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MESSAGE

THE MINISTER OF HUMAN RESOURCES

The passage of time and the rapid pace of technological changes are the challenges that drive
change. The goal of becoming a developed and high income nation, which is the essence of the
New Economic Model, requires the transformation of the country’s employment structure. In this era
of globalisation and liberalisation, the manpower needs of industries change very rapidly. The Ministry
of Human Resources has the role of analysing current and future trends of industries to ensure that the
workforce being produced is able to meet labour market needs in a systematic manner.
Thus, the publication of the Malaysia Standard Classification of Occupations (MASCO) 2013 is expected
to serve as a dynamic, comprehensive, high quality and reliable platform for the dissemination of
employment information to reflect the changes and development in the employment structure of
the country. It has also been designed to be a reference to both the public and private sectors for
planning organisational development strategies and to achieve the country’s goal of becoming a
developed nation by 2020.
The globalisation revolution and dynamism of information and communications technology have
triggered a change in the information delivery system. Therefore, it is my hope that MASCO could be
adapted to the MASCO system application in order to provide information about jobs and description
of tasks in a more interactive and efficient manner. This would help increase the efficiency of labour
market information and subsequently develop an inventory of human resources in the country.
I wish to convey my heartfelt appreciation and congratulations to everyone involved, whether directly
or indirectly, in the publication of the Malaysia Standard Classification of Occupations (MASCO) 2013.

DATO’ SRI RICHARD RIOT ANAK JAEM
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FOREWORD

SECRETARY GENERAL OF THE MINISTRY
OF HUMAN RESOURCES

As a leader in human resources, the Ministry of Human Resources is responsible for updating and
developing the Malaysia Standard Classification of Occupations (MASCO) 2013. MASCO, which serves
as the national benchmark for the classification of occupations developed based on the International
Standard Classification of Occupations (ISCO), reflects the current economic scenario and complexity
of economic activities that transform work methods and processes, areas of specialisation, and the
various tasks and skills in industries.
MASCO 2013 encoding change from 5-digit to 6 digits. This change allows a total of 48,000 job title to
be listed which in line with the transformation of the organizational structure, the pace of technology,
and the development of the global economy that creates new jobs in the market.
It is hoped that MASCO will be developed, analyzed, and updated regularly. Small publication or brief
information should also be produced to facilitate the users to get instant and up to date information.
Hopefully this book will serve as a guide and reference to the public and private sectors, especially
policy makers, educational and training institutions, researchers, career planners, investors and
employers as well as employees in coordinating job descriptions and in planning, formulating and
implementing human resource management policies.
I would like to express my appreciation and congratulations to all for the contributions to the
completion of this publication. Special thanks to the working group of MASCO 2013 for their efforts in
developing and publishing this book.

DATO’ SARIPUDDIN KASIM
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“MASCO is a national
benchmark for the classification
of occupations in the employment
structure of the country”
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INTRODUCTION
The Malaysia Standard Classification of Occupations (MASCO) is a national benchmark for the
classification of occupations in the employment structure of the country, which has been developed in
accordance with International Standard Classification of Occupations (ISCO) with changes and
modifications to meet the needs of the country.
MASCO lists down the descriptions and tasks as well as the code for each position listed. It contains ten
categories of major groups, namely Major Group 1: Managers; Major Group 2: Professionals; Major Group
3: Technicians and Associate Professionals; Major Group 4: Clerical Support Workers; Major Group 5: Service
and Sales Workers; Group 6: Skilled Agricultural, Forestry, Livestock and Fishery Workers; Major Group 7:
Craft and Related Trades Workers; Major Group 8: Plant and Machine Operators and Assemblers; Major
Group 9: Elementary Occupations; and Major Group 0: Armed Forces.
MASCO provides the employment structures and trends of the current market which can help generate a
human resource inventory in the country to serve as reference to both the public and private sectors in
planning development strategies in accordance with international standards.

MASCO USER
Researchers/
Statisticians

Educational
Institutions

Policy
Makers

MASCO

Employers/
Investors

Human
Resource
Planners

Training
Institutions/
Providers

Workers

Students
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Target Group
Policy Makers/
Human Resource Planners

Benefits
•
•
•
•
•
•

•
•

Researchers/
Statisticians

•
•
•

Educational Institutions/
Training Institutions/
Providers

•
•
•
•

Employers/ Investors

•
•
•
•
•
•

Workers

Students

Planning, formulating and implementing policies on
human resource management
Planning the structure of the nation's workforce
Basis for the enforcement of labour laws
Basis for levy determination
Implementation of policies to control brain drain and
brain gain
Better understanding of industrial development, talent
and training needs
Improving the quality of data collection in accordance
with international standards
Identifying job categories which require improved skill
levels
Implementing survey regarding human resources.
Researching/ analysing (Population and Housing Census,
the Labour Force Survey, Household Income, National
Employment Return etc.)
Improve the quality of data collection in accordance
with international standards
Shaping the manpower requirements in the industry
Being more objective when developing the curriculum
Determining the basic knowledge required in a particular
occupational group
Developing educational and training syllabuses
Standardising job descriptions
Identifying core and elective skills
Providing a clear understanding of a particular job
Determining the approximate wage for each type of
work
Determining the organisational hierarchy
Planning for the employment needs of the labour market

•
•
•

Understanding the nature and scope of employment
Understanding the organisational hierarchy
Understanding the basic salary in the market and
expected skills

•
•
•

References on career determination
Choosing the right courses or subjects of study
Knowledge of skill levels and competencies required

ii |
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POLICIES AND PRINCIPLES
OF CLASSIFICATIONS
The two key concepts used in the classification of occupations are the concept of job and the concept of
skill.
A job is defined as a set of tasks and duties performed by a person. A set of jobs whose main tasks and
obligations are characterised by a high degree of similarity is referred to as an occupation. This means that
persons performing duties of a similar nature are considered to be doing the same job and are therefore
classified under the same occupational group, regardless of the level of authority, responsibility or work
experience. For example, a chief civil engineer is classified under the same group as a civil engineer (unit
group 2142), and a chief accountant is classified under the same group as an accountant (unit group
2411).
Skill is defined as the ability to carry out the tasks and duties of a given job. For the purposes of MASCO
2013, two dimensions of skill are used as follows:
1)

Skill level is a function of the complexity and range of tasks and duties to be performed in an
occupation. Creativity, talent and artistry can also be defined as skills; and

2)

Skill specialisation is determined by the field of knowledge required, the tools and machinery
used, the materials worked on or with, the technology and software used, and the kinds of
goods and services produced and not by manual labour alone.

The operational definitions of the four main skill levels are summarised as follows:

Skill Level

Education Level

First

Primary education

Second

Secondary or post-secondary education;
Malaysian Skills Certificate (SKM) Levels 1-3

Third

Tertiary education leading to an award not equivalent to a
first degree; Malaysian Skills Certificate (SKM) Level 4 or
Malaysian Skills Diploma (DKM) Level 4

Fourth

Tertiary education leading to a university degree or
postgraduate degree; Malaysian Skills Advanced Diploma
(DLKM) Levels 5-8

iii |
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Normally, Major Groups 2 to 9 take into account both education and skill levels in determining their
classification. However, groups 1 and 0 are not bound by the ducation level.

Major Group

2 Professionals

3

Technicians and
Professionals

Associate

4

Clerical Support Workers

5

Service and Sales Workers

6

Skilled Agricultural, Forestry,
Livestock
and
Fishery
Workers

7

Craft and
Workers

8

Plant
and
Machine
Operators and Assemblers

9

Elementary Occupations

Related

Education Level

Skill Level

Tertiary education leading to a
university
degree
or
postgraduate
degree;
Malaysian
Skill
Advanced
Diploma (DLKM) Levels 5-8

Fourth

Tertiary education leading to an
award not equivalent to a first
degree;
Malaysian
Skill
Certificate (SKM) Level 4 or
Malaysian Skill Diploma (DKM)
Level 4

Third

Secondary or post-secondary
education;
Malaysian Skill Certificate (SKM)
Levels 1-3

Second

Trades

Primary education

First

The use of the education categories to define the four skill levels does not mean that the skills necessary to
perform the tasks and duties of a given occupation can be acquired only through formal education. The
skills may also be acquired through informal training and experience. Therefore, when classifying an
Normally, Major
Groups 2engineer,
to 9 takeit into
both
and be
skill filled
levelsonly
in determining
their
occupation,
for example
doesaccount
not mean
thateducation
the post can
by a registered
classification.
However,
groups
1
and
0
are
not
bound
by
the
education
level.
engineer, although the activities may be similar to those undertaken by the said engineer. In addition, the
focus is on the skills needed to carry out the tasks and duties and not on whether a worker having a
particular occupation is more or less skilled than another worker in the same occupation.

i|
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STRUCTURE OF CLASSIFICATIONS
The structure of MASCO 2013 features 5 levels of classification. The first level is called the Major Group,
which is represented by a one-digit code. The second and subsequent levels are called the Sub-Major
Group, Minor Group, Unit Group and Minor Unit Group, which are represented by 2-digit, 3-digit, 4-digit
and 6-digit codes respectively.

STRUCTURE OF MASCO
Major Group
(1 digit)

Sub-Major Group
(2 digit)

Minor Group
(3 digit)

Unit Group
(4 digit)

Minor Unit Group
(6 digit)

For example, the coding details for Unit Group 2151: Electrical Engineers are as follows:
Group

Title

Code

Major Group

Professionals

Sub-Major Group

Science and Engineering Professionals

Minor Group

Electrotechnology Engineers

Unit Group

Electrical Engineers

Small Unit Group

Engineer (Electrical), Grade J41

2151-01

Assistant Engineer (Electrical) J29

2151-02

Electrical Engineering Technologist

2151-03

Electrical Engineer

2151-04

2
21
215
2151

v|
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Major Differences in MASCO 2013
MASCO 2013 has been updated in line with new technological advances and global economic
developments. Among the main changes introduced in MASCO 2013 are:
a) change of code from 5-digit to 6-digit at the Minor Unit Group level which allows an expansion of
up to 99 occupational codes;
b) change of code for Unit Groups ending with xxx0 to xxx1 to expand and accommodate all future
occupational groups and task descriptions in the market; and
c) re-structuring, re-organising, re-aligning and re-rating as well as developing and creating new
occupational groups.
MASCO 2013 provides the following number of occupational titles for each group:
Major Group

Sub-Major
Group

Minor
Group

Unit Group

Minor Unit
Group

1 Managers

6

11

38

457

2 Professionals

9

35

119

1889

3 Technicians and Associate Professionals

7

23

90

1106

4 Clerical Support Workers

4

8

29

407

5 Service and Sales Workers

4

13

41

342

6 Skilled Agricultural, Forestry, Livestock and
Fishery Workers

3

9

21

188

7 Craft and Related Trades Workers

6

14

67

793

8 Plant and Machine Operators and Assemblers

3

15

43

770

9 Elementary Occupations

6

11

35

316

0 Armed Forces

3

7

7

98

51

146

490

6,366

10

In the above classification, all occupations are categorised into ten (10) major groups (1-digit).
Subsequently, the major groups are divided into 51 sub-major groups (2-digit) which comprise 146 minor
groups (3-digit). The minor groups are further divided into 490 unit groups (4-digit) and the unit groups are
further divided into 6,366 minor unit groups (6-digit)

vi |
13

NOTES ON CERTAIN OCCUPATIONS
Supervisory occupations, as well as foremen, which are mainly concerned with professional and technical
quality control of work done, are classified together with the jobs whose tasks they supervise. However, if
the main tasks and duties consist of planning, organising and directing the daily work activities of a group
of subordinate workers, the occupation should be considered as a managerial occupation and classified
in Major Group 1: Managers. Only in certain organisations, such as in large companies with many levels of
decision-making, where between the supervisor and the operators there is at least one other supervisory
level, and at the same time there is one or more levels between the supervisor and the management,
supervisors may be grouped in Major Group 3: Technicians and Associate Professionals.
Working proprietors are not listed as a special group but classified according to their activities. A shop
owner who spends most of the time behind the counter and helping the customers should be classified
under Sub-Major Group 52: Sales Workers. If, however, his/ her activities consist mainly of managing
resources, finance and personnel, he/ she should be classified under Sub-Major Group 12: Administrative
and Commercial Managers.
Occupations mainly concerned with on-the-job training through continuous observation, assessment and
guidance are classified with the occupations whose workers they instruct, in a particular trade, craft or
machine-operating task.
Apprentices and trainees are classified according to the tasks and duties actually performed, and not
according to their future occupation.
For public sector positions, the principles of classification are relaxed to suit the needs of service grading.
Job titles with prefixes refer to posts in the public sector, including positions in statutory bodies and local
authorities (for example: Civil Engineer, Grade J41). Job titles without prefixes (except the military under
group 0) refer to posts in the private sector (for example: Civil Engineer). The difference in job titles in the
public and private sectors does not distinguish the tasks under the code being referred.
For the position of the public sector, which is listed grade refers to the grade of appointment.
There are specific positions in the public sector (UiTM Lecturer and Cadet Officer) where the appointments
were gazetted in accordance with the requirements of the relevant parties. In addition, there are also
special designations (such as mahout) specific to elephant conservation.
There is also repetition of the same position due to the separation of employment by gender (such as
steward and stewardess).

vii |
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Challenges in Developing MASCO 2013
Difficulty in putting job titles that use names or terminology with identical meaning (for example:
Assistant, Senior, Junior, Executive and Chief)
Adapting the names of traditional job titles or local names (for example: Kapitan, Head of the
Household/Head of the Longhouse, Headman/Village Chief, Dang Pawara, Sergeant-at-Arms
(Meeting), Sergeant-at-Arms (Parliament)
Coordinating or adapting names that are popular or which serve to promote or boost morale
from the job title created (for example: Sales/Product Ambassador, Concierge, Customer Service
and Global Support Service Executive, IT Butler, Barista)
Principles of classification had to be loosened to the requirements of JobsMalaysia’s report
generation system to facilitate job application and job matching
Repetition of positions to meet the staffing needs of the public sector which uses the same name
by placing a grade to the position to distinguish them from those in the private sector
The need to meet customer needs in line with the implementation of JobsMalaysia for the
purpose of job selection and application in the public and private sectors (for example: Civil
Engineer Grade J41 is used by the public sector and Civil Engineer is used by the private sector)
Occupations with similar duties and tasks but called by different names (for example: Vacuum
and Blow Cleaning jobs)
Adapting the nuances in meaning of positions in certain major groups, whereby different spelling
is used to differentiate seniority of positions (such as Kepten and Kapten in the Armed Forces)

viii |
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SUMMARY OF MAJOR GROUPS
1

MANAGERS

Devise, analyse, formulate, direct and advise on government policy, and
make, amend and repeal laws, public rules and regulations, and represent
and act on behalf of the government, and oversee the interpretation and
implementation of policies and government legislation, or carry out similar
tasks on behalf of special interest organisations, or plan, organise, lead,
control and coordinate the policies and activities of enterprises, organisations,
departments or the internal section

2

PROFESSIONALS

Increase the existing stock of knowledge, apply scientific or artistic concepts
and theories, teach about the foregoing in a systematic manner, or engage
in any combination of these three activities

3

TECHNICIANS AND ASSOCIATE PROFESSIONALS

Perform technical and related tasks connected with research and the
application of scientific or artistic concepts and operational methods, and
government or business regulations

4

CLERICAL SUPPORT WORKERS

Record, organise, store and retrieve related information and perform clerical
duties especially in connection with administrative operations, handling of
money, travel arrangements and requests for information and appointments

5

SERVICE AND SALES WORKERS

Provide personal services related to travel, housekeeping, catering, personal
care, or protection against fire and unlawful acts, or demonstrate and sell
goods in wholesale or retail shops and similar establishments as well as at stalls
and markets

16

ix |

6

SKILLED AGRICULTURAL, FORESTRY, LIVESTOCK AND FISHERY WORKERS

Grow and harvest field or tree and shrub crops, gather wild fruit, herbs and
vegetables, breed, tend or hunt animals, produce a variety of animal
husbandry products, cultivate, conserve and gather forest products, breed or
catch fish and cultivate or gather other forms of aquatic life

7

CRAFT AND RELATED TRADES WORKERS

Apply their specific knowledge and skills in the fields of mining and
construction, metal forming, and erect metal structures, make, fit, maintain
and repair machinery, equipment or tools, carry out printing work as well as
produce or process foodstuffs, textiles, or wooden, metal and other articles
including handicraft goods

8

PLANT AND MACHINE OPERATORS AND ASSEMBLERS

Operate and monitor industrial and agricultural machinery and equipment,
drive and operate trains, motor vehicles and mobile machinery and
equipment, or assemble product component parts according to strict
specifications and procedures

9

ELEMENTARY WORKERS

Perform simple, routine and non-systematic tasks which mainly require the use
of handheld tools or with the assistance of simple machines, and in some
cases considerable physical effort
0

ARMED FORCES

The Malaysian Armed Forces (MAF) is divided into three branches, namely the
Malaysian Army (MA), Royal Malaysian Navy (RMN) and Royal Malaysian Air
Force (RMAF). The main role of the MAF is to defend the sovereignty and
territorial integrity of the country against external threats whereas its
secondary role is to assist the public authorities in restoring and maintaining
public order, enforcing maritime law, defending against internal threats,
assisting in disaster relief and national development operations as well as
providing support in peacekeeping efforts under the banner of the United
Nations (UN)

17
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MANAGERS

1 MANAGERS

1

19

MAJOR GROUP
SUB-MAJOR GROUP
MINOR GROUP
UNIT GROUP
SMALL UNIT GROUP

1

11 CHIEF EXECUTIVES, SENIOR OFFICIALS AND LEGISLATORS
111 LEGISLATORS AND SENIOR OFFICIALS
1111
1112
1113
1114

Legislators
Senior Government Officials
Traditional Chiefs and Heads of Village
Senior Officials of Special-Interest Organizations

112 MANAGING DIRECTORS AND CHIEF EXECUTIVES
1121 Managing Directors and Chief Executives

12 ADMINISTRATIVE AND COMMERCIAL MANAGERS
121 BUSINESS SERVICES AND ADMINISTRATION MANAGERS
1211
1212
1213
1214
1215
1219

Finance Managers
Human Resource Managers
Policy and Planning Managers
Business Services Managers
Administrative Managers
Business Services and Administration Managers Not Elsewhere Classified

122 SALES, MARKETING AND DEVELOPMENT MANAGERS
1221 Sales and Marketing Managers
1222 Advertising and Public Relations Managers
1223 Research and Development Managers

13 PRODUCTION AND MANUFACTURING MANAGERS
131 PRODUCTION MANAGERS
1311 Agricultural, Forestry and Livestock Production Managers
1312 Aquaculture and Fisheries Production Managers
132 MANUFACTURING, MINING, CONSTRUCTION, AND DISTRIBUTION MANAGERS
1321
1322
1323
1324

20

Manufacturing Managers
Mining Managers
Construction Managers
Supply, Distribution and Related Managers

14 HOSPITALITY, RETAIL AND OTHER SERVICES MANAGERS
141 HOTEL AND RESTAURANT MANAGERS
1411 Hotel Managers
1412 Restaurant Managers
142 RETAIL AND WHOLESALE TRADE MANAGERS
1421 Retail and Wholesale Trade Managers

15 INFORMATION AND COMMUNICATIONS TECHNOLOGY MANAGERS
151 INFORMATION AND COMMUNICATIONS TECHNOLOGY MANAGERS
1511 Information and Communications Technology Managers

16 SERVICES MANAGERS
161 PROFESSIONAL SERVICES MANAGERS
1611
1612
1613
1614
1615
1616
1617
1618
1619

Child Care Services Managers
Health Services Managers
Aged Care Services Managers
Social Welfare Managers
Education Managers
Financial and Insurance Services Branch Managers
Legal Managers
Property Managers
Professional Services Managers Not Elsewhere Classified

162 OTHER SERVICES MANAGERS
1621
1622
1623
1624
1629

Sports and Recreation Centre Managers
Personal Care, Cleaning and Related Services Managers
Security Managers
Cultural Centre, Museum and Library Managers
Other Services Managers Not Elsewhere Classified

21

1

MANAGERS

11

12
13

SUB-MAJOR GROUP

14
15
16
11. CHIEF EXECUTIVES, SENIOR OFFICIALS AND LEGISLATORS
12. ADMINISTRATIVE AND COMMERCIAL MANAGERS
13. PRODUCTION AND MANUFACTURING MANAGERS
14. HOSPITALITY, RETAIL AND OTHER SERVICES MANAGERS
15. INFORMATION AND COMMUNICATIONS TECHNOLOGY MANAGERS
16. SERVICES MANAGERS
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Major Group 1

MANAGERS
Description

Skill Level

Devise, analyse, formulate, direct and advise on government policy,
and make, amend and repeal laws, public rules and regulations, and
represent and act on behalf of the government, and oversee the
interpretation and implementation of policies and government
legislation, or carry out similar tasks on behalf of special interest
organisations, or plan, organise, lead, control and coordinate the
policies and activities of enterprises, organisations, departments or the
internal section.

Reference to the skill level is open and not bound to education level.
However, employment in this major group primarily requires skills at
the fifth to eighth levels.

SUB-MAJOR 11 CHIEF EXECUTIVES, SENIOR OFFICIALS AND LEGISLATORS
Chief Executives, Senior Officials and Legislators devise, analyse, formulate, direct and
advise on government policy, and make, amend and repeal laws, public rules and
regulations, and represent and act on behalf of the government, and oversee the
interpretation and implementation of policies and government legislation, or carry out
similar tasks on behalf of special interest organisations.
MINOR GROUP 111 LEGISLATORS AND SENIOR OFFICIALS
Legislators and Senior Officials devise, analyse, formulate and direct the implementation of
policies of the nation, state, regional government, local communities and special interest
organisations. They make, ratify, amend or repeal laws, rules and regulations, and plan,
organise, direct, control and evaluate the activities of entire departments and agencies,
traditional societies and special interest organisations.
UNIT GROUP 1111

LEGISLATORS

Legislators devise, analyse, formulate and direct policies of the nation, state, regional or
local government and international government agencies, and make, ratify, amend or
repeal laws, public rules and regulations.
Tasks include:
a) presiding over or participating in the proceedings of legislative bodies and
administrative councils of national, state, regional or local governments or
legislative assemblies;
b) determining, formulating and directing policies of national, state, regional or local
governments;
c) making, ratifying, amending or repealing laws, public rules and regulations within
a statutory or constitutional framework;
d) serving on government administrative boards or official committees;
e) investigating matters of concern to the public and promoting the interests of the
constituencies which they represent;
f) attending community functions and meetings to provide service to the
community, understanding public opinion and providing information on
government plans;
g) negotiating with other legislators and representatives of interest groups in order to
reconcile differing interests, and to create policies and agreements;
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h)
i)
j)

as government personnel: directing senior administrators and officials of
government departments and agencies in the interpretation and implementation
of government policies;
performing related tasks; and
managing, planning, scheduling and monitoring the tasks of other workers.

Examples of the occupations classified here: (refer to index; unit group 1111)
1111-01

Prime Minister

1111-02

Deputy Prime Minister

1111-03

Minister

1111-04

Deputy Minister

UNIT GROUP 1112

SENIOR GOVERNMENT OFFICIALS

Senior Government Officials advise governments on policy matters, oversee the
interpretation and implementation of government policies and legislation by government
departments and agencies, represent their country abroad and act on its behalf, or carry
out similar tasks in intergovernmental organisations. They plan, organise, direct, control and
evaluate the overall activities of municipal or local, regional and national government
departments, councils, agencies or commissions in accordance with legislation and policies
established by government and legislative bodies.
Tasks include:
a) advising federal, state, regional or local governments on policy matters;
b) advising on the preparation of government budgets, laws and regulations,
including amendments;
c) formulating or approving and evaluating programmes and procedures for
implementation by the government;
d) recommending, reviewing, evaluating and approving documents and reports
submitted by middle managers and senior staff members;
e) ensuring appropriate systems and procedures are developed and implemented
to provide budgetary control;
f) making presentations to legislative and other government committees on policy
planning or budget allocations;
g) performing related tasks; and
h) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1112)
1112-01
1112-02

Keeper of the Rulers' Seal
Chief Secretary to the Government

1112-03

Director-General of Public Service

1112-04

Attorney General

UNIT GROUP 1113

TRADITIONAL CHIEFS AND HEADS OF VILLAGE

Traditional Chiefs and Heads of Village perform a variety of legislative, administrative and
ceremonial tasks and duties determined by traditions, as well as by the division of rights and
responsibilities between village heads and the local, regional and national authorities.
Tasks include:
a) performing duties as a liaison officer to disseminate information about the state
administration, government policies, and organise community development in
the mukim;
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b) focusing on aspects of development, administration, religion and culture in the
mukim;
c) settling disputes between members of the community or village;
d) disciplining members of the community or village for violation of rules and
customs;
e) performing ceremonial duties in connection with births, marriages, deaths,
harvests and other traditional festivities;
f) representing the community or village in local or regional councils;
g) informing the community or village about government directives and regulations;
and
h) performing related tasks.
Examples of the occupations classified here: (refer to index; unit group 1113)
1113-01

Headman, Grade NP27

1113-02

Demang

1113-03

Penggawa

1113-04

Village Head

UNIT GROUP 1114

SENIOR OFFICIALS OF SPECIAL-INTEREST ORGANISATIONS

Senior Officials of Special-Interest Organisations determine, formulate and direct the
implementation of policies of special interest organisations such as political party
organisations, trade unions, employers’ organisations, trade and industry associations,
humanitarian or charitable organisations, or sports associations, and act on their behalf.
Tasks include:
a) determining and formulating the policies, rules and regulations of the political
party or organisation;
b) planning, directing and coordinating the general functioning of the organisation;
c) reviewing the operations and results of the organisation meetings and reporting to
the board of directors and governing bodies, the organisation’s membership and
funding agencies;
d) planning, organising and directing divisions charged with implementing the
organisation's policies;
e) ensuring appropriate systems and procedures are developed and implemented
to provide budgetary control;
f) monitoring and evaluating the performance of the organisation or enterprise
against established objectives and policies;
g) representing the organisation on official occasions and at board meetings, in
negotiations, at conventions, public hearings and forums;
h) performing related tasks; and
i) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1114)
1114-01

President of Political Party

1114-02

President of Employers’ Federation

1114-03

President of Trade Union Congress

1114-04

President of Congress of Unions of Employees in the Public
and Civil Services
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MINOR GROUP 112 MANAGING DIRECTORS AND CHIEF EXECUTIVES
Managing Directors and Chief Executives formulate and review policies and plan,
coordinate and evaluate the overall activities of enterprises or organisations (except special
interest organisations and government departments) with the support of other managers,
usually within guidelines established by a board of directors or a governing body to whom
they are answerable for the operations undertaken and results.
UNIT GROUP 1121

MANAGING DIRECTORS AND CHIEF EXECUTIVES

Managing Directors and Chief Executives formulate and review policies and plan, direct,
coordinate and evaluate the overall activities of enterprises or organisations (except special
interest organisations and government departments) with the support of other managers,
usually within guidelines established by a board of directors or a governing body to whom
they are answerable for the operations undertaken and results.

Tasks include:
a) planning, directing and coordinating the general functions of the enterprise or
organisation;
b) reviewing the operations and results of the enterprise or organisation and
reporting to the board of directors and governing bodies;
c) determining objectives, strategies, policies and programmes for the enterprise or
organisation;
d) providing overall leadership and management to the enterprise or organisation;
e) establishing and managing budgets, controlling expenditure and ensuring the
efficient use of resources;
f) monitoring and evaluating the performance of the organisation or enterprise
against established objectives and policies;
g) consulting and reviewing recommendations and reports with senior subordinate
staff;
h) representing the organisation at official occasions and board meetings, in
negotiations, at conventions, seminars, public hearings and forums;
i) selecting or approving the selection of senior staff;
j) ensuring the organisation complies with relevant legislation and regulations;
k) performing related tasks; and
l) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1121)
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1121-01

Chief Executive Officer

1121-02

Chief Operating Officer

1121-03

Executive Director

1121-04

Company Director

SUB-MAJOR 12 ADMINISTRATIVE AND COMMERCIAL MANAGERS
Administrative and Commercial Managers plan, organise, direct, control and coordinate
activities concerning the finances, administration, human resource, policies, planning,
research and development, advertising, public relations, and sales and marketing of
enterprises and organisations, or of enterprises that provide such services to other enterprises
and organisations.
MINOR GROUP 121 BUSINESS SERVICES AND ADMINISTRATION MANAGERS
Business Services and Administration Managers plan, organise, direct, control and
coordinate activities concerning the finances, administration, human resource and policy
planning of organisations, or of enterprises that provide such services to other enterprises
and organisations.
UNIT GROUP 1211

FINANCE MANAGERS

Finance Managers plan, organise, direct, control and coordinate activities concerning the
financial operations and participate in formulating the financial policy in consultation with
senior managers and managers of the department, or other divisions.
Tasks include:
a) planning, directing, controlling and coordinating the internal financial operations
of the enterprise or organisation;
b) ensuring the organisation's financial statements have been dealt with in the right
manner;
c) assessing the financial situation of the enterprise or organisation, preparing
budgets and overseeing various financial operations;
d) consulting with the chief executive and with managers of other divisions and
departments;
e) controlling expenditure and ensuring efficient use of resources;
f) planning and directing daily operations;
g) overseeing the selection, training and performance of staff;
h) representing the department in its dealings with other divisions of the organisation
or with external agencies;
i) performing related tasks; and
j) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1211)
1211-01

Finance Manager

1211-02

Account Manager

1211-03

Budget Manager

1211-04

Audit Manager

UNIT GROUP 1212

HUMAN RESOURCE MANAGERS

Human Resource Managers plan, organise, direct, control and coordinate policies
concerning the personnel, industrial relations and occupational safety and health of an
enterprise or organisation, or of enterprises that provide human resource services to other
enterprises and organisations.
Tasks include:
a) planning, directing and coordinating policies concerning activities of personnel
and the industrial relations of the enterprise or organisation;
b) planning and organising procedures for recruitment, training, promotion, transfer

1 27

and dismissal of staff;
c) planning and organising negotiations and procedures for determination of wage
structures and levels and for consultation with workers on conditions of
employment;
d) overseeing safety, health and related activities;
e) establishing and managing budgets, controlling expenditure and ensuring the
efficient use of resources;
f) establishing and directing operational and administrative procedures;
g) overseeing the development and implementation of management information
systems;
h) ensuring compliance with standards and legislation relating to employees’ rights,
safety and health, equal opportunity and related concerns;
i) overseeing the selection, training and performance of staff for the entire
enterprise or organisation;
j) consulting with the senior management and with managers of other
departments;
k) representing the enterprise or organisation in external matters;
l) performing related tasks; and
m) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1212)
1212-01

Human Resource Manager

1212-02

Training Manager

1212-03

Industrial Relations Manager

1212-04

Occupational Safety and Health Manager

UNIT GROUP 1213

POLICY AND PLANNING MANAGERS

Policy and Planning Managers plan, organise, coordinate and advise on policy and
strategic planning activities within the government or for non-government organisations and
private sector agencies, or manage the activities of enterprises that provide policy and
strategic planning services.
Tasks include:
a) developing, implementing and monitoring strategic plans, programmes, policies,
processes, systems and procedures to achieve goals, objectives and work
standards;
b) developing, directing, administering and participating in policy research and
analysis;
c) analysing and interpreting results of studies, and preparing reports detailing
findings, recommendations or conclusions;
d) designing, evaluating and modifying policies to ensure that programmes are
effective and in compliance with legal requirements;
e) performing related tasks; and
f) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1213)
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1213-01

Policy and Planning Manager

1213-02
1213-03

Strategic Planning Manager
Corporate Planning Manager

1213-04

Policy and Research Manager

UNIT GROUP 1214

BUSINESS SERVICES MANAGERS

Business Services Managers plan, organise, direct, control and coordinate sales and
marketing activities of an enterprise or organisation.
Tasks include:
a) planning, directing and coordinating the business services activities of the
enterprise or organisation;
b) planning and organising special sales and marketing programmes based on sales
records and market assessments;
c) planning, administering and reviewing customer services and after-sales services
and maintaining good customer relations;
d) determining price lists, discounts and delivery terms, credit arrangements, product
mix, geographical sales areas, sales promotion budgets, sales methods, customer
service standards, special incentives and special campaigns;
e) directing merchandising methods and distribution policy by coordinating the work
of salespersons or organising appointment of agents and distributors;
f) controlling expenditure and ensuring the efficient use of resources;
g) monitoring customer service, invoicing, payments and administration costs;
h) establishing and directing operational and administrative procedures;
i) planning and directing daily operations;
j) overseeing the selection, training and performance of staff;
k) representing the department in its dealings with other divisions of the organisation
or with external agencies;
l) performing related tasks; and
m) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1214)
1214-01

Production Manager

1214-02

Production and Business Operation Manager

1214-03

Business Service Development Manager

1214-04

Production Planner

UNIT GROUP 1215

ADMINISTRATIVE MANAGERS

Administrative Managers plan, organise, direct, control and coordinate administrative
operations of the support services such as record-keeping, mail distribution, telephone
operator/ receptionist and other office support services of an enterprise or organisation.
Tasks include:
a) coordinating the administrative operations of the enterprise or organisation;
b) planning, administering and controlling budget contracts for equipment and
supplies;
c) monitoring the facility to ensure that it remains in good condition, secure and
well-maintained;
d) preparing and reviewing operational reports and schedule to ensure accuracy
and efficiency of the organisation;
e) overseeing construction and renovation projects to improve efficiency and to
ensure that facilities meet environmental, health and security standards and
comply with government regulations;
f) overseeing the selection, training and performance of staff;
g) representing the department in its dealings with other divisions of the organisation
or with external agencies;
h) performing related tasks; and
i) managing, planning, scheduling and monitoring the tasks of other workers.
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Examples of the occupations classified here: (refer to index; unit group 1215)
1215-01

Administrative Manager

1215-02

Administrative Service Manager

UNIT GROUP 1219

BUSINESS SERVICES AND ADMINISTRATION MANAGERS NOT ELSEWHERE
CLASSIFIED

This unit group covers Business Services and Administration Not Elsewhere Classified in Minor
Group 121: Business Services and Administration Managers.
Tasks include:
a) providing administrative operations, strategic planning as well as offering support,
research and advise to the management;
b) developing and implementing administrative procedures;
c) analysing complex management issues and initiatives that affect the
organisation, and preparing reports or feedback;
d) providing information and support for the preparation of financial reports and
budgets;
e) planning and implementing policies;
f) making budgetary estimates;
g) negotiating with suppliers, customers and other organisations;
h) planning and controlling the use of human resources;
i) performing related tasks; and
j) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1219)
1219-01

Purchasing Manager

1219-02

Quality Control Manager

1219-03

Quality Assurance Manager

1219-04

Facilities Manager

MINOR GROUP 122 SALES, MARKETING AND DEVELOPMENT MANAGERS
Sales, Marketing and Development Managers plan, organise, direct, control and coordinate
activities concerning advertising, public relations, research and development, and sales
and marketing of enterprises and organisations, or of enterprises that provide such services
to other enterprises and organisations.
UNIT GROUP 1221

SALES AND MARKETING MANAGERS

Sales and Marketing Managers plan, organise, direct, control and coordinate activities
concerning the sales and marketing of an enterprise or organisation, or of enterprises that
provide sales and marketing services to other enterprises and organisations.
Tasks include:
a) planning, directing and coordinating the sales and marketing activities of the
enterprise or organisation;
b) planning and organising special sales and marketing programmes based on sales
records and market assessments;
c) planning, administering and reviewing customer services and after-sales services
and maintaining good customer relations;
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d) determining price lists, discounts and delivery terms, credit arrangements, product
mix, geographical sales areas, sales promotion budgets, sales methods, customer
service standards, special incentives and special campaigns;
e) directing merchandising methods and distribution policy by coordinating the work
of salespersons or managing the appointment of agents and distributors;
f) controlling expenditure and ensuring the efficient use of resources;
g) monitoring customer service, invoicing, payments and administration costs;
h) planning and directing daily operations;
i) overseeing the selection, training and performance of staff;
j) representing the department in its dealings with other divisions of the organisation
or with external agencies;
k) performing related tasks; and
l) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1221)
1221-01

Sales Manager

1221-02

Sales and Marketing Manager

1221-03

Marketing Manager

1221-04

Sales Promotion Manager

UNIT GROUP 1222

ADVERTISING AND PUBLIC RELATIONS MANAGERS

Advertising and Public Relations Managers plan, organise, direct, control and coordinate
the advertising and public relations activities of enterprises and organisations or of
enterprises that provide related services to other enterprises and organisations.
Tasks include:
a) planning, directing and coordinating the advertising and public relations activities
of the enterprise or organisation;
b) negotiating advertising contracts with officials of newspapers, radio and television
stations, sports and cultural organisations and advertising agencies;
c) planning and managing information programmes for legislators, the mass media
and general public about the plans, accomplishments and points of view of the
enterprise or organisation;
d) controlling expenditure and ensuring the efficient use of resources;
e) establishing and directing operational and administrative procedures;
f) planning and directing daily operations;
g) overseeing the selection, training and performance of staff;
h) representing the department in its dealings with other divisions of the organisation
or with external bodies;
i) performing related tasks; and
j) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1222)
1222-01

Advertising Manager

1222-02

General Affairs Manager

1222-03

Communications Manager

1222-04

Public Relations Manager
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UNIT GROUP 1223

RESEARCH AND DEVELOPMENT MANAGERS

Research and Development Managers plan, organise, direct, control and coordinate the
research and development activities of organisations or of enterprises that provide
development services to other enterprises and organisations.

