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Business Information Worker Occupations

Riverside-San Bernardino-Ontario MSA (Riverside and San Bernardino County
combined)

Please see page 5 of this document for business information worker occupation definitions and
alternative job titles.

Job Opportunities

In the Riverside-San Bernardino-Ontario MSA, business information worker related occupations
are expected to increase nine percent between 2015 and 2020. By 2020, more than 20,000
business information worker job opportunities will be available due to new job growth in this
occupation group and replacement need (e.g. retirements); more than 4,000 jobs openings each
year during the five-year time frame. As shown in the table below, General Office Clerks is the
occupation with the most annual job openings. Customer Service Representatives will experience
the highest rate of growth — 12 percent.

Exhibit 1: Five-year Projections for Business Information Occupations

2015 2020 5-Yr 5-Yr % 5-Yr Annual
Jobs Jobs Change Change  Openings | Openings

Occupations

%2‘;‘? Clerks, General (43- 28,875 | 31,167 | 2,292 8% 5587 | 1,117
Secretaries and Administrative

Assistants, Except Legal, Medical, 20,694 22,380 1,686 8% 2,870 574
and Executive (43-6014)

a’;fj"(;zr] )Se”'ce Representatives | 14172 | 18,172 | 2,000 12% 4,151 830
Shipping, Receiving, and Traffic o

Clerks (43-5071) 11,427 12,605 1,178 10% 2,521 504
Receptionists and Information o

Clerks (43-4171) 8,615 9,604 989 11% 2,245 449
Office and Administrative

Support Workers, All Other (43- 5,113 5,446 333 7% 1,062 212
9199)

Order Clerks (43-4151) 3,548 3,776 228 6% 735 147
Hotel, Motel, and Resort Desk o

Clerks (43-4081) 2,143 2,238 95 4% 668 134
File Clerks (43-4071) 1,769 1,821 52 3% 237 47
Court, Municipal, and License o

Clerks (43-4031) 1,096 1,175 79 7% 114 23
Total 99,453 108,385 8,932 9% 20,190 4,038

Source: EMSI
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Earnings

In the Riverside-San Bernardino-Ontario MSA, the median level wage for business information
workers is $15.49 per hour, above the MIT Living Wage estimate of $11.75 per hour for a single
adult living in the Riverside-San Bernardino-Ontario MSA. The average annual earnings for these
occupations are $33,256 per year, assuming full-time employment.

Exhibit 2: Earnings for Business Information Workers in the Riverside-San Bernardino-Ontario MSA

Median Experienced

Occupations (SOC) Enl';;ymﬂ:usrly Hourly Hourly A\E%.rﬁ:nzal

ng Earnings Earnings ng
Court, Municipal, and License Clerks
(43-4031) $15.58 $21.25 $24.16 $43,614
Customer Service Representatives
(43-4051) $10.78 $16.51 $26.89 $36,935
File Clerks (43-4071) $9.97 $14.00 $22.42 $31,428
Hotel, Motel, and Resort Desk Clerks
(43-4081) $9.51 $11.58 $15.26 $25,209
Order Clerks (43-4151) $10.51 $16.85 $23.66 $35,536
Receptionists and Information Clerks
(43-4171) $9.60 $13.17 $21.48 $29,569
Shipping, Receiving, and Traffic Clerks
(43-5071) $9.83 $14.21 $22.17 $31,453
Secretaries and Administrative
Assistants, Except Legal, Medical, and $11.26 $17.82 $25.07 $37,579
Executive (43-6014)
Office Clerks, General (43-9061) $9.68 $15.03 $22.76 $32,574
Office and Administrative Support
Workers, All Other (43-9199) $9.75 $12.17 $21.05 $28,666
Average Wages $10.30 $15.49 $23.53 $33,256

Source: EMSI
*Entry Hourly is 10th percentile wage, median is 50th percentile wage, experienced is 90th
percentile wage.
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Job Postings, Top Employers, Skills, and Education

Across the full year 2015, there were a total of 11,220 job postings for business information
workers in the Riverside-San Bernardino-Ontario MSA. Nearly 40% of these listings were for
customer service representatives (4,487 postings).

