2004-2007
JoB DESCRIPTIONS AND SCALES

ACCOUNTANT

Under specific direction, applies principles of
accounting to perform accounting work following renous and
varied standard procedures and accounting practcesdyzes
any account and initiates corrective action. Mestbalified to
prepare reports, journal entries and financiakstants. May
instruct or assign work to accounting clerks. Resiend
verifies the accuracy of various records. Mustehadegree in
accounting or equivalent experience.

2004 2005 2006
A 690 701 713
B 716 728 741
C 752 764 77
D 781 794 808

Accountant, Senior

Under general direction, applies principles of
accounting in the preparation of reports, jourmdfies and
financial statements. Conducts special studiegstagaanager
or superior in the administration, supervision amintenance
of accounting records and controls. Must have aiedem
accounting or equivalent experience and have detnated the
ability to analyze complicated statements and tspor

2004 2005 2006
A 861 875 890
B 891 906 922
C 925 940 956
D 958 974 991

Accounting Clerk |

Under close supervision, performs routine work
following simple procedures. Duties include posting
calculating, checking and collating; may perforrhestrelated



clerical duties. Requires an aptitude for figurekydncludes
beginners with little or no experience.

2004 2005 2006
A 400 407 414
B 415 422 429
C 425 432 440

Accounting Clerk Il

Under general supervision, performs generallyineut
work following instructions and standard procedufsties
may include processing vendors’ invoices; codirggaking
terms, discounts, approvals, etc.; processing pec&iom
advertising agencies; reconciling differences anitibiing
adjustments; maintaining a petty cash fund; etovidedge of
bookkeeping principles required.

2004 2005 2006
A 435 442 450
B 458 465 473
C 475 483 491
D 489 497 506

Accounting Clerk Ill

With a minimum of supervision, performs accounting
work following numerous and varied standardizeccptures;
analyzes accounts in specialized areas of accauatid
initiates corrective action; assists in prepariggarts, journal
entries and financial statements. Accounting wadtudes
posting or checking various items from original m@s. Duties
may involve directing the work of others, spot dtiag
completed work for errors.

2004 2005 2006

528 537 546
B 550 559 569

574 583 593



Account Development Executive

Develops and increases usage and/or penetration of
Dow Jones Interactive users within existing corf@eccounts
in defined geographic region. Provides initial amgjoing
training on Interactive products to corporate usananges and
conducts regional seminars on a regular basisdigrocate users
and private individuals. To a lesser extent, ass$ist sales force
in selling and developing accounts in his/her regitiso
conducts competitive analysis of Interactive prague support
the sales staff. Participates in regional tradevshend industry-
related functions and meetings.

2004 2005 2006
A 722 734 747
B 759 771 784
C 808 821 835
D 840 854 869

Canadian

Scale
A 786 799 813
B 827 840 855
C 879 893 909
D 916 931 947

Account Executive - Dow Jones Interactive

Responsible for selling Dow Jones Interactive to
major corporations (Fortune 2000) within definedgm@phic
regions. Follows up on qualified leads to arrasajles calls and
demonstrations; uses initiative and creativity évelop leads
and interest in Dow Jones Interactive (e.g., la@@ct mailings,
arranging and conducting demonstrations and seminar
inform the public about the service) and followsampthese
leads to close sales; participates in local anmalttrade
shows and other special sales activities, andtagsisount
Development Executives at training sessions andnsem



2004 2005 2006

A 840 854 869
B 875 889 905
C 907 922 938
D 942 957 974
Canadian
Scale
A 916 931 947
B 952 968 985
C 988 1004 1022
D 1025 1042 1060

Account Executive — Newswires

Under direction, sells Dow Jones Newswires services
Also services the needs of existing customers. tMage a
thorough knowledge of the different services andpperal
equipment. May be required to analyze the makesdles
potential and to develop prospects from variouscEss May
recommend changes and/or enhancements to existdgqi
lines. Account Executives demonstrating superiditalor
performance may be given the title “Senior Accdgrecutive”
but shall remain in this job classification for kcand seniority
purposes.

2004 2005 2006
A 916 931 947
B 937 952 969
C 961 977 994
D 992 1008 1026

Account Services Representative

Under general supervision, initiates new accounts a
assists prospects and customers with inquiriesezaimg Dow
Jones Interactive Publishing products and serviies
telephone, electronic mail and facsimile. Qualitesl



recommends information solutions to prospectivesaamer and
corporate customers. Establishes account profildgparforms
account maintenance and updates to subscribeniatam,
assists with promotional efforts and responds toiests for
general product information, pricing, account cdlatien and
other account-related issues both verbally andriting.
Performs clerical work as required using orderyesjyistems,
personal computer and standard office applicatiftwsire.

2004 2005 2006
A 427 434 442
B 438 445 453
C 451 458 466

Advertising Coordinator

Under minimum supervision, answers the telephone
and gives information to callers. Greets visitehedules
appointments. Opens, reads and routes mail. Takestesing
space orders over the phone or by mail and inpets into
linage control system. Handles customer inquir@gerning
Dow Jones products, advertising rates, productomirements,
acceptance requirements and space availabilitiay. hé
requested to make outgoing calls to clients. Opsriiews
Retrieval and linage control systems. Identified assembles
appropriate materials necessary for sales callpegskntations.
Will be required to perform secretarial or cleridaties.

2004 2005 2006
A 561 570 580
B 580 589 599
C 596 606 617
D 615 625 636
E 637 647 658

Advertising Customer Service Associate

Under supervision, communicates with internal and
external customers assisting in answering inquiRescesses
contracts, adjustments and updates billing ancbmest records



in our business systems. Additionally processedaafits,
performs research as requested and files and rivesratth
archival records. May be asked to populate reortsperform
related tasks. May provide task-based traininghéw or
existing employees and other related duties agraesdi

2004 2005 2006
A 516 524 533
B 537 546 556
C 557 566 576

Advertising Customer Service Associate, Senior

Under minimum supervision performs all of the dati
of an Advertising Customer Service Associate anaddition
may direct the work of Advertising Customer Service
Associates. Requires the use of considerableatfisorand
judgment. May provide task-based training for revexisting
employees and other related duties as assigned.

2004 2005 2006
A 621 631 642
B 643 653 664
C 669 680 692
D 698 709 721

Advertising Processing Associate

Under supervision, accurately processes advertising
orders and materials for Dow Jones publicationgy kpeset
and proofread advertisements, and prepare laybbiamnmered
sections. Reviews orders and materials to ensumplance
with company guidelines and policies. Communicatits
internal and external clients. May be asked toufatp reports
and perform related tasks. May provide task-baseding for
new or existing employees and other related datsesssigned.



2004 2005 2006

A 516 524 533
B 537 546 556
557 566 576

Advertising Processing Associate, Senior

Under minimum supervision performs all of the dsitie
of an Advertising Processing Associate and in éalditnay
direct the work of Advertising Processing Asso@at®equires
the use of considerable discretion and judgment.

2004 2005 2006
A 621 631 642
B 643 653 664
C 669 680 692
D 698 709 721

Advertising Publishing Administrator

Under supervision, communicates with internal and
external customers assisting in answering inquioeserning
scheduling, reservations, publishing calendargrigcand
other publishing concerns. May schedule largé space,
advertising supplements and special sections, mopiemium
position space, color reservations, edition forrawad
publishing calendars. Provide management andialtelients
with up to date scheduling information. In additimports data
for analysis and distribution. May be asked to pajureports
and perform related tasks. May provide task-bassding for
new or existing employees and other related dasesssigned.

2004 2005 2006
A 621 631 642
B 643 653 664
C 669 680 692
‘ D

‘698 709 721




Advertising Publishing Administrator, Senior

Under minimum supervision performs all of the dati
of an Advertising Publishing Administrator and ishdition may
direct the work of Advertising Senior Publishing
Administrators. Requires the use of consideratseretion and
judgment. Performs all duties necessary to mainiaéer
configurable advertising publishing administratiorcluding
managing premium position requests, system tabéesirity
requests, monitors color reservations for Dow Jones
Publications.

2004 2005 2006
A 729 741 754
B 751 763 776
C 779 792 806
D 805 818 832

Advertising Quality Assurance Associate

Under supervision conducts quality checks on
advertising material for Dow Jones publicationsayMposition
ads, approve and deliver paginated advertisingpade
ensuring compliance with company guidelines anitjzs.
May communicate with internal and external clieMsy be
asked to populate reports and perform related talgks/
provide task-based training for new or existing Eyees and
other related duties as assigned.

2004 2005 2006
A 621 631 642
B 643 653 664
C 669 680 692
D 698 709 721

Advertising Quality Assurance Associate, Senior

Under minimum supervision performs all of the dsitie
of an Advertising Quality Assurance Associate andddition
may direct the work of Advertising Quality Assuranc



Associates. Requires the use of considerableafisorand
judgment.

2004 2005 2006
A 729 741 754
B 751 763 776
C 779 792 806
D 805 818 832

Advertising Sales Representative

Under direction, represents the Company in a
specified geographic area or special categoryltaisplay
advertising space in a Dow Jones publication. Aredymarket
for sales potential; may suggest changes or negranes to
develop sales; delivers and may initiate or agsigie
development of oral or visual presentations pogmtnt the
advantages of Dow Jones publications. Does foreeamt
accounts for gains and losses in business in writtports; acts
as liaison between customer and production depattrjod
includes writing sales letters. May be requiregadicipate in
job-related social functions.

2004 2005 2006
A 698 709 721

Advertising Sales Representative - Interactive

Sells Dow Jones Interactive and advertising in Dow
Jones/Wall Street Journal interactive productgenaies and
clients within a specific geographic area in persbrough
direct mail and via telephone. Follows up on qirdifieads to
arrange sales calls and demonstrations; usestinéiand
creativity to develop leads and interest in Dowedlimteractive
(e.g., local direct mailings, arranging and conahggt
demonstrations and seminars to inform the publauathe
service) and follows up on these leads to closessal
Responsible for assessing market potential an&itrgc
performance within the region. May suggest chamgesew
programs to develop sales. Job includes writingssigtters.
May be required to participate in job-related sbitiactions.

9



2004 2005 2006
A 698 709 721

Advertising Services Bureau Manager, Asst. To

Generally working under minimal supervision this
position has some latitude for un-reviewed actiodexisions.
Requires knowledge of print production issues, bksiout
knowledge and department reference publicationsrdtgh
understanding of advertising insertion orders aatkenmal
preparation and transmission. Excellent customsicseand
communication skills. Workable knowledge of depaatin
computers and associated software. May be reqtorpdrform
general clerical duties.

2004 2005 2006
A 621 631 642
B 643 653 664
C 669 680 692
D 698 709 721

Application Analyst (See IT Jobs, Page )
Application Architect (See IT Jobs, Page )
Application Consultant (See IT Jobs, Page )
Application Specialist(See IT Jobs, Page )

Audiotext Newscaster

Writes audiotext scripts of prescribed length from
wire services and other sources. Reads and resorigiés for
voice services. May prepare scripts for varyingrfats and
methods of transmission. In addition, may exercisative
judgement in the collection and creating of scriptast
perform with a minimum of supervision.

10



2004 2005 2006

A 760 772 786
B 789 802 816
C 821 834 849
D 853 867 882
E 889 903 919
F 926 941 957

Audiotext Newscaster, Assistant

Handles, under close supervision, routine, lower-
priority editorial material and routine productiawork. Takes in
outside feeds, both audio and text, and transroitsnews items
through production system. Also can pre-record news
items, such as network entertainment features esgtgams, and
can do system maintenance work.

2004 2005 2006
A 645 656 667
B 667 678 690
C 694 705 717

Building Assistant

Under supervision, maintains and keeps in a cledn a
orderly condition the production and office area€ompany
buildings. Performs such other related duties ag lbeaassigned
by the supervisor.

2004 2005 2006
A 498 506 515
B 524 533 545

New York

Scale
A 515 523 532
B 541 550 560

11



Building Attendant

Under close supervision, responsible for general
housekeeping, including cleaning floors, windowd &mash
removal.

2004 2005 2006
A 394 400 407

Building Maintenance Specialist

Under minimum supervision, keeps all areas of the
building in a clean, well maintained, and orderyditions.
Monitors and performs preventative maintenance eohanical
building equipment, including, but not limited tgating,
ventilation, and air conditioning equipment, emeige
generators, boilers, and air compressors and (sessal state
licenses required to operate such equipment. Regge for
training and directing Building Assistants as nekitethe
absence of a supervisor. Responsible for comglg@perwork,
invoices, and purchaser orders as needed. Perfilthe
functions of a Building Assistant. Building Assist is
promotable to this position.

2004 2005 2006
615 625 636
B 644 654 665

Business Analyst(See IT Jobs, Page )

Business Analyst |

Under direct supervision, assists in the prepamatfo
less complex monthly analysis of operating reoits
management and line managers; assists in portidhe o
preparation of the annual budget and reports oresom
comparisons of actual results versus the budgsistasn less
complex portions of the compilation of long-randens; assists
in the completion of special projects requestednayagement.
Researches and reports on usage patterns of gxistdtomers.
Analyzes the effectiveness of marketing and salesptions
and monitors compliance with approved marketing salds

12



incentive plans. Uses various software tools tisfyat
departmental information needs.

2004 2005 2006
A 524 533 542
B 541 550 560

Business Analyst Il

Under general supervision, assists in the preperati
of monthly analysis of operating results for sem@nmagement
and line managers; assists in the preparationec&timual
budget and reports on the comparison of actualtsegersus
the budget; assists in the compilation of the lcamgge plan;
assists in the design and completion of specigépt®
requested by senior management. Researches antsrepo
usage patterns of new and existing customers. &ealthe
effectiveness of marketing and sales promotiorgduiing data
collection design, and monitors compliance withrappd
marketing and sales incentive plans. Develops soéwo
satisfy departmental information needs.

2004 2005 2006
A 654 665 677
B 686 697 709
C 713 725 738

Business Analyst, Senior

Under minimal supervision, prepares monthly analysi
of operating results for senior management andrineagers;
assists in the review of annual budget procesdyaesmand
evaluates actual results versus the budget; paatis in long-
range planning; devises and completes specialgispjanalyzes
usage patterns of new and existing customers. Btedithe
effectiveness of marketing, sales promotions atessacentive
plans. Assists in the calculation of incentivegares program
specifications. Assignments are broad in natureallys
requiring appreciable originality and ingenuity.

13



2004 2005 2006

A 785 798 812
B 817 830 845
C 847 861 876
D 875 889 905

Business Architect(See IT Jobs, Page )
Business Consultan{See IT Jobs, Page )
Business Designe(See IT Jobs, Page )

Business Development Specialist

Under minimum supervision, is responsible for
pursuing and coordinating licensing and co-markgtin
arrangements for the provision of Dow Jones newdsCzow
Jones Interactive's electronic products througtu tparty
service providers, with an emphasis on web-basedicss.
Will work independently and with a team of otheoject
leaders under the direction of the director ofribstion
strategy. Requires full knowledge of all DJIP pro, pricing
and strategies. Ability to negotiate business setorachieve
maximum revenue goals also required. Will be resijta for
overseeing assigned client accounts, following-umew
business leads, identifying potential opportunjtassd
creatively matching products and channels withriess
opportunities.

2004 2005 2006

A 1263 1284 1306

B 1338 1360 1384

C 1416 1439 1464

D 1508 1533 1560
Buyer

Using established procedures and under general
supervision, purchases routine and repeat-ordasijtéollows

14



up on purchase orders, expedites orders and assisty
buyers and purchasing agents. This position ingsane
independent judgement and a detailed knowledge@hasing
functions and responsibilities. The buyer is uguadsponsible
for a specific category(s) or department(s). Theagy be some
record maintenance responsibility. Items purchéakdvithin
well-defined areas. Typical responsibilities maglinle:

_ Coding and processing purchase orders.

_ Sourcing repetitive supplies and parts.

_ Expediting purchase orders.

_ Assisting with problem resolution.

_ Analyzing stockroom supply levels.

_ Purchasing basic office equipment.

_ Assisting in relocation and rearrangement ofcefpace.

_ Tracking orders, from initiation through deliveapd
installation.

_ Accessing on-line financial information to traekpenditures.
_ Performing small scale analysis work.

_ Sourcing repetitive and routine printing purclzase

_ Resolving rejected material problems.

_ Obtaining product information for client departitse

2004 2005 2006
A 646 657 668
B 673 684 696

703 714 726

Buyer, Senior

With minimal supervision, identifies vendors, gets
quotations, works with client managers to deterntiivgé needs,
does cost studies, writes purchase orders andfolé@s-up on
deliveries. This position has some latitude foremiewed action
or decisions. Incumbents must be able to prioritiwgr work
load among several concurrent tasks. Working wignt
departments, must be able to evaluate competitivaugts and
ensure smooth and timely acquisition of goods @ndices.
Involves extensive contact with in-house clientd antside
vendors. Duties also involve planning, recommending
coordinating and implementing projects. Typicab@ssibilities
may include:

15



_ Coding and processing purchase orders and capsshe

_ Researching new products and vendor sourcestairaimg a
vendor bid file and evaluating vendor performance.

_ Obtaining competitive bids.

_ Purchasing non-basic electronic office equipment.

_ Advising in-house clients on personal computecipases,
attempting to maintain standardization.

_ Assisting in the negotiations and requisitionieafhnical
electronic equipment.

_ Expediting emergency orders.

_ Integrating PC software with department proceslure

_ Preparing and controlling blanket orders.

_ Arranging and supervising moves and rearrangeofargw
and existing office space.

_ Formulating furniture orders, based on a reviéfloor plans
and discussions with end-users and designers.

_ Managing automobile fleet.

_ Attending press approvals.

_ Evaluating contracts and/or purchase agreements.

_ Analyzing computer-generated production planmegprts to
support purchasing activities for the productioogess.

2004 2005 2006
A 778 791 805
B 816 829 844

864 878 893

Circulation Sales Rep

Under direction from the Circulation Market Manager
works independently to develop and execute actianspfor
making sales development calls and presentationpa#t of a
team, recommends accounts where additional clzmict is
necessary.

Evaluates market potential and develops new
programs or recommends changes to existing progttzais
cost-efficiently build sales, aid distribution aindrease
circulation. Tracks sales and measures actual padegam
performance against budgeted plans for the acdiasd.
Maintains relationships with clients, such as whkalers, non-
DJ publications, hotel management, professors @achers,

16



through personal visits, telephone contact, dineait and other
correspondence. Distributes point-of-sale, edunatiand
promotional materials created for use in the neginas
directed by national marketing.

