mason 

2015-2505 Louisiana, 
Texas 
 

Louisiana Parishes of Jefferson Davis, Vermilion Texas Counties of 
Hardin, Jefferson, Orange 

2015-2509 Texas Texas Counties of Collin, Dallas, Delta, Denton, Ellis, Grayson, Hunt, 
Kaufman, Rockwall, Smith 

2015-2513 Texas Texas Counties of, Jack, Montague 

2015-2515 Texas Texas Counties of Colorado, Jackson, Lavaca, Matagorda, Walker, 
Wharton 

2015-2517 New Mexico, 
Oklahoma, 
Texas 

New Mexico Counties of Curry, Lea, Quay, Roosevelt, Union; Oklahoma 
Counties of Beaver, Cimarron, Texas; Texas Counties of Andrews, 
Armstrong, Bailey, Borden, Briscoe, Brown, Callahan, Carson, Castro, 
Childress, Cochran, Coke, Coleman, Collingsworth, Comanche, Concho, 
Cottle, Crane, Crockett, Crosby, Dallam, Dawson, Deaf Smith, Dickens, 
Donley, Eastland, Ector, Fisher, Floyd, Foard, Gaines, Garza, Glasscock, 
Gray, Hale, Hall, Hansford, Hardeman, Hartley, Haskell, Hemphill, 
Hockley, Howard, Hutchinson, Irion, Jones, Kent, Kimble, King, Knox, 
Lamb, Lipscomb, Loving, Lubbock, Lynn, Martin, McCulloch, Menard, 
Midland, Mitchell, Moore, Motley, Nolan, Ochiltree, Oldham, Parmer, 
Pecos, Potter, Randall, Reagan, Reeves, Roberts, Runnels, Schleicher, 
Scurry, Shackelford, Sherman, Stephens, Sterling, Stonewall, Sutton, 
Swisher, Taylor, Terry, Throckmorton, Tom Green, Upton, Ward, 
Wheeler, Winkler, Yoakum, Young 

2015-2519 
 
 
 
 
 
 
 
 
 
 
 

Texas Texas Counties of Brooks, Cameron, Duval, Hidalgo, Kenedy, Webb 

2015-2521 Texas Texas Counties of Atascosa, Bandera, Bexar, Comal, De Witt, 
Gonzales, Guadalupe, , Kendall, McMullen, Medina, Wilson 

2015-2523 Texas Texas Counties of Bell, Coryell, McLennan 

2015-5215 Texas Texas Counties of Bastrop, Caldwell, Hays, Travis, Williamson 

2015-5221 Texas Texas County of Burleson 

2015-5223 Texas Texas Counties of Brazos, , Robertson 

2015-5231 Texas Texas Counties of Johnson, Parker, Tarrant, Wise 
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2015-5233 Texas Texas Counties of Austin, Brazoria, Chambers, Fort Bend, Galveston, 
Harris, Liberty, Montgomery, San Jacinto, Waller 

2015-5273 Texas Texas Counties of Cooke, Fannin, Navarro 

2015-5275 Texas  Texas Counties of Erath, Hood, Palo Pinto, Somervell 

2015-5279 Texas Texas Counties of Angelina, Jasper, Nacogdoches, Newton, Polk, 
Sabine, San Augustine, Shelby, Tyler 

2015-5281 Texas Texas Counties of Henderson, Hopkins, Lamar, Rains, Van Zandt, Wood 

2015-5283 Texas Texas Counties of Houston, Trinity 

2015-5285 Texas Texas County of Anderson 

2015-5287 Texas Texas Counties of Blanco, Burnet, Fayette, Lee, Llano, Milam, San Saba 

2015-5289 Texas Texas Counties of Grimes, Madison, Washington 

2015-5291 Texas Texas County of Frio 

2015-5293 Texas Texas Counties of Gilles[pie, Karnes, Kerr 

2015-5295 Texas Texas Counties of Bosque, Falls, Freestone, Hamilton, Hill, Leon, 
Limestone, Mills 

2015-5299 Texas Texas Counties of Brewster, Jeff Davis, Presidio, Terrell 

2015-5301 Texas Texas Counties of Dimmit, Jim Hog, La Salle, Maverick, Starr, Willacy, 
Zapata, Zavala 

2015-5303 Texas Texas Counties of Edwards, Kinney, Real, Uvalde, Val Verde 

2005-2531 Utah Utah Statewide 

2005-2537 Vermont Vermont Statewide 
2005-2553 Virgin Islands Virgin Islands Statewide 