Tasks include:
a) planning, directing and coordinating research and development activities,
whether in-house or commissioned by external research organisations, to develop
or improve technical processes, products, knowledge or utilisation of materials;
b) planning the overall research and development programme of the enterprise or
organisation, specifying budgetary requirements;
c) controlling expenditure and ensuring the efficient use of resources;
d) planning and directing daily operations;
e) overseeing the selection, training and performance of staff;
f) representing the department in its dealings with other divisions of the organisation
or with external agencies;
g) performing related tasks; and
h) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1223)
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1223-01

Research and Development Manager

1223-02

Product Development Manager

1223-03

Research Manager

SUB-MAJOR 13 PRODUCTION AND MANUFACTURING MANAGERS
Production and Manufacturing Managers plan, organise, direct, control and coordinate the
production of goods and the provision of specialised technical and professional services by
an enterprise or organisation. They are responsible for manufacturing, mining, construction,
logistics and large scale agricultural, forestry and fishery operations.
MINOR GROUP 131 PRODUCTION MANAGERS
Production Managers plan, organise, direct, control and coordinate the production of
agricultural, horticultural, forestry, aquaculture and fishery operations on a large scale such
as plantations and agricultural cooperatives to cultivate and harvest crops, breed and raise
livestock, fish and shellfish and to catch and process fish products and other forms of
aquatic life.
UNIT GROUP 1311

AGRICULTURAL, FORESTRY AND LIVESTOCK PRODUCTION MANAGERS

Agricultural, Forestry and Livestock Production Managers plan, organise, direct, control and
coordinate large scale production operations in agriculture, horticulture and forestry to
cultivate and harvest crops, and breed and raise livestock.

Tasks include:
a) coordinating all activities related to the park such as education, development,
enforcement, eco-tourism and maintenance;
b) analysing statistical data, studies and reports to identify and determine causes of
problems and offering recommendations for improvement of agricultural systems,
procedures or programmes;
c) monitoring agricultural and forestry market activities and planning production to
meet market requirements and demand;
d) establishing and managing budgets, monitoring production and recording
information such as farm management practices, and preparing financial and
operational reports;
e) conferring with buyers to arrange for the sale of crops and livestock;
f) contracting with farmers or independent owners for production of crops and
livestock, or for management of production;
g) planning the type, intensity and method of farm operations (e.g. determining the
best times for planting, spraying and harvesting);
h) analysing soil to determine the types and quantities of fertiliser required for
maximum production;
i) purchasing machinery, equipment and supplies such as tractors, seeds, fertiliser
and chemicals;
j) identifying and controlling toxins, weeds, pests and diseases on agricultural land
and forests;
k) organising farming operations such as maintaining buildings, water supply systems
and equipment;
l) performing related tasks; and
m) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1311)
1311-01

Park / Estate Manager, Grade G48

1311-02

Forestry Manager

1311-03

Plantation Manager

1311-04

Horticulture Manager
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UNIT GROUP 1312

AQUACULTURE AND FISHERIES PRODUCTION MANAGERS

Aquaculture and Fisheries Production Managers plan, organise, direct, control and
coordinate aquaculture and fishery production operations to catch and process fish or
shellfish, and to breed fish, shellfish or other forms of aquatic life as cash crops or for release
into freshwater or saltwater.
Tasks include:
a) planning and implementing policies and legislation;
b) planning, directing and coordinating activities concerning the production of
aquaculture and fishery to meet market demand;
c) conducting and organising aquaculture or fishery stock examinations in order to
identify diseases or parasites;
d) devising and coordinating activities to improve fish hatching and growth rates,
and to prevent disease in hatcheries;
e) monitoring the environment to maintain or improve conditions for aquatic life;
f) directing and monitoring trapping and spawning of fish, egg incubation, and
applying knowledge of management and fish culturing techniques;
g) ensuring the efficient use of resources and the fulfilment of production quotas;
h) planning and directing daily operations;
i) making budgetary estimates and controlling expenditure;
j) establishing and directing operational and administrative procedures;
k) overseeing the application of work safety and related procedures;
l) overseeing the selection, training and performance of staff;
m) negotiating with suppliers, customers and other organisations;
n) performing related tasks; and
o) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index unit group 1312)
1312-01

Fishery Manager

1312-02

Production and Operation Manager, Fishery

1312-03

Aquaculture Operation Manager

1312-04

Fishing Operations Manager

MINOR GROUP 132 MANUFACTURING,
MANAGERS

MINING,

CONSTRUCTION

AND

DISTRIBUTION

Manufacturing, Mining, Construction and Distribution Managers plan, organise, direct,
control and coordinate the manufacturing, mineral extraction, construction, distribution,
storage and transport operations.
UNIT GROUP 1321

MANUFACTURING MANAGERS

Manufacturing Managers plan, organise, direct, control and coordinate manufacturing
production activities of large enterprises or manage a small manufacturing company.
Tasks include:
a) planning and implementing policies and legislation;
b) determining, implementing and monitoring production strategies, policies and
plans;
c) planning, directing and coordinating activities concerning the production of
goods;
d) ensuring the efficient use of resources and the fulfilment of production quotas;
e) planning and directing daily operations;
f) making budgetary estimates and controlling expenditure;
g) establishing and directing operational and administrative procedures;
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h)
i)

overseeing the application of work safety and related procedures;
identifying business opportunities and determining the products to be
manufactured;
j) overseeing the selection, training and performance of staff;
k) negotiating with suppliers, customers and other organisations;
l) representing the department in its dealings with other divisions of the enterprise or
with external agencies;
m) ensuring all production processes meet the manufacturing specification;
n) ensuring optimal utilisation of manpower, machine and equipment;
o) performing related tasks; and
p) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1321)
1321-01

Manufacturing Manager

1321-02

Production and Operation Manager, Manufacturing

1321-03

Factory Manager

1321-04

Manufacturer

UNIT GROUP 1322

MINING MANAGERS

Mining Managers plan, organise, direct, control and coordinate the activities concerning
mining, quarrying and oil and gas extraction operations.
Tasks include:
a) planning, directing and coordinating activities concerning the extraction of
minerals, oil and gas;
b) conferring with other managers to set production quotas and plan extraction
sites;
c) ensuring the efficient use of resources and the fulfilment of production quotas;
d) planning and directing daily operations;
e) making budgetary estimates and controlling expenditure;
f) establishing and directing operational and administrative procedures;
g) overseeing the application of work safety and related procedures;
h) overseeing the selection, training and performance of staff;
i) representing the department in its dealings with other divisions of the enterprise or
with external agencies;
j) performing related tasks; and
k) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1322)
1322-01

Production and Operation Manager, Mine

1322-02

Production and Operation Manager, Quarry

1322-03

Production and Operation Manager, Oil and Gas Extraction
Oil and Gas Extraction Manager

1322-04
UNIT GROUP 1323

CONSTRUCTION MANAGERS

Construction Managers plan, organise, direct, control and coordinate activities concerning
the construction of civil engineering projects, buildings and dwellings.
Tasks include:
a) planning, directing and coordinating activities concerning the construction of
buildings, dams, highways, pipelines and related construction projects;
b) interpreting architectural drawings and specifications;
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c) negotiating with building owners, property developers and subcontractors
involved in the construction process to ensure projects are completed on time
and within budget;
d) planning procedures for construction on basis of starting and completion times
and staffing requirements for each phase of construction, based on knowledge of
available tools and equipment and various building methods;
e) planning and organising daily operations;
f) controlling expenditure;
g) directing operational and administrative procedures;
h) overseeing the application of work safety and related procedures;
i) overseeing the selection, training and performance of staff;
j) performing related tasks; and
k) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1323)
1323-01

Construction Manager

1323-02

Production and Operation Manager, Construction

1323-03

Contract Manager

1323-04

Operation Manager

UNIT GROUP 1324

SUPPLY, DISTRIBUTION AND RELATED MANAGERS

Supply, Distribution and Related Managers plan, organise, direct, control and coordinate
the supply, transport, storage and distribution of goods.
Tasks include:
a) determining, implementing and monitoring purchasing, storage and distribution
strategies, policies and plans;
b) preparing and implementing plans to maintain required stock levels at minimum
cost;
c) planning and implementing policies and legislation;
d) ensuring the efficient use of resources and the fulfilment of production quotas;
e) operating recording systems to track all movements of goods, and ensuring reordering and re-stocking at optimal times;
f) planning and directing daily operations;
g) controlling expenditure and making budgetary estimates;
h) overseeing the application of work safety and related procedures;
i) overseeing the selection, training and performance of staff;
j) negotiating with suppliers, customers and other organisations;
k) coordinating and controlling the order cycle and associated information systems;
l) analysing data to monitor performance and plan improvements;
m) developing business by securing new contracts, analysing logistical problems and
finding solutions;
n) performing related tasks; and
o) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1324)
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1324-01

Railway Station Master

1324-02

Transport Manager

1324-03

Supply Manager

1324-04

Warehouse Manager

SUB-MAJOR 14 HOSPITALITY, RETAIL AND OTHER SERVICES MANAGERS
Hospitality, Retail and Other Services Managers plan, organise, direct, control and
coordinate the operations of establishments which provide accommodation, hospitality,
retail and other services.
MINOR GROUP 141 HOTEL AND RESTAURANT MANAGERS
Hotel and Restaurant Managers plan, organise, direct, control and coordinate the
operations of establishments that provide accommodation, food and beverages and other
hospitality services.
UNIT GROUP 1411

HOTEL MANAGERS

Hotel Managers plan, organise, direct, control and coordinate the operations of hotels,
motels and similar establishments to provide accommodation and other services including
food and beverage operations and housekeeping.
Tasks include:
a) planning and organising accommodation, catering, housekeeping and other
hotel services;
b) promoting and marketing the business;
c) managing budgets and controlling expenditure;
d) maintaining statistical and financial records;
e) setting and achieving sales and profit targets;
f) recruiting, training and monitoring staff;
g) meeting and welcoming customers;
h) providing guests with information on local tourism, and arranging tours and
transport;
i) addressing problems and troubleshooting;
j) ensuring events and conferences run smoothly;
k) supervising maintenance, supplies, renovations and furnishing;
l) dealing with contractors and suppliers;
m) ensuring security is effective;
n) carrying out inspections on property and services;
o) ensuring compliance with licensing laws, health and safety and other statutory
regulations;
p) performing related tasks; and
q) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1411)
1411-01

Hotel Manager

1411-02

Hostel Manager, Grade N41

1411-03

Hostel Manager

1411-04

Motel Manager

UNIT GROUP 1412

RESTAURANT MANAGERS

Restaurant Managers plan, organise, direct, control and coordinate the operations of cafes,
restaurants and related establishments to provide dining and catering services.
Tasks include:
a) analysing and planning restaurant sales levels and profitability;
b) planning and organising special functions;
c) arranging the purchasing and pricing of goods according to budget;
d) planning and coordinating menus in consultation with chefs and cooks;
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e)
f)
g)
h)
i)
j)
k)
l)
m)

coordinating the operations of the entire restaurant;
ensuring dining, kitchen and food storage facilities comply with health regulations;
meeting and welcoming customers and managing table reservations;
maintaining high standards of quality control, hygiene and health and safety;
checking stock levels and ordering supplies;
preparing budgetary estimates;
ensuring compliance with occupational health and safety regulations;
performing related tasks; and
managing, planning, scheduling and monitoring the tasks of other workers.

Examples of the occupations classified here: (refer to index; unit group 1412)
1412-01

Restaurant Manager

1412-02

Bar Manager

1412-03

Café Manager

1412-04

Canteen Manager

MINOR GROUP 142 RETAIL AND WHOLESALE TRADE MANAGERS
Retail and Wholesale Trade Managers plan, organise, direct, control and coordinate
activities concerning the operations of establishments that sell goods on a retail or
wholesale basis.
UNIT GROUP 1421

RETAIL AND WHOLESALE TRADE MANAGERS

Retail and Wholesale Trade Managers plan, organise, direct, control and coordinate the
operations of establishments that sell goods on a retail or wholesale basis.

Tasks include:
a) planning, directing and coordinating activities concerning the trade carried out
by the enterprise;
b) formulating and implementing purchasing and marketing policies, and setting
prices;
c) promoting and advertising the establishment’s goods and services;
d) ensuring efficient use of resources and trade quotas are met;
e) planning and directing daily operations;
f) controlling expenditure;
g) establishing and directing operational and administrative procedures;
h) overseeing the application of work safety and related procedures;
i) overseeing the selection, training and performance of staff;
j) performing related tasks; and
k) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1421)
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1421-01

Retail Trade Manager

1421-02

Production and Operation Manager, Retail Trade

1421-03

Retail Trade Manager, Store

1421-04

Wholesaler

SUB-MAJOR 15 INFORMATION AND COMMUNICATIONS TECHNOLOGY MANAGERS
Information and Communications Technology Managers plan, organise, control and
coordinate the acquisition, development, maintenance and use of computers and
telecommunications systems.
MINOR GROUP 151 INFORMATION AND COMMUNICATIONS TECHNOLOGY MANAGERS
Information and Communications Technology Managers plan, organise, control and
coordinate the acquisition, development, maintenance and use of computers and
telecommunications systems.
UNIT GROUP 1511

INFORMATION AND COMMUNICATIONS TECHNOLOGY MANAGERS

Information and Communications Technology Managers organise, plan, direct, control and
coordinate the acquisition, development, maintenance and use of computers and
telecommunications systems.

Tasks include:
a) directing the formulation of information technology strategies, policies and plans;
b) consulting with users, the management, vendors and technicians;
c) directing information technology operations, computer hardware integration,
operating communications systems, software application and data processing;
d) setting priorities between system development, maintenance and operations;
e) controlling the security of the information technology systems;
f) managing information technology development projects to ensure that they are
completed on schedule, within budget and meet the level of quality to achieve
the objective;
g) evaluating the organisation's technology use and needs and recommending
improvements such as hardware and software upgrades;
h) controlling the budget and expenditure of the department or organisation;
i) overseeing the selection, training and performance of staff;
j) representing the department in its dealings with other divisions of the organisation
or with external agencies;
k) performing related tasks; and
l) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1511)
1511-01

InfoDesa Field (MID) Manager

1511-02

Chief Information Technology Officer

1511-03

Production and Operation Manager, Communications

1511-04

Information Systems Manager
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SUB-MAJOR 16 SERVICES MANAGERS
Services Managers plan, direct and coordinate activities concerning professional and other
services.
MINOR GROUP 161 PROFESSIONAL SERVICES MANAGERS
Professional Services Managers plan, control and coordinate activities concerning child
care, health, social welfare, education and related professional services, and manage the
branches of institutions providing financial and insurance services, legal provision and
property management.
UNIT GROUP 1611

CHILD CARE SERVICES MANAGERS

Child Care Services Managers plan, control and coordinate activities concerning childcare
services for children before school, after school and at day care centres.
Tasks include:
a) managing multiple professional social service programmes to protect children
and families including services and activities pertaining to child abuse;
b) developing and implementing programmes to enhance the physical, social,
emotional and intellectual development of young children;
c) planning and monitoring business management, facility management, human
resource management and child safety requirements;
d) planning and implementing policies;
e) making budgetary estimates;
f) negotiating with suppliers, customers and other organisations;
g) planning and controlling the use of human resources and hiring of workers;
h) managing daily operations;
i) performing related tasks; and
j) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1611)
1611-01
UNIT GROUP 1612

Child care Centre Manager
HEALTH SERVICES MANAGERS

Health Services Managers plan, control and coordinate activities concerning clinical and
community health care services in hospitals, clinics, public health agencies and similar
organisations.
Tasks include:
a) providing direction and management for all services, facilities of the organisation
or health centre;
b) directing, supervising and evaluating the activities of medical, nursing, technical,
clerical, service, maintenance and other personnel;
c) developing, implementing and monitoring procedures, policies and performance
standards for medical, nursing, technical and administrative staff;
d) advising government bodies about measures to improve health and welfare
services and facilities;
e) managing the recruitment, selection, appraisal and development of staff;
f) overseeing the day-to-day management of an organisation, a specific unit or a
service area;
g) planning and implementing policies;
h) performing related tasks; and
i) managing, planning, scheduling and monitoring the tasks of other workers.
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Examples of the occupations classified here: (refer to index; unit group 1612)
1612-01

Medical Service Director

1612-02

Director of Nursing

1612-03

Health Manager

1612-04

Hospital Administrator

UNIT GROUP 1613

AGED CARE SERVICES MANAGERS

Aged Care Services Managers plan, control and coordinate activities concerning care for
individuals and families due to the effects of ageing.
Tasks include:
a) providing policy direction and assisting in the development of appropriate
funding;
b) meeting, maintaining and exceeding the high standard of quality care and
services;
c) planning and monitoring business management, facility management, human
resource management and safety requirements;
d) planning and implementing policies;
e) making budgetary estimates;
f) negotiating with suppliers, customers and other organisations;
g) planning and controlling the use of human resources and hiring workers;
h) managing daily operations;
i) advising government bodies about measures to improve health and welfare
services and facilities;
j) performing related tasks; and
k) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1613)
1613-01

Aged Care Service Manager

1613-02

Aged Care Home Director

1613-03

Community Aged Care Coordinator

UNIT GROUP 1614

SOCIAL WELFARE MANAGERS

Social Welfare Managers plan, control and coordinate activities concerning social and
community service programmes and assist in planning and implementing local welfare
programmes.
Tasks include:
a) providing direction and management for all services and facilities of the
organisation or welfare centre;
b) developing and implementing objectives and policies for various welfare
programmes;
c) managing funds and the budget;
d) negotiating service contract coverage and making written agreements with the
programme providers;
e) maintaining liaison with local welfare and social agencies;
f) monitoring and evaluating the effectiveness of service delivery methods and
procedures;
g) performing related tasks; and
h) managing, planning, scheduling and monitoring the tasks of other workers.
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Examples of the occupations classified here: (refer to index; unit group 1614)
1614-01

Social Work Manager

1614-02

Social Work Operation Manager

1614-03

Community Centre Manager

1614-04

Welfare Centre Manager

UNIT GROUP 1615

EDUCATION MANAGERS

Education Managers plan, control and coordinate and evaluate the educational and
administrative aspects in primary and secondary schools, colleges and faculties and
departments in universities and other educational institutions.
Tasks include:
a) determining educational programmes based on frameworks established by
education authorities and governing bodies;
b) evaluating the work of teachers and lecturers by visiting classrooms, observing
teaching methods, reviewing instructional objectives and examining learning
materials;
c) overseeing educational research aimed at providing new directions for the
education system;
d) representing the organisation on committees to identify present and future needs
in the education system, and planning, developing and modifying facilities and
programmes;
e) managing the evaluation of new approaches and development of new courses;
f) organising and conducting workshops and conferences to train teachers in new
programmes and methods;
g) applying for and managing funding for new educational programmes;
h) managing processes related to school reviews, teacher assessment and
education planning in primary and secondary schools;
i) preparing and overseeing the preparation of reports and information papers;
j) managing the provision of education in rural or remote areas, or within specific
institutions;
k) performing related tasks; and
l) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1615)
1615-01

Education Manager

1615-02

Chancellor

1615-03

Principal

1615-04

Head Teacher

UNIT GROUP 1616

FINANCIAL AND INSURANCE SERVICES BRANCH MANAGERS

Financial and Insurance Services Branch Managers plan, control and coordinate the
branches of institutions that provide financial and insurance services such as banks, credit
unions and insurance companies for one or more of their branches or department.
Tasks include:
a) planning, directing and coordinating the activities of workers in branches, offices
or departments such as the establishment of bank branches, brokerage firms, risk
and insurance departments, or credit departments;
b) overseeing the flow of cash and financial instruments;
c) networking within communities to find and attract new business;
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d) approving or rejecting, or coordinating approval and rejection of credit and
commercial, real estate and personal loans;
e) preparing financial and regulatory reports required by the law, regulations and
boards of directors;
f) establishing procedures for custody and control of assets, records, loan, collateral
and securities in order to ensure safekeeping;
g) managing and formulating policies of financial institutions such as banks, trust
companies, savings and loan associations, insurance companies and related
financial institutions;
h) examining, evaluating and processing loan applications;
i) preparing operational evaluation in risk report for management analysis;
j) evaluating financial reporting systems, accounting and collection procedures
and investment activities and making recommendation for change to
procedures, operating systems, budgets and other financial control functions;
k) submitting delinquent accounts to lawyers or external agencies for collection;
l) performing related tasks; and
m) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1616)
1616-01

Financial and Insurance Branch Manager

1616-02

Financial Branch Manager

1616-03

Insurance Branch Manager

1616-04

Bank Manager

UNIT GROUP 1617

LEGAL MANAGERS

Legal Managers plan, control and coordinate the operations of establishments concerning
legal terminology, procedures and documents.
Tasks include:
a) planning, analysing and advising on the compliance of the company’s business
operations with relevant statutory and regulatory requirements and the
company’s rights;
b) managing external legal support, if required;
c) keeping abreast of legal developments affecting the company, its clients and the
industry and synthesising the information to incorporate it into the company’s
transactional practices;
d) educating company executives about legal and risk management issues;
e) representing the company and liaising directly with clients and negotiating teams;
f) formulating, reviewing and negotiating a broad range of contracts;
g) strategising with company executives prior to client negotiations;
h) developing and understanding risk mitigation strategies for contractual risks;
i) developing internal guidelines and knowledge on various legal and business
issues;
j) developing subject matter expertise in areas that benefit the legal group and/or
the business (e.g., corporation law, competition law, employment law, data
privacy and service line expertise);
k) supporting, promoting and implementing initiatives as part of the legal team;
l) planning and implementing policies;
m) making budgetary estimates;
n) performing related tasks; and
o) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1617)
1617-01

Legal and Risk Management Manager

1617-02

Legal Manager
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UNIT GROUP 1618

PROPERTY MANAGERS

Property Managers handle fees charged on real estate and raise the investment value of
real estate by managing the real estate as well as oversee the performance of incomeproducing commercial or residential properties to ensure that real estate investments
achieve their expected revenues.
Tasks include:
a) handling the financial operations of the property, ensuring that rent is collected
and that mortgages, taxes, insurance premiums, salaries and maintenance bills
are paid on time;
b) supervising the preparation of financial statements and periodic reports to the
owners on the status of the property, occupancy rates, expiration dates of leases
and other matters;
c) negotiating contracts for caretaking, security, groundskeeping, rubbish disposal,
and other services;
d) monitoring the performance of contractors and investigating and resolving
complaints from residents and tenants when services are not satisfactory;
e) understanding and complying with relevant legislation, ensuring that renting and
advertising practices are not discriminatory, and that the property itself complies
with all local, state and federal regulations and building code;
f) making budgetary estimates;
g) planning and controlling the use of resources and hiring of workers;
h) performing related tasks; and
i) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1618)
1618-01

Property Maintenance Manager

1618-02

Property Manager

1618-03

Real Estate Manager

UNIT GROUP 1619

PROFESSIONAL SERVICES MANAGERS NOT ELSEWHERE CLASSIFIED

This unit group covers Professional Services Managers Not Elsewhere Classified in Minor
Group 161: Professional Services Managers.
Tasks include:
a) planning and implementing policies;
b) making budgetary estimates;
c) negotiating with suppliers, customers and other organisations;
d) planning and controlling the use of resources and hiring of workers;
e) managing daily operations;
f) performing related tasks; and
g) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1619)
1619-01
1619-02
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Production and Operation Manager, Extra Territorial
Organisation
Design Manager

MINOR GROUP 162 OTHER SERVICES MANAGERS
Other Services Managers plan, direct and coordinate the operations of establishments that
provide sports and recreational, personal care, security and cultural services.
UNIT GROUP 1621

SPORTS AND RECREATION CENTRE MANAGERS

Sport and Recreation Centre Managers plan, direct and coordinate the operations of
establishments that provide sports and recreational, travelling and similar services.
Tasks include:
a) planning, directing and coordinating activities concerning operations and
recreational and sports activities;
b) planning and organising sports and fitness programmes;
c) ensuring that equipment is kept clean and in good condition;
d) ensuring the efficient use of resources and the fulfilment of the schedules;
e) planning and directing daily operations;
f) controlling expenditure;
g) establishing and directing operational and administrative procedures;
h) overseeing the application of work safety and related procedures;
i) overseeing the selection, training and performance of staff;
j) representing the department in its dealings with other divisions of the enterprise or
with external agencies;
k) performing related tasks; and
l) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1621)
1621-01

Sports Activity Manager

1621-02

Recreation Manager

1621-03

Travel Agency Manager

1621-04

Park Manager

UNIT GROUP 1622

PERSONAL CARE, CLEANING AND RELATED SERVICES MANAGERS

Personal Care, Cleaning and Related Services Managers plan, direct and coordinate the
operations of establishments that provide personal care, cleaning, housekeeping, sanitation
and sewerage or similar services.
Tasks include:
a) planning, directing and coordinating activities concerning personal care,
cleaning, sanitation, sewerage and services and related operations;
b) ensuring the efficient use of resources and the fulfilment of the schedules;
c) planning and directing daily operations;
d) controlling expenditure;
e) establishing and directing operational and administrative procedures;
f) overseeing the application of related work safety procedures;
g) overseeing the selection, training and performance of staff;
h) representing the department in its dealings with other divisions of the enterprise or
with external agencies;
i) planning and implementing policies;
j) making budgetary estimates;
k) negotiating with suppliers, customers and other organisations;
l) planning and controlling the use of resources and hiring of workers;
m) reporting to owners, if necessary;
n) performing related tasks; and
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o) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1622)
1622-01

Personal Care Service Manager

1622-02

Cleaning Manager

1622-03

Sanitation Manager

1622-04

Garbage Disposal System Manager

UNIT GROUP 1623

SECURITY MANAGERS

Security Managers plan, direct and coordinate the operations of the establishment
concerning security.
Tasks include:
a) planning, formulating and enforcing security policies and regulations;
b) overseeing the entire security surveillance;
c) managing all in-house security personnel;
d) reviewing any procedures or instructions that involve security to ensure all staff
members are fully trained to achieve maximum security;
e) enforcing strict discipline and carrying out investigation into any disciplinary
matter among the staff;
f) resolving safety and security issues promptly, effectively and independently;
g) supporting, promoting and implementing initiatives as part of the legal team;
h) negotiating with suppliers, customers and other organisations;
i) planning and controlling the use of resources and hiring of workers;
j) reporting to owners, if necessary;
k) performing related tasks; and
l) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1623)
1623-01

Security Manager

1623-02

Security Operation Manager

UNIT GROUP 1624

CULTURAL CENTRE, MUSEUM AND LIBRARY MANAGERS

Cultural Centre, Museum and Library Managers plan, direct and coordinate the operations
of establishments concerning culture, museum and library.
Tasks include:
a) planning and organising a wide range of entertainment and cultural activities;
b) ensuring that equipment are kept clean and in good condition;
c) keeping abreast of new trends and developments in the creative arts and
arranging theatrical productions and performances by bands and orchestras;
d) overseeing the objects or documentation collected by the museum and
conducting research on the collection;
e) coordinating library operation;
f) ensuring the efficient use of resources and the fulfilment of the schedules;
g) planning and directing daily operations;
h) controlling expenditure;
i) establishing and directing operational and administrative procedures;
j) overseeing the application of work safety and related procedures;
k) overseeing the selection, training and performance of staff;
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l)

representing the department in its dealings with other divisions of the enterprise or
with external agencies;
m) performing related tasks; and
n) managing, planning, scheduling and monitoring the tasks of other workers.

