
 

 

CODE: 249.587-018 

 

DOCUMENT PREPARER, MICROFILMING (business ser.)  

Prepares documents, such as brochures, pamphlets, and catalogs, for microfilming, using paper cutter, 

photocopying machine, rubber stamps, and other work devices: Cuts documents into individual pages of standard 

microfilming size and format when allowed by margin space, using paper cutter or razor knife. Reproduces 

document pages as necessary to improve clarity or to reduce one or more pages into single page of standard 

microfilming size, using photocopying machine. Stamps standard symbols on pages or inserts instruction cards 

between pages of material to notify MICROFILM-CAMERA OPERATOR (business ser.) 976.682-022 of special 

handling, such as manual repositioning, during microfilming. Prepares cover sheet and document folder for 

material and index card for company files indicating information, such as firm name and address, product 

category, and index code, to identify material. Inserts material to be filmed in document folder and files folder for 

processing according to index code and filming priority schedule.  

GOE: 07.05.03 STRENGTH: S GED: R3 M1 L2 SVP: 2 DLU: 86   

 

This is the Occupational Code Number. 

 First 3 #s:  The first digit identifies a broad category of employment (the 2 here stands for clerical & sales 

operations).  The second two further define a job in each broad category. 

 Second 3 #s:  Worker Functions ratings.  See http://www.occupationalinfo.org/appendxb_1.html for an 

explanation of Worker Functions ratings. 

 Third 3 #s:  Numbers assigned to different jobs with the same first six numbers. 

GOE:  Guide for occupational exploration.  Not very useful for us. 

STRENGTH: S (sedentary), L (light), M (medium), H (heavy), and V (very heavy).  Follows SSA definitions. 

GED:  General educational development.  R is reasoning, M is math, and L is language.  The higher the number, the harder the job.  For 

example, with language, 1 includes speaking/printing simple sentences…3 is reads novels, can present to a group with ease, and writes 

reports with proper grammar & punctuation. 

SVP:  Specific vocational preparation.  Ranges from 1 (short demonstration only) to 9 (over 10 years).  Other values:  2 (anything beyond 

short demonstration up to and including one month) & 3 (over 1 month and up to and including 3 months). 

DLU:  Date last updated. 