Exhibit 3: Job Postings by Occupation (n=11,220)

Job Postings,
Full Year 2015

Customer Service Representatives (43-4051) 4,487
Secretaries and Administrative Assistants, Except Legal,

Occupations

Medical, and Executive (43-6014) 2915
Office Clerks, General (43-9061) 1,267
Receptionists and Information Clerks (43-4171) 1,033
Hotel, Motel, and Resort Desk Clerks (43-4081) 528
Shipping, Receiving, and Traffic Clerks (43-5071) 512
Office and Administrative Support Workers, All Other 326
(43-9199)

File Clerks (43-4071) 80
Order Clerks (43-4151) 72

Source: Burning Glass

Exhibit 4 lists the top employers hiring business information workers. Top employers include: Wells
Fargo, Home Depot, 24 Hour Fitness, H&R Block, and Best Buy. Only 63% of job postings included
the name of the employer.

Exhibit 4: Top Employers in the Riverside-San Bernardino-Ontario MSA (n=11,220)

242
228

Wells Fargo

The Home Depot Incorporated

24 Hour Fitness

H&R Block

Best Buy

Marriott International Incorporated
Burlington Coat Factory

San Bernardino Community College District

County Of Riverside

Riverside Health Care

Source: Burning Glass
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Exhibit 5 lists the top 10 skills mentioned in job postings for business information workers. Top skills
include: customer service, administrative support, and Microsoft Excel. Please see the business
information worker website to view the general pathway skills and certifications list for this
pathway: http:/ /ict-dm.net /biw

Exhibit 5: Top Skills for Business Information workers (n=11,220)

Customer Service 6.4%
Administrative Support
Microsoft Excel
Scheduling

Microsoft Office
Microsoft Word

Data Entry

Customer Contact

Appointment Setting

Sales

Source: Burning Glass

Exhibit 6: 2015 Online Job Postings Minimum Advertised Education Requirements for Business
Information Workers (n=11,220)

High school or vocational

.. 85.3%
training
Associate's degree 4.5%
Bachelor's degree 9.2%

Graduate or professional
degree

1%

Source: Burning Glass



Student Completions
Exhibit 7 shows the projected 2015-2020 annual job openings for the occupations in Exhibit 1
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with an associated TOP6 programs. Exhibit 7 also shows the annual average regional community

college awards and the total annual average awards for education institutions outside the

California Community Colleges system. Please note, an award is not equivalent to a single person

in search of a job opening since students may earn more than one award, such as a degree in

addition to a certificate. Please see the business information worker website for course related to
this pathway in the Inland Empire region: http://ict-dm.net/biw-pathway-home /category /inland-

empire-biw

Exhibit 7: Annual Job Openings and Student Completions in Riverside-San Bernardino-Ontario MSA

Annual Avg Am.u.ml Avg Total Other
Annual Job Associate SIS Ed. Annual
TOPO6 TOPO6 Title . Other Credit )
Openings Degrees Awards Avg Awards
(2012-15) (2012-15) (2012-15)
Office
051400 | Technology/Office 4,038 52 49 194

Computer Applications

Occupation Definitions and Reported Job Titles

Court, Municipal, and License Clerks (43-4031)*
Perform clerical duties for courts of law, municipalities, or governmental licensing agencies and

bureaus. May prepare docket of cases to be called; secure information for judges and court;

prepare draft agendas or bylaws for town or city council; answer official correspondence; keep

fiscal records and accounts; issue licenses or permits; and record data, administer tests, or collect

fees.

*This title represents a group of more specific occupations, which include: Court Clerks (43-
4031.01), Municipal Clerks (43-4031.02), and License Clerks (43-4031.03)

Customer Service Representatives (43-4051)

Interact with customers to provide information in response to inquiries about products and services

and to handle and resolve complaints.