Examples of the occupations classified here: (refer to index; unit group 1624)
1624-01

Library Manager

1624-02

Museum Manager

1624-03

Archive Manager

1624-04

Cultural Manager

UNIT GROUP 1629 OTHER SERVICES MANAGERS NOT ELSEWHERE CLASSIFIED
This unit group covers Other Services Managers Not Elsewhere Classified in Minor Group 162:
Other Services Managers.
Tasks include:
a) planning and implementing policies;
b) making budgetary estimates;
c) negotiating with suppliers, customers and other organisations;
d) planning and controlling the use of human resources and hiring of workers;
e) managing daily operations;
f) reporting to owners, if necessary;
g) performing related tasks; and
h) managing, planning, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 1629)
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PROFESSIONALS

2 PROFESSIONALS
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MAJOR GROUP
SUB-MAJOR GROUP
MINOR GROUP
UNIT GROUP
SMALL UNIT GROUP

2

21 SCIENCE AND ENGINEERING PROFESSIONALS
211 PHYSICISTS, CHEMIST AND RELATED PROFESSIONALS
2111
2112
2113
2114

Physicists and Astronomers
Meteorologists and Seismologists
Chemists
Geologists and Geophysicists

212 MATHEMATICIANS, ACTUARIES AND STATISTICIANS
2121 Mathematicians, Actuaries and Statisticians
213 LIFE SCIENCE PROFESSIONALS
2131
2132
2133
2134

Biologists, Botanists, Zoologists and Related Professionals
Farming, Forestry and Fisheries Advisers
Environmental Protection Professionals
Pharmacologists, Pathologists and Related Professionals

214 ENGINEERING PROFESSIONALS (EXCLUDING ELECTROTECHNOLOGY)
2141
2142
2143
2144
2145
2146
2149

Industrial and Production Engineers
Civil Engineers
Environmental Engineers
Mechanical Engineers
Chemical Engineers
Mining Engineers, Metallurgists and Related Professionals
Engineering Professionals (Excluded Electrotechnology) Not Elsewhere Classified

215 ELECTROTECHNOLOGY ENGINEERS
2151 Electrical Engineers
2152 Electronic Engineers
2153 Telecommunications Engineers

ARCHITECTS,PLANNERS,
PLANNERS,SURVEYORS
SURVEYORSAND
ANDDESIGNERS
DESIGNERS
216 ARCHITECS,
2161
2162
2163
2164
2165
2166
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Building Architects
Landscape Architects
Product and Garment Designers
Town and Traffic Planners
Cartographers and Surveyors
Graphic and Multimedia Designers

217 SHIP, AIRCRAFT AND TRAIN/ LOCOMOTIVE CONTROLLERS
2171
2172
2173
2174
2175
2179

Ship Engineers
Ship Deck Officers and Pilots
Aircraft Pilots and Related Professionals
Air Traffic Controllers
Train/ Locomotive Controllers
Transport Controllers Not Elsewhere Classified

218 MINING, MANUFACTURING & CONSTRUCTION PROFESSIONALS
2181 Mining Professionals
2182 Manufacturing Professionals
2183 Construction Professionals

22 HEALTH PROFESSIONALS
221 MEDICAL DOCTORS
2211 Generalist Medical Practitioners
2222
2212 Specialist Medical Practitioners
222 NURSING AND MIDWIFERY PROFESSIONALS
2221 Nursing Professionals
2222 Midwifery Professionals
223 TRADITIONAL AND COMPLEMENTARY MEDICINE PROFESSIONALS
2231 Traditional and Complementary Medicine Professionals
224 PARAMEDICAL PRACTITIONERS
2241 Paramedical Practitioners
225 VETERINARIANS
2251 Veterinarians
226 OTHER HEALTH PROFESSIONALS
2261
2262
2263
2264

Dentists
Pharmacists
Environmental and Occupational Health and Hygiene Professionals
Physiotherapists
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MAJOR GROUP
SUB-MAJOR GROUP
MINOR GROUP
UNIT GROUP
SMALL UNIT GROUP

2
2265
2266
2267
2268
2269

Dieticians and Nutritionists
Audiologists and Speech Therapist
Optometrists and Ophthalmic Opticians
Occupational Therapists
Health Professionals Not Elsewhere Classified

23 TEACHING PROFESSIONALS
231 UNIVERSITY AND HIGHER EDUCATION TEACHING PROFESSIONALS
2311 University and Higher Education Teaching Professionals
232 VOCATIONAL EDUCATION TEACHERS
2321 Vocational Education Teachers
233 SECONDARY EDUCATION TEACHERS
2331 Secondary Education Teachers
234 PRIMARY SCHOOL AND EARLY CHILDHOOD TEACHERS
2341 Primary School Teachers
2342 Early Childhood Educators
235 MUSIC, ARTS AND PERFORMING ARTS TEACHERS
2351 Music Teachers
2352 Arts Teachers
2353 Performing Arts Teachers
236 LANGUAGE TEACHERS
2361 Language Teachers
237 RELIGIOUS TEACHERS
2371 Religious Teachers
238 TECHNOLOGY SKILL AND TECHNICAL TRAINERS
2381 Vocational Training Officers
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239 OTHER TEACHING PROFESSIONALS
2391
2392
2293
2393
2399
2299

Education Method Specialists
Special Needs Teachers
Information Technology Trainers
Teaching Professionals Not Elsewhere Classified

24 BUSINESS AND ADMINISTRATION PROFESSIONALS
241 FINANCE PROFESSIONALS
2411 Accountants
2412 Financial and Investment Advisers
2413 Financial Analysts
242 ADMINISTRATION PROFESSIONALS
2421
2422
2423
2424
2425
2426

Management and Organization Analysts
Policy Administration Professionals
Personnel and Career Professionals
Training and Staff Development Professionals
Administrative Professionals
Research and Development Professional

243 SALES, MARKETING AND PUBLIC RELATIONS PROFESSIONALS
2431
2432
2433
2434

Advertising and Marketing Professionals
Public Relations Professionals
Technical and Medical Sales Professionals (Excluding ICT)
Information and Communications Technology (ICT) Sales Professionals

25 INFORMATION AND COMMUNICATIONS TECHNOLOGY PROFESSIONALS
251 SOFTWARE AND APPLICATION DEVELOPERS AND ANALYSTS
2511
2512
2513
2514
2519

Systems Analysts
Software Developers
Web and Multimedia Developers
Application Programmers
Software and Application Developers and Analysts Not Elsewhere Classified
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MAJOR GROUP
SUB-MAJOR GROUP
MINOR GROUP
UNIT GROUP
SMALL UNIT GROUP

2

252 DATABASE AND NETWORK PROFESSIONALS
2521
2522
2523
2529

Database Designers and Administrators
Information Technology System Administrators
Computer Network Professionals
Database and Network Professionals Not Elsewhere Classified

26 LEGAL PROFESSIONALS
261 LEGAL PROFESSIONALS
2611 Lawyers
2612 Judges
2619 Legal Professionals Not Elsewhere Classified

27 HOSPITALITY AND RELATED SERVICES PROFESSIONALS
271 HOTEL AND RESTAURANT PROFESSIONALS
2711 Hotel Professionals
2712 Restaurant Professionals

28 SOCIAL AND CULTURAL PROFESSIONALS
281 LIBRARIANS, ARCHIVISTS AND CURATORS
2811 Archivists and Curators
2812 Librarians and Related Information Professionals
282 SOCIAL AND RELIGIOUS PROFESSIONALS
2821
2822
2823
2824
2825
2826

Economists
Sociologists, Anthropologists and Related Professionals
Philosophers, Historians and Political Scientist
Psychologists
Social Work and Counselling Professionals
Religious Professionals

283 AUTHORS, JOURNALISTS AND LINGUISTS
2831 Authors and Related Writers
2832 Journalists
2833 Translators, Interpreters and Other Linguists
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284 CREATIVE AND PERFORMING ARTISTS
2841
2842
2843
2844
2845
2846
2847
2848
2849

Visual Artists
Musicians, Singers and Composers
Dancers and Choreographers
Film, Stage and Related Directors and Producers
Actors
Announcers on Radio, Television and Other Media
Clowns, Magicians, Acrobats and Related Professionals
Animal Keepers and Trainers
Creative and Performing Artists Not Elsewhere Classified

29 REGULATORY GOVERNMENT PROFESSIONALS
291 REGULATORY GOVERNMENT PROFESSIONALS
2911
2912
2913
2914
2915
2916
2919

Professional Customs and Border Inspectors
Professional Taxation and Excise Officials
Professional Government Social Benefits Officials
Professional Government Licensing Officials
Professional Police Inspectors and Detectives
Professional Civil Defence Officials
Regulatory Government Professionals Not Elsewhere Classified
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PROFESSIONALS

21

22

23
24

SUB-MAJOR GROUP

25
29

26
28

27

21. SCIENCE AND ENGINEERING PROFESSIONALS
22. HEALTH PROFESSIONALS
23. TEACHING PROFESSIONALS
24. BUSINESS AND ADMINISTRATION PROFESSIONALS
25. INFORMATION AND COMMUNICATIONS TECHNOLOGY PROFESSIONALS
26. LEGAL PROFESSIONALS
27. HOSPITALITY AND RELATED SERVICES PROFESSIONALS
28. SOCIAL AND CULTURAL PROFESSIONALS
29. REGULATORY GOVERNMENT PROFESSIONALS
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Description

Skill Level

Increase the existing stock of knowledge, apply scientific or artistic
concepts and theories, teach about the foregoing in a systematic
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manner,
engage
in any
combination of these three activities
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[Download
Mp3].m4r

Most occupations in this major group require skills at the fourth level

SUB-MAJOR 21 SCIENCE AND ENGINEERING PROFESSIONALS
Science and Engineering Professionals conduct research, improve or develop concepts,
theories and operational methods, or apply scientific knowledge relating to fields such as
physics, astronomy, meteorology, chemistry, geophysics, geology, mathematics, statistics,
electrotechnology, architecture, engineering and technology.
MINOR GROUP 211 PHYSICISTS, CHEMISTS AND RELATED PROFESSIONALS
Physicists, Chemists and Related Professionals conduct research, improve or develop
concepts, theories and operational methods, or apply scientific knowledge relating to
physics, astronomy, meteorology, chemistry, geology and geophysics.
UNIT GROUP 2111

PHYSICISTS AND ASTRONOMERS

Physicists and Astronomers conduct research, improve or develop concepts, theories and
operational methods, or apply scientific knowledge relating to physics and astronomy in
industrial, medical, military or other fields.
Tasks include:
a) conducting research and improving or developing concepts, theories and
operational methods related to physics and astronomy;
b) conducting experiments, tests and analyses in fields such as mechanics,
thermodynamics, optics, sonic, electricity, magnetism, electronics and nuclear
physics, or astronomy;
c) conducting experiments, tests and analyses of the structure and properties of
matter in solid state and its behaviour under temperature, pressure, stress and other
conditions;
d) evaluating results of investigations and experiments and expressing conclusions,
mainly using mathematical techniques and models;
e) developing or improving industrial, medical, military and other practical
applications of the principles and techniques of physics or astronomy;
f) observing, analysing and interpreting celestial phenomena and developing
methods and techniques to be used in fields such as navigation or space
exploration;
g) preparing scientific papers and reports;
h) enhancing knowledge and coordinating work implementation; and
i) performing related tasks.
Examples of the occupations classified here: (refer to index; unit group 2111)
2111-01

Physicist

2111-02

Physicist, Theoretical

2111-03

Aerodynamicist

2111-04

Ballistician

1
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UNIT GROUP 2112

METEOROLOGISTS AND SEISMOLOGISTS

Meteorologists and Seismologists conduct research, improve or develop concepts, theories
and operational methods related to the composition, structure and dynamics of the
atmosphere and prepare detailed or long-term weather forecasts used in aviation, shipping,
agriculture and other areas and for the information of the general public.
Tasks include:
a) issuing weather forecasts, weather warnings, monitoring and issuing information
about earthquakes and tsunamis so that property damage and deaths can be
reduced;
b) analysing weather changes professionally and identifying impacts and measures to
reduce the impacts, analysing meteorological charts and conducting research on
weather phenomena to reduce the impact of bad weather;
c) providing advisory services efficiently and effectively to meet customer needs and
expectations of interested parties (stakeholders) to increase socio-economic
activities for the people and country;
d) investigating the direction and speed of air movements, pressures, temperatures,
humidity and other phenomena such as cloud formation and precipitation,
electrical disturbances or solar radiation;
e) analysing and interpreting satellite photographs, remote sensing and other
atmospheric phenomena and preparing weather maps and forecasts used in
aviation, shipping, agriculture and other areas and for the information of the
general public;
f) preparing warnings relating to atmospheric phenomena such as storms or other
hazards to life and property;
g) studying climatic data and using statistical methods to determine and interpret
climatic trends and predict changes;
h) preparing scientific papers and reports;
i) preparing data, information and advisory services regarding tsunamis and
seismology;
j) issuing early warning information about tremors and tsunamis;
k) supervising the work of technicians and meteorological observers; and
l) performing related tasks.
Examples of the occupations classified here: (refer to index; unit group 2112)
2112-01

Meteorological Officer, Grade C41

2112-02
2112-03

Assistant Meteorological Officer, Grade C27
Meteorologist

2112-04

Climatologist

UNIT GROUP 2113

CHEMISTS

Chemists conduct research, improve or develop concepts, theories and operational
methods, or apply scientific knowledge relating to chemistry, mainly to test, develop and
improve materials, and industrial products and processes.
Tasks include:
a) managing adjustment tasks and film examination;
b) monitoring the status of sanitation, food production safety, assisting in the planning,
coordination and evaluation of food industry education and consumer education,
providing technical support in food technology aspects in planning, implementing
legislation, training and other needs;
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c) conducting experiments, tests and analyses to investigate chemical composition
and energy and chemical changes in various natural, artificial or synthetic
substances, materials and products;
d) evaluating results of investigations and experiments and deriving conclusions;
e) managing and directing chemical laboratories including the verification,
classification, investigation and certification of products, standards or process
specifications;
f) developing practical applications of experimental and research findings;
g) developing or improving pharmaceutical and other industrial materials, products
and processes;
h) developing and monitoring quality control procedures for manufacturers or users;
i) preparing laboratory reports and scientific papers;
j) enhancing understanding, coordinating and training laboratory technicians; and
k) performing related tasks.
Examples of the occupations classified here: (refer to index; unit group 2113)
2113-01

Film Lab Officer, Grade C41

2113-02

Food Technology Officer, Grade C41

2113-05

Chemist

2113-06

Chemist, Rubber

UNIT GROUP 2114

GEOLOGISTS AND GEOPHYSICISTS

Geologists and Geophysicists conduct research, improve or develop concepts, theories
and operational methods, or apply scientific knowledge relating to geology and geophysics
in such fields as oil, gas and mineral exploitation, water conservation, civil engineering,
telecommunications and navigation, and assess development projects and the effects of
waste disposal on the environment.
Tasks include:
a) conducting research and analysis of metals, metal source, clay, rocks, minerals and
related main elements, coordinating quality control on the design for rock materials
and minerals industries and training laboratory assistants;
b) carrying out geological research and investigation, mapping and geological
engineering studies and water sources as well as providing consultancy on the use
and development of land;
c) administering and conducting enforcement of the mines;
d) studying the composition and structure of the earth's crust, examining rocks,
minerals, fossil remains, etc to determine processes affecting the development of
the earth, tracing evolution and establishing the nature and chronology of
geological formations;
e) interpreting research data and preparing geological reports, maps, charts and
diagrams;
f) applying results of research to assess development potential of mineral, gas and oil
deposits and underground water resources;
g) applying geological knowledge to problems encountered in civil engineering
projects such as the construction of dams, bridges, tunnels and large buildings;
h) investigating and measuring seismic, gravitational, electrical, thermal and magnetic
forces affecting the earth;
i) investigating and measuring optical and acoustic phenomena in the atmosphere;
j) charting the earth's magnetic field and applying this and other collected data for
purposes of broadcast and navigation;
k) studying and measuring the physical properties of the sea and atmosphere and
their inter-relationship such as the exchange of thermal energy;
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l)

locating and determining the nature and extent of oil, gas and mineral deposits
and of ground water resources using seismological, gravimetric, magnetic,
electrical or radiometric methods;
m) preparing laboratory reports and scientific papers;
n) enhancing knowledge and coordinating work performance; and
o) performing related tasks.
Examples of the occupations classified here: (refer to index; unit group 2114)
2114-01

Geology Officer (Geophysics/ Geology), Grade C41

2114-02

Mineral Officer, Grade C41

2114-06

Geophysicist

2114-07

Geologist

MINOR GROUP 212 MATHEMATICIANS, ACTUARIES AND STATISTICIANS
Mathematicians, Actuaries and Statisticians conduct research, improve or develop
mathematical, actuarial and statistical concepts, theories and operational models and
techniques.
UNIT GROUP 2121

MATHEMATICIANS, ACTUARIES AND STATISTICIANS

Mathematicians, Actuaries and Statisticians conduct research and improve or develop
mathematical, actuarial and statistical concepts, theories, operational methods, and
techniques, and advise on or engage in their practical application in such fields as
engineering, business, social and other sciences.
Tasks include:
a) performing tasks related to demographics, statistics and research information,
insurance matters, compensation and social security and trust law matters,
provident fund and pension fund schemes;
b) managing the programmes and activities for collection, processing, analysis,
reporting and dissemination of data in macroeconomic, trade, population,
demography, labour, environment and other fields that are required from time to
time for development planning and administration of the country;
c) advising on or applying mathematical principles, models and techniques to a wide
range of tasks in the fields of engineering, natural, social or life sciences;
d) conducting logical analyses to resolve management problems, especially in terms
of input-output effectiveness: formulating mathematical models of each problem,
usually for programming and solution by computer;
e) planning and organising surveys and other statistical collections, and designing
questionnaires;
f) evaluating, processing, analysing and interpreting statistical data and preparing
them for publication;
g) preparing scientific papers and reports;
h) performing related tasks; and
i) enhancing knowledge and coordinating the work performance.
Examples of the occupations classified here: (refer to index, unit group 2121)

60

1

2121-01

Actuarial Officer, Grade W41

2121-02

Statistician, Grade E41

2121-04

Mathematician

2121-05

Mathematician, Applied Mathematics
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MINOR GROUP 213 LIFE SCIENCE PROFESSIONALS
Life Science Professionals apply knowledge gained from research into human, animal and
plant life and their interactions with one another and the environment to develop new
knowledge, improve agricultural and forestry production, and solve human health and
environmental problems.
UNIT GROUP 2131

BIOLOGISTS, BOTANISTS, ZOOLOGISTS AND RELATED PROFESSIONALS

Biologists, Botanists, Zoologists and Related Professionals conduct research, improve or
develop concepts, theories and operational methods, and study living organisms and their
interactions with one another and with the environment, and apply this knowledge to solve
human health and environmental problems. They work in diverse fields such as botany,
zoology, ecology, marine biology, genetics, immunology, pharmacology, toxicology,
physiology, bacteriology and virology.
Tasks include:
a) conducting research, improving or developing concepts, theories and operational
methods in their respective fields;
b) conducting field and laboratory experiments concerning all forms of life by
identifying and classifying human, animal, insect or plant specimens, and studying
their origins, development, chemical and physical forms, structures, compositions,
and life and reproductive processes;
c) studying and conducting experiments concerning the structure, development and
characteristics of micro-organisms such as bacteria or viruses;
d) studying all forms of plant/animal life and developing practical applications in fields
such as agriculture and medicine;
e) studying and conducting experiments concerning the structure and functions of
living cells and the influence of physical and chemical factors upon normal and
abnormal cells;
f) studying the inter-relationships of animal and plant life and the environmental
factors involved and offering professional advice in related disciplines;
g) developing industrial, medical and other applications of knowledge in their
respective fields;
h) preparing laboratory reports and scientific papers;
i) enforcing the law under the Wildlife Protection Act 76/72 and carrying out control
over, research on and compilation of wildlife;
j) enhancing knowledge, coordinating and training laboratory technicians; and
k) performing related tasks.
Examples of the occupations classified here: (refer to index, unit group 2131)
2131-01

Wildlife Officer, Grade G41

2131-02

Assistant Wildlife Officer, Grade G27

2131-03

Immunologist

2131-04

Microbiologist

UNIT GROUP 2132

FARMING, FORESTRY AND FISHERIES ADVISERS

Farming, Forestry and Fisheries Advisers study, provide assistance and advice on farm,
forestry and fisheries management, including cultivation, fertilisation, harvesting, soil erosion
and composition, disease prevention, nutrition, crop rotation and marketing. They develop
techniques for increasing productivity, and study and develop plans and policies for land
and fisheries management.
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Tasks include:
a) planning, coordinating and carrying out all activities and programmes
encompassing aspects of research, development, education, management and
protection of fisheries resources to develop the country’s fisheries industry; offering
technical and engineering expertise for such purposes as vessel building and
maintenance;
b) planning, organising and controlling the forestry activities in line with the regulations
and policies of the government;
c) keeping abreast of the progress of methods and techniques of farming, forestry and
fisheries;
d) offering advice on ways of raising quality of output, increasing yield and measures
to increase efficiency of operations and to conserve natural assets and the
environment;
e) visiting farms and advising on measures to deal with problems such as soil erosion or
pest infestation;
f) collecting data and estimating quantities and costs of materials and labour
required for projects;
g) organising demonstrations, giving lectures, writing and distributing materials to
promote adoption of improved practices and techniques;
h) applying knowledge of scientific principles and practices in order to identify and
solve problems arising in the course of their work;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2132)
2132-01

Fisheries Officer, Grade G41

2132-02

Conservator of Forest, Grade G41

2132-09

Agricultural Officer

2132-10

Planting Adviser

UNIT GROUP 2133

ENVIRONMENTAL PROTECTION PROFESSIONALS

Environmental Protection Professionals study and assess the effects of human activity on the
environment such as air, water and noise pollution, soil contamination, climate change,
toxic waste and depletion and degradation of natural resources. They develop plans and
solutions to protect, conserve, preserve, minimise and prevent further damage to the
environment.
Tasks include:
a) undertaking research in laboratories and in the field to increase scientific
knowledge of living organisms; to discover new information; to test hypotheses; to
solve problems in areas such as the environment, agriculture and health; and to
develop new products, processes and techniques for pharmaceutical, agricultural
and environmental use;
b) gathering human, animal, insect and plant data and specimens, and studying their
origins, development, chemical and physical forms, structures, compositions, and
life and reproductive processes;
c) examining living organisms using a variety of specialised equipment, instruments,
technologies and techniques such as electron microscopes, telemetry, global
positioning systems, biotechnology, satellite imaging, genetic engineering, digital
imaging analysis, polymerase chain reaction and computer modelling;
d) identifying, classifying, recording and monitoring living organisms and maintaining
databases;
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e) writing scientific papers and reports detailing research and any new findings which
are then made available to the scientific community in scientific journals or at
conferences for scrutiny and further debate;
f) designing and carrying out environmental impact assessments to identify changes
caused by natural or human factors;
g) providing advice to the government, organisations and businesses in areas such as
conservation, management of natural resources, the effects of climate change and
pollution; and
h) enforcing the Environmental Quality Act 1974 and the regulations thereunder and
the Exclusive Economic Zone Act 1984 and the regulations thereunder; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2133)
2133-01

Environmental Control Officer, Grade C41

2133-02

Agronomist

2133-03

Crop Research Scientist

2133-04

Agricultural Scientist

UNIT GROUP 2134

PHARMACOLOGISTS, PATHOLOGISTS AND RELATED PROFESSIONALS

Pharmacologists, Pathologists and Related Professionals conduct research, improve or
develop concepts, theories and operational methods, and apply scientific knowledge
relating to anatomy, biochemistry, biophysics, physiology, pathology or pharmacology in
such fields as medicine, agriculture or industry.
Tasks include:
a) studying and conducting concerning the forms, structures and other anatomical
characteristics of living organisms;
b) studying and conducting experiments concerning the chemical compositions and
processes of living organisms;
c) studying and conducting experiments concerning the life processes and functions
of human, animal or plant organs, tissues, cells, glands and systems under normal
and abnormal or exceptional conditions;
d) studying and conducting experiments concerning the structures, development and
characteristics of micro-organisms such as bacteria or viruses;
e) studying and conducting experiments concerning the nature, causes and
development of human, animal or plant diseases and disorders;
f) studying and conducting experiments concerning the effects of drugs and other
substances on the tissues, organs and physiological processes of human beings and
animals, and improving existing or developing new drugs;
g) developing industrial, medical and other applications of knowledge in their
respective fields;
h) preparing laboratory reports and scientific papers;
i) enhancing knowledge, coordinating and training laboratory technicians; and
j) performing related tasks.
Examples of the occupations classified here: (refer to index, unit group 2134)
2134-01

Anatomist

2134-02

Biochemist

2134-03

Biochemist, Enzymes

2134-04

Biochemist, Clinical
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MINOR GROUP 214 ENGINEERING PROFESSIONALS (EXCLUDING ELECTROTECHNOLOGY)
Engineering Professional (Excluding Electrotechnology) design, plan and organise the
structure of testing, construction, installation and maintenance of machines and their
components, and plant and production systems, and plan production schedules and work
procedures to ensure engineering projects are undertaken safely, efficiently and in a cost
effective manner.
UNIT GROUP 2141

INDUSTRIAL AND PRODUCTION ENGINEERS

Industrial and Production Engineers plan, conduct research, design and oversee the
construction, operation and maintenance process and installation of plants. They establish
programmes for the coordination of manufacturing activities and assess the cost
effectiveness and safety.
Tasks include:
a) establishing standards and policies for installation, modification, quality control,
testing, inspection and maintenance according to engineering principles and
safety regulations;
b) consulting with management and supervisory personnel and advising on planning
and production methods;
c) developing sophisticated factory automation and mechanisation projects and
recommending long-term automation strategies;
d) advising on methods to promote efficient, safe and economic utilisation of
personnel, materials and equipment;
e) making recommendations regarding methods of work and sequence of operations;
f) making recommendations and supervising from the aspects of time and
organisation of work;
g) advising on the most efficient layout for the plant or establishment;
h) identifying potential hazards and introducing safety procedures and devices;
i) preparing and monitoring cost estimates and bills of quantities for architectural and
construction projects;
j) studying and advising on technological aspects of the manufacturing process;
k) performing related tasks; and
l) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2141)
2141-01

Automation Engineer

2141-02

Robotics Engineer

2141-03

Industrial Engineer

2141-04

Production Engineer

UNIT GROUP 2142

CIVIL ENGINEERS

Civil Engineers plan, conduct research, advise on, design and direct construction activity;
manage the operation and maintenance of civil engineering structures; or study and advise
on technological aspects of particular materials.
Tasks include:
a) carrying out maintenance and upgrading of all buildings and public facilities and
supervising engineering related issues;
b) advising on and designing structures such as bridges, dams, docks, roads, airports,
railways, pipelines, waste disposal and flood control systems, and industrial and
other large buildings;
c) determining and specifying construction methods, materials and quality standards,
and directing construction work;

64

1

8

Kumpu lan Utama 2:
PROFESIONAL

d) establishing control systems to ensure efficient functioning of structures as well as
safety and environmental protection;
e) organising and directing site labour and the delivery of construction materials, plant
and equipment needed for construction projects;
f) administering contracts and verifying and certifying the satisfactory completion of
construction;
g) studying and advising on technological aspects of particular materials/processes or
systems related to civil engineering work;
h) maintaining technical liaison and consultancy with other relevant specialists;
i) supervising the testing and commissioning of completed work; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2142)
2142-01

Engineer (Civil), Grade J41

2142-02

Executive Officer (Engineering), Grade 41

2142-10

Engineer

2142-11

Technologist

UNIT GROUP 2143

ENVIRONMENTAL ENGINEERS

Environmental Engineers conduct research, advise on, design and direct implementation of
solutions to prevent, control or remedy negative impacts of human activity on the
environment utilising a variety of engineering disciplines. They conduct environmental
assessments of construction and civil engineering projects and apply engineering principles
to pollution control, recycling and waste disposal.
Tasks include:
a) studying the environmental impact of proposed construction projects;
b) conducting hazardous waste management studies to evaluate the hazards, advise
on treatment and prevention, and develop regulations to prevent mishaps;
c) designing municipal water supply and industrial wastewater treatment systems as
well as being aware of local and international environmental issues such as the
effects of acid rain, ozone depletion, water pollution and air pollution from
automobile exhausts and industrial sources;
d) studying the effects of such factors as terrain, altitude, climatic conditions, sources
of nutrition and predators on animal and plant life;
e) investigating the structure of communities of organisms and predicting the effects of
disturbances by humans or environmental changes;
f) managing forest, recreational and natural resources to maximise their long-term
commercial benefit for the community;
g) researching into field crops and grasses and developing new or improved
cultivation methods;
h) researching into horticultural crops and developing new or improved cultivation
methods;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2143)
2143-01

Environmental Engineer

2143-02

Sewerage and Sanitation Engineer

2143-03

Air Pollution Control Engineer

2143-04

Environmental Remediation Specialist
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UNIT GROUP 2144

MECHANICAL ENGINEERS

Mechanical Engineers conduct research and advise on design, and direct the production
of machinery and equipment and industrial plant systems, and advise on and direct their
functioning, maintenance and repairs, or study and advise on technological aspects of
particular materials, products or processes.
Tasks include:
a) advising on and designing machinery and tools for manufacturing, mining,
construction, agricultural work and other industrial purposes;
b) advising on and designing steam, internal combustion and other non-electric
motors and engines used for propulsion of locomotives, land vehicles or aircraft, or
for driving industrial or other machinery;
c) advising on and designing ship propulsion systems, power plants, heating and
ventilation systems, steering gear, pumps and other mechanical equipment;
d) advising on and designing hulls and superstructures of ships and other vessels;
e) advising on and designing airframes, undercarriages and other equipment for
aircraft;
f) advising on and designing land vehicle bodies, suspension systems, brakes and
other components;
g) advising on and designing heating, ventilation and refrigeration systems and
equipment;
h) advising on and designing mechanical plants and equipment for the release,
control and utilisation of nuclear energy;
i) advising on and designing non-electrical parts or products such as word processors,
computers, precision instruments, cameras and projectors;
j) establishing control standards and procedures to ensure efficient functioning and
safety of machinery, tools, motors, engines and industrial plants, equipment or
systems;
k) performing related tasks; and
l) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2144)
2144-01

Engineer (Mechanical), Grade J41

2144-02

Assistant Engineer (Mechanical), Grade J29

2144-03

Mechanical Engineering Technologist

2144-04

Mechanical Engineer

UNIT GROUP 2145

CHEMICAL ENGINEERS

Chemical Engineers conduct research and develop, design and advise on and direct
commercial-scale chemical processes and production of various substances and items such
as crude oil, petroleum derivatives, food and drink products, medicaments or synthetic
materials, and direct maintenance and repair of industrial plants, or study and advise on
technological aspects of particular materials, products or processes.
Tasks include:
a) conducting research, advising on, developing and designing commercial-scale
chemical processes and equipment to refine crude oil and other liquids or gases,
and to produce substances and items such as petroleum derivatives, explosives,
food and drink products, medicament or synthetic materials;
b) specifying relevant aspects of the construction of chemical manufacturing plants;
c) specifying production methods, material and quality standards and ensuring that
they conform to specifications;
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d) establishing control standards and procedures to ensure safety, environmental
protection and efficiency in manufacturing operations and processes;
e) locating and correcting malfunctions;
f) organising and advising on maintenance and repair of existing equipment;
g) studying and advising on technological aspects of particular materials, products or
processes;
h) maintaining good relations and holding technical consultancy with other relevant
specialists;
i) preparing analytical reports;
j) performing related tasks; and
k) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2145)
2145-01

Engineer (Chemical), Grade J41

2145-02

Chemical Engineering Technologist

2145-03

Chemical Process Technologist

2145-04

Chemical Engineer

UNIT GROUP 2146

MINING ENGINEERS, METALLURGISTS AND RELATED PROFESSIONALS

Mining Engineers, Metallurgists and Related Professionals conduct research, design and
develop and maintain commercial-scale methods of extracting metals from their ores or
minerals, water and oil or gas from the earth and of developing new alloys, ceramic and
other materials, or study and advise on technological aspects of particular materials,
products or processes.
Tasks include:
a) conducting research, advising on, designing and developing new or improved
methods to deal with engineering aspects of mining and oil, gas or water
extraction;
b) determining the most efficient methods of mining and extraction, types of
machinery to be used, layout planning and directing construction of shafts and
tunnels;
c) determining drilling sites and devising methods of controlling the flow of water, oil or
gas from wells;
d) planning and directing storage, initial treatment and transport of water, oil or gas;
e) establishing safety standards and procedures and first aid facilities, especially
underground;
f) conducting research, developing methods of extracting metals from their ores and
advising on their application;
g) investigating properties of metals and alloys, developing new alloys and advising on
and supervising technical aspects of metal and alloy manufacture and processing;
h) studying and advising on technological aspects of particular materials or processes;
i) maintaining technical liaison and consultancy with other relevant specialists, in
particular with geologists and geophysicists;
j) preparing operating expense budget to evaluate the economic feasibility of
production processes;
k) performing related tasks; and
l) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2146)
2146-01

Mining Engineer

2146-02

Metal Mining Engineer

2146-03

Coal Mining Engineer

2146-04

Non-Metal Mining Engineer
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UNIT GROUP 2149

ENGINEERING PROFESSIONALS (EXCLUDING ELECTROTECHNOLOGY) NOT
ELSEWHERE CLASSIFIED

This unit group covers Engineering Professionals (Excluding Electrotechnology) Not Elsewhere
Classified in Minor Group 214: Engineering Professionals (Excluding Electrotechnology).
Tasks include:
a) quantity surveying of plans for bid, contract, contract assessment and other related
tasks;
b) reviewing the design and inspection of pressure vessels, hoisting machinery and
safety devices for machinery used in construction and in the workplace;
c) on-site inspection of building construction and engineering works;
d) investigating complaints and accidents in the workplace and reporting and
monitoring industrial health;
e) implementing building construction surveying and surveying work prior to
construction;
f) designing devices used in various medical procedures, imaging systems such as
magnetic resonance imaging, and devices for automating insulin injections or
controlling body functions;
g) designing components of optical instruments such as lenses, microscopes,
telescopes, lasers, optical disc systems and other equipment that utilise the
properties of light;
h) designing, testing and coordinating the manufacture of explosive ordnance to
meet military procurement specifications;
i) designing and overseeing construction and operation of nuclear reactors and
power plants and nuclear fuel reprocessing and reclamation systems;
j) designing and developing nuclear equipment such as reactor cores, radiation
shielding and associated instrumentation and control mechanisms;
k) assessing damage and providing budget calculations for marine salvage
operations;
l) studying and advising on engineering aspects of particular manufacturing
processes;
m) identifying potential hazards and introducing safety procedures and devices;
n) performing related tasks; and
o) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2149)
2149-01

Quantity Surveyor, Grade J41

2149-02

Building Surveyor, Grade J41

2149-08

Quantity Surveyor

2149-09

Project Engineer

MINOR GROUP 215 ELECTROTECHNOLOGY ENGINEERS
Electrotechnology Engineers conduct research and design, advise on, plan and direct the
construction and operation of electronic, electrical and telecommunications systems,
components, motors and equipment. They establish control systems to monitor the
performance and safety of electrical and electronic assemblies.
UNIT GROUP 2151

ELECTRICAL ENGINEERS

Electrical Engineers conduct research and advise on, design and direct the construction
and operation of electrical systems, components, motors and equipment, and advise on
and direct their maintenance and repair, or study and advise on technological aspects of
electrical engineering materials, products and processes.
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Tasks include:
a) planning and designing the manufacture and installation of electric power
equipment and facilities;
b) determining the type and arrangement of circuits, transformers, circuit breakers,
transmission lines and other equipment;
c) advising on and designing systems for electrical motors, electric traction devices
and other equipment or domestic electrical appliances;
d) interpreting specifications, standards and regulations relating to electric power
equipment and use;
e) organising and managing resources used in electrical components, machines,
appliances and equipment;
f) establishing delivery and installation schedules for machines, switchgear, cables
and fittings;
g) supervising the operation and maintenance of power stations, transmission and
distribution systems and industrial plants;
h) establishing control standards and procedures to ensure efficient functioning and
safety of electrical generating and distribution systems;
i) locating and correcting malfunctions;
j) performing related tasks; and
k) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2151)
2151-01

Engineer (Electrical), Grade J41

2151-02

Assistant Engineer (Electrical), J29

2151-03

Electrical Engineering Technologist

2151-04

Electrical Engineer

UNIT GROUP 2152

ELECTRONIC ENGINEERS

Electronic Engineers conduct research on, design and direct the maintenance and repair of
electronic systems. They study and advise on technological aspects of electronic
engineering materials, products and processes.
Tasks include:
a) advising on and designing electronic devices, circuits and systems used for
computers, communications and control systems and other industrial applications;
b) designing software especially embedded software to be used in such systems;
c) developing apparatus and procedures to test electronic components, circuits and
systems;
d) supervising installation and certification of computer and telecommunications
systems and ensuring proper control and protection methods;
e) establishing control standards and procedures to ensure efficient functioning and
safety of electronic systems, motors and equipment;
f) locating and correcting malfunctions;
g) organising and directing maintenance and repair of existing electronic systems,
motors and equipment;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2152)
2152-01

Engineer (Electronics), Grade J41

2152-02

Assistant Engineer (Electronics), Grade J29

2152-03

Electronics Engineering Technologist

2152-04

Electronics Engineer
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UNIT GROUP 2153