Represents Dow Jones at educational trade shows and
conventions and makes presentations about Dow jwodacts
and services. Reports on the condition of salelsimvhis or her
markets and is prepared to explain andanalyzenbedt of
marketplace conditions on assigned sales goalpm@ams
within those markets.

Monitors competitors’ activities. Devises and
recommends programs to counter or preempt compstito
activities and responds to other marketplace chatige
influence sales, market penetration and coverage.

2004 2005 2006
A 740 752 765
B 773 786 800
C 808 821 835

Circulation Staff Assistant

Under minimum supervision, performs diversified
duties related to the department’s operations. Regju
knowledge of company and departmental work
processes/procedures, some independent judgment and
initiative. May direct the work of others.

Processes carrier payroll, new hires, status clsange
and termination forms. Verifies, adjusts and redescoded
bills and prepares invoices. Compiles and types/ (nsg word
processor, personal computer with Lotus, electrompewriters,
etc.) various weekly and monthly statistical repgmtofiling
departmental operations and expenses.

Periodically communicates with customers and
vendors to provide information and/or resolve peofs.
Interacts with internal departments/staff and exder
organizations, such as the U.S. Postal Servicansaer
customer inquiries.

Handles office duties, such as composing and typing
routine correspondence, setting-up and formatemppnts,
filing, photocopying, making travel arrangementsswering

17



telephones, distributing reports and memos, arrenfyr the
department to function effectively.

The position requires extensive use of the
photocopying machine, postage meter, work procgssin
software, personal computers, spreadsheet softirere,
circulation customer service computer system ahdrot
systems/procedures necessary to provide effectbebdition
and customer satisfaction.

2004 2005 2006
A 472 480 488
B 505 513 522
C 530 539 548
D 552 565 571

Classified Advertising —Inside Sales Rep.

Under direction, sells classified advertising spiaca
Dow Jones publication though telemarketing. Answers
telephone inquiries and accurately takes class#aslover the
phone. Processes ads received from advertiserseearitten
inquiries and assists advertisers in preparaticadef(i.e. layout
and size). Job includes writing letters for dineatrketing
special campaigns, contracting sales, inputtingugrathting
mailing systems. Acts as liaison between custooredit and
production departments.

2004 2005 2006
A 508 516 525
B 538 547 557
C 561 570 580

New York

Scale
A 525 534 543
B 555 564 574
C 578 587 597

18



Classified Ad Sales Account Coordinator

Under direction, sells, creates, and delivers iflads
advertising and classified advertising pages ferwWall Street
Journal and other Dow Jones publications.

While an account coordinator’s responsibilitiesl wil
cover the various stages of selling, creating altvering
classified advertising and classified advertisiaggs, an
individual coordinator’s designated responsibittyd regular
job assignment may be based on recognition of hien
proficiency in one or more areas of responsibility.

In handling sales, accurately takes, processes and
proofs classified advertising by walk-in, telephpletter, fax or
other electronic transmission. Responsible fobealks, sales
letters and working with new and existing customPrecesses
advertising orders and materials, prepares layafuts
advertisements and special sections and, when deeme
necessary, creates and delivers classified pagesnW
processing classified advertising and deliverirassified pages,
retrieves advertising data and material electrdiyicacans
material and uses semiautomatic layout systemsett m
customer and company requirements.

2004 2005 2006
A 580 589 599

Classified Ad Sales Account Support

Under direction, creates classified advertisemants
classified pages for the Wall Street Journal ahéobow Jones
publications. Responsible for accurately processlagsified
advertising, orders and materials received by étegtronic
transmission or advertising letter. May create ldigp
advertisements for customer approval, to be usetidogales
staff in selling classified advertising.

Prepares layouts of advertisements, special section
and classified pages. Reviews advertisements iretsey
meet company guidelines, policies and mechanical
requirements. May correspond with billing and credi
departments.

19



2004 2005 2006
A 541 550 560

Classified Advertising Sales Representative

Under direction, represents the company in a sigecif
geographic area of various categories to sell ifieds
advertising space, in person and through telemiadkeh a
Dow Jones publication. Analyzes market for saldsmtial;
develops new strategies and delivers oral/visuedgmtations
pointing out the advantages of Dow Jones publioatidcts as
liaison between customer, credit and productioradepent.
Duties include writing sales letters and sales ntspend
maintaining accurate account files. May be requiced
participate in job-related social events.

2004 2005 2006
A 580 589 599
New York
Scale
A 597 607 618

Classified Advertising Sales Rep., Senior

Under direction, solicits and receives classified
advertising in person and via telephone for Dowe3on
publications; must have thorough knowledge of pediand
procedures of these publications and supportingrdegnts
within the company; plans and delivers sales ptesiens to
accounts and agencies and provides liaison supptwteen
them and the company; may aid customer in ad laydst has
lead responsibilities for directing the work of doyees at the
location.

2004 2005 2006
707 719 732
B 735 747 760

20



Classified Coordinator

Independently of, but in cooperation with, the oewgil
advertising services manager, oversees the dadlyatipn of the
office. Typical responsibilities may include:

_ Processing all classified insertion orders argliaéiccordance
with departmental procedures;

_ Reviewing advertisements to ensure that they o@apany
guidelines, policies and mechanical requirements;

_ Laying-out all classified advertising sections;

_ Working with other departments/areas to resaiter
departmental issues or problems, including the @simg room,
mechanical production, advertising sales, billicigstomer
services and credit;

_ Corresponding with billing and credit departmentsipdate
advertiser credit status.

_ Communicating with sales offices regarding adsert
schedules and customer service;

_ Procedural and computer training of the staff;

_ Overseeing scheduling of staff, including worktsh
assignments, vacations and floaters;

_ Creating house ads for special sections;

_ Inventorying and maintaining all materials fovadising
make-up;

_ Coding all free runs, fillers and discount ads;

_ Mailing out tearsheets and recording and maitingbox
mail.

2004 2005 2006
A 747 759 772
B 762 774 788
C 779 792 806
D 829 843 858

Classified Marketing Assistant

Under direction, assists and supports national
classified sales in the organization and distriutf sales
material, sales letters and other correspondentteto
company's client and prospect base. Acts as afidistween
the national sales center, marketing services tiapat and the
classified field offices nationwide.

21



Job includes database management, typing of mailing
labels, distribution of single and mass mailings|yddispatch
of mail and assisting the sales organization incimemdising
and value-added projects. May be required to handle
switchboard operation and do related clerical work.

2004 2005 2006
A 482 490 499
B 497 505 514

514 522 531

Classified, Nat'l Support Manager, Ass't to the

Performs all duties of a classified advertisingsal
account coordinator and, in addition, supervisekdirects the
flow of work of account coordinators and/or claiesif
advertising sales account support staff and overdigection of
office during manager’s absence.

Under direction, oversees the flow of advertising
orders and copy through the department. Requiredeo
considerable discretion and judgment. Overseegetnieving of
advertising dates and material electronically azahs material.
Works closely with ad services and communications
departments to insure proper release of pages.

Must be thoroughly familiar with electronic page
layout and electronic page build. May be requieandle all
facets of classified advertising, from receipt &ge delivery.

2004 2005 2006
A 646 657 668
B 673 684 696

Classified Telemarketing Sales Rep

Under direction, solicits via telephone advertisiag
the Wall Street Journal and other Dow Jones puiics.
Develops sales leads and prospects and will bereztjto
manage a database.

Must be creative in developing sales leads, utigjzi
sources approved by management. Requires knowtg#fdge
advertising principles, overcoming advertisers’eaijons and

22



having a thorough knowledge of telephone salesigakes.
May be required to answer and service incomingtelae
inquiries and process advertisements in accordaitbe
company guidelines, policies and mechanical reqergs.

2004 2005 2006
A 574 583 593

Clerk

Under close supervision, performs routine, repetiti
clerical work, including checking, counting, filingearching,
sorting and stamping.

2004 2005 2006
A 395 401 408
B 406 413 420
C 416 423 430

New York

Scale
A 426 433 441
B 434 441 449
C 442 449 457
D 449 456 464

Clerk Senior

With a minimum of supervision, performs clerical
duties of some diversity requiring application afious
standard procedures, including the preparatiorseraf forms,
reports or records. Requires some independent joeigeand a
detailed knowledge of department or company pdieied
procedures related to work performed. May do sagt# |
typing; may direct work of others.

23



2004 2005 2006

A 430 437 445
B 438 445 453
C 452 459 467
D 467 475 483

Computer Equipment Operator/Printing Plants

Under limited supervision, operates equipmentriatp
mailing label lists for Wall Street Journal and i&ex's press
runs, circulation reports, and top wraps. Includesration of
the labeling system, printer, and slitter. Resjisl@gor some
preventive maintenance, recognizing and reportystes
problems to tech support for action. In some piatits and
prepares labels for production runs.

Prepares and inserts delivery information into
envelopes for distribution to field offices andidety
operations. Maintains inventory of labels and $iegp
Completes reports related to list maintenance ameigl
circulation department clerical duties. Good oigational
skills, experience operating computer systems,(&/@mdows,
e-mail) preferred but not required. Must be abléft 20 Ib.
boxes.

2004 2005 2006

517 525 534
B 535 544 554

562 571 581

Computer Operator, Senior (See IT Jobs, Page )

Contigency Planner

Under direct supervision, assists in the develogmen
and implementation of business contingency plakssists with
scheduling of contingency tests and auditing oticgency test
results. Responsible for maintaining disastervegpand
business resumption plans for all Dow Jones businegs.
Assists with the planning and implementation predas

24



cooperation with the business units. Will assighthe
organization and coordination of project teams,clvimay
include representatives from various departmenddevrels of
management. Will assist with department risk assesats and
consult with business units on recovery projects aativities.
Position requires ability to interact with team niers on
various technological platforms used by Dow Jones.

2004 2005 2006
A 990 1006 1024
B 1027 1044 1062
C 1068 1085 1104

Copy Editor

Under minimum supervision, must be capable of
major editing and complete rewriting of copy fobaw Jones
publication or a Dow Jones news service. Must gsssgong
news judgment. Must also be able to perform aliedubf a

National Copy Reader.

2004 2005 2006
A 1119 1137 1157
B 1179 1198 1219
C 1243 1263 1285
D 1308 1329 1352
E 1362 1384 1408

Canadian

Scale
A 1218 1238 1260
B 1283 1304 1327
C 1353 1375 1399
D 1425 1448 1473
E 1483 1507 1533
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Copy Reader, National

Under supervision, must be capable of writing
headlines, editing and doing routine rewrites f@aav Jones
publication or a Dow Jones news service.

2004 2005 2006
A 790 803 817
B 820 833 848
C 871 885 900
D 969 985 1002
E 1025 1042 1060
F 1079 1097 1116

Canadian

Scale
A 860 874 889
B 894 909 925
C 948 963 980
D 1056 1073 1092
E 1116 1134 1154
F 1175 1194 1215

Copy Reader, Regional

Under direction, must be capable of performingehuiti
of slot person on a news production desk, supewyiaiork of
personnel, reading, checking and correcting firdgm®ofs
from composing rooms. Must be able to substitutearasion
for the make-up person or the news production gditoto
perform general duties related to news production.

2004 2005 2006
A 673 684 696
B 699 710 722
C 726 738 751
D 768 785 795
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New York

Scale
A 692 703 715
B 715 727 740
C 747 759 772
D 788 801 815

Copywriter/Project Coordinator

Under direction, works with in-house client to
determine advertising and promotion needs for wvaribow
Jones products. Analyzes product’s strengths, e
marketing objectives to recommend appropriate reat
strategy. Duties include writing and coordinatimgduction of
board and slide presentations, brochures, satesdetnd other
promotional materials.

2004 2005 2006
A 698 709 721
B 738 750 763
C 778 791 805
D 821 834 849
E 870 884 899
Courier

Drives company vehicle between offices of the
company or other destinations. Transports messages,
documents, letters, packages or other material. théasport
passengers. May hand-deliver some material. Must tiee
required legal driver’s license and have a goodmyirecord.

2004 2005 2006
A 504 512 521
B 519 527 536

New York

Scale

519 527 536
B 537 546 556
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Credit Analyst

Under minimal direction, collects outstanding
accounts receivable in a timely manner; monitocoants for
required outside collection activity, writeoffs arefunds;
follows up on older items referred to Customer &eror other
departments; researches/resolves specific claighs an
communicates findings to the appropriate partiéso athers
credit information, evaluates financial statemeamd approves
credit limits. All actions taken are within estaied policy and
the account assignment. May perform other relatedicduties
as assigned.

2004 2005 2006
A 557 566 576

Credit Representative

Under minimum supervision, contacts delinquent
accounts to collect outstanding balances. Mayaitgtcollection
procedures, including passing accounts to outsitleation
services, recommending suits and bankruptcy praegedAlso
can recommend the writing-off of uncollectible agots. May
request refunds, allowances and adjustments or coicate
disputes to others as appropriate. May exchangtt ctata with
members of appropriate trade associations. Maist&oords
and prepares reports as required by managemerdrtitanand
analyze credit/collection activity.

2004 2005 2006
A 519 527 536
B 534 543 553
C 547 556 566

Customer Relations Clerk/Field

Working under supervision, answers telephone calls
from subscribers in a courteous and professionaher
accurately records customer information and purpbsalls,
answers subscriber requests and inquiries andtiegtiaction, if
necessary. Uses computer-connected terminals kaulpo
customer records and process transactions. Relagsages to
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delivery employees; calls back customers who aigngaor
information or to follow-up on service complaints.
Refers calls to other departments as necessaatisfys
customer needs without additional call transfeesfd?ms
related clerical duties associated with customletioss and
delivery. Must have the ability to communicate digand
correctly, both verbally and through correspondence

2004 2005 2006
A 427 434 442
B 440 447 455
C 456 463 471
D 475 483 491

Customer Service Analyst(See IT Jobs, Page )
Customer Service Architect(See IT Jobs, Page )

Customer Service Assistant

Under supervision, receives customer requestsefuice.
Records information such as name, address, natareuble
and item to be repaired or service to be rend@epatches
crew. May type, file and perform routine clericaitiés.

2004 2005 2006

448 455 463
B 463 471 479

475 483 491

Customer Service Consultani{See IT Jobs, Page )

Customer Service Rep/Communications

Under minimum supervision, processes incoming
orders received via telephone, fax, client netwdderate
fieldwatch system and related departments. Responds

inquiries from customers and forwards to the appatg group.
Receives and processes orders that require thotayhledge
of service areas, warranties, contracts and serates as they
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apply to specific manufacturers and products. Glasdls with
technicians in contract maintenance and Teleratéviiatch
system. Orders parts and creates process softwarecaed for
field techs, and assigns orders to appropriatesarea

Processes surveys, installs and special projemts fr
sales coordinators via Telerate fieldwatch systathassigns to
contract maintenance system for the service cerRerforms
file maintenance in contract maintenance and Tedera
fieldwatch systems. Processes, inputs and filezrdsc
necessary for accurate service and billing inforomatPerforms
courtesy calls and projects for clients and saggmdment.
Maintains interoffice files and adequate suppl@sgrinters and
fax machines.

2004 2005 2006
A 467 475 483
B 482 490 499
C 498 506 515
D 519 527 536

Customer Service Representative/ Credit

Under minimum supervision, receives inquiries and
claims from customers and others within Dow Joieges all
necessary steps to research, resolve and docuispasition of
each inquiry or claim and communicate it to therappate
parties; maintains records and prepares reportst Maintain a
good rapport with customers. May do related clérgark as
assigned.

2004 2005 2006

519 527 536
B 534 543 553
C 547 556 566

Customer Service Representative/ Marketing

Under general supervision, answers customers’ and
sales representatives’ inquiries concerning soffwaavigation,
content, billing and ordering for Interactive Pshiing the
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News/Retrieval Service products and services. iflsisides
first-level technical support for all Dow Jones arah-Dow
Jones software interfaces to News/Retrieval pradact
services.

Troubleshoots all communications problems. Must
have working knowledge of the major computer opegat
systems, including Windows and Macintosh. Demotesréhe
service, conducts market surveys and provides stifipoother
BIS products. Must be familiar with the Internetlahe World
Wide Web, including browser software. Maintainswaete
records of all inquiries and performs general clrduties.

Maintains and updates customer accounts, including
orders of billable and non-billable Dow Jones prduwand
services, including software upgrades and upgrémdsoth
automated and basic communications interfaces. tisias
computerized logs, answers first-level billing iiregs, performs
general clerical duties and prepares referenceranileting
materials. May also be required to conduct outb@urdeys.

2004 2005 2006
A 596 606 617
B 617 627 638
C 641 651 662
D 664 675 687

Customer Service Representative — Marketing, Senior

Under minimal supervision, works closely with
customers, sales representatives, technical suapdrother
customer and other customer service representdatvaddress
inquiries concerning advanced navigation, contegdyching,
technical or billing issues related to Dow Jondsriactive
Publishing products and services. May also beireduo
provide basic assistance in the above areas. Tbshuiots data
integrity, content and product issues, which mayuide
working with other departments or outside vendd®sovides
training and documentation. May be required todemh market
surveys, demonstrate DJIP services and review riagkand
documentation materials. Analyzes and reportsustoener
inquiries. Serves as point of contact for oth@resentatives
and other departments.
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2004 2005 2006
705 716 729
B 732 744 757

Customer Service Specialis(See IT Jobs, Page )

Customer Service Technician

Under general supervision, answers customers’ and
sales representatives’ inquiries concerning billimglering and
in-depth technical support issues for Dow Jonedyxts and
services, as well as software and third-party conmioations
software that accesses Dow Jones information. Regjai
thorough knowledge of Dow Jones News/Retrieval and
Interactive Publishing products and their operating
environments, including DOS commands, Windows,
Windows95, Windows NT, Macintosh, Lotus Notes and
peripheral devices (i.e., modems and printers).

Also must have a thorough knowledge of networking
and the Internet, including browser software, therd/Wide
Web, telenet protocol and TCP/IP. This includesting
customized scripts to access server gateways.nilsd have
working knowledge of the networking environment and
peripheral devices (i.e., modems, printers, spiesets and
word-processing programs).

