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SUMMARY OF THE CALIFORNIA INDUSTRY CLUSTERS

What is an Industry Cluster?

Industry clusters are groups of associated industries in an economic market that stimulate the creation of new
businesses and job opportunities in a particular field. The application of workforce and economic development
resources toward the continual development of industry clusters will help stimulate economic market growth and
boost the number of employment opportunities for an economic market labor force.

Purpose of This Report

The purpose of this report is to help align the state’s workforce institutions and programs around the needs of
economic market industry clusters. This report focuses on the future employment demand of industry clusters and
features them as primary investment opportunities for the California workforce development system. The goal of

this report is to account for industry clusters with the largest number of projected total job openings' and help the
California workforce development system prepare the state’s workforce to compete for these future job opportunities.

Top 10 Industry Clusters in California

Retail 04,900 442,568 647,468
Health Care Services 00 85,028 602,228

Business Services 492,658

Education and Training |l L 467,713

Professional and Technical Services 00,500 49,98 350,483

Informatlop and Communication W 317,896
Technologies |

Construction Materials and Services W 304,961

Social Services 271,977

Financial Services and Real Estate 246,710

0 100,000 200,000 300,000 400,000 500,000 600,000 700,000 800,000 900,000

mNew Jobs®  mReplacement Job Openings®

Source: California Employment Development Department, Projections of Employment 2012-2022. Industry and occupational employment
projections for 2012-2022 in this report may not be directly comparable to the published 2012-2022 employment projections available online
at www.labormarketinfo.edd.ca.gov.

' Total job openings are the sum of new jobs and replacement job openings.

2 New jobs are only openings due to growth and do not include job declines. If an occupation’s employment change is negative, there is no job
growth and new jobs are set to zero.

3 Replacement job openings estimate the number of job openings created when workers retire or permanently leave an occupation and need to be
replaced.
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Top 10 Occupations and Recent Job Demand in the Business Services Cluster

The table below further profiles California’s top 10 occupations in the Business Services cluster by listing the

total job openings for 2012-2022, median hourly and annual wages, and entry-level education requirements. Also
included are online job advertisements extracted from The Conference Board Help Wanted OnLine™ (HWOL)
data series over a 120-day period. HWOL compiles, analyzes, and categorizes job advertisements from numerous

online job boards, including CalJOBS®™ (www.caljobs.ca.gov), California’s online job listing system.

Total Job Median Median Entry Level HWOL
Occupations Openings’ | Hourly Wage | Annual Wage Education® Job Ads®
(2012-2022) (2014) (2014) (120 days)
Laborers and Freight, Stock, 46.777 12.00 24 953 Less than 9257
and Material Movers, Hand ’ $12. $24, high school ’
Janitors and Cleaners, Less than
Except Maids and 36,645 $12.02 $24,982 high school 11,932
Housekeeping Cleaners
High school
Security Guards 32,745 $12.09 $25,137 diploma or 14,415
equivalent
Landscaping and Less than
Groundskeeping Workers 25,377 $12.64 $26,274 high school 6,658
Customer Service 19,651 $18.14 $37.713 | ooy 29,252
Representatives ’ ' ’ elca)uci)\gﬁacn)tr ’
High school
Office Clerks, General 19,131 $15.55 $32,360 diploma or 14,815
equivalent
General and Operations 12,356 $51.95 $108,050 Bachelor’s 9,237
Managers degree
Secretaries and .

o : . High school
Administrative ASSI.StaI’ltS, 8.419 $18.37 $38,189 diploma or 15,580
Except Legal, Medical, and equivalent
Executive
Accountants and Auditors 7,377 $35.11 $73,006 Bachelor's 25,324

egree
Humgn .Resources 7,257 $31.71 $65,062 Bachelor’s 8,080
Specialists degree

Source: California Employment Development Department, Projections of Employment 2012-2022; Occupational Employment Statistics Wage
Survey, updated to 1st Q, 2015; The Conference Board Help Wanted OnLine™ (HWOL) Data Series, 120-day period ending June 22, 2015.