TELECOMMUNICATIONS ENGINEERS

Telecommunications Engineers conduct research, design and direct the maintenance,
repair of systems and telecommunications equipment. They study and advise on
technological aspects of materials, products and processes in telecommunications
engineering.
Tasks include:
a) advising on and designing electronic devices, circuits and systems used for
computers, telecommunications and control systems and other industrial
applications;
b) specifying production or installation methods, materials, quality and safety
standards and directing production or installation work of telecommunications
products and systems;
c) organising and directing maintenance and repair of existing telecommunications
systems, motors and equipment;
d) researching and advising on telecommunications equipment;
e) planning and designing communications networks based on wired, fibre optic and
wireless communication media;
f) designing and developing signal processing algorithms and implementing these
through appropriate choice of hardware and software;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2153)
2153-01
2153-02

Telecommunications Engineer
Telecommunications Engineer, Aerospace

2153-03

Telecommunications Engineer, Radar

2153-04

Telecommunications Engineer, Signal Systems

MINOR GROUP 216 ARCHITECTS, PLANNERS, SURVEYORS AND DESIGNERS
Architects, Planners, Surveyors and Designers plan, advise on and improve or develop
concepts, theories and operational methods, or apply existing knowledge of architecture,
planning, surveying and design.
UNIT GROUP 2161

BUILDING ARCHITECTS

Building Architects plan, advise on and design recreational, institutional, residential,
commercial and industrial buildings, and plan and monitor their construction, maintenance
and rehabilitation.
Tasks include:
a) planning, receiving and reviewing the project brief, visiting the project site,
preparing drawings, sketch drawings, detailed designs, working drawings and
specifications;
b) developing new or improved architectural theories and methods;
c) consulting with clients and making recommendations regarding type, style, size and
other aspects of construction;
d) designing buildings and preparing construction drawings and plans;
e) identifying and finding the best solutions for problems regarding function and
quality of interior environments of buildings and making the necessary designs,
drawings and plans;
f) inspecting construction work in progress to ensure compliance with plans,
specifications and quality standards;
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g) planning layout and coordinating development of urban areas;
h) planning and designing the development of land areas for projects such as parks,
schools, institutions, airports, roadways and related projects, and for commercial,
industrial and residential sites;
i) preparing reports, site plans, working drawings, specifications and cost estimates for
land development, showing location and details of proposals, including ground
modelling, structures and vegetation;
j) supervising the testing and certification of completed works;
k) performing related tasks; and
l) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2161)
2161-01

Architect, Grade J41

2161-02

Assistant Architectural Officer, Grade J29

2161-03

Architect

2161-04

Interior Architect

UNIT GROUP 2162

LANDSCAPE ARCHITECTS

Landscape Architects plan and design the recreational, layout of towns and landscapes,
and plan and monitor their construction, maintenance and rehabilitation.
Tasks include:
a) implementing development work design, maintenance, project oversight, designing
development plans, public parks, landscapes and providing input to the
development plan structures, guidelines and planning and projects carried out;
b) consulting with clients and making recommendations regarding type, style, size and
other aspects of construction;
c) inspecting construction work in progress to ensure compliance with plans,
specifications and quality standards;
d) planning and designing the development of land areas for projects such as parks,
schools, institutions, airports, roadways and related projects, and for commercial,
industrial and residential sites;
e) preparing reports, site plans, working drawings, specifications and cost estimates for
land development, showing location and details of proposals, including ground
modelling, structures and vegetation;
f) supervising the testing and certification of completed works;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2162)
2162-01

Landscape Architect, Grade J41

2162-02

Assistant Landscape Architect, Grade J29

2162-03

Landscape Architect

UNIT GROUP 2163

PRODUCT AND GARMENT DESIGNERS

Product and Garment Designers design and develop products for manufacture and
prepare designs and specifications of products for mass, batch and one-off production.
Tasks include:
a) formulating design concepts for clothing, textiles, industrial, commercial products
and jewellery;
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b) preparing sketches, diagrams, illustrations, plans, samples and models to obtain
concept design;
c) negotiating the design with clients, the management, and sales and manufacturing
staff;
d) selecting, specifying and recommending materials, production methods and
finishes for production;
e) detailing and documenting the selected design for production;
f) preparing and determining prototypes and samples;
g) preparing patterns, programmes and tools, and the manufacturing process;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2163)
2163-01

Commercial Product Designer

2163-02

Industrial Product Designer

2163-03

Fashion Designer

2163-04

Jewellery Designer

UNIT GROUP 2164

TOWN AND TRAFFIC PLANNERS

Town and Traffic Planners develop and advise on and design of recreational, institutional,
residential, layout of towns, landscapes and traffic systems, and plan and monitor their
construction, maintenance and repair.
Tasks include:
a) planning, preparing, overseeing and coordinating development plan studies and
development plans and preparing technical reports and advising on planning
inclusive of layout plans;
b) compiling and analysing sites and community data on geographical aspects,
ecology of area, landforms, soils, vegetation, site hydrology, visual characteristics
and man-made structures to formulate land use and development
recommendations for the preparation of environmental impact statements;
c) inspecting construction work in progress to ensure compliance with plans,
specifications and quality standards;
d) planning layout and coordinating development of urban areas;
e) planning and designing the development of land areas for projects such as parks,
schools, institutions, airports, roadways and related projects, and for commercial,
industrial and residential sites;
f) planning and advising to facilitate routing, control of roads and traffic systems, and
safety;
g) preparing reports, site plans, working drawings, specifications and cost estimates for
land development, showing location and details of proposals, including ground
modelling, structures and vegetation;
h) supervising the testing and certification of completed works;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2164)
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2164-01

Urban and Rural Planning Officer, Grade J41

2164-02

Assistant Urban and Rural Planning Officer, Grade J29

2164-03

Town Planner

2164-04

Urban and Rural Planner
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UNIT GROUP 2165

CARTOGRAPHERS AND SURVEYORS

Cartographers and Surveyors apply surveying methods and techniques to determine the
exact position of natural and constructed features and boundaries of land, seas,
underground areas and celestial bodies, and prepare or revise digital, graphic and pictorial
representations of maps and charts, applying scientific and mathematical principles.
Tasks include:
a) carrying out surveying, i.e. standard for control traverse survey, control survey, party
wall survey, land acquisition survey, urban and rural area survey, classes one and
two surveys for issuing land titles, sports court measurements and accuracy probe
survey;
b) reviewing, surveying and describing the land surface for a variety of purposes,
including map making, construction work or establishment of property boundaries;
c) surveying seas, rivers and river beds, delineating underwater surfaces, noting exact
positions of various features and making charts and maps to be used specifically in
determining navigable waters and channels;
d) analysing aerial and other photographs, satellite images and survey data to
prepare and revise topographic maps and charts, utility maps and other thematic
maps;
e) studying and advising on technical, aesthetic and economic aspects of map
production;
f) supervising the preparation of plans, maps, charts and drawings to give pictorial
representations and managing automated information systems;
g) undertaking research and development of reconnaissance survey and
photogrammetry system, cadastral (land tenure) systems and land information
systems;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index, unit group 2165)
2165-01

Geospatialist, Grade J41

2165-02

Surveyor, Grade J41

2165-04

Cartographer

2165-05

Cartographer, Marine

UNIT GROUP 2166

GRAPHIC AND MULTIMEDIA DESIGNERS

Graphic and Multimedia Designers design information content for visual and audio
communication, publications and display using film, electronic, digital and other forms of
visual and audio media. They create special effects, animation, or other visual images for
use in computer games, movies, music videos, print media and advertisements.
Tasks include:
a) carrying out graphic design and multimedia work, exhibitions and publicity in visual
form and display work related to art;
b) creating designs for presentation and production props;
c) coordinating, planning, preparing designs for publication materials trophies;
d) formulating design concepts;
e) preparing sketches, diagrams, illustrations, layouts and design concepts;
f) designing complex graphics and animation;
g) creating two- and three-dimensional images depicting objects in motion or
illustrating a process, applying computer animation or modelling programme;
h) negotiating design solutions with clients, the management, sales and production
staff;
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i)
j)
k)

detailing and documenting the selected design for production;
performing related tasks; and
enhancing knowledge and coordinating work performance.

Examples of the occupations classified here: (refer to index, unit group 2166)
2166-01

Designer, Grade B41

2166-02

Web Designer

2166-03

Graphics and Sound Computer Artist

2166-04

Graphic Designer

MINOR GROUP 217 SHIP, AIRCRAFT AND TRAIN/ LOCOMOTIVE CONTROLLERS
Ship, Aircraft and Train/ Locomotive Controllers plan and improve or develop concepts,
theories and operational methods, or perform technical functions to ensure safety and
efficient transport movement and operations, and develop electrical, electromechanical
and computerised air control systems.
UNIT GROUP 2171

SHIP ENGINEERS

Ship Engineers control and participate in the operation, maintenance and repair of
electrical and electronic equipment and machinery on board, or perform related
supporting functions.
Tasks include:
a) controlling and participating in the operation, maintenance and repair of
mechanical, electrical and electronic equipment and machinery on board;
b) performing technical supervision of the installation, maintenance and repair of ship
machinery and equipment to ensure compliance with specifications and
regulations;
c) coordinating tests on equipment and diagnosing faults;
d) applying knowledge of principles and practices relating to ship machinery and
equipment in order to identify and solve problems arising in the course of their work;
e) inspecting and conducting maintenance and emergency repairs to engines,
machinery and auxiliary equipment;
f) watching over engine room, monitoring and noting performance of engines,
machinery and auxiliary equipment;
g) maintaining records of operation of engineering department;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2171)
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2171-01

Ship Engineer

2171-02

Marine Engineer

2171-03

Ship Construction Engineer

2171-04

Hovercraft Architect

18

Kumpu lan Utama 2:
PROFESIONAL

UNIT GROUP 2172

SHIP DECK OFFICERS AND PILOTS

Ship Deck Officers and Pilots command and navigate ships and perform related functions in
port.
Tasks include:
a) managing registration of ships, ship safety, safety of navigation, seafarers’ and port
affairs, maritime technical training, development projects as well as conducting
studies and evaluation of international conventions and law of the sea;
b) commanding and navigating the ship, seagoing or inland waterway vessels by
supervising the ship's course and speed according to passage plan and safety;
c) planning, supervising and coordinating deck and bridge watch on the vessel;
d) navigating vessels into and out of ports and through straits and other waters where
special knowledge and skill are required;
e) ensuring safe and efficient loading and unloading of cargo and observance of
safety regulations and procedures by crew and passengers;
f) performing technical supervision of maintenance and repair of ship to ensure
compliance with specifications and regulations;
g) directing or arranging supply of ship stores and equipment, recruitment of crew and
provision of other services (except food) for arriving vessels;
h) managing and maintaining inventory, records and documentation;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2172)
2172-01

Marine Officer, Grade A41

2172-02

Assistant Marine Officer, Grade A29

2172-03

Ship Captain

2172-04

Hovercraft Pilot

UNIT GROUP 2173

AIRCRAFT PILOTS AND RELATED PROFESSIONALS

Aircraft Pilots and Related Professionals control the operation of mechanical, electrical and
electronic equipment in order to navigate aircraft and perform pre-flight and in-flight tasks.
Tasks include:
a) giving in-flight instruction, supervising solo flights, accompanying students on flight
training and demonstrating techniques for controlling aircraft;
b) applying knowledge of principles and practices of flying in order to identify and
solve problems arising in the course of their work;
c) examining maintenance records and conducting inspections to ensure that aircraft
are mechanically sound, maintenance has been performed and all equipment is
operational;
d) signing necessary certificates and maintaining official records of flight;
e) obtaining pre-flight briefings and clearances and communicating with air traffic or
flight control during flight;
f) flying public or private aircraft, planning, supervision, testing, modifying flight charts,
taking aerial photography and managing pilot examinations;
g) issuing pilot licences, gathering information from researchers on aircraft accidents
and damage and technical data of all aircraft;
h) carrying out aircraft inspection;
i) examining and approving the establishment of airlines, issuing certificates of
approval for aircraft, conducting research on the breakdown of public aircraft and
participating in the investigation of aircraft accidents and preparing reports;
j) performing related tasks; and
k) enhancing knowledge and coordinating work performance.
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Examples of the occupations classified here: (refer to index, unit group 2173)
2173-01

Pilot/ Pilot Examiner, Grade A41

2173-02

Aircraft Examiner, Grade A41

2173-04

Pilot

2173-05

Flight Navigator

UNIT GROUP 2174

AIR TRAFFIC CONTROLLERS

Air Traffic Controllers direct aircraft movements in the air and on the ground using radio,
radar and lighting systems, and provide information relevant to the operation of aircraft.
Tasks include:
a) directing aircraft approaching and leaving the airport and controlling their
movement on the ground/ airport and directing taxiing, take-offs and landings;
b) directing and controlling aircraft movements in the air using radar or non-radar
procedures and directing aircraft by radio;
c) checking flight plans, position reports, flight levels, estimated arrival times at
reporting points or destinations and authorising changes of flight levels and
altitudes;
d) informing flight crew and operations staff about weather conditions, operational
facilities, flight plans and air traffic;
e) controlling the operation of airport lighting systems such as runway and approach
lights and aerodrome beacons;
f) applying knowledge of principles and practices of air traffic control in order to
identify and solve problems arising in the course of their work;
g) initiating and organising emergency, search and rescue services when aircraft are
in distress;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2174)
2174-01

Air Traffic Control Officer, Grade A41

2174-02

Assistant Air Traffic Control Officer, Grade A29

2174-03

Air Traffic Controller

UNIT GROUP 2175

TRAIN/ LOCOMOTIVE CONTROLLERS

Train/ Locomotive Controllers direct train/ locomotive movements on the ground using
radio, radar and lighting systems, and provide information relevant to the operation of the
train/ locomotive.
Tasks include:
a) directing and controlling train/ locomotive movements;
b) applying knowledge of principles and practices of train/ locomotive traffic control
in order to identify and solve problems arising in the course of their work;
c) initiating and organising emergency, search and rescue services when trains/
locomotives are in distress;
d) performing related tasks; and
e) enhancing knowledge and coordinating work performance.
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Examples of the occupations classified here: (refer to index; unit group 2175)
2175-01

Railway and Locomotive Operation Officer

2175-02

Railway and Locomotive Operation Controller

2175-03

Permanent-Way Inspector (Railways)

UNIT GROUP 2179

TRANSPORT CONTROLLERS NOT ELSEWHERE CLASSIFIED

This unit group covers Transport Controllers Not Elsewhere Classified in Minor Group 217: Ship,
Aircraft and Train/ Locomotive Controllers.
Tasks include:
a) receiving and dispatching cargo and mail;
b) supervising and distributing weights;
c) performing related tasks; and
d) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2179)
2179-01

Load Sheet Officer

2179-02

Shipping Executive

2179-03

Logistics Executive
Air Cargo Officer

2179-04

MINOR GROUP 218 MINING, MANUFACTURING AND CONSTRUCTION PROFESSIONALS
Mining, Manufacturing and Construction Professionals conduct research and improve or
develop concepts, theories and operational methods, or apply existing knowledge in such
fields as mining, manufacturing and construction.
UNIT GROUP 2181

MINING PROFESSIONALS

Mining Professionals conduct research and improve or develop concepts, theories and
operational methods, or apply existing knowledge concerning the mining activities such as
extracting coal, ore, stone, clay and other solid minerals from the earth.
Tasks include:
a) conducting research, developing methods and coordinating activities concerning
the extraction of minerals from mines and stone, or slate and clay from quarries;
b) ensuring the efficient use of resources and the fulfilment of production quotas;
c) studying and advising on technological aspects of particular materials or processes;
d) controlling expenditure;
e) establishing and supervising operational and administrative procedures;
f) overseeing the application of work safety and related procedures;
g) overseeing the selection, training and performance of staff;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2181)
2181-01

Mining Executive
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UNIT GROUP 2182

MANUFACTURING PROFESSIONALS

Manufacturing Professionals conduct research and improve or develop concepts, theories
and operational methods, or apply existing knowledge concerning the production of food,
paper, sawmill, warehouse as well as quality assurance.
Tasks include:
a) studying and advising on technological aspects of particular materials or processes;
b) establishing and supervising operational and administrative procedures;
c) overseeing the application of work safety and related procedures;
d) overseeing the selection, training and performance of staff;
e) negotiating with suppliers, customers and other organisations;
f) representing the department in its dealings with other divisions of the enterprise or
with external bodies;
g) ensuring all production processes fall within the manufacturing specifications and
product characteristics adhere to the company’s standard document;
h) implementing production plan through subordinates and ensuring that utilisation of
manpower, machine and equipment is optimised;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2182)
2182-01

Manufacturing Executive

2182-02

Quality Assurance Executive

2182-03

Quality Assurance Analyst

2182-04

Quality Control Executive

UNIT GROUP 2183

CONSTRUCTION PROFESSIONALS

Construction Professionals conduct research and improve or develop concepts, theories
and operational methods, or apply existing knowledge concerning construction projects.
Tasks include:
a) conducting research, developing methods and coordinating activities concerning
the construction of buildings, dams, highways, pipelines and related construction
projects;
b) studying construction procedures based on starting and completion times and
staffing requirements for each phase of construction, based on knowledge of
available tools and equipment and various building methods;
c) studying and advising on technological aspects of particular materials or processes;
d) establishing and supervising operational and administrative procedures;
e) overseeing the application of work safety and related procedures;
f) overseeing the selection, training and performance of staff;
g) representing the department in its dealings with other divisions of the organisation or
with external bodies;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2183)
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2183-01

Construction Executive

2183-02

Project Executive

2183-03

Site Executive
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SUB-MAJOR 22 HEALTH PROFESSIONALS
Health Professionals conduct research, improve or develop concepts, theories and
operational methods, or apply knowledge relating to fields such as medicine, nursing and
midwifery, dentistry, pharmacy, traditional and complementary medicine, veterinary and
other health professionals.
MINOR GROUP 221 MEDICAL DOCTORS
Medical Doctors study, diagnose, treat and prevent illnesses, infections, injuries and other
physical and mental impairments in humans through the application of the principles and
procedures of modern medicine. They plan, supervise and evaluate the implementation of
health care and treatment, and conduct medical education and research activities.
UNIT GROUP 2211

GENERALIST MEDICAL PRACTITIONERS

Generalist Medical Practitioners diagnose, treat and prevent illnesses, infections, injuries and
other physical and mental impairments and maintain general health in humans through
application of the principles and procedures of modern medicine. They are responsible for
the provision of continuing and comprehensive medical care to individuals, families and
communities.
Tasks include:
a) examining and treating patients, managing treatment and examination of
pregnant women and delivering babies, inspecting bodies and preparing reports,
performing on-call duty and delivering lectures;
b) examining the patients to determine the nature of infections or illnesses;
c) conducting medical examinations and making diagnoses;
d) prescribing medicine and treating diagnosed illnesses, disorders or injuries;
e) giving advice on and applying preventive medicine methods and treatments;
f) participating in the development and implementation of public health laws and
regulations to safeguard and promote the health of a community;
g) teaching medical students and other health sciences students, medical specialists
and other health professionals;
h) preparing scientific papers and reports;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2211)
2211-01

Medical Officer, Grade UD41

2211-02

Instructor, Grade U41

2211-04

Medical Doctor

2211-05

Medical Officer

UNIT GROUP 2212

SPECIALIST MEDICAL PRACTITIONERS

Specialist Medical Practitioners diagnose, treat and prevent illnesses, infections, injuries and
other physical and mental impairments in humans, using specialised testing, diagnostic,
medical, surgical, physical and psychiatric techniques through application of the principles
and procedures of modern medicine. They specialise in certain disease categories or
methods of treatment and may conduct medical education and research in their chosen
areas of specialisation.
Tasks include:
a) conducting medical examinations and making diagnoses;
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b) giving specialised medical or surgical treatment for particular types of illnesses,
disorders or injuries;
c) giving advice on and applying preventive medicine methods and treatments;
d) participating in the development and implementation of public health laws and
regulations for safeguarding and promoting the health of a community;
e) teaching medical students and other health sciences students, medical specialists
and other health professionals;
f) preparing scientific papers and reports;
g) specialising in diagnostic evaluation, rehabilitative and reablement services and
research related to hearing;
h) assisting patients under medical direction to overcome or minimise the effects or
defects and disorders of speech;
i) treating the blind;
j) fixing all kinds of orthotic devices;
k) making splints with thermoplastic materials;
l) examining the patients to determine the diseases;
m) writing specifications for artificial limbs or other appliances and helping to fit them
and explaining their use;
n) performing related tasks; and
o) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2212)
2212-01

Ear, Nose and Throat Specialist

2212-02

Heart Specialist

2212-03

Eye Specialist

2212-04

Anaesthetist

MINOR GROUP 222 NURSING AND MIDWIFERY PROFESSIONALS
Nursing and Midwifery Professionals provide treatment and care for people who are
physically or mentally ill, disabled or infirm, and others in need of care due to potential risks
to health including before, during and after childbirth. They are responsible for the planning,
management and evaluation of the care of patients.
UNIT GROUP 2221

NURSING PROFESSIONALS

Nursing Professionals provide treatment, support and care for people who are in need of
nursing care due to the effects of ageing, illness, injury or other physical or mental
impairment, or potential risks to health.
Tasks include:
a) providing nursing care, treatment and advice to the ill, injured, disabled and others
in need of such care;
b) examining patients to determine the nature of their diseases;
c) conducting medical examinations and making diagnoses;
d) prescribing and giving treatment for diagnosed illnesses, disorders or injuries;
e) giving specialised medical or surgical treatment for particular types of illnesses,
disorders and injuries;
f) giving advice on and applying preventive medicine methods and treatments;
g) participating in the formulation and implementation of public health laws and
regulations to safeguard and promote the health of a community;
h) teaching medical students and other health sciences students, medical specialists
and other health professionals;
i) preparing scientific papers and reports;
j) performing related tasks; and
k) enhancing knowledge and coordinating work performance.

80

1

24

Kumpu lan Utama 2:
PROFESIONAL

Examples of the occupations classified here: (refer to index; unit group 2221)
2221-01

Nurse, Grade U41

2221-02
2221-03

Instructor (Health Science), Grade U41
Professional Nurse

2221-04

Clinical Nurse

UNIT GROUP 2222

MIDWIFERY PROFESSIONALS

Midwifery Professionals deliver babies, provide ante-natal and post-natal care and advise
parents on the care of infants.
Tasks include:
a) advising expectant mothers on appropriate diet, exercises and conduct during the
course of pregnancy and to facilitate childbirth, and noting their general health
and progress;
b) delivering babies, or, more often, assisting doctors in deliveries;
c) assessing progress during pregnancy and childbirth, managing complications and
recognising symptoms requiring referral to a medical doctor specialising in
obstetrics;
d) monitoring the health status of newborns, managing complications and recognising
symptoms requiring referral to a medical doctor specialising in neonatology;
e) monitoring pain and discomfort experienced by women during labour and
alleviating pain using a variety of therapies, including the use of painkillers;
f) attending to mothers in the post-natal period to supervise their recovery, checking
on babies' progress and advising parents on the care of infants;
g) conducting health education classes and seminars to promote the health of
mothers and infants;
h) reporting births to government authorities;
i) conducting research on midwifery practices and procedures and disseminating
findings through scientific papers and reports;
j) planning and conducting midwifery education activities in clinical and community
settings;
k) advising on birth control methods;
l) participating in the formulation and implementation of public health laws and
regulations for safeguarding and promoting the health of a community;
m) preparing scientific papers and reports;
n) performing related tasks; and
o) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2222)
2222-01

Professional Midwife
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MINOR GROUP 223 TRADITIONAL AND COMPLEMENTARY MEDICINE PROFESSIONALS
Traditional and Complementary Medicine Professionals prevent, diagnose and treat
illnesses, infections, injuries and other physical and mental impairments and maintain
general health in humans by applying knowledge, skills and practices acquired through
extensive study of the theories, beliefs and experiences originating from specific cultures.

UNIT GROUP 2231

TRADITIONAL AND COMPLEMENTARY MEDICINE PROFESSIONALS

Traditional and Complementary Medicine Professionals apply traditional medicine
knowledge to the prevention, diagnosis and treatment of human illnesses.
Tasks include:
a) prescribing for and treating diagnosed illnesses, disorders or injuries;
b) examining patients, making diagnoses and treating illnesses and injuries using herbs,
medicinal plants and other traditional techniques used in the community;
c) advising the community and individuals on a proper diet and conduct to preserve
or improve health and well-being;
d) participating in the formulation and implementation of public health laws and
regulations to safeguard and promote the health of a community;
e) teaching medical students and other health sciences students, medical specialists
and other health professionals;
f) preparing scientific papers and reports;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2231)
2231-01

Professional Traditional Medical Practitioner

2231-02

Traditional Medical Specialist

2231-03

Acupuncturist

2231-04

Homeopath

MINOR GROUP 224 PARAMEDICAL PRACTITIONERS
Paramedical Practitioners conduct research and improve or develop concepts, theories
and operational methods, or apply knowledge in emergency medicine for the prevention,
diagnosis and treatment of human illnesses.
UNIT GROUP 2241

PARAMEDICAL PRACTITIONERS

Paramedical Practitioners apply emergency medicine knowledge for the prevention,
diagnosis and treatment of human illnesses.
Tasks include:
a) providing emergency on-scene treatment, stabilising or saving patients and, when
appropriate, transporting ill or injured patients to emergency medical and surgical
treatment facilities such as a hospital and trauma centre;
b) prescribing for and treating diagnosed illnesses, disorders or injuries;
c) advising the community and individuals on a proper diet and conduct to preserve
or improve health and well-being;
d) participating in the formulation and implementation of public health laws and
regulations to safeguard and promote the health of a community;
e) teaching medical students and other health sciences students, medical specialists
and other health professionals;
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f) preparing scientific papers and reports;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2241)
2241-01

Paramedic

2241-02

Primary Care Paramedic

2241-03

Clinical Officer (Paramedical)

2241-04

Feldscher

MINOR GROUP 225 VETERINARIANS
Veterinarians conduct research, improve or develop concepts, theories and operational
methods and diagnose, prevent and treat diseases, injuries and dysfunctions of animals.
They may provide care to a wide range of animals or specialise in the treatment of a
particular animal group, or provide professional services to commercial firms producing
biological and pharmaceutical products.
UNIT GROUP 2251

VETERINARIANS

Veterinarians diagnose, prevent and treat diseases, injuries and dysfunctions of animals.
They may provide care to a wide range of animals or specialise in the treatment of a
particular animal group or in a particular speciality area, or provide professional services to
commercial firms producing biological and pharmaceutical products.
Tasks include:
a) controlling and treating animal diseases;
b) planning and carrying out maintenance work and improving the quality of
livestock;
c) enforcing the law on the import of products of animals, monitoring of quarantine
centres;
d) administering surgical or medical veterinary treatment;
e) rendering obstetric services to animals;
f) testing dairy cattle and other animals and inoculating animals against diseases;
g) advising on hygiene, feeding, breeding and care of animals;
h) inspecting quality, purity and safety of food made wholly or partly from raw
materials of animal origin intended for human consumption;
i) assisting in epidemiological, radiological and other surveillance of animal health;
j) performing autopsies to determine the cause of death;
k) preparing scientific papers and reports;
l) performing related tasks; and
m) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2251)
2251-01

Veterinary Officer, Grade G41

2251-02

Assistant Veterinary Officer, Grade G27

2251-03

Veterinarian

2251-04

Veterinary Epidemiologist
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MINOR GROUP 226 OTHER HEALTH PROFESSIONALS
Other Health Professionals conduct research, improve or develop concepts, theories and
operational methods, and apply scientific knowledge related to medicine, dentistry,
pharmacy, environmental health and hygiene, occupational safety and health,
physiotherapy, nutrition and rehabilitation therapies.
UNIT GROUP 2261

DENTISTS

Dentists diagnose, treat and prevent diseases, injuries and abnormalities of the teeth, mouth,
jaws and associated tissues by applying the principles and procedures of modern dentistry.
They use a broad range of specialised diagnostic, surgical and other techniques to promote
and restore oral health.
Tasks include:
a) providing dental treatment;
b) examining teeth, gums, jaws and other oral tissues using dental and X-ray
equipment;
c) making diagnoses, advising on and giving the necessary dental treatment;
d) cleaning and filling cavities and extracting decayed or deformed teeth;
e) constructing inlays and crowns to replace teeth;
f) designing, constructing and fitting complete and partial dentures, orthodontic and
other appliances and performing bridge work;
g) giving surgical, medical and other forms of treatment for particular types of dental
and oral diseases and disorders;
h) participating in public activities to maintain or improve standards of oral health and
dental care;
i) monitoring dental health exhibitions and providing guidance to staff;
j) performing related tasks; and
k) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2261)
2261-01

Dental Officer, Grade U41

2261-02

Instructor (Dental Nurse), Grade U41

2261-04

Dentist

2261-05

Dentist, Paedodontistry

UNIT GROUP 2262

PHARMACISTS

Pharmacists store and dispense medicine and offer consultation on the use of the medicine
and its effects as per the prescription of a medical doctor and other health professional.
They assist in research, preparation of tests and monitor medical therapy to enhance
human health.
Tasks include:
a) carrying out regulatory activities, i.e. analysing the content of medicine, cosmetics
and traditional medicine, and their registration and licensing activities;
b) checking prescriptions to ensure that recommended dosages are not exceeded
and usage instructions are understood by the patient and advising on the possibility
of incompatible drugs;
c) dispensing drugs in hospitals or selling them in pharmacies;
d) keeping prescription files and recording issue of narcotics, poisons and drugs;
e) conducting research to develop or improve pharmaceuticals, cosmetics and
related chemicals;
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f)

determining the most suitable packaging for medical substances to avoid damage
and facilitate storage and distribution;
g) preparing scientific papers and reports;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2262)
2262-01

Pharmacy Officer, Grade U41

2262-02
2262-03

Assistant Pharmacy Officer, Grade U29
Pharmacist

2262-04

Industrial Pharmacist

UNIT GROUP 2263

ENVIRONMENTAL
PROFESSIONALS

AND

OCCUPATIONAL

HEALTH

AND

HYGIENE

Environmental and Occupational Health and Hygiene Professionals assess, plan and
conduct programmes to identify, monitor and control environmental factors that can
potentially affect human health to ensure safe and healthy workplaces, and to prevent
disease or injury caused by chemical, physical, radiological and biological agents or
ergonomic factors.
Tasks include:
a) inspecting business and residential premises and public areas to detect unsanitary
conditions and health hazards;
b) investigating and preparing reports on all cases of infectious diseases;
c) developing, implementing and reviewing programmes and policies to minimise the
risk of environmental and occupational hazards;
d) giving advice on environment sanitation problems and techniques;
e) promoting preventive and corrective measures such as control of disease carrying
organisms and harmful substances in the air, hygienic food handling, proper
disposal of waste and cleaning of public places;
f) organising campaigns, giving lectures and distributing materials to promote
adoption of improved practices and techniques;
g) coordinating compensation, rehabilitation and return to work of injured workers;
h) applying hygiene and sanitation principles and practices in order to identify and
solve problems arising in the course of work;
i) preparing and submitting reports;
j) performing related tasks; and
k) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2263)
2263-01

Assistant Environmental Health Officer/
Health Officer, Grade U29

Environmental

2263-02
2263-03

Labour Affairs Officer - Occupational Safety and Health
Sanitarian

2263-04

Hazardous Waste Management Technologist
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UNIT GROUP 2264

PHYSIOTHERAPISTS

Physiotherapists assess, plan and conduct rehabilitative programmes that improve or restore
human motor functions, enhance movement ability, relieve pain syndromes, and treat or
prevent physical malfunction associated with injuries, diseases and other impairments. They
apply a broad range of physical therapies and techniques such as movement, ultrasound,
heating, laser and other techniques.
Tasks include:
a) providing scheduled physiotherapy treatment to patients;
b) providing advice to communities and individuals about proper posture to prevent
injury and strengthen muscles;
c) conducting inspections to make diagnoses of disorders of bones, muscles and the
circulatory system or the nervous system to determine the appropriate treatment;
d) massaging clients to improve blood circulation, soothe or stimulate nerves, facilitate
elimination of waste matter, stretch contracted tendons and produce other
therapeutic effects;
e) applying physiotherapy and related techniques as part of the physical or mental
treatment of disabled persons;
f) establishing appropriate treatment for the patient;
g) performing adjustments of the spinal joints and extremities using hands or specialist
equipment;
h) performing soft tissue therapy, such as massage;
i) educating and advising patients on rehabilitation exercises to aid long-term
recovery and ensure health is maintained;
j) participating in the formulation and implementation of public health laws and
regulations for safeguarding and promoting the health of a community;
k) teaching medical students and other health sciences students, medical specialists
and other health professionals;
l) preparing scientific papers and reports;
m) performing related tasks; and
n) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2264)
2264-01

Medical Rehabilitation Officer, Grade U41

2264-02

Instructor (Physiotherapy), Grade U41

2264-04

Physiotherapist

2264-05

Massage Therapist

UNIT GROUP 2265

DIETICIANS AND NUTRITIONISTS

Dieticians and Nutritionists plan and supervise the preparation of diets for individuals or
groups, supervise and evaluate health programmes and assist in appraising the various
factors related to nutrition and food problems in the community.
Tasks include:
a) performing tasks related to the management and monitoring of clinical dietetics
and community services, planning and preparing nutritious and appropriate food
based on the hospital diet manual, and advisory services to patients who require
therapeutic diets;
b) providing nutrition assessments, education, research and training;
c) collecting, managing and assessing data relating to health and nutritional status of
individuals and groups;
d) monitoring food intake and quality to provide nutritional care;
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e) planning and directing the preparation of therapeutic and other diets/menus for
individuals or groups in hospitals, institutions and other establishments;
f) participating in nutrition education programmes and nutrition rehabilitation
activities;
g) advising on nutrition aspects of community food issues and health programmes;
h) keeping abreast of knowledge in related fields and maintaining contacts with
appropriate professionals;
i) preparing educational materials and giving talks and lectures on diet and nutrition;
j) preparing scientific papers and reports;
k) participating in the formulation and implementation of public health laws and
regulations to safeguard and promote the health of a community;
l) teaching medical students and other health sciences students, medical specialists
and other health professionals;
m) performing related tasks; and
n) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2265)
2265-01

Dietetics Officer, Grade U41

2265-02

Dietician

2265-03

Hospital Dietician

2265-04

Public Health Dietician

UNIT GROUP 2266

AUDIOLOGISTS AND SPEECH THERAPISTS

Audiologists and Speech Therapists evaluate, manage and treat physical disorders affecting
human hearing, speech and communication. They prescribe corrective devices or
rehabilitative therapies for hearing loss, speech disorders, and related sensory and neural
problems and provide counselling on hearing and safe communication.
Tasks include:
a) administering auditory tests for infants, children and adults;
b) interpreting and reporting test results;
c) developing and improving test techniques;
d) advising on the selection, fitting and evaluation of hearing aids;
e) researching new advances in hearing aid technology, such as digital hearing aids;
f) testing and maintaining implanted devices, such as cochlear implants;
g) operating audiometric equipment;
h) conducting research into disorders affecting hearing and balance;
i) managing audiology services, including monitoring and improving the quality of
service provided;
j) supervising support staff;
k) participating in the development and implementation of public health laws and
regulations to safeguard and promote the health of a community;
l) teaching medical students and other health sciences students, medical specialists
and other health professionals;
m) preparing scientific papers and reports;
n) performing related tasks; and
o) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2266)
2266-01

Audiologist

2266-02

Speech Therapist

2266-03

Orthoepist

2266-04

Orthophonist
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UNIT GROUP 2267

OPTOMETRISTS AND OPHTHALMIC OPTICIANS

Optometrists and Ophthalmic Opticians examine and treat disorders of the eyes and visual
system and advise on eye care and prescribe optical aids or other therapies.