2004 2005 2006
A 596 606 617
B 617 627 638
C 641 651 662
D 664 675 687

Data Base Editorial Assistant

Under supervision, codes, formats, checks, combines
and inputs news stories and information as welktasites
headlines from the Dow Jones News Service, The Biadlet
Journal and other sources.
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2004 2005 2006

A 547 556 566
B 566 575 585
C 593 603 614
D 624 634 645

Data Base Marketing Specialist

Under direction, uses database systems to conduct
research and analysis for marketing purposes. |Dgse
produces, and processes surveys in conjunctionosfiisr
departments. Assists in researching and recommegndi
software or procedural enhancements to existingbdae
system to increase efficiency of reporting and ysial Helps
investigate and evaluate software. Assists in teaamce and
quality control of database. Liaisons with techhitaff and
other departments. Develops ad hoc reports angsasasuch
as target marketing lists. Performs other clercal general
duties as may be assigned.

2004 2005 2006

675 686 698
B 700 711 723

730 742 755

Data Base Statistician

Under supervision, performs statistical work fotada
base publication, using PCs and related equiprvanifies,
adjusts, and corrects quotations and statistica frarious U.S.
and foreign financial markets. Derives and intetpfinancial
market and corporate data from exchanges and stheces
and applies to database systems which process nuatee
compute indexes, and provide market-related Staist
Maintains database of symbols and supports otharldese
services with necessary information. Must be &bMork with
technical and customer service departments andnpeuch
other clerical and general duties as may be asgigne
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2004 2005 2006

A 637 647 658
B 666 677 689
696 707 719

Data Base statistician, senior

With a minimum of supervision, and in addition to
performing all the duties of a Data Base Statiaticdevelops
new statistical products with emphasis on defirdnd
communicating the requirements for these productgtter
departments. Assists in developing index methagetand in
creating and maintaining indexes; performs compbsttk
research, selections and reviews, addition of eguntlexes
and construction of custom indexes. Assists iraenimg
quality assurance functions and procedures angstes testing
and training-related activities.

2004 2005 2006
A 745 757 770
B 77 790 804
C 811 824 838
D 844 858 873

Data Base Writer |

Under direction, writes and prioritizes news sterie
from wire services and other sources. Codes, @lessformats,
condenses and inputs news according to data hdedmt
appearance. Does minor editing on material from Wadl
Street Journal, the Dow Jones News Services aret stiurces.
There will be no more than three employees injttisat any
one time. It is anticipated that a majority of sechployees will
be promoted to this job from within the Company.

2004 2005 2006

645 656 667
B 667 678 690
C 694 705 717

34



Data Base Writer |l

Writes and prioritizes news stories from wire seegi
and other sources. Codes, classifies, formats,ecmas and
inputs news according to data base style for appear Does
minor editing on material from The Wall Street Jwlr the
Dow Jones News Services and other sources. Muststently
exercise independent news judgment.

2004 2005 2006
A 759 771 784
B 789 802 816
C 821 834 849
D 853 867 882
E 889 903 919
F 926 941 957

Data Center SpecialisSee IT Jobs, Page )

Data Warehouse Analyst(See IT Jobs, Page )

Data Warehouse Consultani{See IT Jobs, Page )

Data Warehouse Designe(See IT Jobs, Page )
Database Administration Consultant(See IT Jobs, Page )
Database Administrator (See IT Jobs, Page )

Desktop Systems Analys(See IT Jobs, Page )

Desktop Systems EngineefSee IT Jobs, Page )

Desktop Systems Engineer, SenidfSee IT Jobs, Page )
Disaster Recovery Consultan{See IT Jobs, Page )

Disaster Recovery Enginee(See IT Jobs, Page )
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Duplicating Machine Operator

Under direction, reproduces drawings, graphs,
typewritten or similar matter using offset dupliogt machine
that requires chemical agents and printing pld#ts; clean
printing plates after use, cleans and oils mach@perates copy
camera to make offset plates and changes camersazis.
May operate plate burner in the making of platdsoverforms
related clerical and finishing duties.

2004 2005 2006
A 513 521 530
B 536 545 555
C 558 567 577

Edition Coordinator

Under minimum supervision, must be able to edit
translated copy for language, length and contbhist be able
to write headlines, blurbs and decks on a regudaish rewrite
articles in language other than English, on deadliimegrate
updates and material needed to adapt our articlhéotarget
audience as required, and must be able to sekiiearand lay
out pages for any of the editions. Must be ableeidorm
duties of Translation Editor.

2004 2005 2006
A 1144 1163 1183
B 1199 1219 1240
C 1259 1280 1302
D 1318 1339 1362

Editor, Multimedia

Produces multimedia stories for on-line, interaetiv
news service; digitizes film, writes captions, @shes
supplementary material. Authors video, audio text graphics.
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2004 2005 2006

A 790 803 817
B 820 833 848
C 871 885 900
D 969 985 1002
E 1025 1042 1060
F 1079 1097 1116

Graphic Artist

Works with editors, artists, reporters and marlgtm
develop a visual concept for stories, editoriahdvertising.
Prepares layouts and rough sketches. Utilizepuaninaterials
and techniques to prepare finished maps, chaaphgr tables,
or illustrations. Works under daily and hourly diaes. May
work with and maintain graphical equipment.

2004 2005 2006
A 698 709 721
B 738 750 763
C 778 791 805
D 821 834 849
E 870 884 899

Graphic Artist Assistant

Under direction, provides graphical support to prin
and online publications. Must be familiar with qouter
graphics packages. Provides layout, researchganelral
support to other graphic positions and editors.

2004 2005 2006

613 623 634
B 643 653 664
C 675 686 698
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Graphic Coordinator

m o O ® >

Graphic Designer

Designs typographical, photographic, and illusteti
elements, as well as full-page designs. Makegghables, and
logos. Works with artists and editors to coordiretsvork. In
addition, may perform all the duties of Graphic Dasr.

2004
878
939
1004
1074
1151

2005
892
954
1020
1092
1170

2006
908
971
1038
1111
1190

Designs typographical, photographic, and illusteti
elements, as well as full-page designs. Makesghables, and
logos. In addition, may perform all the dutiesGrfphic

lllustrator.
2004
A 858
B 917
C 982
D 1050
E 1124

Graphic Illustrator

use computer and associated software.

2005
872
932
998
1067
1142

2006
887
948
1015
1086
1162

Works both independently and under supervision to
develop and execute, on a timely basis and acaptdiitVSJ
styles and formats, charts, graphs, tables, diagralostrations,
and portraits. May be required to submit sketaresfinal art
for approval to directors and editors. Must beife@amwith
equipment used to generate illustrations. Mayelggiired to
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2004 2005 2006

A 822 835 850
B 881 895 911
C 942 957 974
D 1033 1050 1068
E 1092 1110 1129

Information Architect (See IT Jobs, Page )

Information Graphics Artist

Under supervision, produces graphics for breaking-
news and feature stories. May work from existingpkates or
create feature graphics as necessary. Responsiljathering
data from databases as directed and executingtstati
graphics, such as bar charts or fever-line graphs.

2004 2005 2006
A 725 737 750
B 765 7 791
C 805 818 832
D 850 864 879

Information Graphics Designer

Under minimal supervision, works with graphics and
editorial departments to identify, develop, reskaand produce
graphic ideas for breaking-news and feature stoResponsible
for gathering data from databases, coordinatingexeduting
graphics for use in daily news and long-term emtsepprojects.
May perform all the duties of an Information GragghArtist.

2004 2005 2006

900 915 931
B 950 965 982
C 1000 1016 1034
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Information Graphics Coordinator

Works independently and with graphics and editorial
departments to identify, develop, research, andywe graphic
ideas for breaking-news and feature stories. Goates and
manages graphic packages for major breaking-newiestor
long-term feature stories. Responsible for repgréind
developing original research as needed, identifgimgrces of
information, and independently creating graphiqgsrapriate for
the accompanying news stories. May perform alldiitges of
an Information Graphics Designer.

2004 2005 2006
A 950 965 982
B 1010 1026 1044
C 1070 1087 1106
D 1145 1164 1184

Interactive Designer

Under supervision, responsible for the developmént
interactive products. May provide site architectur@vigation,
HTML coding, illustration and design of interactigeojects.
Creates visual concepts that illustrate news st@nel other
editorial matter, including preliminary and finaggn of
charts, tables, maps, illustrations, and photogzaforks with
Project Managers, Editors, and Producers to desgn
products, features, and functionality. May alsebdg and
provide product review. May also design, creat produce
related print material for marketing and advertisourposes.
May perform all duties of Interactive Productiortist.

2004 2005 2006

826 839 854
B 884 898 914
C 952 968 985

Interactive Designer, Senior
Under minimum supervision, responsible for the
development of interactive products. Includesqrening all
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the duties of Interactive Designer. Also is resgbole for
coordinating with Development staff to help prodiudelligent
navigation and ensure accurate layouts and furaditgrfor
final products. Also works with Product Testingo@Gp to
ensure that final product meets the objectivesfoeffective
user experience. May direct the work of projeattemnembers
and provide reports to senior management concepriogyess
and/or problems.

2004 2005 2006
A 1006 1022 1040
B 1087 1105 1124

Interactive News Assistant

Under supervision, assists senior editors in gatber
news from wire services and other sources; seivaseractive
news department assistant in “rim editing” of intgional,
national, technology and finance related news, kihgacopy
for accuracy and making corrections during prepamsor
dissemination. Requires familiarity with Micros#ftord, Excel,
Netscape and the Internet.

2004 2005 2006
A 580 589 599
B 598 608 619
C 627 637 648
D 653 664 676

Interactive News Indexer

Under supervision, proofreads, indexes, formats,
combines and processes news stories and tablesaltime
newswires and the Publications Library for interaetetrieval
and archival purposes. May rewrite headlines frdra Wall
Street Journal and other sources. May maintainregparch
statements for use in Dow Jones Interactive predarct!
oversee and analyze topics in production.
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2004 2005 2006

A 547 556 566
B 566 575 585
C 593 603 614
D 624 634 645

Interactive News Indexer, Senior

With minimum supervision, proofreads, indexes,
formats combines and processes stories and talbescial-time
newswires and Dow Jones Interactive products foieral and
archival purposes. May rewrite headlines and perfainor
editing of stories from The Wall Street Journal atiger
sources. Performs slot duties on a production daskexercises
independent news judgment. May research, produte an
maintain expert search statements for use in Dawslo
Interactive products and oversee the review antysisgrocess
for topics in production. May prepare art and giaphworking
from previously prepared artwork, for Dow Jonetattive
products. May direct the work of others.

2004 2005 2006
A 759 771 784
B 789 802 816
C 821 834 849
D 853 867 882
E 889 903 919
F 926 941 957

Interactive News Reader

Under supervision, creates and prepares news and
other content from analysts, various wire servidés Journal,
Telerate, NASDAQ and other sources; writes headline
rewrites, edits, incorporates graphics, links s®and does
production work for various interactive editiongaronic
bulletin boards, “chat rooms” and “home pages.” lRexs close
coordination with editors and other departmentsngt news
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judgment, software familiarity and technical skillday include
arranging appearances of various “guests” online.

2004 2005 2006
A 790 803 817
B 820 833 848
C 871 885 900
D 969 985 1002
E 1025 1042 1060
F 1079 1097 1116

Interactive News Writer

Under minimum supervision, does major editing and
complete rewriting of copy for various interactieditions. Must
possess strong news judgment and be able to pedibduties
of an interactive news reader. Must be able to viedition
slot and make judgments concerning content andepiaat of
textual, multimedia and other information.

2004 2005 2006
A 1119 1137 1157
B 1179 1198 1219
C 1243 1263 1285
D 1308 1329 1352
E 1362 1384 1408

Interactive Production Artist

Under close supervision creates visuals that ibiss
news stories and other editorial matter, includihgrts, tables,
maps and graphs for interactive products. Workseuddily
and hourly deadlines. May also assist in produoatated print
material for marketing and advertising purposes.
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2004 2005 2006

626 636 647
B 655 666 678
C 685 696 708

Intern

Under supervision, assists staff and/or manageiment
any department in basic functions, project assigrisieand
miscellaneous tasks, including work experience that
supplements educational initiatives. (Studentrhgteas defined
in Article I(C) are excluded.) No employee shalldassified
as an Intern for longer than one year without nevdy both the
Company and the Union. Minimum scale for this posishall
be $10.00 per hour.

2004 2005 2006
A 354 360 366

Mail Clerk

Opens and sorts incoming mail and inter-office pape
for distribution; collects and prepares outgointeles, packages,
etc., for mailing. Determines postage requiremants affixes
stamps. May operate machines such as letter opszader,
stamper, bundler. Keeps reports on postage. Digésh
incoming and inter-office mail. May perform relatelérical
duties such as counting and filing. May deliver arak-up mail
at post office. May drive vehicle.

2004 2005 2006

395 401 408
B 406 413 420

416 423 430

Mail Desk Supervisor

Reports to and assists Mail Room Supervisor by
operating a mailroom in a remote location. With dissistance
of a mail staff, provides and schedules pickup delivery
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service for newspapers, mail boxes and prioritydaliveries.
Receives and accounts for all incoming delivefiéaintains
inventory of stockroom and mailroom supplies aratders as
necessary. Assigns and reports overtime, emplayeedance
and vacation records. Uses DowCor, APPO and Employe
Directory System and performs some computer entmkwMay
operate company vehicles.

2004 2005 2006
A 517 525 534
B 535 544 554
C 562 571 581

New York

Scale
A 535 544 554
B 551 560 570
C 578 587 597

Make-Up /Advertising

Under a minimum of supervision, organizes and
directs page layouts of The Wall Street Journalisplay
advertising in a well-balanced manner. Is respdaddr
meeting edition deadlines. May be required to perfduties of
an assistant to the advertising production manager.

2004 2005 2006
A 747 759 772
B 762 774 788
C 779 792 806
D 829 843 858

Make-Up /News

Under a minimum of supervision, organizes and
directs the page layouts of The Wall Street Jousnads to
display stories according to their relative newshioess and
typographical integration; responsible for meetalifion
deadlines. May be required to perform duties ofsiew
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production editor, slot person (Regional Copy ReadeNews
Assistant Il on occasion.

2004 2005 2006
A 747 759 772
B 762 774 788
C 779 792 806
D 829 843 858

Market Data Analyst

Working independently, and in addition to perforgin
all the duties of a Data Base Statistician, Semésgolves and
initiates corrective action on market data-relgiszblems.
Performs analytic tasks on financial market dathratated
information using statistical methodologies. Usefiware tools
in the design and implementation of index-relatestipcts.

2004 2005 2006
A 913 928 944
B 949 964 981
C 982 998 1015
D 1020 1037 1055

Market Research Analyst

Under direction, analyzes local, regional or nadlon
markets to determine potential sales of a produsenvice.
Applies appropriate statistical techniques to detgast sales
activities to forecast future sales trends andeteminine critical
sales influences. Constructs survey questionnairds
procedures to acquire primary information on betwasind
attitudes of prospects. Compiles and reports inébion on
competitors’ sales and marketing activities. Useaguter
models to expedite analysis and recommendatioepaPes
documentary reports on effectiveness of sales progunder
investigation.
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2004 2005 2006

A 698 709 721
B 722 734 747
C 753 765 778
D 786 799 813

Marketing Coordinator

Supports, develops, plans and markets all electroni
information products. Specific responsibilities maglude
research and development, promotional materialgréding
campaigns, direct-mail pieces, on-line ad salesyace
materials, usage simulation programs, etc. Also melpde
product-related assignments, such as working witineering
on product design and prototype development, dr wiitside
suppliers on product schedules, as well as depattme
responsibilities for all aspects of product desigse, testing,
marketability and distribution.

2004 2005 2006
A 610 620 631
B 636 646 657
C 661 672 684

Marketing Coordinator, Senior

Supports, develops and markets all electronic
information products. In addition to those respbitisies
associated with a Marketing Coordinator, assisfdanning and
developing marketing strategies. Writes marketilzgng.
Forecasts, monitors and controls expenses. Irstizd@ projects
and ideas. Under general direction, will developtsgies and
implement programs and projects.

2004 2005 2006
A 745 757 770
B 786 799 813
C 823 836 851
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Network Analyst (See IT Jobs, Page )
Network Analyst, Senior(See IT Jobs, Page )
Network Engineer (See IT Jobs, Page )
Network Engineer, Senior(See IT Jobs, Page )
Network Engineer Architect (See IT Jobs, Page )
Network Operations Architect (See IT Jobs, Page )
Network Operator (See IT Jobs, Page )
News Assistant |

Under supervision, performs general clerical work,
including filing and telephone-answering. May maintsimple
petty-cash records and perform such other genexd im the

newsroom as may be assigned. Must have abilitpéoate
teletype machines on a limited basis.

2004 2005 2006
A 421 428 435
B 433 440 448
C 448 455 463
D 469 477 485

Canadian

Scale
A 437 444 452
B 472 480 488
C 487 495 504
D 510 518 527
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New York

Scale
A 437 444 452
B 452 459 467
C 465 473 487
D 484 492 501

News Assistant I

Under supervision, performs one or more of theofeihg
duties:

- Assists reporters in gathering news;

- Assists copy desks and special desks (such as®ag and
Editorial Page desks);

- Assists news department in checking copy for emmuand
making corrections during preparation for publioati

- Performs library functions of such other genekals work as
may be assigned.

2004 2005 2006
A 563 572 582
B 582 591 601
C 609 619 630
D 638 648 659

Canadian

Scale
A 613 623 634
B 634 644 685
C 662 673 685
D 694 705 717

New York

Scale
A 580 589 599
B 598 608 619
C 627 637 648
D 653 664 676
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Newscaster/Telephone

Writes telephone script of prescribed length and in
respective style from news stories gathered frorioua
sources. Reads and tapes script for transmisséoappropriate
equipment.

2004 2005 2006
A 759 771 784
B 789 802 816
C 821 834 849
D 853 867 882
E 889 903 919
F 926 941 957

Newscaster/ Writer

Involved in selecting appropriate stories from was
sources and writing them as cohesive scripts afgpiteed
length. Also broadcasts these scripts on radio rsemsces.