7 Total job openings are the sum of new jobs and replacement job openings.
8 U.S. Department of Labor, Bureau of Labor Statistics (BLS) 2012 education levels.
® Totals represent job advertisements from employers in all industries. One job opening may be represented in more than one job advertisement.
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Top Occupations for the Business Services Cluster by Education Level

The table below identifies the occupations with the most total job openings, categorized by Bureau of Labor
Statistics (BLS) 2012 entry-level education requirements, within the Business Services cluster. The table
includes California’s projected total job openings and median hourly and annual wages. In addition, recent totals
of online job advertisements over a 120-day period are included. Grouping occupations by education levels
allows individuals to better gauge the potential for skills transference and upward mobility within the cluster.

Requires Some College, Postsecondary Non-Degree

Award, or Associate's Degree

Total Job Median Median HWOL
Occupations Openings™ | Hourly Wage | Annual Wage Job Ads
(2012-2022) (2014) (2014) (120 days)
Requires a Bachelor’s Degree or Higher
General and Operations Managers 12,356 $51.95 $108,050 9,237
Accountants and Auditors 7,377 $35.11 $73,006 25,324
Human Resources Specialists 7,257 $31.71 $65,962 8,080
mﬁIﬁgessﬁé';@T?'ySts and 4,169 $34.18 $71,002 10,400
Financial Managers 3,287 $61.67 $128,282 12,065

Registered Nurses 3,338 $46.17 $96,046 52,180
Computer User Support Specialists 2,584 $26.42 $54,943 18,441
Heavy and Tractor-Trailer Truck Drivers 2,560 $19.93 $41,463 26,957
Llcenged Practical and Licensed 2376 $25.28 $52.570 6.772
Vocational Nurses

Nursing Assistants 2,180 $13.72 $28,546 3,871

Requires a High School Diploma or Equivalent or Less

Laborers and Freight, Stock, and

Material Movers, Hand 46,777 $12.00 $24,953 9,257
Janitors and Cle_aners, Except Maids 36,645 $12.02 $24,982 11,032
and Housekeeping Cleaners

Security Guards 32,745 $12.09 $25,137 14,415
Landscaping and Groundskeeping 25377 $12.64 $26.274 6.658

Workers

Customer Service Representatives 19,651 $18.14 $37,713 29,252

Source: California Employment Development Department, Projections of Employment 2012-2022; Occupational Employment Statistics Wage
Survey, updated to 1st Q, 2015; The Conference Board Help Wanted OnLine™ (HWOL) Data Series, 120-day period ending June 22, 2015.

1° Total job openings are the sum of new jobs and replacement job openings.
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Employer Demand for the Business Services Cluster

The following table lists the California employers in the Business Services cluster who posted the most job
advertisements during the 120-day period ending June 22, 2015. The table also includes the number of job
advertisements from the previous year’s period, as well as the numerical change and year-over percent change
in these postings for the same 120-day period.

Business Services Recent Job Prior Year Job Numerical Year-g;l‘::‘P:rcent
Cluster Employers Advertlsemepts‘s Advertlsemgnts Change (HWOLgJob
(120-day period) (120-day period) Advertisements)

Robert Half International 18,565 10,218 8,347 81.7%
Appleone 8,260 5,774 2,486 43.1%
Trustaff 7,373 4,863 2,510 51.6%
Randstad 5,593 4,064 1,529 37.6%
Aerotek 3,650 2,585 1,065 41.2%
Accountemps 3,573 3,424 149 4.4%

Kforce Professional Staffing, Inc. 3,356 2,780 576 20.7%
Kelly Services 3,033 2,351 682 29.0%
Volt Workforce Solutions 2,514 3,613 -1,099 -30.4%
Supplemental Health Care 2,434 4,264 -1,830 -42.9%
AlliedBarton Security 2,294 1,246 1,048 84.1%
Select Staffing 2,126 2,304 -178 -71.7%

Manpower 1,600 1,311 289 22.0%
Adecco 1,564 1,503 61 4.1%

Maxim Healthcare 1,181 611 570 93.3%
Judge Group, Inc. 985 1,900 -915 -48.2%
UCLA Healthcare 980 478 502 105.0%
TalentBurst 942 682 260 38.1%
Visa, Inc. 851 575 276 48.0%
Yoh 760 1,356 -596 -44.0%

Source: The Conference Board Help Wanted OnLine™ (HWOL) Data Series: Period ending June 22, 2015.