2015-2545 Virginia Virginia Counties of Albemarle, Amelia, Caroline, Charles City,  
Charlottesville, Chesterfield, Colonial Hghts, Cumberland, Dinwiddie, 
Essex, Fluvanna, Goochland, Hanover, Henrico, Hopewell, King 
William, King and Queen, Lancaster, Louisa, Middlesex, New Kent, 
Northumberland, Orange, Petersburg, Powhatan, Prince George, 
Richmond, Sussex, Westmoreland 

2015-2547 Virginia Virginia Counties of Alleghany, Amherst, Appomattox, Augusta, Bath, 
Bedford, Bland, Botetourt, Campbell, Carroll, Craig, Floyd, Giles, Henry, 
Highland, Montgomery, Nelson, Patrick, Pittsylvania, Pulaski, Roanoke, 
Rockbridge, Wythe The following Independent Cities are included for the 
Southwest Virginia Area: Buena Vista, Clifton Forge, Covington, 
Danville, Lexington, Lynchburg, Martinsville, Radford, Salem, South 
Boston, Staunton, Waynesboro. 

2015-3019 Virginia Virginia County of Spotsylvania 

2015-4287 Virginia Virginia County of Fredericksburg 

2015-4321 Virginia Virginia County of Southampton 

2015-4323 Virginia Virginia Counties of Brunswick, Buckingham, Charlotte, Greensville, 
Lunenburg, Mecklenburg, Nottoway, Prince Edward 

2015-4325 Virginia Virginia Counties of Franklin, Halifax 

2015-4341 North Carolina, 
Virginia 

North Carolina County of Currituck; Virginia Counties of Chesapeake, 
Gloucester, Hampton, Isle of Wight, James City, Mathews, Newport 
News, Norfolk, Poquoson, Portsmouth, Suffolk, Surry, Virginia Beach, 
Williamsburg, York 

2005-2559 Washington Washington Counties of Clallam, Grays Harbor, Jefferson, Kitsap, Mason 

2005-2561 Washington Washington Counties of Island, San Juan, Skagit 

2005-2563 Washington Washington Counties of King, Snohomish, Whatcom 
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2005-2565 Washington Washington Counties of Adams, Asotin, Chelan, Columbia, Douglas, 
Ferry, Garfield, Grant, Kittitas, Lincoln, Okanogan, Pend Oreille, 
Spokane, Stevens, Whitman 

2005-2567 Washington Washington Counties of Lewis, Pierce, Thurston 

2005-2569 Oregon, 
Washington 

Oregon Counties of Baker, Grant, Harney, Malheur, Morrow, Umatilla, 
Union, Wallowa, Wheeler; Washington Counties of Benton, Franklin, 
Walla Walla, Yakima 

2005-2573 Kentucky, 
Ohio, West 
Virginia 

Kentucky Counties of Boyd, Carter, Elliott, Floyd, Greenup, Johnson, 
Lawrence, Lewis, Magoffin, Martin, Pike; Ohio Counties of Monroe, 
Morgan, Noble, Washington; West Virginia - All Counties except : 
Berkeley, Jefferson; Note: West Virginia include all counties except 
Berkeley and Jefferson counties. 

2015-3017 West Virginia West Virginia Counties of Berkeley 

2015-4285 West Virginia West Virginia County of Jefferson 

2005-2575 Wisconsin Wisconsin Counties of Brown, Calumet, Door, Florence, Fond Du Lac, 
Forest, Green Lake, Kewaunee, Langlade, Lincoln, Manitowoc, 
Marathon, Marinette, Marquette, Menominee, Oconto, Oneida, 
Outagamie, Portage, Shawano, Sheboygan, Vilas, Waupaca, Waushara, 
Winnebago 

2005-2577 Wisconsin Wisconsin Counties of Adams, Barron, Buffalo, Chippewa, Clark, 
Crawford, Dunn, Eau Claire, Grant, Jackson, Juneau, La Crosse, 
Monroe, Pepin, Richland, Trempealeau, Vernon, Wood 

2005-2579 Wisconsin Wisconsin Counties of Columbia, Dane, Dodge, Green, Iowa, Jefferson, 
Lafayette, Rock, Sauk 

2005-2581 Wisconsin Wisconsin Counties of Milwaukee, Ozaukee, Racine, Walworth, 
Washington, Waukesha 

2005-3003 Wisconsin Wisconsin County of Kenosha 

2005-2587 Nebraska, 
Wyoming 

Nebraska Counties of Banner, Box Butte, Cheyenne, Dawes, Deuel, 
Garden, Kimball, Morrill, Scotts Bluff, Sheridan, Sioux; Wyoming 
Statewide 

 