Tasks include:
a) carrying out eye examinations to detect visual function anomalies;
b) treating and managing these anomalies using glasses, contact lenses, prisms, visual
therapy and low vision devices as well as being a professional consultant in colour
vision problems in the industry and in operation of vehicles, and offering advice to
meet the needs and expectations of stakeholders;
c) examining eyes and performing vision tests to determine the nature and extent of
vision abnormalities;
d) prescribing spectacles and contact lenses or other treatment to improve vision;
e) advising on the proper use and care of spectacles and contact lenses, appropriate
lighting for work or reading and other visual aids;
f) fitting prescribed lenses into frames and adjusting frames or contact lenses on
customers;
g) referring customers with symptoms of ocular diseases to a medical specialist;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2267)
2267-01

Optometry Officer, Grade U41

2267-02

Optometrist

2267-03

Optician

2267-04

Ophthalmic Optician

UNIT GROUP 2268

OCCUPATIONAL THERAPISTS

Occupational Therapists help people of all ages who have physical, mental or social
problems to adapt to any aspect of their life in order to lead more productive, independent
and meaningful lives. Problems may have been from birth, caused by injury, illness, disability
or ageing.

Tasks include:
a) assessing the condition/injury of the patient and disability affecting his functions;
b) encouraging the patient to be independent in daily activities including in his
mobility, personal care and spiritual activities;
c) conducting educational programmes for the patient and his family as a preventive
measure against complications and disability as well as optimal maintenance of the
patient’s ability to function;
d) providing psychological support to motivate the patient;
e) conducting training in social skills to improve the patient’s ability to interact with the
community;
f) encouraging patients to take part in leisure activities and appropriate sports;
g) designing and making orthotic devices / splints to support the patient’s ability to
function;
h) designing and making pressure garments for treatment of scars / keloids, oedema,
etc.;
i) submitting a report on the evaluation, treatment plan and progress of the patient to
medical officers and other relevant parties;
j) operating a daily centre for patients experiencing physical and psychosocial
problems including monitoring and maintenance of their ability to function;
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k) managing a support group for patients to share their problems;
l) performing related tasks; and
m) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2268)
2268-01
UNIT GROUP 2269

Occupational Therapist
HEALTH PROFESSIONALS NOT ELSEWHERE CLASSIFIED

This unit group covers Health Professionals Not Elsewhere Classified in Minor Group 226: Other
Health Professionals.

Tasks include:
a) reviewing and examining applications for radiographic examination;
b) providing a clear explanation to the patient about the examination and the
necessary preparations in accordance with the instruction given;
c) taking samples from patients and animals for research;
d) preparing the test and storage of reagcut, media, standard solution and other
suspensions;
e) submitting report on the results of testing for research and study;
f) performing related tasks; and
g) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2269)
2269-01

X-Ray Technician, Grade U41

2269-02

Instructor (X-Ray Technician), Grade U41

2269-03

Instructor (Medical Laboratory Technologist), Grade U41

2269-05

Orientation Therapist for the Blind
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SUB-MAJOR 23

TEACHING PROFESSIONALS
Teaching Professionals teach the theory and practice of one or more disciplines at different
educational levels, conduct research and improve or develop concepts, theories and
operational methods pertaining to their particular disciplines, and prepare academic
papers and books.
MINOR GROUP 231 UNIVERSITY AND HIGHER EDUCATION TEACHING PROFESSIONALS
University and Higher Education Teaching Professionals prepare and deliver lectures and
conduct tutorials in one or more subjects within a prescribed course of study at a university
or other higher educational institution. They conduct research and prepare academic
papers and books.
UNIT GROUP 2311 UNIVERSITY AND HIGHER EDUCATION TEACHING PROFESSIONALS
University and Higher Education Teaching Professionals prepare and deliver lectures and
conduct tutorials in one or more subjects within a prescribed course of study at a university
or other higher educational institution. They conduct research and prepare academic
papers and books
Tasks include:
a) delivering lectures and conducting tutorials, research and releasing publications;
b) giving lectures, supervising thesis projects, managing practical work/tutorials and
preparing lecture notes/laboratory manuals;
c) conducting examination matters, monitoring the practical training of students,
assisting in reviewing / preparing the curriculum / syllabus, engaging in research
work and undertaking student development work;
d) providing consultancy services to students and outsiders, supervising projects, theses
and student papers, conducting research, publishing journals, articles, books and
other forms of related publications, services, performing community and
professional services, helping students develop their potential and character, and
managing academic-related activities;
e) designing and modifying the curricula and preparing courses of study in
accordance with the requirements;
f) encouraging discussion and independent thinking among students;
g) conducting research and developing concepts, theories and operational methods
for application in the industry and other fields;
h) assisting in co-curricular activities;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2311)
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2311-01

University Lecturer, Grade DS45

2311-02

Medical Lecturer, Grade DU45

2311-10

Lecturer

2311-11

Tutor
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MINOR GROUP 232 VOCATIONAL EDUCATION TEACHERS
Vocational Education Teachers teach or instruct vocational subjects at educational
institutions, secondary schools and colleges. They prepare students for employment in
specific occupations or occupational areas for which university or higher education is not
normally required.
UNIT GROUP 2321

VOCATIONAL EDUCATION TEACHERS

Vocational Education Teachers teach or instruct vocational subjects at educational
institutions, secondary schools and colleges. They prepare students for employment in
specific occupations or occupational areas for which university or higher education is not
normally required.
Tasks include:
a) planning and preparing lessons in accordance with the prescribed/ recommended
curriculum;
b) teaching and supervising students class work and discipline;
c) preparing, assigning and marking exercises, assignments and tests to evaluate
student progress;
d) preparing reports on students’ work and conferring with other teachers and parents;
e) participating in staff meetings and educational conferences and workshops;
f) organising or assisting in co-curricular activities;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2321)
2321-01

Teacher, Technical

2321-02

Teacher, Vocational

MINOR GROUP 233 SECONDARY EDUCATION TEACHERS
Secondary Education Teachers teach one or more subjects in secondary school and
organise educational activities.
UNIT GROUP 2331

SECONDARY SCHOOL TEACHERS

Secondary School Teachers teach one or more subjects in secondary school and organise
educational activities.
Tasks include:
a) planning and preparing lessons in accordance with the prescribed/ recommended
curriculum;
b) teaching and supervising students’ class work and discipline;
c) preparing, assigning and marking exercises, assignments and tests to evaluate
student progress;
d) preparing reports on students’ work and conferring with other teachers and parents;
e) participating in staff meetings and educational conferences and workshops;
f) organising or assisting in co-curricular activities;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2331)
2331-01

Graduate Education Service Officer, Grade DG41

2331-02

Secondary Education Teacher

2331-03

Graduate Teacher Officer

2331-04

Pre-University Teacher
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MINOR GROUP 234 PRIMARY SCHOOL AND EARLY CHILDHOOD TEACHERS
Primary School and Early Childhood Teachers teach various subjects at the primary
education level and organise educational activities.
UNIT GROUP 2341

PRIMARY SCHOOL TEACHERS

Primary School Teachers teach various subjects at the primary education level.
Tasks include:
a) being responsible for the curriculum, co-curriculum, student affairs management,
office management and administration;
b) preparing teaching programmes such as reading, writing and arithmetic according
to the prescribed or recommended curriculum;
c) preparing, supervising and marking tests, projects and assignments to train pupils
and to evaluate their progress, and giving additional guidance if necessary;
d) organising and supervising pupils’ co-curricular activities such as assisting in sports
activities, school concert, visits and special programmes;
e) encouraging the personal development of pupils and discussing their progress with
parents;
f) maintaining attendance records and school discipline;
g) participating in staff meetings and educational conferences and workshops;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2341)
2341-01

Post-Diploma Education Service Officer, Grade DGA29

2341-02

Primary School Teacher

UNIT GROUP 2342

EARLY CHILDHOOD EDUCATORS

Early Childhood Educators promote physical, mental and social development of pre-school
children through educational activities and games.
Tasks include:
a) planning and organising activities designed to facilitate development of children’s
physical and social skills;
b) promoting language development through storytelling, role play, songs, rhymes,
conversations and informal discussions;
c) observing children in order to evaluate and discuss progress and potential problems
with parents;
d) supervising children’s activities to ensure safety and resolving conflicts;
e) attending staff meetings, educational conferences and workshops;
f) performing related tasks; and
g) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2342)
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2342-01

Pre-Primary School Teacher

2342-02

Kindergarten Teacher

2342-03

Pre-School Teacher

2342-04

Early Childhood Educator
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MINOR GROUP 235 MUSIC, ARTS AND PERFORMING ARTS TEACHERS
Music, Arts and Performing Arts Teachers teach theory, practical and performance in music,
arts and performing arts and organise educational activities.
UNIT GROUP 2351

MUSIC TEACHERS

Music Teachers teach theory, practical and performance in music and organise
educational activities.
Tasks include:
a) preparing and delivering lessons to students on fundamental topics in music;
b) organising performance groups and directing their rehearsals;
c) planning and preparing lessons in accordance with the prescribed/ recommended
curriculum;
d) teaching and supervising students’ class work and discipline;
e) preparing, assigning and marking exercises, assignments and tests to evaluate
student progress;
f) preparing reports on students’ work and conferring with other teachers and parents;
g) participating in staff meetings and educational conferences and workshops;
h) organising or assisting in co-curricular activities;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2351)
2351-01

Music Teacher

2351-02

Singing Teacher

UNIT GROUP 2352

ARTS TEACHERS

Arts Teachers teach theory, practical and performance in arts, including fine and applied
arts such as painting and sculpture design and crafts.
Tasks include:
a) preparing and delivering lessons to students on fundamental topics in arts;
b) explaining and demonstrating artistic techniques;
c) planning and preparing lessons in accordance with the prescribed/recommended
curriculum;
d) teaching and supervising students’ class work and discipline;
e) preparing, assigning and marking exercises, assignments and tests to evaluate
student progress;
f) preparing reports on students’ work and conferring with other teachers and parents;
g) participating in staff meetings and educational conferences and workshops;
h) organising or assisting in co-curricular activities;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2352)
2352-01

Fine Arts Teacher

2352-02

Sculpture Teacher

2352-03

Painting Teacher
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UNIT GROUP 2353

PERFORMING ARTS TEACHERS

Performing Arts Teachers teach theory and practical in performing arts, dance, drama,
visual and other performing arts.
Tasks include:
a) preparing and delivering lessons to students on fundamental topics in performing
arts;
b) explaining and demonstrating artistic techniques;
c) planning and preparing lessons in accordance with the prescribed/ recommended
curriculum;
d) teaching and supervising students’ class work and discipline;
e) preparing, assigning and marking exercises, assignments and tests to evaluate
student progress;
f) preparing reports on students’ work and conferring with other teachers and parents;
g) participating in staff meetings and educational conferences and workshops;
h) organising or assisting in co-curricular activities;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2353)
2353-01

Modelling Teacher

2353-02

Dance Teacher

2353-03

Drama Teacher

MINOR GROUP 236 LANGUAGE TEACHERS
Language teachers plan, prepare and organise language programme activities.
UNIT GROUP 2361

LANGUAGE TEACHERS

Language Teachers plan, prepare and organise language programme activities.
Tasks include:
a) coordinating all language programme activities including selecting participants,
teaching, assessing course participants, as well as conducting studies and research
for training requirements;
b) planning, preparing and delivering lessons according to classes and age groups;
c) marking and giving appropriate feedback on oral and written work;
d) formulating and writing new materials;
e) participating in social and cultural activities;
f) carrying out freelance teaching on a one-to-one basis;
g) conducting specialist courses for adults or business people who may require
knowledge of scientific, technical or commercial terms;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2361)
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2361-01

Language Teacher, Grade DG41

2361-02

Intensive Language Teacher

2361-03

Migrant Education Teacher

2361-04

Practical Language Teacher
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MINOR GROUP 237 RELIGIOUS TEACHERS
Religious Teachers teach a course in religion and theology.
UNIT GROUP 2371

RELIGIOUS TEACHERS

Religious Teachers teach a course in religion and theology.
Tasks include:
a) preparing and delivering lessons to students on topics of ethics, logic and
contemporary religious thought;
b) planning and preparing lessons in accordance with the prescribed/ recommended
curriculum;
c) teaching and supervising students’ class work and discipline;
d) preparing, assigning and marking exercises, assignments and tests to evaluate
student progress;
e) preparing reports on students’ work and conferring with other teachers and parents;
f) participating in staff meetings and educational conferences and workshops;
g) organising or assisting in co-curricular activities;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2371)
2371-01

Islamic Religious Teacher

2371-02

Ustaz/ Ustazah

2371-03

Islamic Education Teacher

2371-04

Religious Education Teacher

MINOR GROUP 238 TECHNOLOGY SKILL AND TECHNICAL TRAINERS
Technology Skill and Technical Trainers train school leavers and the existing industry
workforce for employment purposes, leading to Levels 1-3 of the Malaysian Skill Certificate
(SKM), Level 4 of the Malaysian Skill Diploma (DKM) and Levels 5 and above of the
Advanced Malaysian Skill Diploma (DLKM). More than 70 per cent of the training is hands-on
and part of the training is conducted at the workplace through apprenticeship or the
National Dual Training System.
UNIT GROUP 2381

VOCATIONAL TRAINING OFFICERS

Vocational Training Officers develop the National Occupational Skill Standards (NOSS),
curriculum and training materials, teach or train students for employment purposes in one or
more subjects such as petrochemistry; pharmacy; wood-based products; rubber and
rubber-based products; oil palm-based industries; food processing; electrical and electronic
equipment; medical devices; textiles and apparel; machinery and equipment; metals;
transport equipment; business and professional services; integrated logistics services; ICT
services; trade distribution; construction services; education and training; health services;
tourism services.
Tasks include:
a) carrying out research and development on vocational training in line with industry
needs;
b) preparing and using lesson plans as well as demonstrating to transfer skills to
trainees;
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c) managing and providing training including teaching plans, explanatory papers,
working papers, task lists and teaching aids as well as ensuring trainees acquire skills,
and teaching practical and theory sessions;
d) ensuring the products of the national skill training system can fulfil industry
requirements;
e) facilitating the knowledge sharing between industries and skill training centres which
will contribute more to industrial R&D;
f) giving instructions and hands-on and theoretical lessons in their fields or expertise
and supervising trainees at the workshop and shop;
g) identifying factors that cause imbalance in skilled human resource and
competency;
h) planning and doing effective promotion for the skill training programme to upgrade
workers’ aptitude level and productivity;
i) introducing strategies, policies and programmes for development of human capital
skills and competency through curriculum development; collaboration between
industry and industrial training learning centres; better facilities for experts in the
institution and the industry;
j) performing related tasks; and
k) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2381)
2381-01
2381-02

Vocational Training Assistant/ Assistant Vocational Training
Officer/ Vocational Training Officer, Grade J17
Skill Training Trainer

MINOR GROUP 239 OTHER TEACHING PROFESSIONALS
Other Teaching Professionals conduct research and advise on teaching methods, teach
those with learning difficulties or special needs; teach languages for migration and related
purposes; give private tuition; teach information technology and other subjects outside the
primary, secondary and higher education systems and provide other teaching services not
classified elsewhere in Sub--Major 23, Teaching Professionals.
UNIT GROUP 2391

EDUCATION METHOD SPECIALISTS

Education Method Specialists conduct research and develop or advise on teaching
methods, courses and teaching aids. They review and examine teachers' work, the functions
of educational institutions and the results achieved and recommend changes and
improvements.
Tasks include:
a) researching into current developments in curricula, teaching methods and other
educational practices, and advising on necessary changes and possible
improvements;
b) evaluating and advising on course contents and examination methods;
c) researching into audio-visual and other teaching aids;
d) documenting subjects and courses developed, and evaluating new courses;
e) providing ongoing professional development, training and consultative services to
teachers;
f) organising and conducting workshops and conferences to train teachers in new
programmes and methods;
g) developing the structure, content and objectives of new courses and programmes;
h) visiting schools periodically and conferring with administrative and teaching staff on
matters relating to the curriculum, teaching methods, tools, etc;
i) visiting classrooms to observe teaching techniques and to evaluate teachers’
performance and academic results obtained;
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j)
k)
l)

preparing reports and making recommendations to educational authorities
concerning possible changes and improvements to the curriculum, teaching
methods, etc;
performing related tasks; and
enhancing knowledge and coordinating work performance.

Examples of the occupations classified here: (refer to index; unit group 2391)
2391-01

Curriculum Developer

2391-02

Education Method Specialist

2391-03

School Inspector

2391-04

Educational System Evaluator

UNIT GROUP 2392

SPECIAL NEEDS TEACHERS

Special Needs Teachers teach physically or mentally disabled children, youths or adults, or
those with learning difficulties or other special needs. They promote the social, emotional,
intellectual and physical development of their students.
Tasks include:
a) designing or modifying the curricula and preparing lessons and activities adapted
to students’ abilities and needs;
b) giving instructions to individuals or groups using special techniques or teaching aids
suited to the students’ needs;
c) giving instructions using techniques or special teaching aids such as Braille or lipreading appropriate to the students’ disability and level and supervising work in
class;
d) encouraging students to have confidence, helping them to discover and adopt
methods which compensate for limitations imposed by their disability, and
promoting a sense of achievement;
e) administering tests, evaluating and observing progress of each student and
discussing it with parents, teachers, physiotherapists, social workers, etc.;
f) discussing various learning programmes with parents;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2392)
2392-01

Teacher, Special Education for the Deaf

2392-02

Teacher, Special Education for the Dumb

2392-03

Teacher, Special Education for the Blind

2392-04

Teacher, Special Education for the Mentally Disabled

UNIT GROUP 2393

INFORMATION TECHNOLOGY TRAINERS

Information Technology Trainers develop, schedule and conduct training programmes and
courses for computer and other information technology users.
Tasks include:
a) preparing and developing instructional training material and aids such as
handbooks, visual aids, online tutorials, demonstration models and supporting
reference for training documentation;
b) carrying out training needs analyses;
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c) designing course materials and other documents such as handouts, manuals and
exercises;
d) preparing the learning environment and resources, including setting up IT
equipment;
e) carrying out maintenance of hardware and software used for training purposes and
recommending repairs and upgrades to management where appropriate;
f) keeping abreast of developments in relevant systems, software and online training
technology;
g) dealing with administrative records;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2393)
2393-01

Satellite-Instruction Facilitator

2393-02

Computer Trainer

2393-03

Software Trainer

UNIT GROUP 2399

TEACHING PROFESSIONALS NOT ELSEWHERE CLASSIFIED

This unit group covers Teaching Professionals Not Elsewhere Classified in Minor Group 239:
Other Teaching Professionals.

Tasks include:
a) planning, managing and coordinating matters related to the marching activities of
the band, and enforcing the discipline of trainees;
b) assessing students’ level of ability and determining their learning needs;
c) planning, preparing and delivering study programmes, lessons and workshops for
individual students and groups;
d) assigning exercises and work relevant to students’ level of ability, interests and
aptitude;
e) revising curricula, course content, course materials and methods of instruction;
f) preparing students for examinations and assessments;
g) counselling students to help them understand and overcome personal, social or
behavioural problems affecting their education;
h) teaching exceptionally intelligent and problematic students;
i) assisting school children who have academic, behavioural or personality problems
and working with children, parents and teachers the ways for overcoming
difficulties;
j) planning, organising and implementing special programmes to provide remedial or
additional guidance;
k) performing related tasks; and
l) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2399)
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2399-01

Training Officer, Grade E41

2399-02

Assistant Training Officer, Grade E27

2399-05

Educational Counsellor

2399-06

Vocational Student Counsellor
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SUB-MAJOR 24 BUSINESS AND ADMINISTRATION PROFESSIONALS
Business and Administration Professionals perform analytical, conceptual and practical tasks
to provide services in financial, human resource development, public relations, marketing,
sales, medical, information and communication technology matters and conduct reviews
of organisational structures, methods and systems as well as quantitative analyses of
information in investment activities.
MINOR GROUP 241 FINANCE PROFESSIONALS
Finance Professionals plan and perform accounting services, advise on accountancy
matters, plan and conduct financial audits of accounts of individuals, establishments and
public or private institutions.
UNIT GROUP 2411

ACCOUNTANTS

Accountants plan, organise and administer accounting systems, and examine and analyse
the accounting and financial records of individuals and establishments to ensure accuracy
and compliance with established accounting standards and procedures.

Tasks include:
a) managing the overall functions of accounting and finance, including performing
analysis of financial reports and treasury functions;
b) advising on, planning and implementing budgetary policies and systems, account
control and other accounting policies and systems;
c) preparing and certifying financial statements for presentation to the management,
shareholders and statutory or other bodies;
d) auditing and preparing a draft audit report, accounts of the government, statutory
bodies, local authorities, Islamic Religious Council and other funds;
e) preparing tax returns, advising on tax problems and supporting disputed claims
before tax officials;
f) preparing or reporting on profit forecasts and budgets;
g) preparing project costing and risk analysis;
h) identifying areas of cost reduction and recommending cost saving/control
measures;
i) conducting financial investigations, undertaking audits, preparing reports and
advising on such matters as suspected fraud, insolvency, bankruptcy, mergers,
capital financing and the purchase and sale of businesses;
j) acting as liquidation agents in matters relating to bankruptcy and taxation;
k) performing related tasks; and
l) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2411)
2411-01

Accountant, Grade W41

2411-02

Executive Officer (Accounting), Grade 41

2411-09

Auditing Accountant

2411-10

Accountant
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UNIT GROUP 2412

FINANCIAL AND INVESTMENT ADVISERS

Financial and Investment Advisers develop financial plans for individuals and organisations
and invest and manage funds on their behalf.
Tasks include:
a) analysing the financial profile of companies for the purpose of making investment
recommendations;
b) building and maintaining a client base;
c) interviewing clients to determine financial status and objectives, modified risk and
other information needed to plan financial and investment strategies;
d) overseeing and coordinating treasury activities such as foreign exchange, money
market and bond transactions;
e) arranging to buy and sell stocks and bonds for clients;
f) monitoring investment performance and reviewing investment plans based on
modified needs and changes in markets;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2412)
2412-01

Finance Officer, Grade W41

2412-02

Assistant Finance Officer, Grade W27

2412-05

Corporate Financial Adviser

2412-06

Financial and Investment Adviser

UNIT GROUP 2413

FINANCIAL ANALYSTS

Financial Analysts conduct quantitative analyses of information affecting investments in
public and private institutions.

Tasks include:
a) analysing company financial profile for investment planning;
b) monitoring economic, industrial and corporate developments through analysis of
available information;
c) preparing investment action plans based on financial analyses;
d) presenting oral and written reports on general economic trends, individual
corporations, and entire industries;
e) performing related tasks; and
f) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2413)
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2413-01

Financial Analyst

2413-02

Bond Analyst

2413-03

Investment Consultant

2413-04

Operational Risk Analyst
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MINOR GROUP 242 ADMINISTRATION PROFESSIONALS
Administration Professionals apply various concepts and theories to improve the
effectiveness of organisations and the individuals within the organisations.
UNIT GROUP 2421

MANAGEMENT AND ORGANISATION ANALYSTS

Management and Organisation Analysts assist organisations to achieve greater efficiency
and solve organisational problems. They study organisational structures, methods, systems
and procedures.

Tasks include:
a) conducting inspection, examining and analysing property data for preparation of
assessment report;
b) assisting and encouraging the development of objectives, strategies and plans
aimed at achieving customer satisfaction and the efficient use of organisation
resources;
c) analysing and evaluating current systems and structures;
d) discussing current systems with staff and observing systems at all levels of
organisation;
e) providing guidance to clients for a more efficient organisation and finding solutions
to organisational problems;
f) undertaking and reviewing studies by analysing existing and proposed methods
and procedures such as administrative and clerical procedures;
g) recording and analysing organisational work flow charts, records, reports, manuals
and job descriptions;
h) preparing and making proposals to revise methods and procedures, alter work
flows, redefine job functions and resolve organisational problems;
i) assisting in implementing approved recommendations, verifying revised regulations
and procedure manuals, and drafting other documentation;
j) reviewing operating procedures and advising on departure from procedures and
standards;
k) performing related tasks; and
l) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2421)
2421-01

Evaluation Officer, Grade W41

2421-02

Assistant Valuation Officer, Grade W27

2421-03

Organisation and Method Analyst

2421-04

Research and Information Analyst

UNIT GROUP 2422

POLICY ADMINISTRATION PROFESSIONALS

Policy Administration Professionals plan, devise and execute policies on management of
human resource and the organisation, financial resources, the economy, administration and
development of regions/districts/local areas/land, social planning and administration,
international relations and foreign affairs (including foreign services), national
security/defence and information technology management.
Tasks include:
a) liaising and consulting with programme administrators and other interested parties
to identify policy needs;
b) reviewing existing policies and regulations to identify anomalies and inappropriate
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allocations;
c) researching social, economic and industrial trends, and client expectations of
programmes and services provided;
d) formulating and analysing policy options, preparing briefing papers and
recommendations for policy changes, and advising on preferred options;
e) conducting threat and risk assessments and developing responses;
f) reviewing operations and programmes to ensure consistency with organisational
policies;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2422)
2422-01
2422-02

Administrative and Diplomatic Officer, Grade M41
Policy Analyst

2422-03

Intelligence Officer

2422-04

Policy Officer

UNIT GROUP 2423

PERSONNEL AND CAREER PROFESSIONALS

Personnel and Career Professionals provide professional business services related to
personnel policies such as employee recruitment or development, occupational analyses
and vocational guidance.
Tasks include:
a) advising on and performing personnel functions relating to recruitment, placement,
training, staff performance, promotion, compensation and employee-management
relations;
b) maintaining personnel records and associated human resource information systems;
c) studying and analysing jobs performed in an establishment, conducting interviews
with workers, supervisors and the management, and writing detailed post, job and
occupation descriptions from data obtained;
d) preparing occupational information booklets/pamphlets and occupational
classification systems;
e) advising on aspects of personnel administration, manpower research and planning,
training or occupational information and vocational guidance;
f) studying and advising individuals on employment opportunities, career choices and
further education or training;
g) providing guidance to students, parents and teachers in a wide range of matters,
including students’ personal problems, learning difficulties and special needs;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2423)
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2423-01

Personnel Safety Officer

2423-02

Personnel Officer

2423-03

Human Resource Executive

2423-04

Job Analyst
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UNIT GROUP 2424

TRAINING AND STAFF DEVELOPMENT PROFESSIONALS

Training and Staff Development Professionals plan, develop, conduct and evaluate training
and development programmes to ensure that the management and staff acquire skills and
develop the competencies required by the organisation to meet organisational objectives.
Tasks include:
a) identifying training needs and requirements of individuals and organisations;
b) setting human resource development objectives and evaluating learning
outcomes;
c) preparing and developing instructional training material and aids such as
handbooks, visual aids, online tutorials, demonstration models and supporting
training reference documentation;
d) designing, coordinating, scheduling and conducting training and development
programmes that can be delivered in the form of individual and group instruction,
and facilitating workshops, meetings, demonstrations and conferences;
e) liaising with external training providers to arrange delivery of specific training and
development programmes;
f) promoting internal and external training and development, and evaluating these
promotional activities;
g) monitoring and conducting ongoing evaluation and assessment of internal and
external training quality and effectiveness, and reviewing and modifying training
objectives, methods and course deliverables;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2424)
2424-01

Staff Training Officer

2424-02

Vocational Staff Training Officer

2424-03

Workforce Development Specialist

UNIT GROUP 2425

ADMINISTRATIVE PROFESSIONALS

Administrative Professionals handle work related to financial management, supply and
development procurement, management, services of personnel, office administration,
official functions, consular matters and other administrative duties.
Tasks include:
a) planning, formulating and implementing public policies;
b) preparing working papers, concept papers and reports on organisational
performance;
c) organising meetings / conferences;
d) conducting research and maintaining organisational profile and database;
e) coordinating travel arrangements for staff on work matters;
f) preparing and assessing follow-up reports of staff and/or clients;
g) coordinating all training courses and maintaining staff training records;
h) maintaining scheduling record;
i) handling stationery requisition, printing, binding and general logistics support;
j) performing related tasks; and
k) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2425)
2425-01

Administrative Officer, Grade N41

2425-02
2425-18

Executive Officer (Administration), Grade 41
Administration Executive Officer

2425-19

Operation Executive
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UNIT GROUP 2426 RESEARCH AND DEVELOPMENT PROFESSIONALS
Research and Development Professionals plan, execute policies and responsible for basic
research and science to the development of technology and new inventions.
Tasks include:
a) conducting research to produce new discoveries;
b) conducting research to improve the quality of existing inventions;
c) conducting research to improve production;
d) evaluating and determining the results of such research could be used for
development purposes;
e) enforcing relevant acts;
f) carrying out studies and research on quality assurance, research and the transfer of
science and technology and development, and training courses for users in the
country;
g) conducting basic and applied research, expert advice, and disseminate
information on related technologies in the country;
h) carrying out research development (R & D) in various fields; and
i) enhancing knowledge and coordinating the work performance
Examples of the occupations classified here: (refer to index; unit group 2426)
2426-01

Research Officer, Grade Q41

2426-02

Scientific Officer, Grade C41

2426-06

Agro-Based Biotech Food Researcher

2426-07

Aquaculture Biotech Researcher

MINOR GROUP 243 SALES, MARKETING AND PUBLIC RELATIONS PROFESSIONALS
Sales, Marketing and Public Relations Professionals plan, develop, coordinate and carry out
information dissemination programmes to promote the organisation, goods and services,
and represent companies in selling a range of technical, industrial, medical,
pharmaceutical and ICT goods and services to improve their structure, efficiency and/or
profits.
UNIT GROUP 2431

ADVERTISING AND MARKETING PROFESSIONALS

Advertising and Marketing Professionals develop and coordinate advertising strategies and
campaigns and develop market opportunities for new and existing goods and services.
Tasks include:
a) planning, implementing and monitoring various business activities;
b) reporting on customer feedback and requirements to manufacturers;
c) developing and devising creative ideas for an advertising campaign for a brand or
business;
d) advising clients on how, when and where to spend their advertising budgets;
e) providing direct, creative and strategic communication with the target audience,
e.g. direct mail and direct response radio advertising;
f) interacting with the media;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2431)
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2431-01

Advertising Account Executive

2431-02

Market Research Business Analyst

2431-03

Sales Promotion Officer

2431-04

Business Efficiency Officer
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UNIT GROUP 2432

PUBLIC RELATIONS PROFESSIONALS

Public Relations Professionals improve, advise or apply operational methods to build,
maintain and manage communications between an organisation and the public.
Tasks include:
a) managing press conferences, draft press releases, briefing notes and information
publications, exhibitions and annual reports;
b) writing and editing press releases, in-house newsletters, speeches, articles and
annual reports;
c) maintaining and updating information on the organisation’s website;
d) preparing and supervising the production of publicity brochures, handouts,
promotional videos, photographs, films and multimedia programmes;
e) responding to queries from individuals, journalists and other organisations;
f) giving briefings at presentations, press conferences, radio and TV interviews, and
meetings;
g) developing and maintaining good working relations with the media, including local
and national newspapers, magazines, radio and television;
h) organising special events such as press conferences, exhibitions, open days, tours,
competitions and sponsorship;
i) fostering community relations through events such as open days and involvement in
community initiatives;
j) focusing on improving the well-being of individuals, families and the community.
k) planning, research and evaluation;
l) performing related tasks; and
m) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2432)
2432-01

Information Officer, Grade S41

2432-02

Assistant Information Officer, Grade S27

2432-03

Public Relations Officer

2432-04

Corporate Affairs Executive

UNIT GROUP 2433

TECHNICAL AND MEDICAL SALES PROFESSIONALS (EXCLUDING ICT)

Technical and Medical Sales Professionals (Excluding ICT) improve, advise or apply
operational methods specialised in the sale of medical and healthcare products including
installations, equipment and technical products and related services, and provide
specialised information as required.
Tasks include:
a) assessing clients' needs and recommending appropriate goods or services;
b) attending company meetings, technical data presentations and briefings;
c) being sensitive to the development of the National Health Service (NHS),
anticipating potential negative and positive impacts on the business and adopting
appropriate strategies;
d) keeping abreast of the health service activities in a particular area;
e) providing information on the design for products or services which shall be in
accordance with customer requirements;
f) preparing reports and working papers to carry out a demonstration of the benefits
of a product or service;
g) arranging delivery of goods, installation of equipment and provision of services;
h) planning, research and evaluation;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
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Examples of the occupations classified here: (refer to index; unit group 2433)
2433-01

Sales Representative, Medical

2433-02

Sales Representative, Medical Devices

2433-03

Sales Representative, Medical Hardware

2433-04

Sales Representative, Active Implantable Devices

UNIT GROUP 2434

INFORMATION AND COMMUNICATIONS TECHNOLOGY (ICT) SALES
PROFESSIONALS

Information and Communications Technology (ICT) Sales Professionals sell a range of
computer hardware, software and other information and communications technology
goods and services including installation and provide specialised information as required.