Sample of reported job titles: Account Manager, Account Representative, Call Center Representative,

Client Services Representative, Customer Care Representative (CCR), Customer Service Agent,

Customer Service Representative (Customer Service Rep), Customer Service Specialist, Member

Services Representative, Sales Facilitator
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File Clerks (43-4071)

File correspondence, cards, invoices, receipts, and other records in alphabetical or numerical
order or according to the filing system used. Locate and remove material from file when
requested.

Sample of reported job titles: Claims Clerk, Clerk, Documentation Specialist, File Clerk, Human
Resources Assistant (HR Assistant), Manufacturing Clerk, Medical Records Clerk, Office Assistant,
Police Records Clerk, Records Clerk

Hotel, Motel, and Resort Desk Clerks (43-4081)

Accommodate hotel, motel, and resort patrons by registering and assigning rooms to guests,
issuing room keys or cards, transmitting and receiving messages, keeping records of occupied
rooms and guests' accounts, making and confirming reservations, and presenting statements to and
collecting payments from departing guests.

Sample of reported job titles: Desk Clerk, Front Desk Agent, Front Desk Associate, Front Desk
Attendant, Front Desk Clerk, Front Desk Supervisor, Front Office Agent, Guest Service
Representative, Guest Services Agent (GSA), Night Auditor

Order Clerks (43-4151)

Receive and process incoming orders for materials, merchandise, classified ads, or services such as
repairs, installations, or rental of facilities. Generally receives orders via mail, phone, fax, or
other electronic means. Duties include informing customers of receipt, prices, shipping dates, and
delays; preparing contracts; and handling complaints.

Sample of reported job titles: Hub Associate, Materials Specialist, Order Analyst, Order Clerk,
Order Entry Administrator, Order Entry Representative, Order Processing Clerk, Order Taker, Sales
Assistant, Warehouse Clerk

Receptionists and Information Clerks (43-4171)

Answer inquiries and provide information to the general public, customers, visitors, and other
interested parties regarding activities conducted at establishment and location of departments,
offices, and employees within the organization.

Sample of reported job titles: Clerk Specialist, Community Liaison, Front Desk Receptionist, Greeter,
Member Service Representative, Office Assistant, Receptionist, Scheduler, Senior Receptionist, Unit
Assistant
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Shipping, Receiving, and Traffic Clerks (43-5071)

Verify and maintain records on incoming and outgoing shipments. Prepare items for shipment.
Duties include assembling, addressing, stamping, and shipping merchandise or material; receiving,
unpacking, verifying and recording incoming merchandise or material; and arranging for the
transportation of products.

Sample of reported job titles: Receiver, Receiving Clerk, Receiving Manager, Shipper, Shipping and
Receiving Clerk, Shipping Clerk, Shipping Coordinator, Shipping/Receiving Clerk, Traffic Manager,
Warehouseman

Secretaries and Administrative Assistants, Except Legal, Medical, and Executive (43-6014)

Perform routine clerical and administrative functions such as drafting correspondence, scheduling
appointments, organizing and maintaining paper and electronic files, or providing information to
callers.

Sample of reported job titles: Administrative Assistant, Administrative Associate, Administrative
Secretary, Administrative Specialist, Administrative Technician, Clerk Typist, Department Secretary,
Office Assistant, Secretary, Staff Assistant

Office Clerks, General (43-9061)

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

Sample of reported job titles: Administration Assistant, Administrative Assistant, Clerk, Customer
Service Representative, Office Assistant, Office Clerk, Office Coordinator, Office Manager,
Receptionist, Secretary

Office and Administrative Support Workers, All Other (43-9199)
All office and administrative support workers not listed separately.

"All Other" titles represent occupations with a wide range of characteristics which do not fit into one
of the detailed O*NET-SOC occupations. O*NET data is not available for this type of title.
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