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Occ

upational Profiles: Growth Jobs Requiring Green SKills

The following profile is one of several profiles created to provide background on emerging employment

opportunities for key green occupations. Occupations were defined based on Standard Occupational

Class

ification (SOC) code used to define occupations within the Occupational Employment Statistics program of

the Bureau of Labor Statistics (http://www.bls.gov/soc/home.htm). The profiles can be useful to a variety of

user groups, including job seekers, new graduates, new-to-career adults, career counselors and others as they

seek

to understand growing occupations that frequently support green activities or require green skills. For each

occupation, wherever data are available, these profiles describe:

Occu
unde
used

What is the job?
This section provides a description of the job, background on the activities involved, what types of green
activities might be performed, and a list of comparable jobs.

Where are the jobs currently?

This section shows how many people were employed in this occupation (including those green and non-
green jobs), how many green positions were available recently, and what industries typically employ
workers in this occupation.

What could workers earn in this occupation?

This section shows the historical average wages associated with all jobs (green and non-green) in these
occupations in different parts of the state, as well as the median green wage as advertised in recent online
job postings.

What is the outlook for jobs in this occupation?

This section shows the extent to which there is projected long-term demand for workers in these
occupations. Recognizing that long-term projections data about jobs requiring green skills are not
available, the projections include information about all jobs in the occupation.

How do workers prepare for jobs in this occupation?
This section provides details on the training, certifications, education and work experience required for
these occupations. Whenever possible, certifications tied to green-related activities are highlighted.

pations profiled were selected using quantitative and qualitative data obtained through research efforts
r the Arizona State Labor Market Information Improvement Grant Initiative. Various data sources were
in creating the occupational profiles as outlined below.

Occupational Information Network (O*NET) data were used as a measure of the skills, knowledge, and
abilities required for the occupations. Certification, training, and education related information was also
obtained from O*NET (http://www.onetonline.org/)

The Arizona Green Jobs Survey was used to identify and classify the components of the job that are
green and common certifications held by green workers within an occupation (http://azstats.gov/)
Employment and wage estimates are from the Occupational Employment Statistics (OES) program.
These are estimates of the number of people employed in certain occupations, and estimates of the
wages paid to them. Self-employed persons are not included in the estimates. These estimates are for
the state, and for metropolitan and nonmetropolitan areas (http://www.bls.gov/oes/)

Postings and wage estimates from advertised online jobs were provided by Burning Glass, a private
company. ltis to be noted that these are advertised positions and wages that reflect the vacancies
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within the occupations and are not necessarily realized employment or earnings (http://www.burning-
glass.com/)

e Data on the industries employing the workers within respective occupations were obtained from
Economic Modeling Specialists Inc. (EMSI) (http://www.emsinet.com/)

e Long term employment projections were from the Office of Employment and Population Statistics
(http://azstats.gov/)

e Focus groups with industry leaders and stakeholders

e Input from the Arizona Project Steering Committee and Green Economy Advisory Committee

Occupations included in these profiles were selected based on anticipated positive job growth. Efforts were
made to include a diversity of job types to meet the needs of a variety of job seekers, employers, and trainers.
Whenever unique information is available for green occupations, disaggregated data for both green and non-
green occupations are provided. Where green data are not available, information provided is an aggregate of
both green and non-green (with this data gap noted in the profile). The goal is to provide job seekers,
employers, and trainers with the most complete picture available of the status of the occupation and related
career opportunities.

General Table Note: Cases where fields are marked N/A indicate that no data were available for the occupation.
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Occupational Profile for Office Clerks, General 43-9061.00

. What is the job?

The focus of this section is to provide a description of the job; background on the activities involved; types of
green activities that might be performed within this job; and a list of comparable jobs.

Job description:

Perform duties too varied and diverse to be classified in any specific office clerical occupation, requiring limited knowledge
of office management systems and procedures. Clerical duties may be assigned in accordance with the office procedures
of individual establishments and may include a combination of answering telephones, bookkeeping, typing or word
processing, stenography, office machine operation, and filing.