2004 2005 2006
1206 1226 1247
B 1275 1296 1312
C 1328 1350 1374

Office Assistant

Under close supervision, performs a variety of mino
clerical and routine jobs. Runs errands and pedarther
related duties as may be assigned

2004 2005 2006
A 394 400 407
B 404 411 418
C 414 421 428

Operations Analyst (See IT Jobs, Page )
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Operations Analyst, Senior(See IT Jobs, Page )

Page Make-up Associate

Works with minimal direction to build pages based o
edition layouts and the daily edition plan. Seqisall
preparatory items for the edition (layouts, spreatinding
heads, folios, page designators, slugs, etc.)varazk of
makeup. Imports news, statistics, standing hegdphics and
other elements onto pages as they become availBbtmfs and
releases pages to transmission following approMaindles any
scanning or camera shots required for as longesethrocesses
are needed. Reports to the Associate Manager, Rakeup
Group, though work is primarily directed by Pagekigiap
Coordinators.

2004 2005 2006
A 605 615 626
B 627 637 648
C 652 663 675
D 680 691 703

Page Make-up Coordinator

Follows the layouts from Edition Planning and
executes the layout in conjunction with the Natiddews
Desk. Guides and directs the implementation okttidon
plan. Follows through and approves changes framéws
desk. Groups stories of similar interest basedews value.
Generates replate lists to be distributed to apjatsp
departments. Keeps the Associate Manager, Pageugak
Group, informed of late advertising, news or laychinges.
Directs, assigns and manages product layout thrBagfe
Makeup Associates and acts on the changes andfioput
Quality Assurance Associates. Approves the relefise
completed pages to distribution after all news atd
requirements are met, concurrently proofing for Iua
Assurance Associates’ review. Checks ad and glagement,
headlines, text, ad/news conflicts and graphics.
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2004 2005 2006

A 764 776 790
B 785 798 812
C 812 825 839
D 838 852 867

Page Make-up Associate, Senior

Performs all duties of the Page Makeup Associate, i
addition to helping tutor Page Makeup Associatea@n
programs and procedures. Also helps develop Padelyp
Group formats to keep PMG reactive to the needewofs and
advertising. Corrects page-distribution problemd ansures
that all pages to be made up are in the page thateibase. Is a
problem solver or contact person for day-to-dayeplagilding
problems. Tests system changes in preparatiopriioe time.

2004 2005 2006
A 711 723 736
B 732 744 757
C 759 771 784
D 785 798 812

Pagination Coordinator

Works with minimal direction to build pages for the
WSJ and its international editions based on ediégouts and
the daily edition plan. Sets up all preparatogyris for the
edition (layouts, spreads, standing heads, fofiage
designators, slugs, etc.) in advance of make-oppotts news,
statistics, standing heads, graphics, and otheregits onto
pages as they become available. Proofs and rslpages to
transmission following approval.

Builds and completes WSJ statistics pages according
to specifications of the News/Advertising editidam
Responsible for meeting edition deadlines and
releasing/transmitting/tracking pages across gibres/editions.
Preflight for makeup, typographical, editorial, thestion,
advertising/news placement and content errors.
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2004 2005 2006

A 738 750 763

B 753 765 778

C 769 782 796

D 819 832 847
Payroll Clerk

Under general supervision, performs a range of
recordkeeping and payroll processing activitie®ioing
instructions and/or standard procedures. Dutiesimayde
maintaining petty cash fund, processing expenseletings,
processing wage and overtime payments, correctiarentry
documents, checking records for conformance withlbdished
standards and reconciling differences. May alstudelight
typing, clerical work and using a computer or a pater work
station. Knowledge of bookkeeping and/or payrajuieed.

2004 2005 2006

473 481 489
B 498 506 515

519 527 536

Pre-Press Coordinator

Responsible for coordinating layouts with the Nexasn and
Global Ad Layouts for all editions of the WSJ; pfiag and
transmitting press-ready pages via satellite tprirm locations,
and ensuring on-time "lock-up" for three or morghtly
editions under deadline. Also responsible for firgpand
transmitting press-ready pages for all editionthefAWSJ and
WSJE under deadline. Major duties include:

- Preflight for make-up, typographical editoriagstination,
advertising news placement and content errors

- Page Transmission

- Coordinate between print sites

- Last set of "eyes" before going to print

- Only round of review to see both advertising ard/s
together
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2004 2005 2006

A 755 767 780
B 775 788 802
C 802 815 829
D 828 841 856

Printing Plant Assistant

Under supervision, maintains and keeps in a cledn a
orderly condition the production and office arethe printing
plant. May perform general maintenance work. Rexzigtores,
inventories, transfers and disposes of materiddsew to the
production process and maintenance of the buildiggical
responsibilities may also include the operatioa afamp truck,
stripping of newspaper rolls and preparation of st rolls
in a press-ready condition.

2004 2005 2006
544 553 563
B 569 578 588

Procedures Writer

Under direct supervision, writes instructions and
procedures for users of computer services, expigim detail
how to prepare input for computer systems; andthfercontrol
section, how to control completeness and accuraayat and
output. Writes computer system documentation. Véif
procedures with user departments.

2004 2005 2006

541 550 560
B 558 567 577
C 580 589 599
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Product Testing Analyst

Measures and controls the quality of products by
identifying defects, correcting deficiencies in lityaand
preventing defects through testing techniques. t€€seand
executes test scripts, performs free-form testyaghers and
analyzes beta tester feedback and analyzes defettdefect
reports. Acts as defect tracker and report writéith sufficient
experience, will have the opportunity to assiswiiting test
plans; interact more with developers regarding asfand
project status; assist in coordinating beta tegtiagning and
implementation and train entry-level analysts stitey methods
and procedures.

2004 2005 2006
A 619 629 640
B 702 713 725

785 798 812

Product Testing Analyst, Lead

Under minimum direction, performs all the functions
of a Senior Product Testing Analyst, and also astead in all
assigned DJIP product test efforts. This includesking with
product managers to facilitate the creation of sespts,
executing free-form and/or automated testing, aedanalysis
of defects. Informs management of the statussiirig and the
details for specific defects, when required. Riesi
management with input regarding new test technicoets,
and recommendations to improve testing efficienRgquires
an in-depth knowledge of testing techniques andauktlogies
for both client server and internet based prodwadigity to
work on multiple projects at one time; knowledgéaofwsers,
HTML and Windows.

2004 2005 2006
A 980 996 1013
B 1020 1037 1055
C 1061 1078 1097
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Product Testing Analyst, Senior

Under limited supervision, performs all the funoso
of a Product Testing Analyst, and also assists tesiihg
analyst and/or project manager in coordinatingrigsictivities.
This includes performing browser compatibility tegt writing
and executing test scripts; executing regressistrstates;
performing defect tracking; assists in the prepanadf test
plans and provides input to test release notifceti
Knowledge of testing techniques and methodologie®dth
client server and internet based products; knovdexfg
browsers, HTML and Windows. Product Testing Angtlgs
promotable to this position.

2004 2005 2006
A 858 872 887
B 898 913 929

938 953 970

Production Coordinator

Under general supervision, ensures that all
advertisements are scheduled for publication anifie&run of
ads. Responsible for communication with adversiserd
advertising partners regarding orders, changesregearding
ads. Reviews actual ads run and verifies agadistcsile.
Reviews and verifies orders received via electrggatems.
Prepares standard contracts for submission to &geand
clients and processes signed contracts. Coorgimdte billing
department as necessary. Processes tearsheepsrdrand
updates weekly revenue projections. Other relatatt as
assigned.

2004 2005 2006

637 647 658
B 663 674 686

691 702 714

Production/Material Coordinator
Under general direction, schedules and coordinates
flow of work orders within or between engineeringriv
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centers. Reviews “MRP” (Material Requirement Plaghiand
may reschedule workload, due to priority changeailability

of materials or capacity of a work center. May égquired to:

- Distribute work-order requests, work orders, dists, etc., to
proper engineering groups.

- Confer with group supervisors to determine pregraf work
and supply information received on CHANGES/ECOts, e

- Maintain bills of materials, cost of parts/protkjas well as do
cost estimating and ordering of raw materials. Cotapnaterial
and production cost used on work orders/projectigjitate
progress reports of projects/devices on a peribagis until
completion.

- Find and evaluate outside vendors for new fateita
parts/assemblies or vendors to repair or refurbish
parts/equipment. Schedule, issue purchase ordgglys
materials and track progress of these vendors.

2004 2005 2006
520 528 537
B 543 552 562

Project Administrator (See IT Jobs, Page )
Project Consultant (See IT Jobs, Page )
Project Manager (See IT Jobs, Page )

Promotion Assistant

Implements value-added supplement packages offered
to advertisers who run advertising supplementsudiag Wall
Street Journal teaser ads, radio spots, repriistsibaitions and
other custom proposals. Coordinates value-addgubpats and
plans that involve other Dow Jones products; asts eontact
for sales of such proposals involving other Compamgducts;
arranges value-added opportunities for all WSJ @p&eports,
and advises sales and regional marketing of alieradded
opportunities and changes as they evolve.

Also identifies cross-merchandising opportunities
within Dow Jones; arranges distribution of the Watheet
Journal at national conventions, trade shows aretings;
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orders WSJ advertising specialty items, and coatdmthe
Company’s presence at major conventions.

2004 2005 2006
A 698 709 721
B 722 734 747
C 753 765 778
D 786 799 813

Purchasing Assistant

Under minimum supervision, performs a variety ofiekiof
some diversity. This position requires some indejpen
judgment and general knowledge of purchasing deyzant
policy and procedure. Duties can include:

- Processing of all orders for company-wide sulpsicmis and
maintenance of subscription database.

- Scheduling employee relocation from initial carttto move,
including reviewing relocation invoices.

- Entering purchase order information into APPQtesysand
other subsystems, distributing printed orders andgssing
receiving documents.

- Expediting purchase orders, including reviewitagiss,
resolving invoicing problems with AP and vendomgessing
returns, entering and maintaining records for thdous
departmental functions.

- Maintaining inventory levels of office suppliggocessing
routine orders and assisting with airline tickedqassing.

- Handling service calls for office equipment andimtaining
service logs.

2004 2005 2006
A 487 495 504
B 511 519 528
C 539 548 558
D 569 578 588

Quality Assurance Analyst(See IT Jobs, Page )

58



Quality Assurance Consultant(See IT Jobs, Page )
Quality Assurance Designer(See IT Jobs, Page )

Quality Assurance Inspector |

Under direct supervision, performs all inspection
functions on commercial, fabricated and Dow Jones
manufactured parts and assemblies using Dow Jones
engineering standards, drawings, supplier manuvmlother
available data. This includes the use of all eqeiptthat may
be pertinent, as well as the recording of all neags
information into the proper system. In addition;fpems
inspection duties on work orders and may also, bmited
basis, devise, document and perform tests as apg®po the
quality assurance function. Collects, records, ispiormats and
extracts all information relative to the above gsstandard
methods.

2004 2005 2006
A 505 513 522
B 528 537 546

Quality Assurance Inspector Il

Under minimal supervision, performs inspection
functions on commercial, fabricated and Dow Jones
manufactured parts using Dow Jones engineeringlates,
drawings, supplier manuals and other available. ddtes
includes the use of all equipment that may be pent, as well
as the recording of all necessary information thisproper
system. In addition, performs inspection dutiesvank orders
and devises, documents and performs tests as ajgteoip the
quality assurance function. Collects, records, ispiormats and
extracts all information relative to the abovegbneral,
performs work that includes a closer tolerancelléhan that of
Quality Assurance Inspector I.

2004 2005 2006
596 606 617
B 636 646 657
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Receptionist

Greets, screens and directs callers. Must have
sufficient knowledge of organization, business patsonnel to
answer routine inquiries. May route special mad &legrams.
May assist with product sales. May also performeptierical
work as assigned.

2004 2005 2006
A 418 425 432
B 425 432 440
C 440 447 455
D 464 472 480

Regional Sales Associate

Under minimum supervision, supports Sales Account
Executives in efforts to service existing accouytscheduling
meetings, preparing sales materials and monit@aogunt
activity. Requires communication and coordinatbefforts
with billing, customer support, marketing and ctenMay be
required to have direct customer contact, use ctengoftware,
and produce reports. Will respond to subscribdeoand
billing inquiries and coordinate installation areflacation of
subscriber services. Maintains contact with otlegrartments
concerning service installations and relocatiofissists sales
staff in resolving discrepancies in reports angoesls to
inquiries. Position requires knowledge of Dow Jormisiness
policies, products, pricing and service agreemsufficient to
respond to or resolve customer inquiries and semioblems.
May be expected to process billing orders, orgamiaéing lists
and other related sales/office support duties. Bawssigned
to generate leads and pre-qualify leads for theoAot
Executives.

2004 2005 2006
A 569 578 588
B 588 598 608
C 610 620 631
D 634 644 655
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E 658
Reporter

Must be able to develop, report and write majoit spo
news and feature stories for a Dow Jones publicatial/or a
Dow Jones news service in finished form, so thatagor
rewrite is required and no extensive additionabrépg is

needed.

2004
866
900
945
1027
1109
1216

Canadian
Scale
943

980

1029
1118
1207
1324

Mmoo o>

mmooOw>»

Reporter/Tape Editor

Records information from various sources and edits
recordings for news value and continuity. Also tyfist and

669

2005
880
915
960
1044
1127
1236

958
996
1046
1136
1227
1346

681

2006
895
931
977
1062
1147
1258

975

1013
1064
1156
1248
1370

“verbatim” of each “actuality cut” and types labéds

cartridges.
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mmooOw >

2004
759
789
821
853
889
926

2005
771
802
834
867
903
941

Reporting / Editorial Assistant

2006
784
816
849
882
919
957

Under minimum supervision, writes brief and routine

news stories, performs simple editing and rewrnitiéed and
prepares statistical material for publication. Hasdoutine
telephone inquiries. May be required to assistntep®in
gathering news or assist in performing nationalyceader

duties.
It is not intended that employees in this clasatfim

be required to perform the full duties and resputises of
Reporter or National Copyreader.

us]

A
B
C

2004
673
708
738

Canadian
Scale
733

770
803

Retail Checker
Monitors sales at retail sales locations. Places an
improves point-of-sale displays at retail locationsoks for
potential new retail outlet locations. Monitorsidety and

wholesaler performance.

2005
684
720
750

745
783
816

62

2006
696
733
763

758
797
830



2004 2005 2006

394 400 407
B 404 411 418
414 421 428

Sales Associate

The Sales Associate is responsible for assistiag th
other members of his/her sales team (Account Ekexand
Account Development Executive) in making new sales
developing existing business. This includes phosieing,
prospecting, flat fee renewals and certain adnratist jobs,
which can free up the other team members to spemd time
selling with customers. This job requires 4 yezrsollege,
excellent communication skills and self initiativele/she must
develop an intricate working knowledge of all o thow Jones
Interactive Publishing products/services, as welhe various
internal systems used by the sales organizatioay"povide
training either at Dow Jones or external cliergsit

2004 2005 2006

660 671 683
B 689 700 712

714 726 739

Canadian

Scale

719 731 744
B 750 762 775

777 790 804

Sales Assistant

Under minimum supervision, responds to subscriber
order and billing inquiries and coordinates instié#din and
relocation of subscriber services. Maintains contath other
departments concerning service installations alutaéons.
Assists sales staff in resolving discrepanciegports and
responds to inquiries. Paosition requires knowleaig@ow
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Jones business policies, products, pricing andcger
agreements sufficient to respond to or resolveornst inquiries
and service problems. May be expected to prodésgb
orders, organize mailing lists and other relatdesgaffice
support duties.

May be required to have direct customer conta&, us
computer software, and produce reports.

2004 2005 2006
A 569 528 588
B 588 598 608
C 610 620 631
D 634 644 655
E 658 669 681

Script Writer — Radio/Television/Telephone

Writes radio and television scripts of prescribexigth
and in respective styles from news stories gathoed various
sources. Types scripts into appropriate input mehfor radio
and television.

2004 2005 2006
A 759 771 784
B 789 802 816
C 821 834 849
D 853 867 882
E 889 903 919
F 926 941 957
Secretary

Under supervision, answers telephones and gives
information to callers. Greets visitors, schedappointments,
opens, reads and routes mail, takes dictationranddribes
notes, composes and types routine correspondelese, f
correspondence and other records. May make regersand
travel arrangements. May compile and type statibtieports.
Otherwise relieves supervisor of clerical work amidor
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administrative and business detail. Must be versedmmon
business terminology and be able to take dictatadt?0wpm
and type at 60wpm. May be required to use copyiagthimes
and prepare outgoing mail, using postage-meteriachme.

2004 2005 2006
A 482 490 499
B 498 506 545
C 521 529 538
D 544 553 563

Canadian

Scale
A 524 533 542
B 542 551 561
C 568 577 587
D 592 602 613

New York

Scale
A 498 506 515
B 518 526 535
C 539 548 558
D 562 571 581

Section Chief

Under direction, assists managers or supervison@
or more sections of a department in a lead rolssisis, guides,
trains and leads personnel as directed. Mainteitards and
prepares reports as directed. May also perforiesistmilar to
those they lead.

2004 2005 2006
A 585 595 605
B 600 610 621

620 630 641

Security Administrator (See IT Jobs, Page )
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Security Administrator Analyst (See IT Jobs, Page )
Security Technical/Audit Architect (See IT Jobs, Page )
Security Technical/Audit Consultant (See IT Jobs, Page )
Security Technical/Audit Engineer(See IT Jobs, Page )

Shipping/Receiving Clerk

Under general supervision, receives, signs for and
routes to appropriate area any shipments receRmegares and
sends outgoing shipments, maintaining any logppsoariate.
Expedites and traces any shipments as appropriateks
orders from initiation through delivery. Makes appriate
entries into the APPO or other systems. Coordinaitsthe
ordering department, purchasing department, aceqayable
and the vendor or shipping company to resolve probl May
also perform some Stock Clerk duties.

2004 2005 2006
A 421 428 435
B 428 435 443
C 442 449 457
D 458 465 473

Special Writer / Senior Special Writer

Reporters and copy editors may qualify for these
classifications if they possess, in the opiniomafnagement:
Marked creative writing ability; ability to perforhuties with
minimal supervision and originality and initiatiiedeveloping
news coverage in the fields assigned; ability {gesvise the
work of other reporters, copy readers or copy esliemd edit,
process and rewrite news material.

2004 2005 2006
A 1315 1336 1359
B 1367 1389 1413
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Special

Writer, Sr.
A 958 974 991
Staff Assistant |

Under minimum supervision, performs specified
duties of some diversity related to the departnseadtivities.
Involves some independent judgment and a detailesvledge
of the department or company policies. Maintair®rds and
prepares reports as needed. May be required torperf
functions similar to a Senior Clerk.