Tasks include:
a) soliciting orders and selling goods to retail, industrial, wholesale and other
establishments;
b) selling technical equipment, supplies and services to business establishments or
individuals;
c) discussing the needs of new and existing customers and providing specialised
information about how specific equipment, supplies and services meet those needs;
d) quoting and negotiating prices and credit terms, completing contracts and
recording orders;
e) updating customer records and preparing sales reports;
f) arranging delivery of goods, installation of equipment and provision of services; and
g) reporting customers’ reactions and requirements to manufacturers.
Examples of the occupations classified here: (refer to index; unit group 2434)
2434-01
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2434-02

Sales Representative, Information and Communications
Technology
Sales Representative, Computer

2434-03

Product Support Engineer

2434-04

Information Technology Sales Engineer
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SUB-MAJOR 25 INFORMATION AND COMMUNICATIONS TECHNOLOGY PROFESSIONALS
Information and Communications Technology Professionals conduct research, plan, design,
write, test, advise and improve information technology systems, hardware, software and
related concepts for specific applications; develop associated documentation including
principles, policies and procedures; and design, develop, control, maintain and support
databases and other information systems to ensure optimal performance and data integrity
and security.
MINOR GROUP 251 SOFTWARE AND APPLICATION DEVELOPERS AND ANALYSTS
Software and Application Developers and Analysts conduct research, plan, design, write,
test, advise on and improve information technology systems such as hardware, software
and other applications to meet specific requirements.
UNIT GROUP 2511

SYSTEMS ANALYSTS

Systems Analysts gather and analyse facts on operations, procedures and systems for
transfer into a program appropriate for data processing equipment, and recommend
computer use to increase productivity efficiency and organisational profit.
Tasks include:
a) preparing program specifications for computer programmers;
b) conducting research, analysing and evaluating information technology
requirements, procedures or customer problems;
c) developing, implementing recommendations and plans for improving current or
future information systems;
d) identifying and evaluating inefficiencies and analysing processes, procedures and
work practices to optimise organisational performance;
e) creating, taking on and implementing system testing projects;
f) developing functional specifications for use by system developers;
g) expanding or modifying systems to improve work flow or new services;
h) coordinating and linking the computer systems within an organisation to increase
optimise organisational operation;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2511)
2511-01

Computer Communications Analyst

2511-02

Electronic Data Processing Analyst

2511-03

Management Information Systems (MIS) Analyst

2511-04

Computer Systems Analyst

UNIT GROUP 2512

SOFTWARE DEVELOPERS

Software Developers study, analyse and evaluate requirements for existing or new software
applications and operating systems, and design, develop, test and maintain software
solutions to meet the requirements.
Tasks include:
a) studying, analysing and evaluating requirements for software applications and
operating systems;
b) studying, designing and developing computer software systems;
c) consulting with engineering staff to evaluate interfaces between hardware and
software;
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d) developing and directing software testing and procedure validation;
e) modifying existing software to correct errors, to adapt it to new hardware or to
upgrade interfaces and improve performance;
f) directing software programming and development of documentation;
g) assessing, developing, upgrading and documenting maintenance procedures for
operating systems, communication environments and application software;
h) consulting with customers concerning maintenance of software system; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2512)
2512-01

Software Developer

2512-02

Multimedia Software Developer

2512-03

Software Designer

2512-04

Design Engineer

UNIT GROUP 2513

WEB AND MULTIMEDIA DEVELOPERS

Web and Multimedia Developers combine design and technical knowledge to study,
analyse, evaluate, design, programme and modify websites and applications that display
text, graphics, animation, imaging, audio and video, and other interactive media.
Tasks include:
a) analysing, designing and developing Internet sites applying a mixture of artistry and
creativity with software programming and scripting languages and interfacing with
operating environments;
b) designing and developing digital animation, imaging, presentations, games, audio
and video clips, and Internet applications using multimedia software, tools and
utilities, interactive graphics and programming languages;
c) communicating with network specialists regarding web-related issues such as
security and hosting websites to control and enforce Internet and web server
security, space allocation, user access, business continuity, website backup and
disaster recovery planning;
d) designing, developing and integrating computer code with other specialised inputs
such as image files, audio files and scripting languages to produce, maintain and
support websites;
e) assisting in analysing, specifying and developing Internet strategies, web-based
methodologies and development plans;
f) performing related tasks; and
g) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2513)
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2513-01

Website Developer

2513-02

Internet/ Intranet Developer

2513-03

Website Architect

2513-04

Webmaster
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UNIT GROUP 2514

APPLICATION PROGRAMMERS

Application Programmers write and maintain programmable code outlined in technical
instructions and specifications for software applications and operating systems.
Tasks include:
a) writing and maintaining the program code outlined in instructions and specifications
in accordance with quality accredited standards;
b) revising, repairing or expanding existing programs to increase operating efficiency
or adapt to new requirements;
c) conducting trial runs of programs and software applications to confirm that they will
produce the desired information;
d) compiling and writing documentation of program development;
e) identifying and communicating technical problems, processes and solutions;
f) performing related tasks; and
g) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2514)
2514-01

Computer Programmer

2514-02

Software Programmer

2514-03

Technical Programmer

2514-04

Information Technology Programmer

UNIT GROUP 2519

SOFTWARE AND APPLICATION
ELSEWHERE CLASSIFIED

DEVELOPERS

AND

ANALYSTS

NOT

This unit group covers Software and Application Developers and Analysts Not Elsewhere
Classified in minor group 251: Software and Application Developers and Analysts.
Tasks include:
a) developing and documenting software testing plans;
b) installing software and hardware and configuring operating system software in
preparation for testing;
c) verifying that programme functions are according to user requirements and
established guidelines;
d) executing, analysing and documenting results of software application tests and
information and telecommunication system tests;
e) developing and implementing software and basic information system testing,
procedures and scripts;
f) performing related tasks; and
g) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2519)
2519-01

Software Tester

2519-02

Systems Tester

2519-03

Product Quality Assurance Engineer (IT)

2519-04

QA Analyst (IT)
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MINOR GROUP 252 DATABASE AND NETWORK PROFESSIONALS
Database and Network Professionals design, develop, maintain and support optimal
performance and control security and infrastructure, including database, hardware and
software, network and operating systems.
UNIT GROUP 2521

DATABASE DESIGNERS AND ADMINISTRATORS

Database Designers and Administrators design, develop, control, maintain and support the
optimal performance and security of databases.
Tasks include:
a) designing and developing database architecture and structures for information
system projects;
b) designing, constructing, modifying, integrating, implementing and testing database
management systems;
c) conducting research and advising on the selection, application and
implementation of database management tools;
d) developing and implementing data administration policy, documentation,
standards and models;
e) developing policies and procedures for database backup and data recovery;
f) conducting preventive operations and maintenance of backups and recovery,
and enforcing security and integrity controls;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2521)
2521-01

Database Architect

2521-02

Database Analyst

2521-03

Database Administrator

2521-04

Database Designer

UNIT GROUP 2522

INFORMATION TECHNOLOGY SYSTEM ADMINISTRATORS

Information Technology System Administrators develop, maintain and support optimal
performance and control security of information technology systems.
Tasks include:
a) maintaining and administering computer networks and related computing
environments including computer hardware, system software, application software
and all configurations;
b) recommending changes to improve systems and network configurations, and
determining hardware or software requirements related to such changes;
c) diagnosing hardware and software problems; performing data backup and disaster
recovery operation;
d) operating master consoles to monitor the performance of computer systems and
networks, and coordinating computer network access and use;
e) performing related tasks; and
f) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2522)
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2522-01

Information Technology Officer, Grade F41

2522-02

Executive Officer (Information Technology), Grade 41

2522-09

Information System Officer

2522-10

Network Communications Executive
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UNIT GROUP 2523

COMPUTER NETWORK PROFESSIONALS

Computer Network Professionals research, analyse and recommend strategies for network
architecture and development. They implement, manage, maintain and configure network
hardware and software, and monitor, troubleshoot and optimise performance.
Tasks include:
a) analysing, developing, interpreting and evaluating complex system designs and
architectural specifications, data models and diagrams in computer system
development configuration and integration;
b) investigating, analysing, evaluating and monitoring the network infrastructure to
ensure networks are configured to operate at optimum performance;
c) assessing and recommending improvements to network operations and integrated
hardware, software, communications and operating systems;
d) providing specialist skills in supporting and troubleshooting network problems and
emergencies;
e) installing, configuring, testing, maintaining and administering new and upgraded
networks, software database applications, servers and workstations;
f) providing network programming to support business and special requirements;
g) providing and maintaining procedures and documentation for network inventory,
and recording diagnoses and resolutions of network faults, enhancements and
modifications to the network, and maintenance instructions;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2523)
2523-01

Network Analyst

2523-02

Network Service Consultant

2523-03

Network Administrator

2523-04

Network Infrastructure Administrator

UNIT GROUP 2529

DATABASE AND NETWORK PROFESSIONALS NOT ELSEWHERE CLASSIFIED

This unit group covers Database and Network Professionals Not Elsewhere Classified in Minor
Group 252: Database and Network Professionals.
Tasks include:
a) developing plans to safeguard computer files against modification, destruction or
disclosure to meet emergency data processing needs;
b) training users and promoting security awareness to ensure system security and to
improve server and network efficiency;
c) conferring with users on issues such as computer data access needs, security
violations and programming changes;
d) monitoring use of data files and regulating access to safeguard information in
computer files;
e) performing risk assessments and executing tests on the data processing system to
ensure functioning of data processing activities and security measures;
f) performing related tasks; and
g) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2529)
2529-01
2529-02

Information and Communications Technology Security
Executive
Cyber Security Executive

2529-03

Digital Forensic Specialist

2529-04

Security Specialist (IT)
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SUB-MAJOR 26 LEGAL PROFESSIONALS
Legal Professionals conduct research, improve or develop concepts, theories and
operational methods, or apply knowledge in activities relating to the law and regulations.
MINOR GROUP 261 LEGAL PROFESSIONALS
Legal Professionals conduct research, improve or develop concepts, theories and methods
of operation, or apply their knowledge in activities relating to the law and regulations, and
plead cases or conduct prosecutions in courts, or preside over judicial proceedings and
pronounce judgement in courts.
UNIT GROUP 2611

LAWYERS

Lawyers give clients legal advise on a wide variety of subjects and plead cases or conduct
prosecutions in courts, or instruct barristers or advocates to plead in higher courts of justice.
Tasks include:
a) supervising and administering the Legal Aid Bureau branches, drafting statements of
claim, statements of defence, petitions, affidavits, giving legal advice to eligible
clients, representing clients in trials in the Court of Appeal, High Court, Magistrates’
Court and the Sharia Court;
b) managing the Sharia Court in the district, acting as the Sharia Subordinate Court
Judge, preparing the grounds of judgment of appeal cases, legal reports for
publication in the Sharia Law Journal and certifying the application certificate in
estate distribution under the designated jurisdiction;
c) drafting legislation and preparing government regulations based on existing laws;
d) providing legal advice to clients (including the government) on a wide variety of
subjects and undertaking legal business on clients' behalf;
e) assisting clients to negotiate settlements in matters which involve legal disputes;
f) examining the circumstances of disputes or reported crimes to ascertain facts and
their legal implications;
g) preparing pleadings or cases for the plaintiff or defendant and conducting them in
court;
h) representing clients in the lower court or instructing barristers or advocates to plead
in higher courts of justice;
i) receiving briefs and pleading in a higher court;
j) acting as prosecutor on behalf of the government in criminal cases;
k) drawing up legal documents, wills, affidavits, contracts and administering oaths;
l) performing related tasks; and
m) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2611)
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2611-01

Legal Officer, Grade L41

2611-02

Prosecutor, Grade L41

2611-19

Prosecutor

2611-20

Lawyer
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UNIT GROUP 2612

JUDGES

Judges preside over criminal and civil proceedings in courts of law.
Tasks include:
a) hearing and weighing arguments and evidence;
b) interpreting and enforcing regulatory procedure and making rulings on the
admissibility of evidence;
c) directing the jury on the legal details applicable to the case;
d) researching a legal issue and preparing a report on the issue;
e) determining the rights and obligations of the parties involved;
f) pronouncing judgment;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2612)
2612-01

Judge

2612-02

Magistrate

2612-03

Judge, Native Court

2612-04

Judge, Federal Court

UNIT GROUP 2619

LEGAL PROFESSIONALS NOT ELSEWHERE CLASSIFIED

This unit group covers Legal Professionals Not Classified Elsewhere in Minor Group 261: Legal
Professionals.
Tasks include:
a) drawing up legal documents and affirming and administering oaths and statutory
declarations;
b) implementing legal policy and regulations;
c) performing administration work in courts of law;
d) administering the estates of deceased persons or other trusts;
e) taking charge and administering estates of insolvents (bankrupts) or properties and
assets of companies;
f) determining, by inquest, the causes of any death not obviously due to natural
causes;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2619)
2619-01

Notary

2619-02

Commissioner for Oaths

2619-03

Registrar of Court

2619-04

Trust Officer
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SUB-MAJOR 27 HOSPITALITY AND RELATED SERVICES PROFESSIONALS
Hospitality and Related Services Professionals conduct research, improve or develop
concepts, theories and operational methods, or apply technical knowledge of hotel and
restaurant operations or other similar organizations.
MINOR GROUP 271 HOTEL AND RESTAURANT PROFESSIONALS
Hotel and Restaurant Professionals conduct research, plan, develop, and improve
operations management organization providing accommodation, food, drinks and other
hospitality services.
UNIT GROUP 2711 HOTEL PROFESSIONALS
Hotel Professionals conduct research, plan, develop, and improve operational
management of hotels, motels and similar establishments providing accommodation and
other services, including front office (reception, concierge and reservations), food and
beverage operations and housekeeping.
Tasks include:
a) planning and improving operational management of hotels, restaurants and
establishments;
b) organizing accommodation, catering and other hotel services;
c) promoting and marketing the business;
d) implementing the budget plan, finance and control expenses;
e) setting and achieving sales and profit targets;
f) recruiting, training and monitoring staff;
g) planning work schedules for individuals and teams;
h) meeting and greeting customers;
i) handling customer complaints and comments;
j) addressing and resolving problems;
k) ensuring events and conferences run smoothly;
l) supervising maintenance, supplies, renovations and furnishings;
m) dealing with contractors and suppliers;
n) ensuring security is effective;
o) carrying out inspections of property and services;
p) ensuring compliance with licensing laws, health and safety and other statutory
regulations;
q) performing related tasks; and
r) enhancing knowledge and coordinating the work performance.
Examples of the occupations classified here: (refer to index; unit group 2711)
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2711-01

Guest Service Officer

2711-02

Hotel Operations Executive

2711-03

Food and Beverage Guest Services Executive

2711-04

Executive Concierge Hotel
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UNIT GROUP 2712 RESTAURANT PROFESSIONALS
Restaurant Professionals conduct research, plan, develop and improve the operational
management of cafes, restaurants and similar establishments providing food and catering
services.
Tasks include:
a) planning and improving the management of restaurant operations;
b) analyzing the level of sales and profit restaurant;
c) planning and coordinating menus;
d) coordinating the entire operation of the restaurant during scheduled shifts;
e) ensuring all employees adhere to the company's uniform standards;
f) meeting and greeting customers and organizing table reservations;
g) advising customers on menu and beverage choices;
h) organizing and supervising the shifts of kitchen, waiting and cleaning staff;
i) maintaining high standards of quality control, hygiene and health and safety;
j) inspecting stockpiles and ordering supplies;
k) providing petty cash as required;
l) implementing policies;
m) preparing the budget estimates;
n) planning and controlling the use of resources and recruitment;
o) performing related tasks, and
p) enhancing knowledge and coordinating the work performance.
Examples of the occupations classified here: (refer to index; unit group 2712)
2712-01

Food Preparation Officer Grade C41

2712-02

Food Preparation Executive

2712-03

Kitchen Administrator

2712-04

Food and Beverage Personnel
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SUB-MAJOR 28 SOCIAL AND CULTURAL PROFESSIONALS
Social and Cultural Professionals conduct research, improve or develop concepts, theories
and operational methods, or apply scientific knowledge relating to fields such as
librarianship, society and religion, journalism and creative arts.
MINOR GROUP 281 LIBRARIANS, ARCHIVISTS AND CURATORS
Librarians, Archivists and Curators develop and maintain the collections of libraries, archives,
museums, art galleries and similar establishments.
UNIT GROUP 2811

ARCHIVISTS AND CURATORS

Archivists and Curators collect, appraise and ensure the safekeeping and preservation of
the collections of libraries, archives, museums, art galleries and similar establishments. They
plan, devise and implement systems for the safekeeping of records and historically valuable
documents.

Tasks include:
a) identifying the institutions / individuals in any country as may be necessary to obtain
all kinds of archival material relating to Malaysia and managing procurement
processing, classification, translation, publishing and reference description
preparation of such materials;
b) carrying out management and administrative tasks, planning, coordinating and
implementing activities such as museum exhibits, preservation and conservation of
ancient objects, research on archaeology, flora and fauna, national culture,
offering museology advice and preparing reports on research findings;
c) researching into, appraising, developing, managing and preserving historically
significant and valuable documents;
d) directing or carrying out the preparation of indexes, bibliographies, microfilm copies
and other reference aids of the collection of materials and making them available
to users;
e) researching into the origin, distribution and use of materials and objects of cultural
and historical interest;
f) managing, developing and maintaining collections of items of artistic, cultural,
scientific or historical significance in museums or art galleries;
g) cataloguing museum and art gallery collections and organising exhibitions;
h) maintaining records;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2811)
2811-01

Archive Officer, Grade S41

2811-02

Curator, Grade S41

2811-05

Archivist
Curator

2811-06
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UNIT GROUP 2812

LIBRARIANS AND RELATED INFORMATION PROFESSIONALS

Librarians and Related Information Professionals collect, select, organise and maintain library
collections and other information repositories, organise and control other library services and
provide information for users.
Tasks include:
a) carrying out administrative tasks and financial management, human resource
management and supervision, maintaining and ensuring the security of information
sources and ICT applications in libraries;
b) classifying or supervising classification, indexing, cataloguing, circulation of library
materials and maintaining records;
c) selecting and recommending acquisitions of books and other printed materials or
audio-visual recordings;
d) assisting inquirers and retrieving information from manual files or computerised
databases;
e) supervising the maintenance of books and other materials;
f) managing interlibrary loan systems and information networks;
g) maintaining liaison with other libraries and library associations;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2812)
2812-01

Librarian, Grade S41

2812-02

Executive Officer (Library), Grade 41

2812-09

Librarian

2812-10

Bibliographer

MINOR GROUP 282 SOCIAL AND RELIGIOUS PROFESSIONALS
Social and Religious Professionals conduct research, improve or develop concepts, theories
and operational methods, or apply knowledge relating to philosophy, politics, economics,
sociology, anthropology, history, philology, languages, psychology, religious faiths and other
social sciences, or they provide social services to meet the needs of individuals and families
in a community.
UNIT GROUP 2821

ECONOMISTS

Economists conduct research, monitor data, analyse information and prepare reports, and
resolve economic and business problems. They develop models for analysis and
understanding and make predictions of future economic circumstances and trends.
Tasks include:
a) compiling, analysing and interpreting economic and statistical data;
b) preparing reports on research findings;
c) advising on economic policy and course of action to be followed in the light of
analyses of past, present and projected economic factors;
d) performing related tasks; and
e) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2821)
2821-01

Economic Affairs Officer, Grade E41

2821-02

Assistant Economic Affairs Officer, Grade E27

2821-05

Econometrician

2821-06

Economist
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UNIT GROUP 2822

SOCIOLOGISTS, ANTHROPOLOGISTS AND RELATED PROFESSIONALS

Sociologists, Anthropologists and Related Professionals investigate and describe the social
structure of societies, the origin and evolution of humanity, and the interdependence
between environmental conditions and human activities. They provide advice on their
findings in the formulation of economic and social policies.
Tasks include:
a) planning research programmes including designing studies, collection and analysis
of information and its assessment, on the national development policies and
programmes;
b) conducting research on the origin, development, structure, social patterns,
organisations and inter-relationships of human society;
c) tracing the origin and evolution of humanity through the study of changing
characteristics and cultural and social institutions;
d) tracing the development of humanity through relics such as dwellings, temples,
tools, pottery, coins, weapons or sculptures;
e) performing related tasks; and
f) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2822)
2822-01

Social Research Officer, Grade N41

2822-02

Assistant Social Research Officer, Grade N27

2822-03

Sociologist

2822-04

Anthropologist

UNIT GROUP 2823

PHILOSOPHERS, HISTORIANS AND POLITICAL SCIENTISTS

Philosophers, Historians and Political Scientists conduct research and describe past events
and activities including the development of social and economic structures and institutions,
and political movements.
Tasks include:
a) researching, specifically through reasoning, into the general causes, principles and
meaning of the world, human actions, experience and existence, and interpreting
and developing philosophical concepts and theories;
b) consulting and comparing primary sources such as original contemporary records
of past events and secondary sources such as archaeological or anthropological
findings;
c) extracting relevant material, checking its authenticity and researching into and
describing the history of a particular period, country or region, or a particular facet
(for example economic, social or political) of its history;
d) conducting research in such fields as political philosophy, or theory and practice of
systems, institutions or past and current political situations;
e) observing contemporary political institutions and collecting data on them from
various sources including interviews with government and political party officials
and other relevant persons;
f) presenting findings and conclusions in publications for use by government, political
parties or other organisations and interested persons;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
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Examples of the occupations classified here: (refer to index; unit group 2823)
2823-01

Philosopher

2823-02

Political Philosopher

2823-03

Historian

2823-04

Political Scientist

UNIT GROUP 2824

PSYCHOLOGISTS

Psychologists research into and study human mental processes and behaviour and apply
this knowledge to promote personal, social, educational or occupational adjustment and
development.
Tasks include:
a) planning, implementing and coordinating activities related to psychology / clinical
psychology / counselling for the client;
b) advising on, planning and carrying out tests to measure mental, physical and other
characteristics such as intelligence, abilities, attitudes and potential, and
interpreting and evaluating results;
c) analysing heredity, social, occupational effects and those caused by other factors
on individual thought and behaviour;
d) holding counselling sessions or therapeutic treatment and providing follow-up
services;
e) maintaining communication with family members, educational authorities or
employers and recommending possible solutions to and treatment of problems;
f) studying psychological factors in the diagnosis, treatment and prevention of mental
illnesses and emotional or personality disorders, and conferring with related
professionals;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2824)
2824-01

Psychology Officer, Grade S41

2824-02

Executive Officer (Psychology), Grade 41

2824-05

Psychologist

2824-06

Clinical Psychologist

UNIT GROUP 2825

SOCIAL WORK AND COUNSELLING PROFESSIONALS

Social Work and Counselling Professionals provide advice and guidance to individuals,
families, groups, communities and organisations in response to social and personal
difficulties. They assist clients to develop skills, access the resources and support services
needed to respond to issues arising from unemployment, poverty, disability, addiction,
criminal and delinquent behaviour, marital and other problems.
Tasks include:
a) planning, implementing and coordinating activities related to psychology / clinical
psychology / counselling for the client;
b) helping individuals and families with personal and social problems;
c) collecting information relevant to clients’ needs and advising them on their rights
and obligations;
d) analysing the clients’ situation and presenting alternative approaches to resolving
problems;
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e) preparing and compiling case records or reports for court and other legal
proceedings;
f) providing guidance to at-risk youth and rehabilitating troubled youth by organising
and supervising social, educational and recreational activities in youth clubs,
community centres and similar organisations;
g) helping physically or mentally handicapped persons to obtain adequate treatment
and improve their ability to function in society;
h) planning, organising or providing home-help services;
i) monitoring the progress of clients;
j) performing related tasks; and
k) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2825)
2825-01

Community Development Officer, Grade S41

2825-02

Assistant Community Development Officer, Grade S27

2825-03

Social Worker, Professional

2825-04

Counsellor

UNIT GROUP 2826

RELIGIOUS PROFESSIONALS

Religious Professionals function as perpetuators of sacred traditions, practices and beliefs.
They lead religious ceremonies, provide spiritual and moral guidance and perform other
functions associated with the practice of a religion.

Tasks include:
a) being responsible to the Mufti in carrying out research and preparation to enable
the Mufti to issue a fatwa on the effectiveness of a planned programme;
b) perpetuating sacred traditions, practices and beliefs;
c) leading religious rites and ceremonies;
d) undertaking various administrative and social duties including being in committees
and attending meetings of religious organisations;
e) providing spiritual and moral guidance in accordance with the religion professed;
f) propagating religious doctrines;
g) preparing and delivering religious sermons and preaching;
h) conducting religious classes and leading prayers and supervising discussions,
groups, retreats and seminars;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2826)
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2826-01

Islamic Affairs Officer, Grade S41

2826-02

Assistant Islamic Affairs Officer, Grade S27

2826-03

Religious Officer

2826-04

Mufti
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MINOR GROUP 283 AUTHORS, JOURNALISTS AND LINGUISTS
Authors, Journalists and Linguists conceive and create literary works, interpret and
communicate news and public affairs through the media and translate or interpret from one
language into another.
UNIT GROUP 2831

AUTHORS AND RELATED WRITERS

Authors and Related Writers plan, research and write books, scripts, original stories, plays,
essays, speeches, manuals, specifications and other non-journalistic articles (excluding
material for newspapers, magazines and other periodicals) for publication or presentation.
Tasks include:
a) writing literary works for publication or dramatic performance;
b) writing scripts and continuities and preparing programmes for stage, film, radio and
television productions;
c) appraising and writing about literary, musical and other works of art and artistic
performances;
d) interviewing politicians and other public figures at press conferences and on other
occasions, including individual interviews recorded for radio or television;
e) writing editorials and selecting, revising, arranging and editing submitted articles for
publication and broadcasting;
f) appraising manuscripts submitted for publication in book form, making
recommendations thereon and editing or supervising the editing of the material;
g) writing advertising copy promoting a particular product or service;
h) selecting, assembling and preparing publicity materials about business or other
organisations for issue through the press, radio, television and other media;
i) designing and writing brochures, handbooks and similar technical publications;
j) performing related tasks; and
k) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2831)
2831-01

Author

2831-02

Biographer

2831-03

Novelist

2831-04

Playwright

UNIT GROUP 2832

JOURNALISTS

Journalists research, investigate, interpret and communicate news and public affairs
through newspapers, television, radio and other media.
Tasks include:
a) issuing news reports every day from procured sources for the customer to be made
available to the community;
b) collecting local, national and international news through interviews, investigation
and observation, attending public events, seeking out records, reviewing written
work, attending film screenings and stage performances;
c) collecting, reporting and commenting on news and current affairs for publication in
newspapers and periodicals or for broadcast by radio or television;
d) interviewing politicians and other public figures at press conferences and on other
occasions, including individual interviews recorded for radio or television;
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e) writing editorials and selecting, revising, arranging and editing submitted articles for
publication and broadcasting;
f) appraising manuscripts submitted for publication in book form, making
recommendations thereon and editing or supervising the editing of the material;
g) writing advertising copy promoting a particular product or service;
h) selecting, assembling and preparing publicity materials about business or other
organisations for issue through the press, radio, television and other media;
i) writing critical reviews of literary, musical and other artistic works based on
knowledge, judgement and experience for newspapers, television, radio and other
media;
j) performing related tasks; and
k) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2832)
2832-01

Journalist, S41

2832-02

Publications Officer, Grade N41

2832-05

News Reporter

2832-06

Columnist

UNIT GROUP 2833

TRANSLATORS, INTERPRETERS AND OTHER LINGUISTS

Translators, Interpreters and Other Linguists translate or interpret from one language into
another and study the origin, development and structure of languages.
Tasks include:
a) studying the relationships between ancient parent languages and modern
language groups, tracing the origin and evolution of words, grammar and
language forms and presenting findings;
b) advising on or preparing language classification systems, grammars, dictionaries
and similar matters;
c) translating from one language into another and ensuring that the correct meaning
of the original is retained, that legal, technical or scientific texts are correctly
rendered and that the phraseology, terminology, spirit and style are conveyed as
far as possible;
d) interpreting from one language into another, in particular at conferences, meetings
and similar occasions, and ensuring that the correct meaning and, as far as
possible, the spirit of the original are transmitted;
e) providing simultaneous interpreting at meetings of the Senate and House of
Representatives, and editing the questions of the Senate;
f) specialising in at least two or more languages;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2833)
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2833-01

Interpreter, Grade L17

2833-02

Simultaneous Interpreter, Grade N41

2833-03

Translator

2833-04

Interpreter
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MINOR GROUP 284 CREATIVE AND PERFORMING ARTISTS
Creative and Performing Artists conduct research, improve or develop concepts, theories
and operational methods, or apply knowledge relating to the arts and performance.
UNIT GROUP 2841

VISUAL ARTISTS

Visual Artists create and execute artistic works by sculpting, painting, drawing, cartooning,
engraving or using related techniques.
Tasks include:
a) planning, developing and providing services in the form of teaching, talks, seminars,
courses, meetings, demonstrations and other activities;
b) preserving and developing ideas, designs and styles in literary works, writings and
sculptures;
c) creating artistic designs or abstract three-dimensional or relief forms by shaping and
combining materials such as wood, wax, stone, clay or metal;
d) creating representational or abstract drawings and paintings using pencil, ink, oil
paints, watercolours or through the application of other techniques;
e) creating drawings and engraving or etching on metal, wood or other materials;
f) creating cartoons to depict persons and events, often in caricature;
g) creating and executing designs and illustrations for books, magazines, advertising
and similar purposes;
h) restoring damaged, soiled and faded paintings and other art objects;
i) producing miniatures;
j) making decorative tattoos on customers;
k) performing related tasks; and
l) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2841)
2841-01

Sculptor

2841-02

Cartoonist

2841-03

Painting Restorer

2841-04

Fine Art Engraver-Etcher

UNIT GROUP 2842

MUSICIANS, SINGERS AND COMPOSERS

Musicians, Singers and Composers write, arrange, compose and adapt musical works and
conduct or participate in performances.
Tasks include:
a) composing songs, playing a musical instrument for training and performances,
being a member of an orchestra and leading the orchestra;
b) auditioning and selecting musicians and singers and selecting music for a
performance;
c) conceiving and writing musical compositions;
d) adapting or arranging music for instrumental groups, instruments or occasions;
e) conducting instrumental or vocal groups;
f) playing one or more musical instruments as a soloist or as a member of an orchestra;
g) singing as a soloist or member of a vocal group;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
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Examples of the occupations classified here: (refer to index; unit group 2842)
2842-01

Musician, Grade B41

2842-02

Musicologist

2842-03

Instrumentalist

2842-04

Adiguru - Ancient Malay Dance-Theatre

UNIT GROUP 2843

DANCERS AND CHOREOGRAPHERS

Dancers and Choreographers conceive and create or perform dances.
Tasks include:
a) conceiving and creating dances which often convey a story, theme or idea by a
sequence of steps, movements and gestures;
b) arranging and directing dance performances for stage or film productions;
c) performing dances as a soloist, with a partner or as a member of a dancing group;
d) performing related tasks; and
e) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2843)
2843-01

Cultural Artist, Grade B32

2843-02

Dancer

2843-03

Dancer, Night Club

2843-04

Choreographer

UNIT GROUP 2844

FILM, STAGE AND RELATED DIRECTORS AND PRODUCERS

Film, Stage and Related Directors and Producers oversee, control and direct the technical
and artistic aspects in film, television or radio productions or stage shows.
Tasks include:
a) planning, implementing and preparing reports on performances in addition to
managing performances including the preparation of the format and script of
performances;
b) developing arts and cultural programmes;
c) planning, organising and carrying out cultural and theatrical activities;
d) reviewing the script and directing actors to play their parts convincingly and
directing all aspects of dramatic production on stage, television, radio or in film
including casting of actors and making decisions on costume, set design, sound
effects or lighting;
e) negotiating royalties;
f) creating, planning, writing scripts for recording, videotaping and editing
programmes;
g) supervising the positioning of props, lighting and sound equipment;
h) viewing processed films or video tapes for the purpose of evaluation, selecting
scenes and determining the scenes which need to be re-shot;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2844)
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2844-01

Cultural Officer, Grade B41

2844-02

Producer, Grade B41

2844-03

Animation Producer

2844-04

Multimedia Producer
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UNIT GROUP 2845

ACTORS

Actors portray roles in films, television or radio productions and stage shows.
Tasks include:
a) studying scripts to determine artistic interpretation;
b) learning lines and cues and playing parts in dramatic productions on stage,
television, radio or in films;
c) narrating stories or reading literary works aloud to educate or entertain listeners;
d) viewing processed films or video tapes to evaluate and select scenes and
determine the scenes which need to be re-shot;
e) performing related tasks; and
f) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2845)
2845-01

Actor

2845-02

Impersonator

2845-03

Story Teller

2845-04

Story Teller, Radio/ Television

UNIT GROUP 2846

ANNOUNCERS ON RADIO, TELEVISION AND OTHER MEDIA

Announcers on Radio, Television and Other Media read news bulletins, conduct interviews
and make other announcements on radio, television or in theatres and other establishments.