Source: O*Net OnLine occupational database, http.//www.onetonline.org/

What do these workers do?

Answer telephones, direct calls, and take messages.

Communicate with customers, employees, and other individuals to answer questions, disseminate or explain information,
take orders, and address complaints.

Compile, copy, sort, and file records of office activities, business transactions, and other activities.

Complete work schedules, manage calendars, and arrange appointments.

Compute, record, and proofread data and other information, such as records or reports.

Deliver messages and run errands.

Inventory and order materials, supplies, and services.

Maintain and update filing, inventory, mailing, and database systems, either manually or using a computer.

Open, sort, and route incoming mail, answer correspondence, and prepare outgoing mail.

Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems, and personal
computers.

Review files, records, and other documents to obtain information to respond to requests.

Troubleshoot problems involving office equipment, such as computer hardware and software.

Type, format, proofread, and edit correspondence and other documents, from notes or dictating machines, using
computers or typewriters.

Source: O*Net OnLine occupational database, http.//www.onetonline.org/

How might this job be green?

Process paperwork for cars to be recycled

Provide administrative support for green and sustainable companies

Track and report LEED construction submittals for USGBC certification

Recycle metal
Source: Arizona LMI Green Jobs Survey, htip://azstats.gov/

What are the related occupations that offer jobs for these workers?

Statement Clerks

Billing, Cost, and Rate Clerks

Procurement Clerks

Loan Interviewers and Clerks

Receptionists and Information Clerks

Secretaries, Except Legal, Medical, and Executive

Word Processors and Typists

Insurance Claims Clerks
Source: O*Net OnLine occupational database, http.//www.onetonline.org/




Il. Where are these jobs currently?

This section shows how many people were employed in this occupation (including both green and non-green
jobs); how many green positions were available recently; and what industries typically employ workers in this

occupation.

How many people do this job? (Data are not available for green jobs within the occupation so this total is based
on data that include both green and non-green jobs. Employment numbers do not include self-employed and
unpaid family members.)

Area

Employment Total (May 2010)

Flagstaff, AZ 970
Lake Havasu City-Kingman, AZ 1,260
Phoenix-Mesa-Scottsdale, AZ 35,430
Prescott, AZ 890
Tucson, AZ 6,970
Yuma, AZ 820
Rest of Arizona 2,420

How many green jobs were advertised as available recently? (Based on
online job advertisements, April 1 - June 30, 2011)

Green* Job

MSA All Job Postings Postings
Flagstaff, AZ 26 2
Lake Havasu City-Kingman, AZ 18 0
Phoenix-Mesa-Scottsdale, AZ 1523 30
Prescott, AZ 11 0
Tucson, AZ 212 8
Yuma, AZ 12 0
Rest of Arizona 37 1

*Green jobs identified using green definitions from O*Net and refined using a
combination of green sKills, certifications, and keywords from the advertised job

descriptions.

Source: Burning Glass, http//www.burning-glass.com/

Source: OES Employment Estimates, Bureau of Labor Statistics, (May 2010), http-//www.bls.gov/oes/




Which industries employ workers in this job?

Local government

State government

Professional Employer Organizations

Offices of Physicians (except Mental Health Specialists)

General Medical and Surgical Hospitals

Temporary Help Services

Offices of Real Estate Agents and Brokers

Insurance Agencies and Brokerages

Corporate, Subsidiary, and Regional Managing Offices

Colleges, Universities, and Professional Schools

New Car Dealers

Offices of Dentists

Offices of Lawyers

Elementary and Secondary Schools

Wholesale Trade Agents and Brokers

Office Administrative Services

Residential Property Managers

Supermarkets and Other Grocery (except Convenience) Stores

Commercial Banking

Securities Brokerage

Source: EMSI (Economic Modeling Specialists Inc.), http.//www.emsinet.com/

lll. What could workers earn in this occupation?

This section shows the average wages associated with this occupation in different areas of the state, as well
as the median green wage as advertised in online job postings.

employed and unpaid family members .)