'6 Totals do not include employers with anonymous job advertisements.
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What is the Education and Training Cluster?

The Education and Training cluster is comprised of seven industries and includes public and private elementary
and high schools, community colleges, universities, and professional schools with programs such as dental, law,
and medical. Other establishments include trade schools and tutoring businesses. The workers employed within
this cluster span all skill levels and share skills and work activities both within the cluster and in many other
industry clusters, suggesting the potential for skills transference and upward mobility with additional training.

Top 10 Occupations in the Education and Training Cluster

The graph below identifies the top 10 occupations in the Education and Training cluster, based on statewide
new job growth plus replacement openings. In sum, these 10 occupations represents almost half of the 467,713
total job openings projected in this cluster between 2012 and 2022. Moreover, many share the same required
skills such as active listening, critical thinking, social perceptiveness, and speaking.'”

Top 10 Occupations in the Education and Training Cluster

Elementary School Teachers, Except I

Special Education ou 0,430 49,130

—

Teacher Assistants 0,600 8 38,821

Secondary School Teachers, Except Special s -
and CareerTechnical Educaiion m 29,605

L

Middle School Teachers, Except Special

and Career/Technical Education 1 ! - - 17,315
Office Clerks, General il 17,173
1
Childcare Workers m 9,431
Janitors and Cleaners, Except Maids
J 9,329

and Housekeeping Cleaners
Combined Food Preparation and Serving m o247
Workers, Including Fast Food ?
Educational, Guidance, School, m
and Vocational Counselors - BASs

-+

0 5,000 10,000 15,000 20,000 25,000 30,000 35,000 40,000 45,000 50,000

ke

—————

= New Jobs'™ u Replacement Job Openings'®

Source: California Employment Development Department, Projections of Employment 2012-2022. Industry and occupational employment
projections for 2012-2022 in this report may not be directly comparable to the published 2012-2022 employment projections available online
at www.labormarketinfo.edd.ca.gov.

7 U.S. Department of Labor's Occupational Information Network (O*NET) at www.onetonline.org.

8 New jobs are only openings due to growth and do not include job declines. If an occupation’s employment change is negative, there is no
job growth and new jobs are set to zero.

'® Replacement job openings estimate the number of job openings created when workers retire or permanently leave an occupation and need
to be replaced.
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Top 10 Occupations and Recent Job Demand in the Education and Training Cluster

The table below further profiles the California’s economic market’s top 10 occupations in the Education and
Training cluster by listing the total job openings for 2012-2022, median hourly and annual wages, and entry-
level education requirements. Also included are online job advertisements extracted from The Conference
Board Help Wanted OnLine™ (HWOL) data series over a 120-day period. HWOL compiles, analyzes, and
categorizes job advertisements from numerous online job boards, including CalJOBS®M (www.caljobs.ca.gov),
California’s online job listing system.

Counselors

Total Job Median Median Entry Level HWOL
Occupations Openings?* | Hourly Wage | Annual Wage Education?' Job Ads?
(2012-2022) (2014) (2014) (120 days)
Elementary School Bachelor’s
Teachers, Except Special 49,130 N/A $72,739 degree 5,681
Education
Some
Teacher Assistants 38,821 N/A $30,236 college, no 7,043
degree
Secondary School Bachelor
Teachers, Except Special achelors
and Career/ Technical 29,605 N/A $71,283 degree 7,877
Education
Substitute Teachers 19,386 $18.74 $38,982 N/A N/A
Middle School Teachers ;
, Bachelor’s
Except Special and Career/ 17,315 N/A $69,734 degree 4,257
Technical Education
High school
Office Clerks, General 17,173 $15.55 $32,360 diploma or 14,815
equivalent
High school
Childcare Workers 9,431 $11.44 $23,782 diploma or 2,961
equivalent
Janitors and Cleaners
’ Less than
Except Maids and 9,329 $12.02 $24,982 high school 11,932
Housekeeping Cleaners
Combined Food Preparation Less than
and Serving Workers, 9,242 $9.45 $19,667 high school 14,047
Including Fast Food
Educational, Guidance ;
) , Master’s
School, and Vocational 8,458 $29.99 $62,371 degree 3,781

Source: California Employment Development Department, Projections of Employment 2012-2022; Occupational Employment Statistics Wage
Survey, updated to 1st Q, 2015; The Conference Board Help Wanted OnLine™ (HWOL) Data Series, 120-day period ending June 22, 2015.

