
Office and Administrative Support Occupations 393

Procurement Clerks
(O*NET 43-3061.00)

Nature of the Work
Procurement clerks compile requests for materials, prepare purchase
orders, keep track of purchases and supplies, and handle inquiries
about orders.  Usually called purchasing clerks, or purchasing tech-
nicians, they perform a variety of tasks related to the ordering of
goods and supplies for an organization and make sure that what
was purchased arrives when scheduled and meets the purchaser’s
specifications.

Automation is having a profound effect on the occupation.  Or-
ders for goods can now be placed electronically when supplies are
low.  For example, computers integrated with cash registers at stores
record purchases and automatically reorder goods when supplies
reach a certain target level.  However, automation is still years away
for many firms and the role of the procurement clerk is unchanged
in many organizations.

There is a wide range of tasks performed by procurement clerks
and a wide range of responsibilities.  Some clerks may act more like
buyers, particularly at small to medium-sized companies, while oth-
ers perform strictly clerical functions.  In general, procurement clerks
process requests for purchases.  They first determine if there is any
product left in inventory and may go through catalogs or to the
Internet to find suppliers.  They may prepare invitation-to-bid forms
and mail them to suppliers or distribute them for public posting.
Once suppliers are found, they may interview the suppliers to check
on prices and specifications and put together spreadsheets with price
comparisons and other facts about each supplier.  Upon approval of
a supplier, purchase orders are prepared, mailed, and recorded into
computers.  Procurement clerks keep track of orders and determine
the causes of any delays.  If the supplier has questions, clerks try to
answer them and resolve any problems.  When the shipment ar-
rives, procurement clerks may reconcile the purchase order with
the shipment, making sure they match, notify the vendors when
invoices not received, and make sure the bills concur with the pur-
chase orders.

Some purchasing departments, particularly in small companies,
are responsible for overseeing the organization’s inventory control
system.  At these organizations, procurement clerks monitor in-house
inventory movement and complete inventory transfer forms for book-
keeping purposes.  They may keep inventory spreadsheets and place
orders when materials on hand are insufficient.

Employment
In 2000, procurement clerks held about 76,000 jobs.  Procurement
clerks are found in every industry, including manufacturing, retail
and wholesale trade, healthcare, and government.

Job Outlook
Employment of procurement clerks is expected to decline through
2010 as a result of increasing automation.  The need for procure-
ment clerks will be reduced as the use of computers to place orders
directly with suppliers—called electronic data interchange—and as
ordering over the Internet—known as “e-procurement”—become
more commonplace.  In addition, procurement responsibilities are
gradually being decentralized within organizations and are increas-
ingly being performed in the originating departments by managers
or by a designated employee.  These departments may be issued
procurement cards, which are similar to credit cards, that enable a
department to charge purchases up to a specified amount.

Although employment in the occupation is expected to decline,
job openings will occur for qualified individuals as workers trans-
fer to other occupations or leave the labor force.  Persons with good
writing and communication skills, along with computer skills, will
have the best opportunities for employment.

Sources of Additional Information
Information on employment opportunities for procurement clerks
is available from local offices of the State employment service.

(See the introductory statement on financial clerks for informa-
tion on working conditions, training requirements, and earnings.)

Tellers
(O*NET 43-3071.00)

Nature of the Work
The teller is the person most people associate with a bank.  Tellers
make up 25 percent of bank employees, and conduct most of a bank’s
routine transactions.  Among their responsibilities are cashing
checks, accepting deposits and loan payments, and processing with-
drawals.  They also may sell savings bonds, accept payment for
customers’ utility bills and charge cards, process necessary paper-
work for certificates of deposit, and sell travelers’ checks.  Some
tellers specialize in handling foreign currencies or commercial or
business accounts.

Being a teller requires a great deal of attention to detail.  Before
cashing a check, a teller must verify the date, bank name, identifi-
cation of the person to receive payment, and legality of the docu-
ment.  They also must make sure that written and numerical amounts
agree and that the account has sufficient funds to cover the check.
The teller then must carefully count cash to avoid errors.  Some-
times a customer withdraws money in the form of a cashier’s check,
which the teller prepares and verifies.  When accepting a deposit,
tellers must check the accuracy of the deposit slip before process-
ing the transaction.

Prior to starting their shift, tellers receive and count an amount
of working cash for their drawer.  A supervisor, usually the head
teller, verifies this amount.  Tellers use this cash for payments dur-
ing the day and are responsible for its safe and accurate handling.
Before leaving, tellers count cash on hand, list the currency-received
tickets on a balance sheet, make sure the accounts balance, and sort
checks and deposit slips.  Over the course of a workday, tellers also
may process numerous mail transactions.  Some tellers replenish
cash drawers and corroborate deposits and payments to automated
teller machines (ATMs).