2004 2005 2006
A 530 539 548
B 555 564 574
C 585 595 605

New York

Scale
A 547 556 566
B 572 581 591
C 601 611 622

Staff Assistant Il

Under direction, performs a variety of duties witlai
department involving independent judgment andatiite. Must
have full knowledge and understanding of the depant’s
policies and procedures acquired through extendettie@-job
experience or formal training. May work independieon
specific assignments with responsibility for contiole of
projects assigned. Maintains records and prepepEsts as
needed. May perform functions similar to Staff Atasint I.

2004 2005 2006
A 687 698 710
B 710 722 735
C 741 753 766
D 767 780 794
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Canadian

Scale
A 749 761 774
B 772 785 799
C 808 821 835
D 836 850 865

Staff Writer (Barron’s)

Reporters and copy editors for Barron’s may qualify
for this classification if they possess, in theniqn of
management: Marked creative writing ability; alilib perform
duties with minimal supervision and originality aindtiative in
developing news coverage in the fields assigneitityato
supervise the work of other reporters, copy readec®py
editors and edit, process and rewrite news material

2004 2005 2006
A 1315 1336 1359
B 1367 1389 1413

Statistician

Under supervision, performs statistical work inmgy
collection, compilation and verification of corpteaand other
data for publication; performs such other cleraad general
duties as may be assigned.

2004 2005 2006
A 637 647 658
B 666 677 689
C 696 707 719

Statistician, Senior

Performs all the duties of a Statistician with a
minimum of supervision and, in addition, analyzed prepares
for publication corporate financial reports andesthtatistical
news material. Statisticians may become eligibtetis
classification by demonstrating, in the opiniomwinagement,
superior ability and responsibility in statistieebrk.
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2004 2005 2006

A 745 757 770

B 777 790 804

C 811 824 838

D 844 858 873
Stock Clerk

Under general supervision, receives material,
equipment and supplies. Counts and sorts articlé<atalogues
them. Stores incoming material in proper placenthill of
material or assembly drawings, distributes stockasnponents
to proper place for use, assembly or shipping. &epand
records inventory and keeps track of materialslabks in
stockroom. Records stock requisitions.

2004 2005 2006
A 421 428 435
B 428 435 443
C 442 449 457
D 458 465 473

Systems Administrator (See IT Jobs, Page )

Systems Administration Consultant(See IT Jobs, Page )
Systems ProgrammerSee IT Jobs, Page )

Systems Programmer, Senio(See IT Jobs, Page )
Systems Support Analysi{See IT Jobs, Page )

Systems Support Specialis{See IT Jobs, Page )
Systems Support Specialist, SenidiSee IT Jobs, Page )

Systems Technician(See IT Jobs, Page )
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Technical Architect (See IT Jobs, Page )
Technical Design Consultan{See IT Jobs, Page )
Technical Designer(See IT Jobs, Page )
Technical Support Analyst(See IT Jobs, Page )
Technical Support Engineer(See IT Jobs, Page )
Technical Technical(See IT Jobs, Page )
Technical Training Consultant (See IT Jobs, Page )
Telephone Operator

Under general supervision, operates PBX
switchboard, cord or cordless. May operate a pagystem and
perform duties of receptionist. May check telephbitis and

perform related clerical work. May transmit messageer
record communications equipment.

2004 2005 2006
A 470 478 486
B 481 489 498

New York

Scale
A 470 478 486
B 481 489 498
C 487 495 504
D 504 512 521

Translation Editor

Under general supervision, must be capable of
translating copy, charts and graphics. Must belokepof
selecting, summarizing, translating and editingckas, “What's
News” briefs and graphics, and rewriting colummige Must
be capable of giving a target market angle to legiovhich may
require some reporting. Must also be able to wriadlines,
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review wires and select and write regional “What&swvs”
summaries in the chosen language, in additiondofpeading
articles translated and edited by others.

2004 2005 2006
A 937 952 969
B 980 996 1013
C 1022 1039 1057
D 1064 1081 1100
Typist

Under close supervision, performs straight typifg o
routine sort, including form letters, reports, filenvelope
addressing or other copy material from rough dvaftorrected
copy; may perform routine clerical duties.

2004 2005 2006
406 413 420
B 416 423 430
426 433 441
New York
Scale
A 447 454 462
B 459 466 474
470 478 486

Typist, Senior

Under general supervision, types varied material of
more than average difficulty; may include statsstityping.
Involves planning, set-up and arrangement of woik exercise
of some initiative and judgment. Requires more thatinary
skill in typing speed and accuracy (60wpm). Mayrdsguired to
perform related clerical duties and answer phone.
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2004 2005 2006

439 446 454
B 459 466 474
475 483 491

Typist, Statistical

Must be capable of performing all the duties of a
Senior Typist; however, specializes in materiat teguires
typing of a numerical nature, such as financial stadistical
data. May verify totals on report forms. (Much listwork is
non-routine in nature.)

2004 2005 2006
A 470 478 486
B 487 495 504
C 504 517 526

New York

Scale
A 485 493 502
B 505 513 522
C 525 534 543

Typist/Dictation

Take dictations (direct to the typewriter) over the
telephone or in person, or from a recording devi¢eews
material including market quotations and otheristiagl
reports. Also performs clerical and general typiragk. Must
have a high degree of typing accuracy and speedavatid
above-average vocabulary and spelling ability. Narthand is
required.

2004 2005 2006
A 486 494 503
B 507 515 524

520 528 537

72



New York

Scale
A 504 512 521
B 523 532 541
538 547 557

Wire Operator |

Under supervision, prepares and transmits news and
messages on teletype, checking for accuracy. Magdpgred
to read tape and handle routine machine servi€ges may
include related clerical work.

2004 2005 2006
A 525 534 543
B 540 549 559
C 566 575 585

New York

Scale
A 542 551 561
B 557 566 576
C 583 593 603

Wire Operator Il

Under a minimum of supervision, transmits news
material on Dow Jones teletype and/or facsimileesvand
similar equipment. Must be able to read tape anyl lea
required to perform general duties related to wmesmitters
and receivers of various types, including handénd filing of
copy; routine machine servicing, and making troshé®ting
calls when indicated.

2004 2005 2006
A 626 636 647
B 642 652 663
C 659 670 682
D 694 705 717
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New York

Scale
A 642 652 663
B 658 669 681
C 679 690 702
D 710 722 735
Wireperson |

Under close supervision, constructs electrical raisit
machinery and electronic devices. Reads wiringrdiag and
assembly drawings. Performs simple wiring of eleatr
machinery, equipment and cables. Installs compop@ns on
printed circuit assemblies. May test motors, cosdenand
other electrical equipment.

2004 2005 2006
A 451 458 466
B 472 480 488
Wireperson I

Under general supervision, constructs complex
electrical controls and electronic equipment frasseanbly
drawings or oral instructions. Must be competerddall types
of wiring and install components in complex asseéesblising
wiring diagrams and schematics or oral instructi@iagnoses
problems and faults in electrical and electrometizdnlevices,
using schematics and written troubleshooting &aids, corrects
problems in complex devices, replacing defectivespand
materials.

2004 2005 2006
525 534 543
B 548 557 567

Writer - Cable - TV
Drawing on various sources, writes stories in cable
style for transmission on appropriate equipment.
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2004 2005 2006

A T 790 804
B 807 820 834
C 834 848 863
D 866 880 895
E 897 912 928
F 932 947 964

Information Technology Jobs
All job classifications in the Information Techngkpgroup, the
descriptions for which are listed below, are subbjeche

following minimum scales, depending on the Tiethef
particular job:

2004-2007 IT Scales

Tier 1A Tierl Tier 2 Tier 3 Tier 4

2004

A 553 697 844 1,102 1,335
B 594 738 894 1,165 1,413
C 636 778 944 1,230 1,490
2005

A 562 708 858 1,120 1,357
B 604 750 909 1,184 1,436
C 646 791 959 1,250 1,514
2006

A 572 720 873 1,140 1,381
B 615 763 925 1,205 1,461
C 657 805 976 1,272 1,540
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For purposes of IT jobs only, the “A” scale is the
minimum salary for newly hired or newly promotechtayees.
Employees who have accumulated one full year arésqre
within a job classification or within IT jobs ondlsame Tier as
of February 1 of any contract year shall be paid less than
the “B” scale for their Tier. Employees who havecamulated
two full years of experience within a job classifion or within
IT jobs on the same Tier as of February 1 of anytraxt year
shall be paid not less than the “C” scale for th&ier.
Employees in these job classifications are notexttip the
quarter-year experience credit calculations of Algilll(A) of
the contract.

IT Job Classifications
Table of Contents

Production Category

Computer Operator — Tier 1A
Computer Operator, Senior -- Tier 1
Data Center Specialist — Tier 1A
Operation Analyst — Tier 2
Operations Analyst, Senior — Tier 3
Customer Service Category
Customer Service Analyst — Tier 1
Customer Service Specialist — Tier 2
Customer Service Consultant — Tier 3
Customer Service Architect - Tier 4
Application Category

Application Programmer — Tier 1
Application Analyst — Tier 2
Application Development Consultant — Tier 3
Application Architect - Tier 4
Information Category

Data Warehouse Analyst - Tier 1
Data Warehouse Designer - Tier 2
Data Warehouse Consultant - Tier 3
Database Administrator - Tier 2
Database Administration Consultant - Tier 3
Information Architect - Tier 4
Technical Category

Systems Programmer — Tier 2
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Senior Systems Programmer — Tier 3
Systems Support Analyst — Tier 1
Systems Support Specialist — Tier 2
Systems Support Specialist, Senior — Tier 3
Technical Support Analyst — Tier 1
Technical Support Engineer — Tier 2
Systems Technician - Tier 1

Systems Administrator — Tier 2
Systems Administration Consultant — Tier 3
Technical Designer — Tier 2

Technical Design Consultant — Tier 3
Technical Architect — Tier 4

Quality Assurance Category

Quality Assurance Analyst — Tier 1
Quality Assurance Designer — Tier 2
Quality Assurance Consultant — Tier 3
Desktop Systems Category

Desktop Systems Analyst — Tier 1
Desktop Systems Engineer — Tier 2
Senior Desktop Systems Engineer — Tier 3
Training Category

Technical Trainer — Tier 2

Technical Training Consultant — Tier 3
Documentation Category

Technical Writer — Tier 2

Network Category

Network Engineer — Tier 2

Network Engineer Senior — Tier 3
Network Engineering Architect — Tier 4
Network Operator — Tier 1

Network Analyst — Tier 2

Network Analyst, Senior — Tier 3
Network Operations Architect — Tier 4
Project Category

Project Administrator — Tier 2

Project Coordinator — Tier 3

Business Category

Business Analyst — Tier 1

Business Designer — Tier 2

Business Consultant — Tier 3
Business Architect - Tier 4

Security Category
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Disaster Recovery Engineer — Tier 2
Disaster Recovery Consultant — Tier 3
Security Technical/Audit Engineer — Tier 2
Security Technical/Audit Consultant — Tier 3
Security Administrator — Tier 1

Security Administrator Analyst — Tier 2
Security Technical/Audit Architect — Tier 4

Production Category
This category includes job descriptions, which are
involved in to day to day operation of data cengard their

support.

Operations Analyst, Senior Tier 3

Operations Analyst Tier 2
Data Center Specialist Tier 1A
Computer Operator, Senior Tier 1
Computer Operator Tier 1A

Individuals in this group may advance to other
positions in the IT matrix. These may include thes@©mer
Service, Network and Technical Categories.

Computer Operator — Tier 1A
Overtime Status: Non-Exempt
Under supervision, monitors and performs error
detection for production and non-production systam
application. Performs problem notification, genesarouble
tickets on events, prepares daily reports, logshlpms and
changes. Operates peripheral equipment.
Overall responsibilities are:
*  Monitor system and application performance and
availability.
«  Perform problem notification and escalation.
. Generate reports, logs, and trouble tickets onteyen
problems and changes.
e Operate peripheral equipment.

78



Computer Operator, Senior — Tier 1
Overtime Status: Non-Exempt
Under supervision, monitors and performs error
detection, problem determination & troubleshoofiog
production and non-production systems, applicadiot data
communications. Performs problem notification, eraes
trouble tickets on events. Provides phone sugpartistomers,
vendors and interfaces with other departmentsviées
orientation training and guidance to new staff merab
Monitoring system and application performance alaliity.
Overall responsibilities are:

«  Performs problem determination and troubleshooting
for systems, applications and data communications
through the use of standard Enterprise Tools.

« Performs escalation notifications to appropriate
personnel for support on problems that can’t beesbl
by a standard operational procedure.

e Acts as interface to all outside departments and
vendors for problem reporting or initial
troubleshooting.

e Generates trouble tickets on events and problems.

*  Produces shift turnover documenting changes,
problems & outages.

*  Provides phone support to customers and vendors.

«  Provides orientation training and guidance to new
staff members

Data Center Specialist — Tier 1A
Overtime Status: Non-Exempt

Under supervision, responsible for one or moréef t
following:

e Validating and scheduling of changes.

e Creating automated problem/change reports.

e Operating peripheral equipment.

e Maintain and review job-scheduling systems.

e Performing the required tape media maintenance: dat
collection, data retention, file maintenance,
maintenance of tape library and inventory, general
maintenance of tape media, and off-site vaulting.

e Performs user Administration of report distribution

79



e Using specialized software build, modify, generate
form overlays

Operation Analyst — Tier 2
Overtime Status: Non-Exempt

Under minimal supervision, provides system and
application detection and recovery of product oesag
problems, and faults utilizing specialized tools &echnologies
across multiple business units. Performs escalamtifications
to management and support staff on problems thrét lsa
resolved by standard operational procedure. Pesvihone
support to customers, vendors and interfaces witéaro
departments. Responsible for ensuring that trotithets, daily
reports, logs and changes are completed on eaith Elentifies
exposures and works on improvements, automatesahtasks
and generates recovery procedures. Providesrigaarid
guidance to technical staff. In addition to thepaessibilities of
lower tier is also responsible for the following:

Overall responsibilities are:

«  Provide system and application detection and ragove
of product outages, problems, and faults utilizing
specialized tools.

. Generates reports, logs, trouble tickets on events,
problems and changes.

e Identify and work on improvements to problem
detection, recovery, and escalation notificatiod an
procedures.

« Performs escalation notifications to appropriate
personnel for support on problems that can’t beesbl
by a standard operational procedure.

¢ Implement and verify scheduled system and
application changes & application tasks.

«  Perform problem notification to management, support

staff, and customers.

* Automating tasks and generating recovery procedures

* Participates in product problem change review
meetings and activities.

«  Provides training and guidance for technical staff.

e Generating availability & workload detail reports.
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Operations Analyst, Senior — Tier 3
Overtime Status: Non-Exempt

Works independently to provide advanced support to
operations staff, customers and vendors. Is itienteal lead
and provides in-depth analysis of product outageshlems,
and faults utilizing standard and specialized qumise tools.
Identifies exposures and makes recommendationpieradional
improvements. Attends operational related meetasys
representative of operations. In addition to tlepoasibilities of
lower tier is also responsible for the following:

Overall responsibilities are:

*  Provide in depth analysis of system and application
outages, problems, and faults utilizing specialized
tools.

«  Ensure outages and recurring problems are reviewed
with the technical staff and improvements idendifie
and completed

e Automating tasks and generating recovery procedures

e Chair product problem and change meeting with the
technical staff to track open problems and discuss
upcoming system, application, and network changes.

* Review and modify severity, text and solution aber
messages.

« Performs escalation notifications to appropriate
personnel for support on problems that can’t beesbl
by a standard operational procedure.

*  Provides advanced training and guidance for teehnic
staff.

e Creates procedures and reports for technical steff
management.

Customer Service Category
This category includes job descriptions, which julev

guidance, coordination and assistance pertainisggtems
applications and hardware.

Customer Service Architect Tier 4
Customer Service Consultant Tier 3
Customer Service Specialist Tier 2
Customer Service Analyst Tier 1
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Individuals in this group may advance to other

positions in the IT matrix. These may include thstiibuted
Support and Q/A Categories.

Customer Service Analyst — Tier 1
Overtime Status: Non-Exempt

Under supervision, provide guidance, assistance,

coordination and follow up on customer issues [@rtg to all
systems applications, hardware and software suggbdot
customer service.

Overall responsibilities are:

Interprets, evaluates and resolves if possiblejiieg
pertaining to the functional operation of all irkd
application hardware and software products supgorte
by customer service.

Manages issues through resolution and/or escalate
when appropriate.

Consult with the supervisor or other support
professionals when the appropriate course is unclea
Determine and notify the proper technical area for
assigning unresolved cases.

Alert management and team members when a major
problem is suspected.

Follow up with the customer to ensure customer
satisfaction.

Make suggestions for improvement in procedures and
policies

Record and logs all details related to supporsdalb
call tracking system.

Document changes to current customer service
processes based on recurring events and/or dexelope
enhancements.

Customer Service Specialist — Tier 2
Overtime Status: Non-Exempt

Under minimal supervision, provide guidance,

assistance, coordination and follow up on custaswres, and
resolve complex problems related to systems apjuits
hardware and software supported by customer service
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* Interprets, evaluates and resolves if possiblajiieg
pertaining to the functional operation of all inktd
application hardware and software products supgorte
by customer service.

* Manages issues through resolution and/or escalate
when appropriate.

e Consult with the supervisor or other support
professionals when the appropriate course is unclea

«  Determine and notify the proper technical area for
assigning unresolved cases.

e Alert management and team members when a major
problem is suspected.

e Follow up with the customer to ensure customer
satisfaction.

* Record and logs all details related to supporsdala
call tracking system.

¢ Responds to complex issues escalated by the
Customer Service Analyst.

*  Provides technical guidance and consults with other
support units to identify and resolve complex
customer issues.

«  Confirm availability of systems after outages have
occurred and update the customer community.

» Participate in the analysis of issues that mayirequ
changes to departmental procedures, standards or
systems.

» Participate in the evaluation of new utilities aodls.

*  Provides training and guidance for customer service
staff.

e Represent customer service on projects relatedyto a
business units new or updated systems applications,
hardware or software.

« Document changes to current customer service
processes based on recurring events and/or deelope
enhancements.