20 Total job openings are the sum of new jobs and replacement job openings.
21 U.S. Department of Labor, Bureau of Labor Statistics (BLS) 2012 education levels.

2 Totals represent job advertisements from employers in all industries. One job opening may be represented in more than one job advertisement.
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Top Occupations for the Education and Training Cluster by Education Level

The table below identifies the occupations with the most total job openings, categorized by Bureau of Labor
Statistics (BLS) 2012 entry-level education requirements, within the Education and Training cluster. The table
includes California’s projected total job openings and median hourly and annual wages. In addition, recent totals
of online job advertisements over 120-day period are included. Grouping occupations by education levels allows

individuals to better gauge the potential for skills transference and upward mobility within the cluster.

Elementary School Teachers, Except

Total Job Median Median HWOL
Occupations Openings* | Hourly Wage | Annual Wage Job Ads
(2012-2022) (2014) (2014) (120 days)

Requires a Bachelor’s Degree or Higher

Requires Some College, Postsecondary Non-Degree Award, or Associate's Degree

) ] 49,130 N/A $72,739 5,681
Special Education
Secondary School Teachers, Except 29 605 N/A $71.283 7377
Special and Career/Technical Education ’ ’ ’
Middle School Teachers, Except Special 17.315 N/A $69.734 4957
and Career/Technical Education ’ ’ ’
Educational, GUidance, SChOOI, and 8.458 $2999 $62 371 3.781
Vocational Counselors ’ ’ ’
Kindergarten Teachers, Except Special 8,371 N/A $66,729 364

Teacher Assistants 38,821 N/A $30,236 7,043
Preschpol Teachers, Except Special 4510 $15.57 $32,383 7,204
Education

Library Technicians 3,579 $20.30 $42,214 210
Computer User Support Specialists 2,016 $26.79 $55,711 19,208
Registered Nurses 1,450 $46.82 $97,388 57,665

Requires a High School Diploma or Equivalent or Less

Except Legal, Medical, and Executive

Office Clerks, General 17,173 $15.55 $32,360 14,815
Childcare Workers 9,431 $11.44 $23,782 2,961
Janitors and Cleaners, Except Maids and 9.329 $12.02 $24.982 11.932
Housekeeping Cleaners ’ ' ’ ’
Combined Food Preparation and Serving 9.242 $9.45 $19.667 14.047
Workers, Including Fast Food ' ’ ’
Secretaries and Administrative Assistants, 5792 $18.37 $38,189 15,580

Source: California Employment Development Department, Projections of Employment 2012-2022; Occupational Employment Statistics Wage
Survey, updated to 1st Q, 2015; The Conference Board Help Wanted OnLine™ (HWOL) Data Series, 120-day period ending June 22, 2015.

2 Total job openings are the sum of new jobs and replacement job openings.
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Employer Demand for the Education and Training Cluster

The following table lists the California employers in the Education and Training cluster who posted the most
job advertisements during the 120-day period ending June 22, 2015. The table also includes the number of
job advertisements from the previous year’s period, as well as the numerical change and year-over percent
change in these postings for the same 120-day period.

Education and Training Ads;‘:;’:';‘j::tsﬂ AI:il;i/ce,:tYi:::r\‘je?\?s Numerical Year-gxz:‘gP:rcent
Cluster Employers (120-day period) | (120-day period) | C"2N9e A d(\:‘:‘t’ig:n;’;’:ts)

University of California - San Diego 2,211 1,307 904 69.2%
University of Southern California 1,567 187 1,380 738.0%
University of California - San Francisco 1,553 701 852 121.5%
University Of California, Berkeley 1,257 1,158 99 8.5%
California State University System 1,249 887 362 40.8%
Stanford University 1,239 1,019 220 21.6%
University Of California, Irvine 773 463 310 67.0%
University of California, Riverside 562 507 55 10.8%
University of California, Davis 553 107 446 416.8%
San Juan Unified School District 498 303 195 64.4%
Visalia Unified School District 451 335 116 34.6%
University of California, Santa Cruz 402 233 169 72.5%
UC Davis Health System 372 209 163 78.0%
Oakland Unified School District 359 313 46 14.7%
Irvine Unified School District 357 227 130 57.3%
Santa Rosa City Schools 357 280 77 27.5%
San Ramon Valley Unified 337 324 13 4.0%
Clovis Unified School District 336 284 52 18.3%
Twin Rivers Unified School District 330 279 51 18.3%
Kaplan University 321 0 321 --

Source: The Conference Board Help Wanted OnLine™ (HWOL) Data Series: Period ending June 22, 2015.

