
ERI’s 2013 Office and Administrative Personnel Salary Survey provides market-based pay data for 116 
benchmark jobs in this 225+ page publication.  Input was received from organizations located in multiple 
states and the District of Columbia.  The effective date of the data is March 31, 2013. 

Two pages of information are reported for each benchmark position, including job descriptions, Selected 
Characteristics of the Occupation (SCOs), total annual direct compensation, incentive/variable pay, survey 
means, medians and percentiles, and graphs with data points.  The survey contains three different sections of 
data: 1) public data, 2) ERI Assessor databases, and 3) data provided by participants.  Please see the example 
format below: 

 

 

  



Sample Information 

Information is from ERI Assessor databases as of March 31, 2013. 

 

Benchmark Job List 

Accounting Clerk                                                       
Accounts Payable Clerk                                                 
Accounts Receivable Clerk                                              
Administrative Assistant                                               
Administrative Secretary                                               
Advertising Clerk                                                      
Animal Hospital Clerk                                                  
Attendance Officer                                                     
Automobile Rental Clerk                                                
Banking Code & Test Clerk                                              
Banking Collection Clerk                                               
Banking Credit Card Control Clerk                                      
Banking Disbursement Clerk                                             
Banking Foreign Exchange Clerk                                         
Banking Installment Loan Clerk                                         
Banking Loan Clerk                                                     
Banking Loan Closer                                                    
Banking Mortgage Clerk                                                 
Banking Reserves Clerk                                                 
Banking Safe Deposit Clerk                                             
Banking Skip Tracer                                                    
Banking Statement Clerk                                                
Banking Trust Operations Assistant                                     
Banking Wire Transfer Clerk                                            
Benefits Claim File Clerk                                              
Benefits Clerk                                                         
Bilingual Secretary                                                    
Billing Clerk                                                          
Bookkeeper                                                             
Braille Library Clerk                                                  
Brokerage Clerk                                                        
Cashier                                                                
Cashier Associate                                                      
Central Office Operator                                                
Clerical Assistant                                                     

Clerk Typist                                                           
Closer                                                                 
Collator Operator                                                      
Correspondence Clerk                                                   
Cost Clerk                                                             
Counter Clerk Photo Finishing                                          
Credit & Collection Clerk                                              
Credit Correspondent                                                   
Credit Information Clerk                                               
Data Control Clerk                                                     
Data Entry Operator                                                    
Data Examination Clerk                                                 
Diet Clerk                                                             
Distributing Clerk                                                     
Documentation Clerk                                                    
Employment Clerk                                                       
Executive Secretary                                                    
File Clerk                                                             
File Drawings/Map Clerk                                                
Film or Tape Librarian                                                 
General Clerk                                                          
Hotel Clerk                                                            
Human Resources Clerk                                                  
Import/Export Clerk                                                    
Information Clerk                                                      
Insurance Billing Clerk                                                
Insurance Cancellation Clerk                                           
Insurance Clerk                                                        
Inventory Clerk                                                        
Invoice Clerk                                                          
Job Order Clerk                                                        
Laboratory Clerk                                                       
Lease Records Clerk                                                    
Legal Secretary                                                        
Lens Prescription Clerk                                                

Benchmark Title Mean Total Compensation 
Administrative Assistant $44,792 
Payroll Clerk $43,949 
Word Processor $39,689 
Receptionist $32,550 



Mail Clerk                                                             
Marketing Associate                                                    
Materials Control Clerk                                                
Materials Scheduling Clerk                                             
Microfilm Clerk                                                        
Microfilming Document Preparer                                         
Office Helper                                                          
Order Clerk                                                            
Payroll Clerk                                                          
Procurement Clerk                                                      
Production Clerk                                                       
Production Coordinator                                                 
Purchasing Clerk                                                       
Real Estate Clerk                                                      
Receiving Clerk                                                        
Receptionist                                                           
Rehabilitation Clerk                                                   
Repair Order Clerk                                                     
Reservation Clerk                                                      
Room Service Clerk                                                     
Routing Clerk                                                          
Scheduler Museums                                                      
Secretary                                                              
Secretary Medical                                                      

Secretary to CEO                                                       
Secretary to VP                                                        
Securities Clerk                                                       
Service Order Clerk                                                    
Shipping & Receiving Clerk                                             
Shipping Clerk                                                         
Statistical Clerk                                                      
Statistical Typist                                                     
Stenocaptioner                                                         
Stenographer                                                           
Stock Transfer Clerk                                                   
Storage Facility Rental Clerk                                          
Supply Clerk                                                           
Time Clerk                                                             
Title Clerk                                                            
Traffic Clerk                                                          
Transcribing Machine Operator                                          
Transmitter Operator                                                   
Utility Clerk Locator                                                  
Vault Worker                                                           
Word Processor                                                         
Work Study Coordinator                                                 

 
 
 

 

 