Customer Service Consultant — Tier 3
Overtime Status: Non-Exempt

Works independently, provides training and guidance
to customer service staff. Assists with scheduliraining,
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technical interviewing and documentation. Overall
responsibilities are:
« Develop and implement training for customer service
staff.
« Develop customer service policies and procedures.
* Investigates and consults with other support units
identify and resolve complex customer issues
e Represent customer service on projects relatedyto a
business units new or updated systems applications,
hardware or software.
»  Evaluates and recommends new utilities and tools.
* Review case solutions by documenting common
solutions to increase first call resolution.
* Responds to complex issues escalated by customer
service staff.
« Document changes to current customer service
processes based on recurring events and/or degelope
enhancements.

Customer Service Architect - Tier 4
Overtime Status: Exempt

Leads the integration of new technologies in custom
service. This includes translating complex business
requirements and aligning the appropriate technpolog
architecture solution to support business neddas the ability
to deliver technology architectures at the entsgpiével
(multiple systems). Responsibilities include:

* Representing information technology in direction
setting for corporate enterprise.

e Providing leadership and direction in the definitio
and maintenance of customer service technology
standards. Establishes the technology direction fo
customer service and the migration to the standard
customer service architecture. This includes dgskto
and server hardware, operating systems, middleware,
messaging and network architectures.

« Communicating customer service standards to
information technology units, business partners and
customer technology teams.

e Validating customer services technology solutiomd a
strategies with the business architecture/direction
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e Establishing and implementing end-to-end technology
architectures for new technologies that will beduise
the customer services systems portfolio (e.g.,
telephony, electronic communications,
workflow/scheduling, document management, etc.).

e  Establishing and implementing high availability
platforms and business resumption planning
architectures.

«  Providing technology awareness and education to
customer service staff.

Application Category

This category includes job descriptions, which are
involved in developing, implementing and maintafnin
application systems, which support corporate bgsimeeds.
An individual can expect to work in diverse areastsas
interactive web design, pagination, user applicetjenainframe
support, etc.

Application Architect Tier 4
Application Development Consultant  Tier 3
Application Analyst Tier 2
Application Programmer Tier 1

Individuals in this group may advance to other
positions in the IT matrix. These may include thistmation
and Q/A Categories.

Application Programmer — Tier 1
Overtime Status: Non-Exempt

Under supervision, develops, implements and
maintains application systems to support businessi
Identifies and defines solutions to business regoénts and
develops implementations. The Application Programme
working from detailed specifications, generally dieps
solutions for well-defined, business problems atilasystem or
module scope. Tasks performed include codingntgst
debugging, documenting and maintaining softwaran €xpect
to work in diverse areas such as interactive welgde
pagination, user applications, etc.
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e Assists in necessary software investigation, amalys
and evaluation to determine solution feasibility.

»  Assists the project team in developing project eost
benefit estimates.

e Assists in the development of work plans, task
sequencing and the extent to which tasks may be
performed concurrently.

e Prepares structured charts, tables, and logic alagr
needed in problem analysis.

«  Develops module specifications and supports data
design.

e Participates in business analysis, systems
analysis/consulting, and systems design.

*  Makes use of application development standards for
designing, building and maintaining applications,
applications components, and common services
including the use of standard languages and tools.

«  Builds and executes rigorous and thorough testing
plans for software developed.

«  Applies software engineering methods/practices.

Application Analyst — Tier 2
Overtime Status: Exempt
Under minimal supervision, designs, develops,
implements and maintains application systems tpaup
business needs. Identifies and defines solutmhsisiness
requirements and develops implementations. Theiégin
Analyst generally develops solutions for well-defilp simple to
moderately complex business problems at a subsystepe.
Tasks performed include project sizing and costiogling,
testing, debugging, documenting and maintainingise code.
Provides guidance, training and support for techirstaff,
business partners, vendor and end users. Can @rpgotk in
diverse areas such as interactive web design, gégm user
applications, etc.
«  Performs software investigation, analysis and
evaluation to determine solution feasibility.
e Assists the project team in developing project eost
benefit estimates.
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e Advises the project manager on the implications of
existing business systems that can be applieceto th
problem.

e Assists in the development of work plans, task
sequencing and determines the extent to which tasks
may be performed concurrently.

e Prepares structured charts, tables, and logic aagr
needed in problem analysis.

«  Develops programming specifications and supports
data design.

e Participates in business analysis, systems
analysis/consulting and systems design.

*  Makes use of application development standards for
designing, building and maintaining applications,
applications components, and common services
including the use of standard languages and tools.

*  Provides guidance and training to technical groups
and end users.

e Builds and executes rigorous and thorough testing
plans for software development including system and
module level performance testing.

*  Applies software engineering methods/practices.

e Participates in architecture and design reviews.

Application Development Consultant — Tier 3
Overtime Status: Exempt
Works independently, delivers state-of-the-art
application design, development and support treafudl system
in scope. Keeps abreast of new and emerging bgsgystems
design and development techniques and makes ajgisopr
recommendations for their use. Aware of businegmats to the
solutions delivered. Provides advice, guidancénitrg and
support to business and information technologysjdrrsiness
partners, vendors and management. Can expect toimor
diverse areas such as interactive web design, gégm user
applications, etc.
« Develops and implements solutions for business
problems.
« Performs necessary investigation, analysis, and
evaluation to determine project feasibility.
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« Develops project cost and benefit estimates. This
includes the development of alternative
recommendations for new business systems or
changes to existing business systems.

e Advises on the implications of existing business
systems that can be applied to the problem.

«  Estimate resource needs. Develops work plans, task
sequencing and determines the extent to which tasks
may be performed concurrently.

e Prepares structured charts, tables, and logic alagr
needed in problem analysis.

«  Develops programming specifications and supports
data design.

«  Performs business analysis, systems
analysis/consulting, and detailed systems design.

* Implements application development standards for
designing, building and maintaining applications,
applications components, and common services
including the use of standard languages and tools.

« Defines, builds and executes rigorous and thorough
testing plans for assembly, component, life cycle a
stress testing phases of implementation.

* Implements software engineering methods/practices.

« Participates in architecture and design reviews.

¢ Reviews and communicates system enhancement
needs, leading the solution implementation.

Application Architect - Tier 4
Overtime Status: Exempt

Leads a team of application consultants, prograrmmer
and analysts in setting application architectureation and
implementing the development environment with werkthes.
This also includes delivering application enginegnnentoring
services to business systems development and mairde
staffs. Comprehends complex application architectaodels
and aligns the appropriate architecture solutiorsupport
business needs. Has the ability to deliver apitina
architectures at the enterprise level (multipldays). Is
responsible for the following:
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Defining and implementing application architecture
models and programming standards with direction
setting support.

Defining and building the application development
and maintenance environment (includes component
and assembly test environments). This includes the
design and implementation of the developers’, igsti
application monitoring/control, change management
and implementation workbenches.

Leading the analysis and evolution of the corporate
application portfolio to meet business systems
processing needs. This includes supporting the
direction in the use/migration of legacy applicatido
the distributed systems application architecture.
Providing direction setting and application conisigit
to all systems units in support of the application
architecture. This includes the appropriate use of
standard models on development efforts and
application purchases, as well as the developnfent o
common application services.

Designing and implementing the process and
repository for cataloging and managing application
code/constructs (software configuration management)
and reusable application components.

Defining, application development standards for
designing, building and maintaining applications,
application components, and common services
including the recommended use of languages and
tools.

Implementing software engineering
methods/practices.

Implementing the architecture review and design
council processes.

Communicating system enhancement needs, leading
the solutions implementation.

Defines Human Factors standards consistent with the
application architecture.

Information Category
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This category includes job descriptions, which gesi
develop, maintains and administers database sysferiss
category contains two sub-categories; Database idtration
and Data Warehousing. The highest level in thisigrgpans
both categories.

Information Architect Tier 4
Database Administration Consultant  Tier 3
Database Administrator Tier 2
Data Warehouse Consultant Tier 3
Data Warehouse Designer Tier 2
Data Warehouse Analyst Tier 1

Individuals in this group may advance to other
positions in the IT matrix. These may include tteefihical and
Q/A Categories.

Data Warehouse Analyst - Tier 1
Overtime Status: Non-Exempt

Under supervision, responsible for the deliverylatia
solutions to business systems development tearhsdtiar data
design and integrity processes, data ownershipitiefi, data
value/classification, and creation/enhancemenv@thl data
schema. Implements technology standards with reigeddta
management tools/techniques and the implementafidata
repositories, data load, mining and reporting todsovides
support services for well-defined simple data medejenerally
supporting one business system of similar complegian
expect to work in diverse areas such as interaetae design,
pagination, user applications, etc.

e Uses standard processes to increase reliability,
integrity and availability of cross platform datecass.

«  Performs data administration support for
conceptual/logical data modeling, logical accesh pa
modeling, data recovery planning and implementation
data integrity and troubleshooting.

« Participates with technical staff, business pasreed
customers in establishing system availability
requirements and estimating business system
transaction and data volumes.

« Participates with other technical staff in designamd
developing business systems solutions.
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«  Partners with quality assurance in designing, ptann
and testing.

Data Warehouse Designer - Tier 2
Overtime Status: Exempt
Under minimal supervision, delivers data solutibms
business systems development teams that covedesign and
integrity processes, data ownership definitionadat
value/classification, and creation/enhancemenv@thl data
schema. Implements technology group standardsredthrd to
data management tools/techniques and the impletremntz
data repositories data load, mining and reporiirodst Provides
support services for well-defined models of simplenoderate
complexity - generally supporting one businessesysbf
similar complexity. Can expect to work in diveeseas such as
interactive web design, pagination, user applicetj@tc.
* Implements technology group information architeetur
and standards.
*  Provides training and guidance for technology staff
* Implements standard processes to increase retijgbili
integrity and availability of cross platform datecass.
«  Performs data administration support for
conceptual/logical data modeling, logical accesh pa
modeling, data recovery planning and implementation
data integrity and troubleshooting.
¢ Works with business partners and customers in
establishing system availability requirements and
estimating business system transaction and data
volumes.
¢ Implements data migrations and conversions.
*  Works with technical staff in designing and
developing business systems solutions.
*  Partners with quality assurance in designing, rgtam
and testing.
« Participates in database design reviews.

Data Warehouse Consultant - Tier 3
Overtime Status: Exempt

Works independently, to deliver data solutions to
business systems development teams that covedesign and
integrity processes, data ownership definitionadat
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value/classification, and ownership of the logidata schema.
Provides input to the technology group informatimahitecture
direction -- principles, standards, guidelines, pates, and
blueprints for all data formats (text, image, videoice, etc.).
Develops and implements technology group standaittis
regard to data management tools/techniques and the
implementation of data repositories data load, ngrand
reporting tools. Provides data administrative sexwvat the
departmental to enterprise level. Can expewtdik in diverse
areas such as interactive web design, paginatgar, u
applications, etc. Overall responsibilities ardadi®ws:
e Participates in developing company-wide directions
and standards.
» Develops processes to increase the reliability,
integrity and availability of cross platform datecass.
«  Performs data administration support for
conceptual/logical data modeling, data
definition/schema management, logical access path
modeling, security, cleanup, recovery planning and
implementation, data integrity and troubleshooting.
e Works with business partners and customers in
establishing system availability requirements and
estimating business system transaction and data
volumes.
« Designs, develops and implements data migration and
conversion strategies.
*  Works with technical staff in designing and
developing business systems solutions.
«  Partners with quality assurance in designing, ptann
and testing.
e Supports testing, development, and production
database environments.
«  Provides training and guidance to technical staff.
« Performs data base design.

Database Administrator - Tier 2
Overtime Status: Non-Exempt*

Under minimal supervision, delivers data solutitms
business systems development teams that covedesign and
integrity processes, data ownership definitionadat
value/classification, and creation/enhancemenv@thl data

92



schemas and physical implementation. Implementaaogy
group standards with regard to data management
tools/techniques and implementation of data repoes, data
load and reporting tools. Provides support servicesvell-
defined models of simple to moderate complexityeragally
supporting one business system of similar complefterall
responsibilities are as follows:

Implements technology group information architegetur
and standards.

Provides training and guidance in the use of DBA
tools, techniques, solutions and standards.
Implements defined processes to increase the
reliability, integrity and availability of crossgiform
data access.

Provides database administration support for paysic
data modeling, conceptual/logical data modeling,
logical access path modeling, design and generafion
databases, performance tuning, data recovery pignni
and implementation, data integrity, and
troubleshooting and repair services.

Participates with technical staff, business pagnand
customers in establishing system availability
requirements and estimating business system
transaction and data volumes.

Participates in software, data migration and
conversion strategies including legacy systems.
Executes software migration and installations.
Partners with technical staff in designing and
developing business systems solutions that include
efficient access paths and database processing.
Partners with the quality assurance team in designi
planning, and executing capacity and stress tests f
new systems assets.

Participates in the evaluations, selection, instalh,
customization and daily support of database soéwar
including support products.

Participates in hardware selection, configuratind a
customization.

Creates specialized database software to support
business requirements.
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e Supports testing, development, and production
database environments.

Database Administration Consultant - Tier 3
Overtime Status: Exempt

Works independently to deliver state-of-the-atada
solutions to business systems development tearhsdtiar data
design and integrity processes, data ownershipitiefi, data
value/classification, and ownership of the logidata schema
and physical implementation. Provides input totdahnology
group information architecture direction — prineip| standards,
guidelines, templates, and blueprints for all datenats (text,
image, video, voice, etc.). Develops and ensures t
implementation of technology group standards wétjard to
database management tools/techniques and the imptation
of data repositories, data load, and reportingsto#leeps
abreast of new and emerging database design and
implementation techniques and makes appropriate
recommendations for their use. Provides advicectibn and
support to business and technology partners anslitants.
Provides support for well-defined models of modetathigh
complexity — generally supporting one businessesgsif
similar complexity. Overall responsibilities arefalows:

* Implements technology group information architeetur
and database directions and standards.

*  Provides training and guidance to technical stathe
use of DBA tools, techniques, solutions and staa&lar

* Implements defined processes to increase the
reliability, integrity and availability of crossaiform
data access.

*  Provides in depth database administration support f
physical data modeling, conceptual/logical data
modeling, data definition/schema management, lbgica
access path modeling, security, design and genaerati
of databases, performance tuning, data recovery
planning and implementation, data integrity and
troubleshooting and repair services.

. Participates with technical staff, business pagnand
customers in establishing system availability
requirements and estimating business system
transaction and data volumes.
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« Designs, develops and implements data migration and
conversion strategies.

*  Works with technical staff in designing and
developing business systems solutions that include
efficient access paths and database processing.

e Participates in DB design reviews.

e Partners with the quality assurance team in designi
planning and executing capacity and stress tests fo
new technology system assets.

. Participates in the evaluations, selection, instalh,
customization and daily support of database soéwar
including support products.

e Participates in hardware selection, configuratiod a
customization.

»  Creates specialized database software to support
business requirements.

e Supports testing, development and production
database environments.

Information Architect - Tier 4
Overtime Status: Exempt

Provides technical leadership to establish the
information architecture by defining the informatio
architecture principles, standards, guidelinesptatas, and
blueprints — for all data formats (text, image,eadvoice, etc.).
Responsible for the integrity of the enterpriseadabdel
(logical and physical), standard data design mettogy, and
alignment with security/audit standards. Sets@mnidiplements
technology group standards with regard to database
tools/techniques, data repositories, data warehgltmarts, and
data load, mining and reporting tools. Works viitisiness
partners in validating conceptual and logical datalels and
enabling information assets for new products andes, as
well as setting direction in maintaining existingpguction,
development, training and reporting environmentgerall
responsibilities are as follows:

* Represents the technology group, along with
management, in setting corporate-wide directiorts an
standards.
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« Designs the strategy and implementation of the
information architecture to align with the business
direction.

« Develops processes to increase the reliability,
integrity and availability of cross platform datecass.
Works with management in establishing the standard
business systems development methodology.

*  Ensures the processing integrity of the information
architecture through referential integrity and besis
process rules.

» Delivers logical and physical data designs for besss
systems. Works with business partners and customer
in establishing system availability requirementd an
estimating business system transaction and data
volumes. Estimates platform scalability.

« Designs, develops and implements software, data
migration and conversion strategies. Initiates and
enables legacy system conversions.

« Partners with technical staff in designing and
developing business systems solutions.

e Partners with the Quality Assurance in designing) an
planning capacity planning and stress testing @maly
for new systems assets.

e Supports/directs Database Administration and Data
Warehouse staff in maintaining the data integritgl a
validity of testing, development, and production
environments.

« Delivers database administration support for phatsic
data modeling, access path modeling, design and
generation of databases, database performancetunin
database recovery planning and implementation,
database troubleshooting and repair services.

«  Delivers data administration support for logicatada
modeling, data definition/ schema management, data
security and data cleanup/support services.

Technical Category
This category includes job descriptions, which gesi

develop, maintains, analyze, troubleshoots and @idtars
computer systems. This category contains five subgories;
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Technical Design, Systems Administration, Systems
Programming, Technical and Systems Support . Tloarieal
Design and Systems Programming sub-categories tdmontain
an entry level position and the Technical Suppaltsategory
does not contain a Tier 3 position The highestllevéhis group
spans all five categories.

Technical Architect Tier 4
Senior Systems Programmer Tier 3
Systems Programmer Tier 2
Systems Administration Consultant  Tier 3
Systems Administrator Tier 2
Systems Technician Tier 1
Systems Support Specialist, Senior Tier 3
Systems Support Specialist Tier 2
Systems Support Analyst Tier 1
Technical Support Engineer Tier 2
Technical Support Analyst Tier 1
Technical Design Consultant Tier 3
Technical Designer Tier 2

Individuals in this group may advance to other foss in the
IT matrix. These may include the Network, Secuaitd Q/A
Categories.

Systems Programmer — Tier 2
Overtime Status: Exempt
Under minimal supervision, installs and modifidls a
operating system and supporting software produeesforms
problem resolution, analyzes and evaluates new
hardware/software products, monitors and assistsiteal staff
with performance tuning and capacity planning. aixe
specialized software to support business requirémen
Participates in system disaster recovery exeresds
application development projects. Generally sugport
mainframe systems. Documents changes and follotableshed
‘Change Management’ procedures. Overall respdit@biare:
. Participates in the evaluations, selection, instalh,
customization, and daily support of system software
including support products.
« Participates in hardware selection, configuratiod a
customization.
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* Investigation and analysis of software/hardware
problems.

*  Monitors performance and assists technical stafi wi
performance tuning and capacity planning.

«  Creates specialized software to support business
requirements.