24 Totals do not include employers with anonymous job advertisements.
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What is the Professional and Technical Services Cluster?

The Professional and Technical Services cluster is a diverse group of seven industries. They comprise engineering
and architectural firms, law offices, advertising and public relations agencies, and accounting firms. Other activities
in this industry cluster include tax preparation and payroll services, environmental consulting, building inspection,
and landscape design. The workers employed within this cluster span all skill levels and share skills and work
activities both within the cluster and in many other industry clusters, suggesting the potential for skills transference
and upward mobility with additional training.

Top 10 Occupations in the Professional and Technical Services Cluster

The graph below identifies the top 10 occupations in the Professional and Technical Services cluster, based on

California’s new job growth plus replacement openings. In sum, these 10 occupations represent more than one-third
of the 350,483 total job openings projected in this cluster between 2012 and 2022. Moreover, many share the same
required skills such as critical thinking, reading comprehension, active listening, speaking, writing, and monitoring.2®

Top 10 Occupations in the Professional and
Technical Services Cluster

Accountants and Auditors 000 27,715

Management Analysts E 18,595
e s s | T T
Lawyers @ 12,188
Secretaries and Administrative Assistants, m 72002600 Y
Except Legal, Medical, and Executive : : ’
General and Operations Managers

Civil Engineers

Office Clerks, General

Paralegals and Legal Assistants

Customer Service Representatives m 6,767

1
0 5,000 10,000 15,000 20,000 25,000 30,000

m New Jobs?® m Replacement Job Openings?”

Source: California Employment Development Department, Projections of Employment 2012-2022. Industry and occupational employment
projections for 2012-2022 in this report may not be directly comparable to the published 2012-2022 employment projections available
online at www.labormarketinfo.edd.ca.gov.

% U.S. Department of Labor's Occupational Information Network (O*NET) at www.onetonline.org.

26 New jobs are only openings due to growth and do not include job declines. If an occupation’s employment change is negative, there is no job
growth and new jobs are set to zero.

27 Replacement job openings estimate the number of job openings created when workers retire or permanently leave an occupation and need
to be replaced.
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Top 10 Occupations and Recent Job Demand in the Professional and Technical

Services Cluster

The table below further profiles California’s top 10 occupations in the Professional and Technical Services
cluster by listing the total job openings for 2012-2022, median hourly and annual wages, and entry-level
education requirements. Also included are online job advertisements extracted from The Conference Board

Help Wanted OnLine™ (HWOL) data series over a 120-day period. HWOL compiles, analyzes, and categorizes

job advertisements from numerous online job boards, including CalJOBSS™ (www.caljobs.ca.gov), California’s

online job listing system.

Total Job Median Median Entry Level HWOL
Occupations Openings® | Hourly Wage | Annual Wage Education? Job Ads®*
(2012-2022) (2014) (2014) (120 days)
Accountants and Auditors 27,715 $35.11 $73,006 Bachelor's 25,324
degree
Management Analysts 18,595 $41.34 $85,987 Bachelor's 14,533
degree
Market Reslearch Aqalysts 13,040 $34.18 $71,002 Bachelor’s 10,400
and Marketing Specialists degree
Doctoral or
Lawyers 12,188 $69.87 $145,333 professional 7,755
degree
igcrgt_a:lei andA istant High school
ministrative Assistants, 9,800 $18.37 $38,189 diploma or 15,580
Except Legal, Medical, and :
; equivalent
Executive
General and Operations 9,524 $51.95 $108,050 Bachelor’s 9237
Managers degree
Civil Engineers 9,010 $47.63 $99,071 Bachelors 3,915
degree
High school
Office Clerks, General 8,939 $15.55 $32,360 diploma or 14,815
equivalent
Parglegals and Legal 7598 $28.01 $58,261 Associate’s 4,667
Assistants degree
; High school
Customer Service
6,767 18.14 37,713 i 29,252
Representatives ¥ ¥ d|p|<_)ma or
equivalent

Source: California Employment Development Department, Projections of Employment 2012-2022; Occupational Employment Statistics Wage
Survey, updated to 1st Q, 2015; The Conference Board Help Wanted OnLine™ (HWOL) Data Series, 120-day period ending June 22, 2015.