Tasks include:
a) reading news bulletins, making other announcements and providing commentary
for sports and other events on radio or television;
b) introducing performing artists or persons being interviewed, and making related
announcements on radio and television or in theatres, clubs and other
establishments;
c) interviewing the public, especially on radio and television;
d) presenting comments on sports, politics, social or economic matters;
e) researching, investigating and compiling stories and programmes;
f) monitoring incoming information and liaising with network editors, journalists, media
producers and directors, graphic designers, other programme departments and
news sources;
g) selecting and organising materials for broadcast;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2846)
2846-01

Disk Jockey (DJ)

2846-02

Radio Announcer

2846-03

Television Announcer

2846-04

Master of Ceremonies
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UNIT GROUP 2847

CLOWNS, MAGICIANS, ACROBATS AND RELATED PROFESSIONALS

Clowns, Magicians, Acrobats and Related Professionals entertain audiences in circuses and
other places by performing a variety of acts.
Tasks include:
a) performing amusing antics and telling funny stories to amuse audiences;
b) performing feats requiring bodily contortions;
c) performing tricks of illusion and sleight of hand, and hypnotism;
d) performing difficult and spectacular acrobatics, gymnastic or juggling feats;
e) training and performing with animals;
f) performing related tasks; and
g) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2847)
2847-01

Acrobat

2847-02

Contortionist

2847-03

Magician

2847-04

Clown

UNIT GROUP 2848

ANIMAL KEEPERS AND TRAINERS

Animal Keepers and Trainers care for, train and perform with animals in zoos, bird and
aquatic parks.
Tasks include:
a) caring for animals in zoos, bird and aquatic parks;
b) training and performing with animals;
c) performing related tasks; and
d) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2848)
2848-01

Trainer in Zoo, Bird and Aquatic Parks

2848-02

Trainer in Crocodile Farm

2848-03

Dog Trainer

2848-04

Horse Trainer

UNIT GROUP 2849

CREATIVE AND PERFORMING ARTISTS NOT ELSEWHERE CLASSIFIED

This unit group covers Creative and Performing Artists Not Elsewhere Classified in Minor
Group 284: Creative and Performing Artists.
Task Include:
a) taking photographs, editing, preparing photo captions and sending photographs of
formal and informal activities for reference and retention;
b) making coverage for films / videos with or without sound, filming a special
programme, providing equipment, maintaining hygiene of studio and darkroom
and equipment safety inside and outside the department;
c) carrying out related tasks; and
d) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2849)
2849-01
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Photographer, Grade B37
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SUB-MAJOR 29 REGULATORY GOVERNMENT PROFESSIONALS
Regulatory Government Professionals administer, enforce or apply relevant government
regulations relating to national borders, taxes, social benefits, and issue or examine
applications for licences or authorisations in connection with travel, import and export of
goods, establishment of businesses, erection of buildings and other activities subject to
government regulations.
MINOR GROUP 291 REGULATORY BODY PROFESSIONALS
Regulatory Government Professionals administer, enforce or apply relevant government
regulations relating to national borders, taxes, social benefits, and issue or examine
applications for licences or authorisations in connection with travel, import and export of
goods, establishment of businesses, erection of buildings and other activities subject to
government regulations.
UNIT GROUP 2911

PROFESSIONAL CUSTOMS AND BORDER INSPECTORS

Professional Customs and Border Inspectors check persons and vehicles crossing national
borders to administer and enforce relevant government regulations and laws.
Tasks include:
a) classifying goods in accordance with the tariffs, making price assessment for the
collection of customs duty / sales tax, processing and approving the importation /
exportation of dutiable goods subject to prohibitions of imports / exports at the
entrance / exit points, tax-free zones and licensed warehouses;
b) processing licence applications for excise warehouses, licensed warehouses and
licensed manufacturing warehouses;
c) auditing accounts of companies licensed under the Sales Tax Act and Service Tax
Act for collection of sales / service tax;
d) processing applications for exemption from sales tax, checking the stock and the
use of dutiable goods of companies with customs duty exemption and processing
tax remission applications;
e) supervising passenger screening duties and conducting investigation into
companies / individuals committing fraud / smuggling and performing other
enforcement duties;
f) detaining persons found to be in violation of customs or immigration laws and
arranging for legal action such as deportation;
g) checking, approving and issuing travel passes and documents;
h) searching for and seizing contraband or undeclared merchandise including
through vehicles, aircraft or boats;
i) inspecting cargo, baggage and personal articles entering or leaving the country;
and
j) investigating applications for duty refunds and petitions for remission or mitigation of
penalties when warranted.
Examples of the occupations classified here: (refer to index; unit group 2911)
2911-01

Superintendent of Customs, Grade W41

2911-02

Assistant Superintendent of Immigration / Superintendent
of Immigration, Grade KP27
Assistant Superintendent of Customs, Grade W27

2911-03
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UNIT GROUP 2912

PROFESIONAL TAXATION AND EXCISE OFFICIALS

Professional Taxation and Excise Officials examine tax returns, bills of sale and other
documents to determine the type and amount of taxes, duties and other types of fees to be
paid by individuals or businesses, and refer exceptional or important cases to accountants,
senior government officials or managers.
Tasks include:
a) providing advice on taxation matters to corporations, partnerships, organisations
and individuals;
b) giving expert advice on laws and regulations pertaining to determination and
payment of taxes, duties and other government charges to organisations, industries
and individuals;
c) examining tax returns, bills of sale and other relevant documents to determine the
type and amount of taxes, and employment as well as other types of fees to be
paid;
d) investigating tax filing statements and accounting records, organisational systems
and internal controls to ensure compliance with tax laws and regulations;
e) performing administrative tasks related to the discovery of documents and
maintaining records and reports on the action taken in cases;
f) reviewing in detail business accounts to ensure that the tax law has been applied
correctly;
g) applying tax laws on establishments, partnerships, organisations and individuals;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2912)
2912-01

Executive Officer (Appraisal), Grade 41

2912-02

Assistant Executive Officer (Appraisal), Grade 31

2912-03

Appraisal Executive Officer

2912-04

Valuation Officer

UNIT GROUP 2913

PROFESSIONAL GOVERNMENT SOCIAL BENEFIT OFFICIALS

Professional Government Social Benefit Officials examine applications for government,
financial or service programmes to determine eligibility and amount of benefit or
appropriate services, referring exceptional or important cases to senior government officials
or managers
Tasks include:
a) interpreting and explaining related procedures, regulations and laws to social
organisations;
b) providing advice to individuals and organisations on government legislation, rules
and regulations relating to government benefit programmes, as well as the
determination and distribution of payments;
c) examining applications and other relevant documents to determine the type and
amount of benefits that individuals are eligible to receive;
d) assessing documentation and interviewing recipients to ensure eligibility for benefits
or services;
e) performing related administrative tasks to maintain customer records and preparing
reports on eligibility, referral decisions, termination of benefits and abuse or fraud;
f) enforcing procedures, regulations and laws;
g) performing related tasks; and
h) enhancing knowledge and coordinating work performance.
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Examples of the occupations classified here: (refer to index; unit group 2913)
2913-01

Social Benefits Officer

2913-02

Social Security Claims Officer

2913-03

Pensions Officer

2913-04

SOCSO Executive

UNIT GROUP 2914

PROFESSIONAL GOVERNMENT LICENSING OFFICIALS

Professional Government Licensing Officials examine applications for licences to export or
import goods, set up businesses, build houses or other structures, or to determine eligibility of
applications for issuing licences or passports, and identify specific conditions or restrictions to
be attached to licences issued, refer exceptional or important cases to senior government
officials or managers.
Tasks include:
a) interpreting and explaining related procedures, regulations and laws;
b) advising individuals about the law and government regulations on the types of
licences required and the conditions attached to the licences, and on the rights
and obligations of the public;
c) examining applications and related documents and determining whether the
licences should be granted and the conditions to be attached;
d) examining applications and approving the issue of passports;
e) carrying out administrative tasks related to the application process, document
activities, evaluation and determination, and for preparing correspondence to
inform applicants of the licensing decision;
f) administering and carrying out the necessary tests on licence applicants;
g) enforcing procedures, regulations and laws;
h) performing related tasks; and
i) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2914)
2914-01

Enforcement Officer, Grade N41

2914-02

Assistant Enforcement Officer, Grade N27

2914-05

Licensing Officer

2914-06

Passport Issuing Officer

UNIT GROUP 2915

PROFESSIONAL POLICE INSPECTORS AND DETECTIVES

Professional Police Inspectors and Detectives investigate facts, conduct, supervise and
coordinate investigations to prevent crimes or solve criminal cases.
Tasks include:
a) performing administrative duties, preventing crime, investigating, apprehending
and charging suspects, controlling traffic, gathering intelligence, preparing
equipment and communications, preserving public security on land, sea and in the
air;
b) analysing completed police reports to determine the necessary additional
information and investigative work;
c) obtaining facts or statements from complaints, witnesses and accused persons and
recording interviews using a recording device;
d) obtaining summary of an accident from the officer in charge at the scene, taking
care to avoid disturbing evidence;
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e) examining record and files to find the personal data of suspects;
f) preparing and serving search and arrest warrants;
g) summoning medical assistance for injured individuals and alerting medical
personnel to take statements from them;
h) providing information to lab personnel concerning the source of an item of
evidence and the test to be performed;
i) performing related tasks; and
j) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2915)
2915-01

UNIT GROUP 2916

Senior Police Officer (Inspector), YA13

PROFESSIONAL CIVIL DEFENCE OFFICIALS

Professional Civil Defence Officials supervise and investigate civil cases by enforcing
procedures and regulations.
Tasks include:
a) managing administrative and management matters at the state level, including
managing civil defence movement training;
b) interpreting and explaining related procedures, regulations and laws;
c) investigating fraud;
d) enforcing procedures, regulations and laws;
e) performing related tasks; and
f) enhancing knowledge and coordinating work performance.
Examples of the occupations classified here: (refer to index; unit group 2916)
2916-01

Civil Defence Officer, Grade KP41

2916-02

Assistant Civil Defence Officer, Grade KP27

2916-03

Civil Defence Officer

UNIT GROUP 2919

REGULATORY GOVERNMENT PROFESSIONALS NOT ELSEWHERE CLASSIFIED

This unit group covers Regulatory Government Professionals Not Elsewhere Classified in Minor
Group 291: Regulatory Government Professionals.
Tasks include:
a) managing duties related to security covering conducting training, giving lectures,
conducting safety inspections, investigating security breaches and leaks of official
secrets, determining the security personnel service system and system security
personal security control system;
b) monitoring and ensuring fire fighting and rescue operations comply with the set
standards and procedures;
c) implementing the policy in prison security management, management of detention
and execution of sentences, rehabilitation programmes and treatment, and
management of the treatment of prisoners;
d) helping to ensure the implementation of policies for rehabilitation programmes in
institutions and the community, and prevention programmes and law enforcement
related to drugs;
e) formulating the labour policy, administration of law and labour standards, industrial
harmony and union affairs, monitoring and enforcing relevant acts, giving advice
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f)
g)
h)
i)

and labour education, and promoting the increased welfare and interest of the
industrial community;
managing and executing projects, programmes and activities of the construction
and development of Malay as the national and official language;
enforcing procedures, regulations and laws;
performing related tasks; and
enhancing knowledge and coordinating work performance.

Examples of the occupations classified here: (refer to index; unit group 2919)
2919-01

Security Officer, Grade KP41

2919-02

Executive Officer (Security), Grade 41

2919-03

Fire Superintendent, Grade KB41

2919-04

Superintendent of Prison, Grade KX41
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TECHNICIANS AND
ASSOCIATE PROFESSIONALS
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MAJOR GROUP
SUB-MAJOR GROUP
MINOR GROUP
UNIT GROUP
SMALL UNIT GROUP

3

31 SCIENCE AND ENGINEERING ASSOCIATE PROFESSIONALS
311 PHYSICAL AND ENGINEERING SCIENCE TECHNICIANS
3111
3112
3113
3114
3115
3116
3117
3118
3119

Chemical and Physical Science Technicians
Civil Engineering Technicians
Electrical Engineering Technicians
Electronics Engineering Technicians
Mechanical Engineering Technicians
Chemical Engineering Technicians
Mining and Metallurgical Technicians
Draughtspersons
Physical and Engineering Science Technicians Not Elsewhere Classified

312 MINING, MANUFACTURING AND CONSTRUCTION SUPERVISORS
3121
3122
3123
3129

Mining Supervisors
Manufacturing Supervisors
Construction Supervisors
Other Supervisors Not Elsewhere Classified

313 PROCESS CONTROL TECHNICIANS
3131
3132
3133
3134
3135
3139

Power Production Plant Operators
Incinerator and Water Treatment Plant Operators
Chemical Processing Plant Controllers
Petroleum and Natural Gas Refining Plant Operators
Metal Production Process Controllers
Process Control Technicians Not Elsewhere Classified

314 LIFE SCIENCE TECHNICIANS AND RELATED ASSOCIATE PROFESSIONALS
3141
3142
3143
3144

Life Science Technicians (Excluding Medical)
Agricultural and Poultry Technicians
Forestry Technicians
Fishery Technicians

315 SHIP, AIRCRAFT AND TRAIN TECHNICIANS
3151
3152
3153
3154
3159

Aircraft Technicians
Ship/ Marine Technicians
Train/ Locomotive Technicians
Motor Vehicle Technicians
Transport Technicians Not Elsewhere Classified

316 NUCLEAR SCIENCE ASSOCIATE PROFESSIONALS
3161

134

Nuclear Research and Development Associate Professionals

32 HEALTH ASSOCIATE PROFESSIONALS
321 MEDICAL AND PHARMACEUTICAL TECHNICIANS
3211
3212
3213
3214
3215

Medical Imaging and Therapeutic Equipment Technicians
Medical and Pathology Laboratory Technicians
Pharmaceutical Technicians and Assistants
Medical and Dental Prosthetic Technicians
Orthotic and Prosthetic Technicians

322 NURSING AND MIDWIFERY ASSOCIATE PROFESSIONALS
3221 Nursing Associate Professionals (Except Dental)
3222 Midwifery Associate Professionals
323 TRADITIONAL AND COMPLEMENTARY MEDICINE ASSOCIATE PROFESSIONALS
3231 Traditional and Complementary Medicine Associate Professionals
324 VETERINARY TECHNICIANS AND ASSISTANTS
3241 Veterinary Technicians and Assistants
325 OTHER HEALTH ASSOCIATE PROFESSIONALS
3251
3252
3253
3254
3255
3256
3257
3258
3259

Dental Assistants and Therapists
Medical Record and Health Information Technicians
Community Health Workers
Dispensing Opticians
Physiotherapy Technicians and Assistants
Medical Assistants
Environmental and Occupational Health Inspectors and Associates
Ambulance Assistant
Health Associate Professionals Not Elsewhere Classified

33 BUSINESS AND ADMINISTRATION ASSOCIATE PROFESSIONALS
331 FINANCIAL AND MATHEMATICAL ASSOCIATE PROFESSIONALS
3311
3312
3313
3314
3315

Securities and Finance Dealers and Brokers
Credit and Loan Officers
Accounting Associate Professionals
Statistical, Mathematical and Actuarial Associate Professionals
Valuers and Loss Assessors
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SUB-MAJOR GROUP
MINOR GROUP
UNIT GROUP
SMALL UNIT GROUP

3

332 SALES AND PURCHASING AGENTS AND BROKERS
3321
3322
3323
3324

Insurance Agent
Commercial Sales Agent
Buyers
Trade Brokers

333 BUSINESS SERVICES AGENTS
3331
3332
3333
3334
3339

Clearing and Forwarding Agents
Conference and Event Agents
Employment Agents and Contractors
Real Estate and Property Agents
Business Services Agents Not Elsewhere Classified

334 ADMINISTRATIVE AND SPECIALIZED ASSOCIATE PROFESSIONALS
3341
3342
3343
3344

Administrative Associate Professionals
Legal Secretaries
Administrative and Executive Secretaries
Medical Secretaries

34 LEGAL ASSOCIATE PROFESSIONALS
341 LEGAL ASSOCIATE PROFESSIONALS
3411 Legal and Related Associate Professionals

35 INFORMATION AND COMMUNICATIONS TECHNICIANS
351 INFORMATION AND COMMUNICATIONS TECHNOLOGY OPERATION AND USER SUPPORT
TECHNICIANS
TECNICIANS
3511
3512
3513
3514

Information and Communications Technology Operation Technicians
Information and Communications Technology User Support Technicians
Computer Network and Systems Technicians
Web Technicians

352 TELECOMMUNICATIONS AND BROADCASTING TECHNICIANS
3521 Broadcasting and Audio-Visual Technicians
3522 Telecommunications Engineering Technicians
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36 SOCIAL, CULTURAL AND RELATED ASSOCIATE PROFESSIONALS
361 SOCIAL AND RELIGOUS ASSOCIATE PROFESSIONALS
3611 Social Work Associate Professionals
3612 Religious Associate Professionals
362 SPORTS, SELF DEFENCE AND FITNESS ASSOCIATE PROFESSIONALS
3621 Athletes and Sports Players
3622 Sports Coaches, Instructors and Officials
3623 Fitness and Recreation Instructors and Programme Leaders
363 ARTISTIC AND CULTURAL ASSOCIATE PROFESSIONALS
36 SOCIAL, CULTURAL AND RELATED ASSOCIATE PROFESSIONALS
3631 Photographers
Interior
Decorators
361 3632
SOCIAL
AND Designers
RELIGOUS and
ASSOCIATE
PROFESSIONALS
3633 Gallery, Museum and Library Associate Professionals
3634
Associate
Professionals
3611 Cultural
Social Work
Associate
Professionals
3639
Artistic
And
Cultural
Associate Professionals Not Elsewhere Classified
3612 Religious Associate Professionals
362
362 SPORTS,
SPORTS, SELF
SELF DEFENCE
DEFENCE AND
AND FITNESS
FITNESS ASSOCIATE
ASSOCIATE PROFESSIONALS
PROFESSIONALS
3621
3622
3623

Athletes and Sports Players
Sports Coaches, Instructors and Officials
Fitness and Recreation Instructors and Programme Leaders

363 ARTISTIC AND CULTURAL ASSOCIATE PROFESSIONALS
3631
3632
3633
3634
3639

Photographers
Interior Designers and Decorators
Gallery, Museum and Library Associate Professionals
Cultural Associate Professionals
Artistic And Cultural Associate Professionals Not Elsewhere Classified

362 CULINARY
SPORTS, SELF
DEFENCE PROFESSIONALS
AND FITNESS ASSOCIATE PROFESSIONALS
364
ASSOCIATE
3621
3641 Athletes
Chefs and Sports Players
3622 Sports Coaches, Instructors and Officials
3623 Fitness and Recreation Instructors and Programme Leaders
37 363
REGULATORY
GOVERNMENT
ARTISTIC AND
CULTURAL ASSOCIATE PROFESSIONALS
371 3631
REGULATORY
GOVERNMENT ASSOCIATE PROFESSIONALS
Photographers
3711 Interior
Customs
and Border
Associate Professionals
3632
Designers
andInspector
Decorators
3712
Taxation
and
Excise
Official
Associate
3633 Gallery, Museum and Library AssociateProfessionals
Professionals
3713 Cultural
Government
SocialProfessionals
Benefit Official Associate Professionals
3634
Associate
3714 Artistic
Government
Licensing
Official Professionals
Associate Professionals
3639
And Cultural
Associate
Not Elsewhere Classified
3715 Police Officers
3716 Civil Defence
Associate
Professionals
364 CULINARY
ASSOCIATE
PROFESSIONALS
3719 Regulatory Government Associate Professionals Not Elsewhere Classified
3641 Chefs

37 REGULATORY GOVERNMENT ASSOCIATE PROFESSIONALS
371 REGULATORY GOVERNMENT ASSOCIATE PROFESSIONALS
3711 Customs and Border Inspector Associate Professionals
3712 Taxation and Excise Official Associate Professionals
3713 Government Social Benefit Official Associate Professionals
3714 Government Licensing Official Associate Professionals
3715 Police Officers
3716 Civil Defence Associate Professionals
3719 Regulatory Government Associate Professionals Not Elsewhere Classified
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ASSOCIATE PROFESSIONALS

31

32

33
34

SUB-MAJOR GROUP

35
36
37
31. SCIENCE AND ENGINEERING ASSOCIATE PROFESSIONALS
32. HEALTH ASSOCIATE PROFESSIONALS
33. BUSINESS AND ADMINISTRATION ASSOCIATE PROFESSIONALS
34. LEGAL ASSOCIATE PROFESSIONALS
35. INFORMATION AND COMMUNICATIONS TECHNICIANS
36. SOCIAL, CULTURAL AND RELATED ASSOCIATE PROFESSIONALS
37. REGULATORY GOVERNMENT ASSOCIATE PROFESSIONALS
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Major Group 3

TECHNICIANS AND ASSOCIATE PROFESSIONALS
Description

Skill Level

Perform technical and related tasks connected with research and
the application of scientific or artistic concepts and operational
methods, and government or business regulations

Most occupations in this major group require skills at the third level

SUB-MAJOR 31 SCIENCE AND ENGINEERING ASSOCIATE PROFESSIONALS
Science and Engineering Associate Professionals perform technical tasks connected with
research and the application of concepts and operational methods in the field of physical
science as well as computing and engineering, or they control and operate technical
equipment to investigate the aspect of security in the manufacturing process or other
processes and products.
MINOR GROUP 311 PHYSICAL AND ENGINEERING SCIENCE TECHNICIANS
Physical and Engineering Science Technicians perform technical tasks related to research
and the practical application of concepts, principles and operational methods connected
with physical sciences including such areas as engineering, technical drawing or economic
efficiency of production processes.
UNIT GROUP 3111

CHEMICAL AND PHYSICAL SCIENCE TECHNICIANS

Chemical and Physical Science Technicians perform technical tasks to aid in research in
chemistry, physics, geology, geophysics, meteorology and astronomy, and in the
development of industrial, medical, military and other practical applications of research
results.
Tasks include:
a) ensuring that all weather measurement sensors are operational and that all data
sent out is received properly, and providing basic information for public needs;
b) conducting chemical or microbiological analysis of routine samples, assisting in
maintenance of analysis tools, preparation of reagent stock and carrying out work
as directed by superiors;
c) gathering samples and preparing materials and equipment for experiments, tests
and analyses;
d) making observations, recording, coding weather conditions, sending weather
reports and maintaining weather equipment;
e) making observations, calculations/ measurements, recording and plotting
information and assisting in preparation of technical reports and documents for
publication;
f) applying technical knowledge in order to identify and solve problems arising in the
course of work;
g) supervising or maintaining and repairing research equipment;
h) assisting in intensifying departmental activities through services in mineral,
geoscience and goescience information so as to create mineral commodities and
quality geoscience development for national development;
i) performing tasks related to the weather application, recording and transmitting
weather reports based on the standards of the International Civil Aviation
Organisation (ICAO) and the World Meteorological Organisation (WMO);
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j) collecting and testing earth and water samples, and analysing data in
collaboration with geologists or geophysicists;
k) performing related tasks; and
l) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3111)
3111-01

Laboratory Assistant, Grade C17

3111-02

Geological Assistant, Grade C17

3111-06

Physics Technician

3111-07

Geophysics Technician

UNIT GROUP 3112

CIVIL ENGINEERING TECHNICIANS

Civil Engineering Technicians perform technical tasks in civil engineering research, design,
construction, operation, maintenance and repair of buildings and other structures such as
water supply and wastewater treatment systems, bridges, roads, dams and airports.
Tasks include:
a) monitoring and providing construction work at the construction site, giving the
estimated expenditure for the maintenance of buildings and roads, including
overseeing the maintenance work;
b) performing or assisting in field and laboratory tests of soils and construction
materials;
c) providing technical assistance connected with the construction of buildings and
other structures, and with surveys or the preparation of survey reports;
d) ensuring compliance with design specifications, relevant legislation and regulations,
and maintenance of prescribed standards of materials and work;
e) applying technical knowledge related to building and civil engineering principles
and practices in order to identify and solve problems arising;
f) assisting with the preparation of estimates of quantities and costs of materials and
labour required for projects according to the specifications given;
g) organising maintenance and repairs;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3112)
3112-01
3112-02

Technician, Grade J17
Technician (Civil), Grade J17

3112-04

Industrial Instrument Technician

3112-05

Civil Engineering Technician

UNIT GROUP 3113

ELECTRICAL ENGINEERING TECHNICIANS

Electrical Engineering Technicians perform technical tasks to aid in electrical engineering
research, and in the design, manufacture, assembly, construction, operation, maintenance
and repair of electrical equipment, facilities and distribution systems.
Tasks include:
a) assisting in research and development work concerning electrical systems,
equipment and facilities and testing prototypes;
b) assisting in design and layout of electrical installations and circuitry;
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c) preparing detailed estimates of quantities and costs of materials and labour
required for manufacture and installation;
d) assisting with technical supervision of the manufacture, installation, utilisation,
maintenance and repair of electrical systems and equipment;
e) applying technical knowledge of electrical engineering theory and practice to
identify and solve problems arising in the course of work;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3113)
3113-01

Technician (Electrical), J17

3113-02

Electrical Engineering Technician

3113-03

Wire Cutting Technician

3113-04

High Voltage Electrical Engineering Technician

UNIT GROUP 3114

ELECTRONICS ENGINEERING TECHNICIANS

Electronics Engineering Technicians perform technical tasks to aid in electronic research,
and in the design, manufacture, assembly, construction, operation, maintenance and
repair of electronic equipment.
Tasks include:
a) providing technical assistance in research and development of electronic
equipment, or testing prototypes;
b) assisting in design and layout of electronic circuitry;
c) assisting with preparation of detailed estimates of quantities and costs of materials
and labour required for the manufacture and installation of electronic equipment;
d) assisting with technical supervision of the manufacture, utilisation, maintenance and
repair of electronic equipment systems to ensure satisfactory performance and
compliance with specifications and regulations;
e) applying technical knowledge of electronic and telecommunications engineering
principles and practices;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3114)
3114-01

Technician (Electronics), J17

3114-02

Electronics Engineering Technician

3114-03

CAD/CAM Technician

3114-04

Electronics Engineering Estimator

UNIT GROUP 3115

MECHANICAL ENGINEERING TECHNICIANS

Mechanical Engineering Technicians perform technical tasks to aid in mechanical
engineering research, and in the design, manufacture, assembly, construction, operation,
maintenance and repair of machines, components and mechanical equipment.
Tasks include:
a) providing technical assistance in research and development work concerning
machine tools, vehicle engines, aircraft, heating, ventilating and refrigerating
installations and other mechanically functioning plant and equipment;
b) designing and preparing layouts of machine installations;
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c) assisting with preparation of detailed estimates of quantities and costs of materials
and labour required for manufacture and installation;
d) assisting with technical supervision of manufacture, utilisation, maintenance and
repair of mechanical plants and engines;
e) applying technical knowledge of machinery and mechanical engineering
principles and practices in order to identify and solve problems arising in the course
of work;
f) ensuring that mechanical engineering design and final output are in accordance
with the specifications, regulations and provisions of contracts;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3115)
3115-01

Technician (Mechanical), Grade J17

3115-02

Technician (Automotive), Grade J17

3115-03

Aerospace (Mechanical) Engineering Technician

3115-04

Aeronautical Engineering Technician

UNIT GROUP 3116

CHEMICAL ENGINEERING TECHNICIANS

Chemical Engineering Technicians perform technical tasks to aid in chemical engineering
research, and in the design, manufacture, construction, operation, maintenance and repair
of chemical plants.

Tasks include:
a) assisting in research on and development of industrial chemical processes, plants
and equipment, or testing prototypes;
b) designing and preparing layouts of chemical plants according to the specifications
given;
c) preparing detailed estimates of quantities and costs of materials and labour
required for manufacture and installation, according to the specifications given;
d) monitoring the technical aspect in construction, installation, operation,
maintenance and repair of chemical plants to ensure satisfactory performance and
compliance with specifications and regulations;
e) conducting chemical and physical laboratory tests to assist scientists and engineers
in the qualitative and quantitative analysis of solids, liquids and gases;
f) applying technical knowledge of chemical engineering principles and practices in
order to identify and solve problems arising in the course of work;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3116)
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3116-01

Chemical Engineering Technician

3116-02

Chemical Process Engineering Technician

3116-03

Petroleum Engineering Technician

3116-04

Oil Technologist
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UNIT GROUP 3117

MINING AND METALLURGICAL TECHNICIANS

Mining and Metallurgical Technicians perform technical tasks to assist in research and
experiments related to metallurgy in improving methods of extracting solid minerals, oil and
gas, and in the design, construction, operation, maintenance and repair of mines and mine
installations, of systems for transporting and storing oil and natural gas, and for extraction of
metals from ores.
Tasks include:
a) gathering monthly data and information for the mining and quarrying sector;
b) providing technical assistance in research on and development of processes to
determine the properties of metals and new alloys;
c) assisting in geological and topographical surveys, and in the design of oil, natural
gas and mineral ore extraction and transport systems, and processing and refinery
plant for minerals and metals;
d) assisting in preparation of estimates of quantities and costs of materials and labour
required for mineral, oil and natural gas projects and transport, and for processing
and refining minerals;
e) assisting in technical supervision of the construction, installation, operation,
maintenance and repair of plants, transport and installation, storage and
processing of mineral ore, oil and natural gas to ensure satisfactory performance
and compliance with specifications and regulations;
f) applying knowledge of mining, extraction, transport and storage of oil and natural
gas, and of metallurgical principles and practices in order to identify and solve
problems arising in the course of work;
g) collecting and assisting in the study on all the conditions contained in the licences
issued to operators of mines, quarries and mineral businesses for the purpose of
standardisation and conducting inspection visits to all mining, quarrying and mineral
business activities across the country;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3117)
3117-01

Mines Assistant, Grade C17

3117-02

Metallurgical Technician

3117-03

Extractive Metallurgical Technician

3117-04

Petroleum and Natural Gas Extraction Technician

UNIT GROUP 3118

DRAUGHTSPERSONS

Draughtspersons prepare technical drawings, maps and illustrations from sketches,
measurements and other data, and copy drawings and paintings onto printing plates.
Tasks include:
a) preparing and reviewing working drawings and specifications made by engineers
and designers for the manufacture, installation and erection of equipment and
machinery, or for construction, modification, maintenance and repair of buildings,
dams, bridges, roads and other architectural and civil engineering projects;
b) tracing and preparing drawings (plans) with complete specifications as per the
specifications laid down;
c) performing field work for the project site and field information collection, tracing for
the preparation of landscape plans and landscape construction drawing,
preparation of drawings and illustrations of landscape development projects and
proposals;
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d) assisting in the work of landscape development project management, carrying out
fieldwork for the management and maintenance of landscape as well as recording
and documentation for implementation of landscape development;
e) conducting site study (land use), socio-economic survey, preparing plan for policy,
landscape, village study and providing information on land use;
f) operating the digitising table or similar equipment to transfer the hard copy
representation of working drawings, maps and other curves into digital form;
g) capturing topographical data in analogue or digital form using stereo instruments to
prepare and revise topographical, hydrographic, utility and other thematic maps;
h) preparing and revising illustrations for reference, brochures and technical manuals
dealing with the assembly, installation, operation, maintenance and repair of
machinery and other equipment;
i) copying drawings and paintings onto stone or metal plates for printing;
j) performing related tasks; and
k) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3118)
3118-01

Draughtsperson, Grade J17

3118-02

Landscape Technician, Grade J17

3118-04

Draughting Technician

3118-05

Draughtsperson

UNIT GROUP 3119

PHYSICAL AND ENGINEERING SCIENCE TECHNICIANS NOT ELSEWHERE
CLASSIFIED

This unit group covers Physical and Engineering Science Technicians Not Elsewhere Classified
in Minor Group 311: Physical and Engineering Science Technicians.
Tasks include:
a) collecting data and providing technical assistance on planning and production
methods, efficient, safe and economic utilisation of personnel, materials and
equipment, methods of work and sequence of operations and supervision of their
implementation, time and motion aspects of work organisation and efficient layout
of plant or establishment;
b) identifying potential hazards and introducing safety procedures and devices;
c) collecting data and providing technical assistance on the preparation and
monitoring of cost estimates and bills of quantities for construction and architectural
projects;
d) assisting engineers in testing and design of robotic equipment;
e) modifying and testing the equipment and devices used in the prevention, control
and recovery of environmental pollution, site restoration and land reclamation;
f) maintaining and operating all irrigation schemes under their control;
g) assisting in the execution and processing of survey work and mapping, preparation
of surveying infrastructure, determining, demarcating and surveying international
and domestic borders as well as preparing and processing land surveying work and
computerised mapping;
h) conducting inspections to ensure constructions and use of vehicles comply with the
Road Transport Act 1987 and the rules made thereunder;
i) performing related tasks; and
j) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3119)
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3119-01

Surveying Technician, Grade J17

3119-02

Quantity Surveying Technician, Grade J17

3119-20

Robotics Technician

3119-21

Forensic Science Technician
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MINOR GROUP 312 MINING, MANUFACTURING AND CONSTRUCTION SUPERVISORS
Mining, Manufacturing and Construction Supervisors co-ordinate, supervise, control and
schedule the activities of workers in manufacturing, mining and construction operations.
UNIT GROUP 3121

MINING SUPERVISORS

Mining Supervisors oversee mining and quarrying operations and supervise and coordinate
the activities of miners working in underground and surface mines and quarries.
Tasks include:
a) supervising and coordinating the activities of workers who extract minerals and
other natural deposits from the earth, operating underground conveyances or
heavy equipment in surface mines and quarries;
b) determining the methods to meet work schedules and recommending
benchmarking to mining managers to improve productivity;
c) making requisitions, issuing and recording materials necessary for operations;
d) determining staffing and material needs for the mine or quarry;
e) planning and estimating cost of production and submitting periodic progress
reports;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3121)
3121-01

Mine Supervisor

3121-02

Quarry Supervisor

UNIT GROUP 3122

MANUFACTURING SUPERVISORS

Manufacturing Supervisors coordinate and supervise the activities of process control
technicians, machine operators, assemblers and other manufacturing labourers.
Tasks include:
a) receiving, recording and dispatching products;
b) organising and planning the daily work by taking into consideration plans, the
economy, staff and the environment;
c) making requisitions, issuing and recording materials necessary for operations;
d) preparing monthly payroll or providing final figures for computing payroll and
assisting in payment of advances and wages for workers;
e) planning and estimating cost of production and submitting periodic progress
reports;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3122)
3122-01

Manufacturing Supervisor

3122-02

Production Supervisor

3122-03

Finishing Supervisor

3122-04

Packaging Supervisor
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UNIT GROUP 3123

CONSTRUCTION SUPERVISORS

Construction Supervisors coordinate, supervise and schedule the duties of workers engaged
in the construction and repair of buildings and structures.
Tasks include:
a) reading specifications to determine construction requirements and planning
procedures;
b) organising and coordinating the materials and human resources required to
complete jobs;
c) examining and inspecting work progress;
d) examining equipment and construction sites to ensure that health and safety
requirements are met;
e) supervising construction sites and coordinating work with other construction
projects;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3123)
3123-01

Operation Supervisor

3123-02

Project Supervisor

3123-03

Construction Supervisor

3123-04

Site Supervisor

UNIT GROUP 3129

OTHER SUPERVISORS NOT ELSEWHERE CLASSIFIED

This unit group covers Other Supervisors Not Elsewhere Classified in Minor Group 312: Mining,
Manufacturing and Construction Supervisors.
Tasks include:
a) receiving, recording and dispatching products;
b) inspecting, maintaining and keeping such records as required by the management
related to their area of responsibility and ensuring that all work is performed
according to instructions;
c) making requisitions, issuing and recording materials necessary for operations;
d) planning and estimating cost of production and submitting periodic progress
reports;
e) performing related tasks; and
f) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3129)
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3129-01