What are the wages paid to workers in this field? (Data are not available for green jobs within the occupation so
this section is based on data that include both green and non-green jobs. Wage estimates do not include self-

10th 25th 75th 90th
MSA Percentile | Percentile Median Mean Percentile | Percentile
Flagstaff, AZ $16,410 $19,260 $24,500 $25,530 $29,470 $37,810
Lake Havasu City-Kingman, AZ $16,260 $19,440 $23,860 $25,430 $29,860 $37,150
Phoenix-Mesa-Scottsdale, AZ $17,640 $21,520 $27,710 $29,590 $35,440 $44,230
Prescott, AZ $17,110 $19,210 $24,560 $25,510 $29,950 $36,990
Tucson, AZ $17,590 $21,160 $25,670 $27,410 $31,860 $39,110
Yuma, AZ $16,370 $18,750 $24,160 $26,220 $29,580 $38,150
Rest of Arizona $16,450 $18,965 $24,535 $25,730 $31,270 $37,145

Source: OES Employment Estimates, Bureau of Labor Statistics, (May 2010), http.//www.bls.gov/oes/

between March 2010 and March 2011.)

What is the median wage advertised for green workers in this occupation?
(Statewide median wages based on advertised salaries in online job postings

Median Advertised Wage for All Jobs

Median Advertised Wage for Green* Jobs

$ 27,040

$ 30,623

*Green jobs identified using green definitions from O*Net and refined using a

combination of green skills, certifications,

descriptions.

and keywords from the advertised job

Source: Burning Glass, http//www.burning-glass.com/




IV. What is the outlook for jobs in this occupation?

This section shows the long-term projected outlook for this occupation.

What is the long term outlook for jobs in this occupation? (Data are not available for green jobs within
the occupation so this section is based on data that include both green and non-green jobs.
Employment numbers include self-employed and unpaid family members as well as wage and salary

workers.)
Estimated Estimated Total
2008 Employment | 2018 Employment Change Replacement Needs Openings
(Estimated) (Projected) (2008-2018) (2008-2018)* (2008-2018)**
60,328 64,568 4,240 + 8,223 = 12,463

*Replacement jobs are estimated by applying a ratio of total national job changes anticipated over the next
decade (derived by BLS) to the estimated Arizona 2008 employment

**Openings represent the sum of growth (change) and replacement
Source: Arizona Office of Employment and Population Statistics, http.//azstats.gov/

V. How do workers prepare for jobs in this occupation?

Training, certification, education, and required work experience information for the occupation, based
primarily upon survey results provided by the national O*Net OnLine occupational database.

What are the minimum education levels that employers expect for workers in this occupation? (Required level of
education reported by current workers, including green and non-green, in this occupation)
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0.0% 51.8% 5.8% 6.5% 1.9% 34.1% 0.0% 0.0% 0.0% 0.0% 0.0%

% represents the proportion of all workers in the occupation who have attained that education level
Source: O*Net OnLine occupational database, http.//www.onetonline.org/

What green or other credentials might be expected? (Common certifications held by green workers in this
occupation)

Contractor License - Electrical

Contractor License - Plumbing

LEED Certification - AP Building Design & Construction

Source: Arizona LMI Green Jobs Survey, http://azstats.gov/

What experience levels are employers expecting? (Experience reported by current workers, including green and
non-green, in this occupation)

6 Months
None <6 Months -1 Year 1-2 Years 3 -4 Years 5-10 Years > 10 Years
8.0% 23.0% 23.6% 40.7% 2.9% 1.9% 0.0%

% represents the proportion of all workers in the occupation who have attained that experience level
Source: O*Net OnLine occupational database, http.//www.onetonline.org/




How much training will employers likely provide? (Training reported by current workers, including green and non-

green, in this occupation)

6 Months
None <1 Month 1-3 3-6 -1Year |1-2Years 3-4Years 5-10 Years > 10 Years
47.5% 22.9% 17.0% 2.1% 4.8% 4.2% 0.0% 1.5% 0.0%

% represents the proportion of all workers in the occupation who have attained that training level
Source: O*Net OnLine occupational database, http.//www.onetonline.org/