Procurement clerks prepare purchase orders and make sure the
shipment and the bills agree with the order.
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In most banks, head tellers are responsible for the teller line.
They set work schedules, ensure that the proper procedures are ad-
hered to, and act as a mentor to less experienced tellers.  In addi-
tion, head tellers may perform the typical duties of a teller as needed
and deal with the more difficult customer problems.  They may ac-
cess the vault, ensure the correct cash balance is in the vault, and
oversee large cash transactions.  Technology continues to play a
large role in the job duties of all tellers.  In most banks, for ex-
ample, tellers use computer terminals to record deposits and with-
drawals.  These terminals often give tellers quick access to detailed
information on customer accounts.  Tellers can use this information
to tailor services to fit a customer’s needs or to recommend an ap-
propriate bank product or service.

As banks begin to offer more and increasingly complex finan-
cial services, tellers are being trained to identify potential sales op-
portunities.  This requires them to learn about the various financial
products and services the bank offers so they can briefly explain
them to customers and refer interested customers to appropriate
specialized sales personnel.  In addition, tellers in many banks are
being cross-trained to perform some of the functions of customer
service representatives.  (Customer service representatives are dis-
cussed separately in the Handbook.)

Employment
Tellers held about 499,000 jobs in 2000; about 1 out of 4 worked
part time.  The overwhelming majority worked in commercial banks,
savings institutions, or credit unions.  The remainder were employed
in a variety of other financial service companies.

Job Outlook
Employment of tellers is expected to decline through 2010.  Never-
theless, many job openings will arise from replacement needs because
turnover is high—a characteristic typical of large occupations that
normally require little formal education and offer relatively low pay.

The banking industry will continue to undergo many changes
that will impact employment of traditional tellers, who perform only
routine transactions.  Principal among these are technology and
changing employment needs.  For example, ATMs and the increased
use of direct deposit of paychecks and benefit checks have reduced
the need for bank customers to interact with tellers for routine trans-
actions.  In addition, electronic banking is spreading rapidly through-
out the banking industry.  This type of banking, conducted over the
telephone or the Internet, also will reduce the number of tellers over
the long run.

There will be fewer jobs for tellers as more people access funds
electronically.

Teller employment also is being impacted by the increasing use
of 24-hour phone centers by many large banks.  These telephone
centers allow a customer to interact with a bank representative at a
distant location, either by telephone or video terminal.  Such cen-
ters usually are staffed by customer service representatives, who
can handle a wider variety of transactions than tellers, including
loan applications and credit card issuance.

Even though some banks have streamlined their branches, the
total number of bank branches is expected to increase to meet the
needs of a growing population.  Branches are being added in non-
traditional locations, such as grocery stores, malls, and mobile trailers
designed to reach people who do not have easy access to banks.
Often, these branches are open longer hours and offer greater cus-
tomer convenience.  Many of these nontraditional branch offices
are small and are staffed by tellers who also have customer service
training.  As a result, tellers who can provide a variety of financial
services will be in greater demand in the future.

Sources of Additional Information
Information on employment opportunities for tellers is available
from local offices of the State employment service.

(See the introductory statement on financial clerks for informa-
tion on working conditions, training requirements, and earnings.)

Information and Record Clerks
(O*NET 43-4011.00, 43-4021.00, 43-4031.01, 43-4031.02, 43-4031.03,
43-4041.01, 43-4041.02, 43-4051.01, 43-4051.02, 43-4061.01, 43-
4061.02, 43-4071.00, 43-4081.00, 43-4111.00, 43-4121.00, 43-4131.00,
43-4141.00, 43-4151.00, 43-4161.00, 43-4171.00, 43-4181.01, 43-
4181.02)

Significant Points
� Numerous job openings should arise for most types of

information and record clerks due to employment
growth and the need to replace workers who leave
these occupations.

� A high school diploma or its equivalent is the most
common educational requirement.

� Because many information and record clerks deal
directly with the public, a professional appearance and
pleasant personality are imperative.

Nature of the Work
Information and record clerks are found in nearly every industry in
the Nation, gathering data and providing information to the public.
The specific duties of these clerks vary as widely as the job titles
they hold.

Although their day-to-day duties vary widely, most information
clerks greet customers, guests, or other visitors.  Many also answer
telephones and either obtain information from or provide informa-
tion to the public.  Most information clerks use multiline telephones,
fax machines, and personal computers.  Hotel, motel, and resort
desk clerks, for example, are a guest’s first contact for check-in,
check-out, and other services within hotels, motels, and resorts.
Interviewers, except eligibility and loan, found most often in medi-
cal facilities, research firms, and financial institutions, assist the
public in completing forms, applications, or questionnaires.  Eligi-
bility interviewers, government programs determine eligibility of
individuals applying to receive assistance.  Receptionists and infor-
mation clerks often are a visitor’s or caller’s first contact within an
organization, providing information and routing calls.  Reservation