2 Total job openings are the sum of new jobs and replacement job openings.
29 U.S. Department of Labor, Bureau of Labor Statistics (BLS) 2012 education levels.
30 Totals represent job advertisements from employers in all industries. One job opening may be represented in more than one job advertisement.
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Top Occupations for the Professional and Technical Services Cluster by Education Level

The table below identifies the occupations with the most total job openings, categorized by Bureau of Labor
Statistics (BLS) 2012 entry-level education requirements, within the Professional and Technical Services cluster.
The table includes California’s projected total job openings and median hourly and annual wages. In addition,
recent totals of online job advertisements over 120-day period are included. Grouping occupations by education
levels allows individuals to better gauge the potential for skills transference and upward mobility within the cluster.

Total Job Median Median HWOL
Occupations Openings®* | Hourly Wage | Annual Wage Job Ads
(2012-2022) (2014) (2014) (120 days)

Requires a Bachelor’s Degree or Higher

Accountants and Auditors 27,715 $35.11 $73,006 25,324
Management Analysts 18,595 $41.34 $85,987 14,533
Market_ Researc.h Analysts and 13,040 $34.18 $71,002 10,400
Marketing Specialists

Lawyers 12,188 $69.87 $145,333 7,755
General and Operations Managers 9,524 $51.95 $108,050 9,237

Requires Some College, Postsecondary Non-Degree Award, or Associate's Degree

Secretaries and Administrative

Requires a High School Diploma or Equi

Paralegals and Legal Assistants 7,598 $28.01 $58,261 4,667
Computer User Support Specialists 2,749 $26.79 $55,711 19,208
Veterinary Technologists and 2 492 $17.66 $36.731 1149
Technicians ’ ' ’ ’
Envirqnmental Scie_nce and Protection 1,468 $22.89 $47.615 1,699
Technicians, Including Health

Architectural and Civil Drafters 1,451 $27.88 $57,983 1,547

Clerks

Assistants, Except Legal, Medical, and 9,800 $18.37 $38,189 15,580
Executive

Office Clerks, General 8,939 $15.55 $32,360 14,815
Customer Service Representatives 6,767 $18.14 $37,713 29,252
Gl SwasosolOoomd | eiee | soa | ssese | esos
Bookkeeping, Accounting, and Auditing 5475 $20.09 $41,786 21,309

Source: California Employment Development Department, Projections of Employment 2012-2022; Occupational Employment Statistics Wage
Survey, updated to 1st Q, 2015; The Conference Board Help Wanted OnLine™ (HWOL) Data Series, 120-day period ending June 22, 2015.

3! Total job openings are the sum of new jobs and replacement job openings.
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Skill Requirements in the Professional and Technical Services Cluster

The table below lists the 10 top skills required for top occupations in the Professional and Technical Services cluster,
categorized by entry-level education requirements. Critical thinking, reading comprehension and speaking are the
most commonly shared skills, followed by active listening and monitoring. The skills and work activities identified for
each occupation are from the U.S. Department of Labor’s Occupational Information Network (O*NET).