Senior Systems Programmer — Tier 3
Overtime Status: Exempt

Works independently on a broad range of assigrnsnent
that include; providing technical expertise andlkrahip for
problem solving, hardware/software evaluation, and
training/direction for systems programmers. Evaaaind
recommends the purchase of hardware/software pr®dad
acts as a vendor liaison. Encompasses all of trkimg skills
and knowledge of a systems programmer. Providgegir
leadership for mainframe system related projectd,can
represent technical area for various other prdagans. Overall
responsibilities are:

«  Provides direction and training for systems
programmer.

* Investigation and analysis of software/hardware
problems.

. Leads the evaluations, selection, installation,
customization, and daily support of system software
including support products.

«  Evaluate and recommends the purchase of
hardware/software products.

* Acts as vendor liaison.(provides vendor management)

Systems Support Analyst — Tier 1
Overtime Status: Non-Exempt
Under supervision provides support, maintenance an
operation of electronic and electromechanical systased to
produce publications or products at various corgoli@ations.
Supports the integration of new technologies irgerations.
Supports desktop and server hardware, operatingrags
middleware, messaging, and network architectures.
e Supports data communications systems and
equipment.
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Performs system software, application, and hardware
upgrades.

Installs, upgrades, and maintains desktop systems.
Monitors and analyzes the operation of systerds an
equipment to ensure proper functioning of lines,
hardware and software.

Notifies management and customers of system and
network troubles.

Identifies and resolves problems utilizing struetlir
troubleshooting methods, techniques and tools for
systems, applications, data communications and
electromechanical equipment.

May provide basic help desk support for customers
areas, including providing information on trouble
resolution.

Prepares and maintains standard operating procgdure
documents, drawings and system documentation
including operating manuals.

Systems Support Specialist — Tier 2
Overtime Status: Non-Exempt

Under minimal supervision provides support,

maintenance and operation of electronic and eletohanical
systems used to produce publications or productar&ius
corporate locations.

Supports the integration of new technologies ihto t
operation.

Provides technical assistance, guidance, andigini
to staff and customers.

Maintains corporate technology and publication
quality standards.

Implements the corporate technology direction. This
includes desktop and server hardware, telephony,
operating systems, middleware, messaging, network
architectures, and electromechanical equipment.
Implements high availability platforms and business
resumption planning architectures.

Acts as a liaison for vendors during installation,
rearrangement and/or removal of equipment.
Performs system software, application, and hardware
upgrades.
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Develop and maintain documentation needed by
support staff, including troubleshooting steps,
installation instructions, new tools overviews, and
contact lists.

Implements and maintains training programs.
Performs investigation and analysis to solve proisle
Provides hardware and systems software support,
including ancillary software products.

Directs trouble resolution activities, coordinatingh
technical staff, vendors, and carriers.

Notifies management and customers of
network/systems troubles through a tiered notiftzat
and escalation process.

Organizes, conducts and documents post-mortems for
network and system problems.

Performs limited system administrator functions.
Responsible for the effectiveness, quality, and
timeliness of trouble resolution, quality of seeviand
implementation success, also services Tier 1
agreements.

Systems Support Specialist, Senior — Tier 3
Overtime Status: Non-Exempt

Works independently, providing support, maintenance

and operation of electronic and electromechanigstems used
to produce publications or products at various cate
locations.

Supports the integration of new technologies ihto t
operations.

Acts as a liaison for vendors during installation
rearrangement and/or removal of equipment.
Provides technical assistance, guidance, andigaini
to staff and customers.

Maintains corporate technology and publication
quality standards.

Implements the corporate technology direction. This
includes desktop and server hardware, telephony,
operating systems, middleware, messaging, and
network architectures, electromechanical equipment.
Responds to complex issues escalated by other
support personnel.
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Provides project leadership, including analysis and
evaluation of resource and delivery requirementh wi
project estimates.

Develops and maintains documentation needed by
support staff, including troubleshooting steps,
installation instructions, new tools overviews, and
contact lists.

Develops and maintains training programs.

Creates and modifies programs and scripts needed fo
support infrastructure.

Plans and performs system software, applicatiod, an
hardware upgrades.

Provides hardware, software, application, and nd¢wo
support for servers.

Acts as the technical lead for projects.

Performs limited database administrator functions.
Performs systems administrator functions.
Establishes / recommends policies on system use and
services.

Accountable for the effectiveness, quality, and
timeliness of trouble resolution, quality of seeviand
implementation success, also services Tier 1
agreements.

Works pro-actively to ensure high performance, high
reliability, and rapid trouble resolution of the
network(s) including hardware and software.

Directs trouble resolution activities, coordinatingh
technical staff, vendors, and carriers.

Notifies management and clients of network/system
troubles through a tiered notification and escafati
process.

Organizes, conducts and documents post-mortems for
severe system and network outages.

Develops test and maintenance procedures and
policies

Acts as a technical consultant during all phasehef
planning, design, and implementation or operations
process.
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Technical Support Analyst — Tier 1
Overtime Status: Non-Exempt
Under supervision, analyzes, troubleshoots, repairs
and resolves any technical problems on supportegheent to
the component level.
« Initiate request(s) for the necessary suppliesgpart
required for day-to-day operation.
e Provide telephone support.
e Assist in the installation and training of systenisen
necessary.
e Assist in the development, modification, and (or)
upgrade of any new or existing systems/equipment.

Technical Support Engineer — Tier 2
Overtime Status: Non-Exempt
Under minimal supervision, analyzes, troubleshoots
repairs and resolves any technical problems onastgx
equipment to the component level. Maintains recarus
histories of all repaired components and commuegaiith
management and other corporate departments, assvelltside
vendors, on problems encountered, and suggestbigoss
improvements.
e Supplies telephone support to corporate techntaffl s
when necessary.
e Provide training and guidance for technical staff.
e Provide user training of supported equipment.
e Install and modify supported systems.
« Develop tests and maintenance policies
*  Works with vendors to resolve replacement or
modification issues.

Systems Technician - Tier 1
Overtime Status: Non-Exempt
Under supervision, provides hardware, software,
application, and limited network support for protioic and
non-production servers.
*  Assists in problem investigation, analysis, and
evaluation to determine solution.
«  Performs routine systems maintenance, such as
backups and disk maintenance.
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Maintains hardware and software configuration
documentation.

Follows procedures for change management and
coordination.

Works with technical staff and vendors in diagngsin
and correcting hardware problems.

Systems Administrator — Tier 2
Overtime Status: Non-Exempt

Under minimal supervision, provides hardware,

software, application, and limited network supgdort
production and non-production servers.

Investigate and analyze problem to determine
solutions.

Installs, upgrades and maintains hardware, operatin
and application systems.

Configures and troubleshoots the systems network
connectivity.

Assists in server configuration.

Monitors performance on servers and takes cormctiv
measures.

Installs, configures, and maintains server based
firewalls and rule-sets.

Configures mail systems.

Performs account management.

Systems Administration Consultant — Tier 3
Overtime Status: Exempt

Works independently, provides hardware, software,

application, and limited network support for protioe and
non-production servers.

Acts as the technical lead for a project.

Performs investigation and analysis to solve prokle
Assists in server configuration.

Acts as a vendor liaison. (vendor management)
Installs, configures, and maintains server based
firewalls and rule sets.

Perform limited database administrator functions.
Helps design server topology.
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«  Establishes / recommends policies on system use and
services.

«  Perform analysis to tune systems.

«  Provides training and guidance to technical staff.

Technical Designer — Tier 2
Overtime Status: Non-Exempt

Under minimal supervision, acts as a member of a
multi-disciplined technical team for rapid deploymhef new
technologies. This includes translating simple talerately
complex business requirements and aligning theogpiaite
technology architecture solution to support busime=eds.
Supports and tests newly developed or acquiredtaothres
and/or systems at the multi-unit level from desktapd servers
to varying network technologies. Also works wittet
technology groups in support of corporate projects.
Responsibilities include:

e Maintains technology standards. Implements the
technology direction for, and the migration to, the
standard corporate technical architecture. This
includes desktop and server hardware, operating
systems(s), middleware, messaging, and network
architectures.

. Communicates standards to corporate units, business
partners and customer technology teams.

* Validates technology solutions and strategies with
business requirements.

e Supports the implementation of end-to-end
architectures for new technologies that will beduise
corporate systems.

»  Supports various corporate groups.

* Implements high availability platforms and business
resumption planning architectures.

e Supports the delivery of technology awareness
presentations and education to corporate business
systems development teams.

« Participates in technical architecture reviews for
business systems projects.

Technical Design Consultant — Tier 3
Overtime Status: Exempt
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Works independently as a member of a multi-
disciplined technical team for rapid deploymennheiv
technologies. This includes translating complexress
requirements and aligning the appropriate technpolog
architecture solution to support business needsp&ts and
tests newly developed or acquired architecturegoaisgstems
on the departmental level including desktops amgess to
varying network technologies. Also works with otlgeoups in
support of corporate projects. Responsibilitiesuide:

e Supports the definition and maintenance of
technology standards. Implements the technology
direction for, and the migration to, the standard
corporate technical architecture. This includektigs
and server hardware, operating systems(s),
middleware, messaging, and network architectures.

. Communicates standards to corporate units, business
partners and customer technology teams.

« Validates technology solutions and strategies with
business requirements.

« Implements end-to-end technology architectures for
new technologies that will be used in corporate
systems.

« Implements and supports various technology groups.

* Implements high availability platforms and business
resumption planning architectures.

*  Provides technology awareness and education to ITS
business systems development teams.

*  Supports and leads technical architecture reviews f
business system projects.

Technical Architect — Tier 4
Overtime Status: Exempt

Leads the multi-disciplined technical team for
deployment of new technologies. This includes tisimg
complex business requirements and aligning theogpiaite
technology architecture solution to support busnme=eds. Has
the ability to deliver technology architecturests enterprise
level (multiple systems). Works with other groupggorting
corporate projects. Leads effort to create produeteady
configurations in the delivery of flagship
architectures/technologies via business focuseje ¢
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Responsibilities include:

¢ Represents information technology in directionisgtt
for the corporate enterprise.

*  Providing leadership and direction in the definitio
and maintenance of information technology standards

«  Establishes the technology direction and the mignat
to a standard technical architecture. This includes
desktop and server hardware, operating systems(s),
middleware, messaging, and network architectures.

«  Communicating corporate standards to technology
units, business partners and customer teams.

« Validating information technology solutions and
strategies with the business architecture/direction

«  Establishing and implementing end-to-end technology
architectures for new technologies.

e  Establishing and implementing high availability
platforms and business resumption planning
architectures.

*  Providing technology awareness and education to
technology business systems development teams.

« Leading architecture reviews for corporate business
systems projects.

«  Establishes, implements and supports various
information technology environments.

Quality Assurance Category
This category includes job descriptions, which are

involved in consultation, support and testing aihpaiter
systems and products. There is no Architect lewsitjon.

Quality Assurance Consultant Tier 3
Quality Assurance Developer Tier 2
Quality Assurance Analyst Tier 1

Individuals in this group may advance to other
positions in the IT matrix. These may include thes@©mer
Service and Security Categories.
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Quality Assurance Analyst — Tier 1
Overtime Status: Non-Exempt

Under supervision, supports teams of systems
professionals in using quality assurance programgesting
environments. Responsibilities include:

e Supporting the delivery of test approaches, plars a
requirements to meet the needs of business progessi
specifications.

e Support quality assurance programs and services.

e Assists test planning, advice and testing standards
support services.

*  Provide hands-on support of the testing environment
for usability and acceptance testing.

«  Performs application readiness testing and support.

e Support stress, functionality and compatibilitytites.

* Provides integration testing support services.

e Works with customers in a support role to achieve
successful implementations.

e Participates in post-implementation reviews to emsu
that the business system solution delivers as ¢ggec
(timeliness, quality, cost) and helps establishrataan
departmental reporting metrics.

Quality Assurance Designer — Tier 2
Overtime Status: Non-Exempt

Under minimal supervision, supports teams of syste
professionals in using quality assurance programs testing
environments. Independently handles simple
testing/implementations that are narrow in scope.
Responsibilities include:

e Provides business specification and prototype
consulting to develop testing approach and
requirements for project teams.

« Implements and supports quality assurance programs
and services.

«  Provides test planning advice and testing standards
support services.

e Supports the testing environment ,usability and
acceptance testing.

e Coordinates operational readiness testing-support.

e Support stress, functionality and compatibilitytiteg.
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Participates in integration testing support semvice
Works with customers in a support role to achieve
successful implementations.

Conducts post-implementation reviews to ensure that
the business system solution delivers as expected.
(timeliness, quality, cost)

Quality Assurance Consultant — Tier 3
Overtime Status: Exempt

Works independently, to provide advice, considtati

and support teams of systems professionals in ugiatity
assurance programs and testing environments. Eoedmplex
testing/implementations that are departmental apec
Responsibilities include:

Deliver business specification and prototype
consulting to develop testing approach, timetahtes
requirements for project teams.

Implements and supports total quality assurance
programs and services.

Provides test planning advice and testing standards
support services.

Supports the testing environment, usability and
acceptance testing.

Coordinates operational readiness testing-support.
Support stress, functionality and compatibilitytites.
Participates in integration testing support semvice
Works with customers in a support role to achieve
successful implementations.

Leads staff in developing and tuning QA
methodology, procedures and metrics.

Conducts post-implementation reviews to ensure that
the business system solution delivers as expected.
(timeliness, quality, cost)

Provides guidance and training for technical staff.

Desktop Systems Category

This category includes job descriptions, which are

involved in supporting applications, hardware aoftveare for
desktop systems.
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Desktop Systems Engineer, Senior Tier 3
Desktop Systems Engineer Tier 2
Desktop Systems Analyst Tier 1

Individuals in this group may advance to other
positions in the IT matrix. These may include thes@©mer
Service and Technical Categories.

Desktop Systems Analyst — Tier 1
Overtime Status: Non-Exempt

Under supervision, provides guidance, assistance,
coordination, follow-up on customer issues, and-tieze
desktop support pertaining to all systems apphiceti hardware
and software.

e Provides 2nd level desktop support including proble
resolution for software applications, PC hardware a
full range of peripheral related problems.

¢ Records and logs all details related to suppotls cal
dispatched by call tracking system.

e Support and troubleshoot end-user programs.

«  Performs system software, application and hardware
upgrades.

e Configures and performs installation of new PC’s.

e Participates in the evaluation of 3rd party sofevar
products.

« Participates in pre-beta testing of new application

*  Provides timely updates and reports to management
on all project work and unique assignments.

Desktop Systems Engineer — Tier 2
Overtime Status: Non-Exempt
Under supervision, provides guidance, assistance,
coordination, follow-up on customer issues, and-tieze
desktop support pertaining to all systems appboati hardware
and software.
* Responds to complex issues escalated by the Desktop
Systems Analyst.
«  Provides 2nd level desktop support including proble
resolution for software applications, PC hardware a
full range of peripheral related problems.
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Records and logs all details related to suppols cal
dispatched by call tracking system.

Performs system software, application and hardware
upgrades.

Performs initial installation of new PC's.

Coordinates the evaluation of 3rd party software
products.

Coordinates pre-beta testing of new applications.
Provides telephone support to remote users who
experience software or hardware problems.
Develops and maintains technical documentation.
Provides guidance and training to support personnel
Provides timely updates and reports to management
on all project work and unique assignments.

Senior Desktop Systems Engineer — Tier 3
Overtime Status: Exempt

Under minimal supervision, provides guidance,

assistance, coordination, follow-up on customardssand real-
time desktop support pertaining to all systemsiapfons,
hardware and software.

Responds to more complex issues escalated by all
other support personnel.

Provides 3rd level desktop support including proble
recognition, research, isolation and resolutiopste
for system and application software, PC hardwanrd, a
peripherals.

Provides project leadership, including analysis and
evaluation of resource and delivery requirementh wi
project estimates.

Develop and maintain documentation needed by
support staff, including troubleshooting steps,
installation instructions, new tools overviews, and
contact lists.

Records and logs all details related to suppols cal
dispatched or handled in call tracking system.
Researches, evaluates and analyzes end-user
operations and support processes, and makes
recommendations to management on methods for
optimizing and improving overall customer service.
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*  Creates and modifies programs and scripts needed fo
support infrastructure.

«  Performs system software, application and hardware
upgrades.

e Analyzes and evaluates 3rd party software products
available in the marketplace for potential
implementation, and makes recommendation to
management.

e Conducts pre-beta production environment testing of
new applications.

*  Provides guidance and training to support personnel

« Develops and maintains training programs.

*  Provides telephone support to remote users who
experience software or hardware problems.

*  Provides timely updates and reports to management
on all project work and unique assignments.

Training Category

This category includes job descriptions, which are
involved in training for hardware, software, apptions and
operating systems.

Technical Training Consultant Tier 3 (non unit)
Technical Trainer Tier 2

Individuals in this group may advance to other
positions in the IT matrix. These may include thes@©mer
Service and Technical Categories.

Technical Trainer — Tier 2
Overtime Status: Non-Exempt
Implements and presents introductory and basic
computer-based training sessions for a varietyfiivare
applications and operating systems. Typically repio a
Training Supervisor. Work may include related daits
required.
« Teaches introductory level courses for corporate an
client personnel.
* Reviews approved course materials for end user
training
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e Assist in needs assessment evaluations with irt&rna
external clients.

» Possess knowledge of or skills needed to setup the
classroom environment for training purposes.

Documentation Category

This category includes a single job descriptionicivh
is involved in all aspects of documentation forpooate
customers.

Technical Writer Tier 2

Individuals in this group may advance to other
positions in the IT matrix. These may include thes@©mer
Service and Security Categories.

Technical Writer — Tier 2
Overtime Status: Non-Exempt

Under minimal supervision, prepares and/or maistain
systems, operations and end-user technical docatiamnt
Conducts a needs-based analysis of computer sysigins
applications documentation and identifies the auchs for the
information.

e Researches computer systems and applications.

* Interviews technical staff to obtain informatiorr fo
new material.

«  Designs the information layout to meet the needs of
each audience and presentation medium.

. Combines the information from the analysis, redgarc
interviews and other sources to produce usable
documentation for customers.

«  Edits and proofreads for technical accuracy, syntax
and grammar.

e Ensures that the documentation follows corporate
policies and standards.

*  Works with a variety of software packages to preduc
final copy, including system diagrams and screen
captures, for print and online production.