Skills

Occupations

Judgment and Decision Making
Management of Personnel Resources

Learning Strategies
Reading Comprehension

Complex Problem Solving
Science

Coordination
Social Perceptiveness

Active Learning
Active Listening
Critical Thinking
Instructing
Mathematics
Monitoring
Negotiation
Operations Analysis
Persuasion

Service Orientation
Speaking

Systems Analysis
Systems Evaluation
Time Management
Writing

Requires a Bachelor’s Degree or Higher
([ ]

Accountants and Auditors®? o0 o o o0 ° oo
Management Analysts o0 ® ° ° ° eoo °
I\S/Isélé(ia;"I:;search Analysts and Marketing ole ° ° ° ° olele o
Lawyers o oo ° ° ° o0 ° °
General and Operations Managers oo (o0 o |o ° oo °

Paralegals and Legal Assistants oo |00 ° ° o0 o0
Computer User Support Specialists oo e|lo|0 ° ° ° ° °
Veterinary Technologists and Technicians o0 o0 o ° ® o oo

Environmental Science and Protection
Technicians, Including Health

Architectural and Civil Drafters®3 ® oo o ° o0 [ oo

Requires a High School Diploma or Equivalent o

Secretaries and Administrative Assistants,

X ) oo ° ° ° e|o|o oo
Except Legal, Medical, and Executive
Office Clerks, General ° o0 ° ° o|e|o oo
Customer Service Representatives ] o0 ° oo o|e o °
First-_Line S'upervisors of Office and ° ole ° ° o ole ole
Administrative Support Workers
Bookkeeping, Accounting, and Auditing Clerks |®|® L o0 ° o0 o0

Source: U.S. Department of Labor’s Occupational Information Network (O*NET) at www.onetonline.org.

32 Skills listed represent Accountants, a specialty occupation of Accountants and Auditors.
3 Skills listed represent Architectural Drafters, a specialty occupation of Architectural and Civil Drafters.
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Work Activities in the Professional and Technical Services Cluster

The table below lists the 10 top work activities required for top occupations in the Professional and Technical
Services cluster, categorized by entry-level education requirements. The most common include organizing,
planning, and prioritizing work; updating and using relevant knowledge; making decisions and solving problems;
and communicating with supervisors, peers, or subordinates.

Work Activities

Occupations

Drafting, Laying Out, and Specifying Technical Devices, Parts, and Equipment
Evaluating Information to Determine Compliance with Standards

Analyzing Data or Information

Assisting and Caring for Others

Coaching and Developing Others

Communicating with Persons Outside Organization
Communicating with Supervisors, Peers, or Subordinates
Coordinating the Work and Activities of Others
Documenting/Recording Information

Establishing and Maintaining Interpersonal Relationships
Guiding, Directing, and Motivating Subordinates
Handling and Moving Objects

Identifying Objects, Actions, and Events
Interacting With Computers

Making Decisions and Solving Problems

Monitor Processes, Materials, or Surroundings
Monitoring and Controlling Resources

Organizing, Planning, and Prioritizing Work
Performing Administrative Activities

Performing for or Working Directly with the Public
Performing General Physical Activities

Resolving Conflicts and Negotiating with Others
Scheduling Work and Activities

Updating and Using Relevant Knowledge

Getting Information
Processing Information
Thinking Creatively

Requires a Bachelor’s Degree or Higher

Accountants and Auditors®* o o0 ° o0 ° °
Management Analysts ° ° e |o oo |o o e °
I\S/Is:é?;"zgsearch Analysts and Marketing | o ole ol o o le ° ° °
Lawyers ) ) oo 0 ) ) o0 )
General and Operations Managers °

Requires Some College, Postsecondary o

Paralegals and Legal Assistants ° oo (0o |000 ° ° °
Computer User Support Specialists ° o (o ooo ] ° oo
Veterinary Technologists and Technicians L L o |00 e (o |0 |o °
Environmental Science and Protection ° olel lole o le ole °

Technicians, Including Health
Architectural and Civil Drafters® o |o|ojo|e e |o ° '3

Requires a High School Diploma or Equivale

Secretaries and Administrative Assistants,

. 4 ) ) ) ) ) eo|o|e ) )
Except Legal, Medical, and Executive
Office Clerks, General ° o || (o (o ° ° o (o |o
Customer Service Representatives o0 °o (o o (o ° oo °
First-.Line S.upervisors of Office and olelele o lole ° ° °
Administrative Support Workers
Bookkeeping, Accounting, and Auditing ° ° ° ° ° olele ° °

Clerks

Source: U.S. Department of Labor’s Occupational Information Network (O*NET) at www.onetonline.org.

34 Work Activities listed represent Accountants, a specialty occupation of Accountants and Auditors.
% Work Activities listed represent Architectural Drafters, a specialty occupation of Architectural and Civil Drafters.
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