. Maintains databases for document publication,
delivery and maintenance.
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* Reviews vendor provided help files and performs
modifications base on internal customizations.

Network Category

This category includes job descriptions, which gesi
develop, operates, maintains and administers nktwor
operations. This category contains two sub-categpNetwork
Operations and Network Engineer.

Network Engineering Architect Tier 4
Network Engineer, Senior Tier 3
Network Engineer Tier 2
Network Operations Architect Tier 4
Network Analyst, Senior Tier 3
Network Analyst Tier 2

Network Operator Tier 1

Individuals in this group may advance to other
positions in the IT matrix. These may include tteefhical and
Q/A Categories.

Network Engineer — Tier 2
Overtime Status: Exempt
Under minimal supervision performs planning, dasig
and implementation activities for voice and/or data
telecommunications projects which may span multijisiness
functions and/or integrate both voice and dataiegfibns.
Responsible for one or more of the following:

e Conducts network studies and traffic analyses.

«  Develops network architectures.

*  Prepares forecasts of network traffic and capacity.

*  Recommends modifications to the network
configurations, which reduce cost or improve sexvic

« Participates with vendors and network operations in
the identification and resolution of complex netiwor
problems.

«  Evaluates client requests for new or modified voice
and/or data network services, recommending
alternative solutions to clients to reduce costs or
improve service.
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e  Sizes projects and develops performance level
requirements for user approval. Follows up with
client to ensure that performance levels have been
achieved and resolves any outstanding issues.

. Plans and coordinates installation dates with tdien
vendors and staff.

«  May perform quality acceptance testing and
coordinate or provide training to clients during
implementation.

» Participates in the evaluation of vendor propoaats
in the development and documentation of operational
procedures.

Network Engineer Senior — Tier 3
Overtime Status: Exempt
Works independently, performs planning, design and
implementation activities for complex voice anddata
telecommunications projects which span multipleifess
functions and/or integrate both voice and dataiegfibns.
Accountable for the effectiveness, quality, andetimess of
project designs and their implementation success.
Responsible for one or more of the following:

e Acts as principal designer for major voice/data
telecommunications systems and their subsystems
through a thorough understanding of available
technology, tools and existing designs.

« Develops complex, tiered network designs.

e May participate in network Architecture decisions

. Performs analysis, design, documentation, testing,
implementation and on-going support for complex
networking technologies.

e Acts as technical leader for large, complex praject
assists in planning, organizing and controlling the
activities as well as the development of the nekwor
project plan and timetables.

*  Provides technical consulting and leadership to
identify and implement new networking technologies,
which assist the business units in meeting their
strategic objectives.
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* Acts as a technical consultant to technology staff
members during all phases of the planning, design,
implementation or operations process.

Network Engineering Architect — Tier 4
Overtime Status: Exempt
Provides technical leadership for planning, desiga
implementation work programs involving complex @and/or
data telecommunications projects which span meltipisiness
functions and/or integrate both voice and dataiegfbns.
Accountable for the effectiveness, quality, andetimess of
project team outputs and their implementation ss&ce
Responsible for one or more of the following:

¢ Reviews technical designs for major voice/data
telecommunications system projects through a
thorough understanding of available technologylstoo
and existing design standards.

« Develops standards for complex, tiered network
architectures and designs.

. Performs analysis, design, documentation, testing,
implementation and on-going support for extremely
complex networking technologies.

e Acts as technical leader for large, complex project
teams; assists in planning, organizing and coimpl|
the activities as well as the development of theralv
project plan and timetables.

«  Provides highly technical consulting and leadersbip
identify and implement new networking technologies.

* Acts as a technical mentor and coach to technology
staff members during all phases of the planning,
design, implementation or operations process.

*  Provides comprehensive consultation to business
units, corporate management and staff at the highes
technical level.

*  Works closely with client management to identifydan
specify the complex business requirements and
processes (diversity, reliability, quality of sk,
security, capacity, etc.); researches and evaluates
alternative solutions and recommends the most
efficient and cost effective solution for the netiwo
design.
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*  Assigns and prioritizes technical activities based
required expertise and complexity.

* In conjunction with the introduction of new
technologies will define methods and procedures to
integrate the technology in to the standard archite
and operational model.

Network Operator — Tier 1
Overtime Status: Non-Exempt

Under supervision, provides network operations
support, administration, installation and maintereaof
voice/data/satellite networks (LAN/WAN) and assteihlines
and equipment.

Overall responsibilities are:

¢ Follows methods and procedures to support
administer, install, and maintain the operationadif
network equipment to ensure proper functioning of
lines, hardware and software through the use of
network management tools and systems.

« Identification and resolution of network problems
utilizing structured troubleshooting methods,
techniques and tools.

* Follows defined escalation and notification proesss

* Notifies Management and clients of network troubles
through a tiered notification and escalation preces

e Provides basic help desk support for client areas,
including providing information on trouble resoturi
and network status.

. Participates with vendors, common carriers and
technical staff during problem analysis/resolutiand
post-mortem analyses as required.

. Performs network administration functions, incluglin
the implementation of documented changes.

«  Ensures that standard operating procedures for the
network, technical specifications and documents,
drawings, system documentation including operating
manuals are kept current.

e Tracks and documents defined network performance
metrics and statistical data, and produces starmard
reports.

*  Follows network security policies.
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Network Analyst — Tier 2
Overtime Status: Non-Exempt

Under minimal supervision, provides network
operations support, administration, installatiod amintenance
of voice/data/satellite networks (LAN/WAN) and asisted
lines and equipment. In addition to responsib#iti lower tier
is also responsible for the following:

Overall responsibilities are:

*  Monitors and analyzes the operation of the network
ensure proper functioning of lines, hardware and
software, through the use of advanced network
management tools and systems.

e Monitors and tunes networks and system performance.

« Provides training and guidance to technical staff.

*  Prepares and maintains standard operating procedure
for the network, technical specifications and
documents, drawings, system documentation
including operating manuals.

*  Provides tiered network operations support and
engages higher tiered and\or vendor support as
required.

« Develops test and maintenance procedures and
policies to be performed by network operations.

«  Documentation and submission of changes for
network equipment.

Network Analyst, Senior — Tier 3
Overtime Status: Exempt*

Works independently to provide network operations
support, administration, installation and maintereaof
voice/data/satellite networks (LANs/WANS) and asatexl
lines and equipment. Accountable for the effesiiss,
quality, and timeliness of trouble resolution, seevTier 1
agreements, quality of service and implementatimtsss. In
addition to the responsibilities of lower tier is@responsible
for the following:

Overall responsibilities are:

e Pro-actively analyzes network performance data and
recommends changes to ensure high performance,
high reliability, of the network.
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Directs trouble resolution activities, coordinatingh
technical staff, vendors, and carriers.

Organizes, conducts and documents post-mortems for
severe network-effecting events.

Participates with network operations staff, vendors
and other technical staff member on chronic angalysi
Participates in approval of submitted network
changes.

Approves test and maintenance procedures and
policies to be performed by network operations.
Develops network contingency plans and tests for
continuity of business, working with other techtica
staff.

Makes recommendations on changes to network
elements, processes, or tools to improve quality an
timeliness of trouble resolution.

Provides advanced training and guidance to technica
staff.

Documents and maintains network operations
approved hardware and software listings.

Develops and utilizes troubleshooting procedures fo
network problems utilizing structured methods,
techniques and tools.

Develops processes and procedures for trouble
resolution, coordinating with network operationslan
engineering staff, vendors, and carriers.

Assists in the evaluation of proposals and ideimtify
the benefits of changes in hardware, communications
protocols, tools, switching methods, access methods
tariffs, and in the procurement of software and
equipment Operations.

Network Operations Architect — Tier 4
Overtime Status: Exempt

Provides technical leadership ensuring proper nétwo

operations support, administration, installatiod amintenance
of voice/data/satellite networks (LANS/WANSs) andesiated
lines and equipment. Accountable for the effegirss,
quality, and timeliness of trouble resolution preses, service
level agreements, quality of service and implentériasuccess.
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In addition to the responsibilities of lower tisralso
responsible for the following:
Overall responsibilities are:

e Analyzes network performance data and approves
recommendations for changes to ensure high
performance, and high reliability, of the network.

e Approves processes and procedures for trouble
resolution, coordinating with network operationslan
engineering staff, vendors, and carriers.

*  Provides the highest in-house level of tiered netwo
operations support and engages vendor support as
required.

¢ Communicates with senior management and clients on
status of network troubles and expected resolution
through a tiered notification and escalation preces

«  Approves conclusions and recommendations of post-
mortems for severe network-effecting events.

. Reviews, evaluates, and utilizes troubleshooting
procedures for network problems utilizing structure
methods, techniques and tools.

*  Represents network operations in the review of all
designs and architectures to be implemented in the
production network. Ensures that network operations
is trained and has the proper tools to support new
technology as well as ensure the design is
operationally manageable.

«  Develops vendor requirements for network reliapilit
and contingency, and reviews disaster recovery and
security plans.

e Conduct or organize training sessions.

* Reviews and evaluates changes to network operations
hardware and software listings.

e Assists in the evaluation of vendor proposals and i
the benefits of changes in hardware, communications
protocols, tools, switching methods, access methods
tariffs, and in the procurement of software and
equipment.

* Reviews and evaluates recommendations made for
changes to network elements, processes, or tools to
improve quality and timeliness or trouble resolatio
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Project Category

This category includes job descriptions, which
directly involve project management. There aredheels of
jobs.

Project Manager Tier 4 non unit
Project Coordinator Tier 3
Project Administrator Tier 2

Individuals in this group generally move into this
category from others in the matrix. Due to the Higlel of
skills, this category does not have an entry parsiti

Project Administrator — Tier 2
Overtime Status: Non-Exempt

Works under supervision of a project manager to
develop and manage project plans, schedules, jdggtimates
and reports for projects. The project administratiordinates
production of deliverables and has an in-depth kedge of
project management tools and methodologies.

e Performs project administration tasks.

e Maintains productive working relationships with
business partners, customers and corporate systems
community.

e Assures the documentation and training is scheduled

*  Prepares timely project status and budget reports.

*  Performs the duties of a team member.

e Prepares project charters or scope document wath th
assistance of the project manager.

e Keeps team members informed.

Project Coordinator — Tier 3
Overtime Status: Exempt

Works independently, delivers project outcomes by
monitoring and controlling cost, schedule, resosirseope and
risk. Responsible for overseeing moderately corptejects
or phases of larger projects with a well-definedpscand
contained risks. Accountable for all aspects effiloject over
the entire project life cycle, managing expectaicand
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ensuring quality of the project, setting projectiktariorities,
project-team staffing, assignments and budget.

* Maintains existing on-going working relationships
with business partners, customers and corporate
systems community.

*  Works with the business representative to prepare
functional requirements.

«  Coordinates the project budget, scope of work,gatoj
schedule and project team. May prepare timely
project status reports.

e Prepares technical requirements.

* Understands project scope and objectives, as well a
the roles of all team members, to effectively
coordinate the activities of the team.

e Tracks project progress according to the planned
deliverables.

* Identifies issues that impact scope, budget orcidbe
associated with successful project completion.

e Assures all documentation and training are complete
acceptable and in accordance with standards.

* May also perform other functions on the projechiea
as required by area of expertise. (e.g. business,
application or technical consultant)

* Maintains current knowledge of application,
information and technical architecture standards as
well as industry—wide technical innovations.

«  Provides input to the delivery of system standaids
the analysis of business requirements.

*  Prepares project plan.

Business Category
This category includes job descriptions, which #gec

and design automated solutions to business proldehs
opportunities. The four levels are:

Business Architect Tier 4 non unit
Business Consultant Tier 3
Business Designer Tier 2
Business Analyst Tier 1
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Individuals in this group may advance to other
positions in the IT matrix. These may include thej&ct and
Information Categories.

Business Analyst — Tier 1
Overtime Status: Non-Exempt

Under supervision, provides support for planning,
business requirements definition, problem/changdyars,
business problem resolution, monitoring and follimoeugh.
Supports overall administrative activities. Resjilolesfor
participating in enacting or supporting businedatfmns at
business unit and/or subsystem scope. Respotisiliclude
the following:

* Reviews requirements and provides initial impact
assessment of problems and changes.

* Resolves problems and handles change control
activities.

*  Maintains effective communications with the
technology team, business partners and customers.

* Responds to inquiries and provides status on pmoble
resolution and follows through to ensure compledsne
and business partner/customer satisfaction.

«  Develops initial business specifications for autteda
solutions to business problems. If
feasibility/cost/benefit of the automated solutisin
doubt, recommends non-automated solutions to
business problems.

« Participates in test planning.

e Analyzes and tests automated solutions to business
systems problems with guidance.

* Provides analytical support for cost/benefit and
productivity analysis.

«  Develops business systems documentation.

e Supports quality assurance/testing efforts withdsan
on support.

Business Designer — Tier 2
Overtime Status: Non-Exempt

Under minimal supervision, engineers business desig
specifications for automated solutions to busimggmortunities
and problems at a multi-unit/departmental scopatoated
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solutions involve multiple subsystems or a fullteys. Keeps
abreast of new and emerging business design tagsand
makes appropriate recommendations for their use.
Responsibilities include the following:

e Understands the customer’s business needs and is
integral in delivering the desired end product.

e Handles and assists others in problem solving,
problem resolution and problem prevention.

« Demonstrates a good understanding of business
analysis tools and methodologies.

* Responds to inquiries and provides status on pmoble
resolution and follows through to ensure completene
and business partner/customer satisfaction.

« Develops, facilitates and leads business analydtsei
delivery of business specifications for manual and
automated solutions to business problems.

« Develops test plans.

e Analyzes and tests automated solutions to business
problems. Also leads business analysts to perform
these services. If feasibility/cost/benefit of the
automated solution is in doubt, recommends non-
automated solutions to business problems.

e Conducts cost/benefit analysis for business systems
solutions.

e Supports quality assurance/testing efforts withdsan
on support.

Business Consultant — Tier 3
Overtime Status: Exempt

Works independently, delivers business design
consulting for automated and non-automated solsition
business opportunities and problems — at a depatatenulti-
departmental and/or full system scope. Keeps aboéanew
and emerging business design techniques and mpgespaiate
recommendations for their use. Empowered to mattege
significant business impacts in relation to infotima
technology solutions. Provides advice, consult@iggction and
support to business and technology business paramer
consultants. Supports business/financial functighieh may
include budget, rates, forecasting, acquisitiotinigi and
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vendor contact. Provides alternatives for busiogg®rtunities
and problem resolution. Responsibilities include following:

«  Planning the business opportunity definition and
design activities.

*  Provides consulting support to business partners in
defining their needs and strategies. Delivers a
business partner/customer advocacy service.

. Recommends solutions and improvements, and
provides information to customers on trends in
business design.

«  Provides continuity from definition of the business
opportunity or problem through implementation af th
solution.

* Understands the customer’s business needs and
delivers the desired end product.

e Handles and assists others in problem solving,
problem resolution and problem prevention.

« Demonstrates a good understanding of business
analysis tools and methodologies.

* Responds to inquiries and provides status on pmoble
resolution and follows through to ensure completene
and business partner/customer satisfaction.

« Develops, facilitates and leads staff in the dejivef
business specifications for manual and automated
solutions to business problems.

e Translates business needs to process, function and
data models.

. Develops, facilitates and leads staff and business
consultants in the delivery of business specifiregi
for automated solutions to business problems.

« Facilitates the delivery of user interface, logical
application and information models using standard
structured analysis techniques.

e Applies conceptual knowledge of industry-proven
technologies to the delivery of business solutions.
Also understands the impact new technologies have
on information technology services’ application
portfolio.

*  Oversees or develops business systems documentation
(e.g., application design specifications, logical
relational database models [via working with data
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administrators/DBAs], test plans, training
documentation and mini-specs for programming, if
needed).

e Leads cost/benefit analysis for business systems
solutions.

«  Ensures the effective implementation and use of
standard corporate service processes such as change
management, quality assurance, project management,
etc.

*  Provides guidance and training to information
technology staff.

* Represents the customer in quality assurance effort

« Designs test plans, leads business testing teams,
reports on testing progress and leads resoluti@p/Af
problems/repair prioritization.

Security Category

This category includes job descriptions, which
directly involve computer security issues. Therethree sub-
categories, Disaster Recovery, Security Audit agcL8ty
Administration. The four levels of responsibilityea

Security Architect Tier 4 non unit
Disaster Recovery Consultant Tier 3
Disaster Recovery Engineer Tier 2

Security Technical/ Audit Consultant Tier 3 nontuni
Security Technical/Audit Engineer Tier 2 non unit
Security Administrator Analyst Tier 2 non unit
Security Administrator Tier 1 non unit

Individuals in this group generally move into this
category from others in the matrix or with priopexience.

Disaster Recovery Engineer — Tier 2
Overtime Status: Non-Exempt

With minimal supervision, assists with the
development and maintenance of comprehensive disast
recovery/business resumption plans. Assists usth r
assessments. Plans, coordinates, and audits timg tef
contingency plans.
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Overall responsibilities are:

e Maintain policies and procedures for contingency
recovery.

*  Assist with risk assessments.

* Maintain contingency plans in a global environment.
This includes business and technical operations.

e Maintain test plan guidelines.

e Assist with the coordination and auditing of tests.

*  Maintain project management information.

*  Coordinate updates with customer base and business
units.

Disaster Recovery Consultant — Tier 3
Overtime Status: Exempt

Works independently to ensure that all corporate
functions have comprehensive disaster recoveryibasi
resumption plans. Leads teams of business/tedistafdand
vendors to develop, support, and deliver workablgiogency
plans. Recommends disaster recovery/businesncation
policies and procedures for business and technalogyps and
performs risk assessments.

Overall responsibilities are:

« Recommend corporate policies and procedures for
disaster recovery/business continuation.

e Provides leadership by coordinating all aspectsanf
development for corporate groups both nationally an
internationally.

e Perform risk assessments and present
recommendations to management.

*  Work with management in selection of the best
solution for recovery of their operation that vélso
be the most cost-effective choice for our company.

e Assist with recovery services vendor selection and
contract negotiations.

« Develop disaster recovery/ business continuation
plans that document the personnel and steps to be
executed to restore the business function.

. Plan, coordinate and audit tests.

e Act as a consultant for other corporate personte w
are assigned business recovery projects and &esivit
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¢ Monitor and maintain project management
information.
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