Land Scheme Supervisor, Grade G17

3129-02

Environmental Supervisor

3129-03

Facilities Supervisor

3129-04

Supervisor
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MINOR GROUP 313 PROCESS CONTROL TECHNICIANS
Process Control Technicians operate and monitor switchboards, computerised control
systems and multi-function process control machinery, and maintain processing units in
electrical power generation and distribution, wastewater, sewage treatment and waste
disposal plants, chemicals, petroleum and natural gas refinery in metal processing and other
process operations.
UNIT GROUP 3131

POWER PRODUCTION PLANT OPERATORS

Power Production Plant Operators operate, monitor and maintain switchboards and related
equipment in electrical control centres which control the production and distribution of
electricity or other power in transmission networks. The equipment operated includes
reactors, turbines, generators and other auxiliary equipment in electrical power generating
stations.
Tasks include:
a) operating and monitoring coal, oil or natural gas-fired steam power generating
plant;
b) operating and monitoring hydroelectric power generating stations;
c) operating and controlling power generation systems and equipment including
boilers, turbines, generators, condensers and reactors in hydro, heat, coal, oil,
natural gas and nuclear power generating plants to generate and distribute
electricity;
d) controlling the switching operation and the water level and communicating with
system operators to control and coordinate the delivery load, frequency and line
voltage;
e) taking readings from charts, meters and gauges at specified intervals, solving
problems and implementing corrective action as necessary;
f) carrying out the cleaning and maintenance of equipment such as generators,
boilers, turbines, pumps and compressors to prevent malfunction or deterioration of
equipment;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3131)
3131-01

Electric Power Load Dispatcher

3131-02

Electrical Switchboard Operator

3131-03

Hydroelectric Station Operator

3131-04

Power Generating Plant Operator

UNIT GROUP 3132

INCINERATOR AND WATER TREATMENT PLANT OPERATORS

Incinerator and Water Treatment Plant Operators monitor and operate computerised control
systems and related equipment and monitor various types of plant such as incinerators,
water treatment plants, sewage plants, air and gas compressors, pumping stations and
refrigeration or heating and ventilation systems.
Tasks include:
a) operating and monitoring incinerator machinery and equipment which burn
garbage or other waste materials;
b) operating and monitoring machinery and equipment which purify and clarify water
for human consumption or use and later disposal into natural water systems;
c) operating and monitoring machinery and equipment which regulate the treatment
and disposal of sewage and wastes;
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d) operating and monitoring air and gas compressors;
e) operating and monitoring pumping stations for transferring liquids, gases, semiliquids and powdered substances from one location to another;
f) operating and monitoring refrigeration systems for cool or cold storage, or industrial
processes;
g) operating and monitoring heating and ventilation systems;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3132)
3132-01

Stationary Engine Operator

3132-02

Compressor Operator

3132-03

Gas Compressor Operator

3132-04

Incinerator Plant Operator

UNIT GROUP 3133

CHEMICAL PROCESSING PLANT CONTROLLERS

Chemical Processing Plant Controllers operate and monitor chemical plants, adjust and
maintain processing units and equipment which distil, filter, separate, heat or refine
chemicals.
Tasks include:
a) operating the electronic or computerised control panel from a central control room
to monitor and optimise physical and chemical processes for several processing
units;
b) adjusting equipment, valves, pumps, control and process equipment;
c) controlling the preparation, measuring and feeding of raw materials and processing
agents such as catalysts and filtering media into plants;
d) controlling processes and troubleshooting;
e) verifying equipment for malfunctions, carrying out routine operating tests and
arranging for maintenance;
f) analysing product samples, performing tests, recording data and production logs;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3133)
3133-01

Chemical Process Technician

3133-02

Chemical Plant Supervisor

3133-03

Chemical-Heat-Treating Plant Operator

3133-04

Chemical-Filtering and Separating Equipment Operator

UNIT GROUP 3134

PETROLEUM AND NATURAL GAS REFINING PLANT OPERATORS

Petroleum and Natural Gas Refining Plant Operators operate and monitor plants which
refine, distil and treat petroleum, petroleum-based products and by-products or natural gas.
Tasks include:
a) operating the electronic or computerised control panel from a central control room
to monitor and optimise physical and chemical processes for several processing
units;
b) operating and monitoring equipment to obtain oxygen and nitrogen from air for
industrial and therapeutic use;
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c) operating and monitoring plants in which pressure distillate and non-condensable
gases are treated;
d) operating and monitoring pumps which circulate petroleum products or water and
chemical solutions through the refinery;
e) operating and monitoring control panels in the petroleum refinery;
f) operating and monitoring the distillation apparatus which distils or refines petroleum
products;
g) operating and monitoring machines which blend petrol with chemicals and other
additives;
h) operating and monitoring machines which refine or otherwise treat natural gas;
i) performing related tasks; and
j) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3134)
3134-01

Pumpman (Petroleum Refining)

3134-02

Stillman (Petroleum Refining)

3134-03

Controlman (Petroleum Refining)

3134-04

Desulphuriser Operator, Petroleum Refining

UNIT GROUP 3135

METAL PRODUCTION PROCESS CONTROLLERS

Metal Production Process Controllers operate and monitor multi-function process control
machinery and equipment to melt or reheat metal, or machines to cast metal.

Tasks include:
a) coordinating and controlling metal processing production operation through
control panels, computer terminals or other control systems;
b) operating and monitoring furnaces to melt ferrous and non-ferrous metals for
casting;
c) operating and monitoring furnaces to reheat stock metal forms prior to forging,
power-pressing, rolling and further processing;
d) operating and monitoring rolling mills to mould hot or cold steel into shapes for
further processing, or into final shapes;
e) operating and monitoring rolling mills to mould hot or cold non-ferrous metal into
specified shapes such as plates, sheets or foils;
f) pouring molten metal into moulds and operating and monitoring casting machines;
g) operating rolling mills to form hot or cold non-ferrous metal into plates, sheets, foils,
wires or rods of specified dimensions;
h) manipulating controls of rolling mills;
i) performing related tasks; and
j) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3135)
3135-01

Rolling Mill Metal Manipulator

3135-02

Guide Setter, Metal

3135-03

Metal Processing Control Operator

3135-04

Blast Furnace Operator
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UNIT GROUP 3139

PROCESS CONTROL TECHNICIANS NOT ELSEWHERE CLASSIFIED

This unit group covers Process Control Technicians Not Elsewhere Classified in Minor Group
313: Process Control Technicians.
Tasks include:
a) inspecting, maintaining and keeping such records as required by the management,
relevant to their area of responsibility and ensuring that all work is performed
according to instructions;
b) making requisitions, issuing and recording materials necessary for operations;
c) planning and estimating cost of production and submitting periodic progress
reports;
d) performing related tasks; and
e) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3139)
3139-01

Food Processing Technician

3139-02

Pumpman

3139-03

Stillman

3139-04

Controlman

MINOR GROUP 314 LIFE SCIENCE TECHNICIANS AND RELATED ASSOCIATE PROFESSIONALS
Life Science Technicians and Related Associate Professionals perform a variety of technical
tasks to support life science professionals with their research, development, management,
conservation and protection work, in areas such as biology, botany, zoology, biotechnology
and biochemistry, and in agriculture, fisheries and forestry.
UNIT GROUP 3141

LIFE SCIENCE TECHNICIANS (EXCLUDING MEDICAL)

Life Science Technicians (Excluding Medical) provide technical support to life science
professionals undertaking research, analysis and testing of living organisms, and
development and application of products and processes resulting from research in areas
such as agriculture, natural resource management, environmental protection, plant and
animal biology, microbiology, and cell and molecular biology.
Tasks include:
a) assisting in designing, setting up and conducting experiments;
b) setting up, calibrating, operating and maintaining laboratory instruments and
equipment;
c) collecting and preparing specimens and samples, chemical solutions and slides
and growing cultures for use in experiments;
d) performing routine field and laboratory tests;
e) monitoring experiments to ensure adherence to correct laboratory quality control
procedures and health and safety guidelines;
f) making observations of tests, and analysing, calculating, recording and reporting
test results using appropriate scientific methods;
g) preserving, classifying and cataloguing specimens and samples;
h) keeping detailed logs of work performed;
i) participating in the research, development and manufacture of products and
processes;
j) ordering and stocking laboratory supplies;
k) maintaining relevant databases;
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l) performing related tasks; and
m) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3141)
3141-01

Biological Technician

3141-02

Entomological Technician

3141-03

Tissue Culture Technician

3141-04

Botanical Technician

UNIT GROUP 3142

AGRICULTURAL AND POULTRY TECHNICIANS

Agricultural and Poultry Technicians perform technical tasks related to research in
agronomy, as well as with the development of agricultural applications of research results
and provide technical and scientific support to agricultural scientists and farmers.
Tasks include:
a) carrying out development work including planning, implementing, evaluating,
tracking development programmes through group farming project implementation;
b) collecting and preparing specimens such as soils, plant or animal cells, tissues or
parts or organs of animals for experiments, tests and analyses;
c) preparing and collecting specimens, materials and equipment for experiments, tests
and analyses;
d) organising maintenance and repair of farm machinery and farm equipment;
e) overseeing product quality;
f) assisting with and performing experiments, tests, analyses and recording observation
results and other relevant information using laboratory instruments and equipment;
g) analysing samples of seeds for quality, purity and germination rating;
h) collecting data and estimating quantities and costs of materials and labour
required for projects;
i) applying knowledge of scientific principles and practices in order to identify and
solve problems arising in the course of their work;
j) performing related tasks; and
k) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3142)
3142-01

Agricultural Assistant, Grade G17

3142-02

Wildlife Assistant, Grade G17

3142-04

Agronomy Technician

3142-05

Crop Research Technician

UNIT GROUP 3143

FORESTRY TECHNICIANS

Forestry Technicians perform technical tasks related to research in forestry and forest
management, harvesting, resource conservation and environmental protection as well as
the development of forestry applications for research results.
Tasks include:
a) conducting forest inventories, surveys and field measurements following accepted
scientific and operational procedures;
b) assisting in and performing technical functions in forest management and harvest
plans using photogrammetric and mapping techniques and computerised
information systems;
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c) preparing and collecting specimens, materials and equipment for experiments, tests
and analyses;
d) assisting with and performing experiments, tests, analyses and recording observation
results and other relevant information using laboratory instruments and equipment;
e) analysing samples of seeds for quality, purity and germination rating;
f) collecting data and estimating quantities and costs of materials and labour
required for projects;
g) regulating the work of forest development, operational, factory enforcement,
recreational forest encroachment and work operations including revenue
collection for timber forest products;
h) reviewing and monitoring licences for forestry operation and wood-based industries;
i) teaching trainees to operate and maintain heavy machinery in logging, techniques
in road-building and timber hauling in the forest;
j) applying knowledge of scientific principles and practices in order to identify and
solve problems arising in the course of their work;
k) performing related tasks; and
l) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer index; unit group 3143)
3143-01

Forest Ranger, Grade G17

3143-02

Logging Instructor, Grade G17

3143-03

Arboriculture Technician

3143-04

Forestry Technician

UNIT GROUP 3144

FISHERY TECHNICIANS

Fishery Technicians perform technical tasks related to research in fisheries, as well as with the
development of fishery applications for research results.

Tasks include:
a) preparing and collecting specimens, materials and equipment for experiments, tests
and analyses;
b) assisting with and performing experiments, tests, analyses and recording observation
results and other relevant information using laboratory instruments and equipment;
c) analysing samples of fish for quality;
d) collecting data and estimating quantities and costs of materials and labour
required for projects;
e) organising maintenance and repair of research equipment;
f) applying knowledge of scientific principles and practices in order to identify and
solve problems arising in the course of their work;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3144)
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3144-01

Fisheries Assistant, Grade G17

3144-02

Hatchery Technician

3144-03

Hatchery Supervisor

3144-04

Fishery Technician
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MINOR GROUP 315 SHIP, AIRCRAFT AND TRAIN TECHNICIANS
Ship, Aircraft and Train Technicians supervise land, air and waterborne transport service
operation.
UNIT GROUP 3151

AIRCRAFT TECHNICIANS

Aircraft Technicians repair, overhaul, examine, test and service aircraft engines and other
aircraft mechanical equipment.
Tasks include:
a) servicing, repairing and overhauling engines of aircraft such as jets, turbo and piston
engines and aircraft other mechanical equipment;
b) testing engines using testing equipment;
c) examining engines for cracked cylinders, oil leaks and other defects;
d) repairing, assembling and replacing engine parts;
e) removing the engine from aircraft for overhaul and installing replacements;
f) inspecting, servicing and repairing pneumatic and hydraulic systems;
g) taking charge of the Aeronautical Fixed Telecommunication Network (AFTN) system
and provision of high frequency radio service and assisting with the air traffic control
system in the airspace;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3151)
3151-01

Air Traffic Control Assistant, Grade A17

3151-02

Air Traffic Safety Technician

3151-03

Aircraft Technician

3151-04

Aviation Maintenance Technician

UNIT GROUP 3152

SHIP/ MARINE TECHNICIANS

Ship/ Marine Technicians repair or service marine engine in workshops or on board vessels.
Tasks include:
a) assisting in the provision of information and documents to develop a training course
programme in navigation (nautical); marine engineering in accordance with
prescribed standards;
b) assisting in seafarer documentation matters;
c) assisting in the management of navigational aids;
d) managing ship and boat registration documents;
e) repairing and servicing steam, petrol, diesel and marine engines;
f) examining engines to locate defects using various tools and instruments;
g) partially or completely dismantling engines to remove or repair faulty worn out
parts;
h) starting engines and observing their performance by noting different meter readings
for temperature, fuel level and oil pressure, and making the necessary adjustments
for optimum performance;
i) checking, adjusting and lubricating engines periodically to keep them in good
working order;
j) performing related tasks; and
k) supervising, scheduling and monitoring the tasks of other workers.
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Examples of the occupations classified here: (refer to index; unit group 3152)
3152-01

Marine Assistant, Grade A17

3152-02

Berthing Master

3152-03

Yacht Skipper

3152-04

Cargo Ship Traffic Supervisor

UNIT GROUP 3153

TRAIN/ LOCOMOTIVE TECHNICIANS

Train/ Locomotive Technicians service and repair train/ locomotive engines.
Tasks include:
a) servicing or repairing train/ locomotive engines;
b) examining engines to locate defects using various tools and instruments;
c) partially or completely dismantling engines to replace or adjust faulty worn out
parts;
d) checking, adjusting and lubricating engines periodically to keep them in good
working order;
e) performing related tasks; and
f) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3153)
3153-01
3153-02

Train Technician
Railway Supervisor

3153-03

Locomotive Supervisor

3153-04

Light Rail Transit Supervisor

UNIT GROUP 3154

MOTOR VEHICLE TECHNICIANS

Motor Vehicle Technicians service and repair vehicle engines.
Tasks include:
a) servicing or repairing motor vehicle engines;
a) inspecting the engine to detect defects using various tools and instruments;
b) opening part of or the entire engine to replace or fix worn and damaged parts;
c) inspecting, adjusting and lubricating the engine periodically to keep it in good
condition;
d) performing related tasks; and
e) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3154)
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3154-01

Motor Vehicle Technician

3154-02

Motor Vehicle Engine and Fuel System Technician

3154-03

Motor Vehicle Mechatronics Technician

3154-04

Automotive Brake System Technician
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UNIT GROUP 3159

TRANSPORT TECHNICIANS NOT ELSEWHERE CLASSIFIED

This unit group covers Transport Technicians Not Elsewhere Classified in Minor Group 315:
Ship, Aircraft and Train Technicians.

Tasks include:
a) supervising and coordinating service activities of the traffic department;
b) directing and supervising activities of bus conductors and drivers within a limited
geographical area;
c) performing related tasks; and
d) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3159)
3159-01

Road Transport Supervisor

MINOR GROUP 316 NUCLEAR SCIENCE ASSOCIATE PROFESSIONALS
Nuclear Science Associate Professionals assist scientists in both laboratory and production
activities by performing technical tasks involving nuclear physics, primarily in operation,
maintenance, production and quality control support activities.
UNIT GROUP 3161

NUCLEAR RESEARCH AND DEVELOPMENT ASSOCIATE PROFESSIONALS

Nuclear Research and Development Associate Professionals collect and test samples to
monitor results of nuclear experiments and contamination of humans, facilities and
environment.

Tasks include:
a) assisting scientists to develop new concepts, technologies and strategies to improve
nuclear technology;
b) operating equipment used for the release, control and utilisation of nuclear energy
to assist scientists in laboratory;
c) designing, coordinating and controlling technical aspects of projects;
d) analysing test results;
e) ensuring the preparation of the necessary materials and chemical solutions;
f) maintaining the laboratory in a clean and tidy condition;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3161)
3161-01

Nuclear Technician
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SUB-MAJOR 32 HEALTH ASSOCIATE PROFESSIONALS
Health Associate Professionals perform technical tasks related to research and the practical
application of concepts, principles and operational methods in the fields of medicine,
veterinary, dentistry, pharmacy, sanitation, nursing, midwifery, traditional medicine, faith
healing and related disciplines.
MINOR GROUP 321 MEDICAL AND PHARMACEUTICAL TECHNICIANS
Medical and Pharmaceutical Technicians perform technical tasks to assist in the diagnosis
and treatment of diseases, transmission of disease, injury and disability.
UNIT GROUP 3211

MEDICAL IMAGING AND THERAPEUTIC EQUIPMENT TECHNICIANS

Medical Imaging and Therapeutic Equipment Technicians test and operate radiography,
ultrasound and other medical imaging equipment to produce images of the body for the
purpose of diagnosis and treatment of injuries, diseases and other disabilities. They may
perform radiation treatment on patients under the supervision of a radiologist or other
medical professional.
Tasks include:
a) operating radiographic equipment including x-ray machine, performing
radiological procedure using general x-ray equipment as well as MRI and CT scan
machines whether in the ward, operation theatre and the casualty/ accident
division using the mobile x-ray equipment;
b) explaining procedures, observing and positioning patients, and sing protective
equipment to ensure patient safety and comfort during examination, scanning or
treatment;
c) tracking and mapping radiopharmaceuticals or radiation in the patient’s body,
using radioisotopes, camera and other equipment to diagnose and treat diseases;
d) setting in position required apparatus and equipment;
e) maintaining the laboratory in a clean and tidy condition;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3211)
3211-01

X-ray Technician, Grade U29

3211-02

X-ray Technician

3211-03

Radiology Technician

3211-04

Diagnostic Medical Radiographer

UNIT GROUP 3212

MEDICAL AND PATHOLOGY LABORATORY TECHNICIANS

Medical and Pathology Laboratory Technicians perform clinical tests on body fluid and
tissue specimens to obtain information on the health of the patient or the cause of death.
Tasks include:
a) conducting chemical analysis of body fluids including blood, urine and spinal fluid
to determine presence of normal and abnormal components;
b) operating, calibrating and maintaining equipment used in quantitative and
qualitative analyses, such as the spectrophotometer, calorimeter and flame
photometer;
c) setting up, cleaning and maintaining laboratory equipment;
d) analysing laboratory output to check the accuracy of the results;
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e) providing and collecting specimens of body fluids and tissues of patients and
evaluating the results to determine the type, stage of development and sources of
infection;
f) assisting with and performing experiments, tests, analyses and recording observation
results and other relevant information using laboratory instruments and equipment;
g) providing guidance to the patient on the use, proper installation of orthotic devices,
ways of walking or movement as required, means of maintaining the device so that
is not harmful and in good condition;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3212)
3212-01

Medical Technician, Grade U19

3212-02

Anatomy Technician

3212-03

Blood Bank Technician

3212-04

Biophysics Technician

UNIT GROUP 3213

PHARMACEUTICAL TECHNICIANS AND ASSISTANTS

Pharmaceutical Technicians and Assistants dispense and prepare medicine under the
guidance of pharmacists or other health professionals.
Tasks include:
a) preparing medicine and pharmaceutical compounds under the guidance of
pharmacists;
b) dispensing medicines and drugs and giving written and oral instructions on their use,
as prescribed by medical doctors;
c) cleaning and preparing equipment and containers used to prepare and dispense
medicine and pharmaceutical compounds;
d) conducting routine laboratory tests to determine characteristics of pharmaceutical
products;
e) performing related tasks; and
f) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3213)
3213-01

Pharmaceutical Assistant

3213-02

Pharmaceutical Laboratory Assistant

3213-03

Pharmaceutical Technician

3213-04

Pharmacy Aide

UNIT GROUP 3214

MEDICAL AND DENTAL PROSTHETIC TECHNICIANS

Medical and Dental Prosthetic Technicians design, adjust, service and repair medical and
dental devices and equipment according to prescription or instruction from health
professionals. They make full or partial dentures, inlays, bridges and crowns of metal
vulcanite or other composition plates from wax or plaster impressions.
Tasks include:
a) discussing with medical and dental practitioners to formulate specifications and
prescriptions of devices and equipment;
b) making special impressions as instructed by the dental surgeon and preparing
plaster casts of upper and lower jaws from wax impressions;
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c) shaping metal vulcanite or plastic plates for dentures and setting false teeth in
plates;
d) processing dentures in acrylic resin or metal and bridges according to the
impression taken;
e) forming porcelain teeth and crowns and repairing or making additions to existing
dentures;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3214)
3214-01

Dental Technician

3214-02

Denturist

3214-03

Orthotic Technician

3214-04

Orthotist

UNIT GROUP 3215

ORTHOTIC AND PROSTHETIC TECHNICIANS

Orthotic and Prosthetic Technicians measure, design, fabricate, fit or service a prosthetic as
prescribed by a doctor, and assist in the formulation of the prosthesis prescription for the
replacement of external parts of the human body lost due to amputation or congenital
deformities or absences.
Tasks include:
a) ensuring devices fit well and that patients have an acceptable range of
movement;
b) crafting prosthetic limbs from softer plastics;
c) performing related tasks; and
d) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3215)
3215-01

Orthopaedic Technician

3215-02

Prosthetic Technician

MINOR GROUP 322 NURSING AND MIDWIFERY ASSOCIATE PROFESSIONALS
Nursing and Midwifery Associate Professionals apply medical concepts and principles
relating to the nursing of the ill, injured or disabled, and care of mothers and their newborn
babies.
UNIT GROUP 3221

NURSING ASSOCIATE PROFESSIONALS (EXCEPT DENTAL)

Nursing Associate Professionals (Except Dental) provide basic nursing and personal care for
people who are physically or mentally ill, disabled or infirm, and others in need of care due
to risks to health.
Tasks include:
a) providing nursing care, treatment and advice to the ill, injured, disabled and others
in need of such care;
b) assisting medical doctors in their tasks, administering medicine and drugs, applying
surgical dressings and giving other forms of treatment under the instruction of
medical doctors;
c) assisting in treatment in emergencies;
d) assisting in preparation of physical and psychiatric treatment of mentally ill patients;
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e) assisting in preparation for social adjustment, development and education of
mentally or physically handicapped patients;
f) providing nursing care to patients in their homes;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3221)
3221-01

Nurse, Grade U29

3221-02

Nursing Assistant

3221-03

Enrolled Nurse

3221-04

Practical Nurse

UNIT GROUP 3222

MIDWIFERY ASSOCIATE PROFESSIONALS

Midwifery Associate Professionals deliver or assist doctors in the delivery of babies, provide
ante-natal and post-natal care and advise parents on baby care.
Tasks include:
a) performing a variety of tasks and being a member of the health team directly
serving the public;
b) advising expectant mothers on appropriate diet, exercise and conduct to ease
pregnancy and childbirth, and noting their general health;
c) assisting doctors in deliveries;
d) attending to mothers in the post-natal period to supervise their recovery, check on
babies' health and advise parents on baby care;
e) conducting health education classes and seminars to promote the health of
mothers and infants;
f) advising on birth control methods;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3222)
3222-01

Community Nurse, Grade U19

3222-02

Traditional Midwife

3222-03

Midwifery Assistant

MINOR GROUP 323 TRADITIONAL
AND
PROFESSIONALS

COMPLEMENTARY

MEDICINE

ASSOCIATE

Traditional and Complementary Medicine Associate Professionals prevent, care for and
treat physical and mental illnesses, disorders and injuries using herbal and other therapies
based on theories, beliefs and experiences originating in specific cultures.
UNIT GROUP 3231

TRADITIONAL
AND
PROFESSIONALS

COMPLEMENTARY

MEDICINE

ASSOCIATE

Traditional and Complementary Medicine Associate Professionals treat mental and physical
sickness using herbs, medicinal plants and other traditional techniques employed in the
community and advise on methods to preserve or improve the health and well-being of a
person.
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Tasks include:
a) examining patients, making diagnoses and treating diseases and injuries using
herbs, medicinal plants and other traditional techniques employed in the
community;
b) advising the community and individuals on proper diet and conduct to preserve
or improve health and well-being;
c) performing related tasks; and
d) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3231)
3231-01

Traditional Malay Medicine Practitioner

3231-02

Traditional Chinese Medicine Practitioner

3231-03

Traditional Indian Medicine Practitioner

3231-04

Traditional Chinese Medicine Dispenser

MINOR GROUP 324 VETERINARY TECHNICIANS AND ASSISTANTS
Veterinary Technicians and Assistants advise, carry out diagnostic, preventive and curative
veterinary tasks more limited in scope and complexity than those carried out by
veterinarians. They care for animals under treatment and assist veterinarians to perform
procedures and treatment.
UNIT GROUP 3241

VETERINARY TECHNICIANS AND ASSISTANTS

Veterinary Technicians and Assistants advise, carry out diagnostic, preventive and curative
veterinary tasks more limited in scope and complexity than those carried out by
veterinarians. They care for animals under treatment and assist veterinarians to perform
procedures and treatment.
Tasks include:
a) helping to carry out the duties of animal management and enforcement,
management of animal health, animal fertility management, inspection of animal
quarantine centre, ante-mortem and post-mortem inspection at slaughterhouses
and processing plants and advising on farming, enforcement of veterinary
legislation, and data collection of animals;
b) advising the community and individuals on the treatment of animals and their
diseases and injuries;
c) examining animals to make diagnoses or referring more difficult cases to
veterinarians when needed;
d) treating ill or injured animals, especially for common diseases and disorders;
e) preparing and maintaining instruments and materials used in the treatment of
animals;
f) carrying out technical tasks connected with artificial insemination of animals;
g) preparing animals for examination or treatment and holding them during treatment,
if necessary;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3241)
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3241-01

Veterinary Assistant, Grade G17

3241-02

Veterinary Technician

3241-03

Veterinary Biotech Research Technician

3241-04

Veterinary Vaccinator
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MINOR GROUP 325 OTHER HEALTH ASSOCIATE PROFESSIONALS
Other Health Associate Professionals include other health associate professionals engaged
in health activities outside the scope of those classified in minor groups 321-324.
UNIT GROUP 3251

DENTAL ASSISTANTS AND THERAPISTS

Dental Assistants and Therapists carry out advisory, diagnostic, preventive and curative
dental tasks more limited in scope and complexity than those carried out by dentists, and
assist dentists by preparing and maintaining instruments and other equipment, preparing
materials and helping patients prepare for examination and treatment.
Tasks include:
a) examining, diagnosing and managing the treatment of patients under their care
and referring to the dental officer for further action;
b) carrying out health education activities through brushing instruction, lectures and
health campaign exhibitions;
c) providing advice to the community and the individual on dental hygiene, diet and
other preventive dental measures;
d) carrying out dental examinations to make diagnoses and referring more complex
cases to dentists when necessary;
e) preparing and maintaining dental instruments and equipment;
f) preparing dental materials;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3251)
3251-01

Dental Nurse, Grade U29

3251-02

Dental Surgery Assistant, Grade U17

3251-03

Dental Health Nurse

3251-04

Dental Nurse

UNIT GROUP 3252

MEDICAL RECORD AND HEALTH INFORMATION TECHNICIANS

Medical Record and Health Information Technicians organise and evaluate the results of
examinations, reports on x-rays and laboratory tests, diagnoses and treatment plans for
completeness and accuracy.
Tasks include:
a) planning, developing, maintaining and managing a variety of health record
indexes for the collection, classification, storage and analysis of information using
computer programs to tabulate and analyse data to improve patient care,
improve cost control, provide documentation for use in legal action or in research
studies;
b) copying, compiling and processing the patients' medical records, admission and
discharge documents and other medical reports in the record-keeping system to
provide data for monitoring and referrals;
c) protecting the security of medical records;
d) performing related tasks; and
e) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3252)
3252-01

Medical Record Technician

3252-02

Clinical Coder

3252-03

Disease Registry Technician

3252-04

Medical Record Analyst
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UNIT GROUP 3253

COMMUNITY HEALTH WORKERS

Community Health Workers carry out advisory, diagnostic, preventive and curative medical
tasks more limited in scope and complexity than those carried out by medical doctors. They
provide support and assistance to individuals and families in the health and social service
system.
Tasks include:
a) providing information to families and the community on various health issues
including nutrition, hygiene, care of infants and children, immunisation, family
planning, risk factors and prevention of normal, infectious diseases, poison
prevention, first aid treatment for simple and common afflictions, abuse, domestic
violence and other topics;
b) advising the community and individuals on hygiene, diet and other preventive
medical measures;
c) conducting medical examinations to diagnose diseases and/or referring more
difficult cases to medical doctors when necessary;
d) distributing medical supplies to households to prevent and treat endemic diseases
such as malaria, pneumonia and diarrhoeal diseases;
e) visiting families in their homes to provide information about health, social services
and other services;
f) prescribing medicine and giving treatment for diagnosed illnesses, disorders or
injuries;
g) collecting household and community data for the purpose of monitoring and
referrals, and preparing reports to meet health regulations;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3253)
3253-01

Community Health Aide

3253-02

Community Health Promoter

3253-03

Community Health Worker

3253-04

Village Health Worker

UNIT GROUP 3254

DISPENSING OPTICIANS

Dispensing Opticians design, fit and dispense optical lenses based on a prescription from an
ophthalmologist or optometrist for the correction of reduced visual acuity. They also advise
patients on the wearing of and care for their spectacles and contact lenses.
Tasks include:
a) interpreting optical prescriptions written by optometrists or ophthalmologists;
b) giving advice to patients on lens type, frames and styles;
c) fitting contact lenses and giving advice on their care and use;
d) taking frame and facial measurements to ensure correct fit and positioning;
e) advising patients when adjustments or fixing of spectacles are required;
f) examining lenses upon receipt to ensure they meet the required specifications;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3254)
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3254-01

Optician, Contact Lens Dispensing

3254-02

Contact Lens Optician

3254-03

Dispensing Optician
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UNIT GROUP 3255

PHYSIOTHERAPY TECHNICIANS AND ASSISTANTS

Physiotherapy Technicians and Assistants provide physical therapy to patients whose
movements have been affected by disease, injury or degeneration. The therapy has usually
been prescribed by a physiotherapist or other health professional to rehabilitate the
patients.
Tasks include:
a) advising the community and individuals on correct body postures at work or
otherwise, to avoid injuries and strain and to strengthen muscles;
b) conducting examinations to make diagnoses of disorders of bones, muscles and
parts of the circulatory or the nervous system to determine proper treatment or
referring to medical doctors, if necessary;
c) treating disorders of bones, muscles and parts of the circulatory or the nervous
system by manipulative methods and the use of ultrasound, heating, laser or similar
techniques;
d) massaging clients to improve blood circulation, soothe or stimulate nerves, facilitate
elimination of waste matter, stretch contracted tendons and produce other
therapeutic effects;
e) applying physiotherapy and related techniques as part of the treatment of
physically or mentally disabled persons; and
f) performing related tasks.
Examples of the occupations classified here: (refer to index; unit group 3255)
3255-01
3255-02

Physiotherapy Assistant
Electrotherapist

3255-03

Acupressure Therapist

3255-04

Hydrotherapist

UNIT GROUP 3256

MEDICAL ASSISTANTS

Medical Assistants perform basic clinical and administrative tasks to support patient care
under the direct supervision of a medical practitioner or other health professionals.
Tasks include:
a) advising the community and individuals on hygiene, diet and other preventive
medical measures;
b) conducting medical examinations to diagnose illness and/or referring more difficult
cases to medical doctors when necessary;
c) prescribing medicine and giving treatment for diagnosed illnesses, disorders or
injuries;
d) performing simple surgical operations;
e) performing related tasks; and
f) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3256)
3256-01

Public Health Assistant, Grade U17

3256-02

Medical Laboratory Assistant

3256-03

Hospital Assistant

3256-04

Medical Assistant
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UNIT GROUP 3257

ENVIRONMENTAL
ASSOCIATES

AND

OCCUPATIONAL

HEALTH

INSPECTORS

AND

Environmental and Occupational Health Inspectors and Associates inspect environmental
factors which can affect human health, occupational safety and the goods production or
service process in accordance with related laws and regulations.
Tasks include:
a) advising representatives of employers and workers on the implementation of
government and other rules and regulations concerning occupational safety and
the work environment;
b) inspecting places of work to ensure that the work environment, machinery and
equipment conform to government and other rules and regulations;
c) inspecting areas of production, processing, transport, handling, storage and sale of
products to ensure conformity with government and other rules and regulations;
d) inspecting products or finished components to ensure compliance of the
specifications and standards of the manufacturer;
e) advising enterprises and the general public on the implementation of government
and other rules and regulations concerning hygiene, sanitation, purity and grading
of primary products, food, drugs, cosmetics and similar goods;
f) advising producers, operators and those maintaining and repairing aircraft, cars
and other vehicles on the implementation of government and other rules and
regulations concerning technical standards and conditions of vehicles;
g) inspecting vehicles and places authorised to maintain and repair vehicles to ensure
that they conform to standards and government and other regulations;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3257)
3257-01

Public Health Inspector

3257-02

Public Health Safety Inspector

3257-03

Public Health Unit Supervisor

3257-04

Public Health Restaurant Inspector

UNIT GROUP 3258

AMBULANCE ASSISTANTS

Ambulance Assistants provide emergency health care to patients who are injured, sick,
infirm, or otherwise physically or mentally impaired prior to and during transport to medical
facilities.

Tasks include:
a) delivering appropriate care and treatment to preserve life, preventing a patient's
condition from deteriorating and promoting recovery;
b) assessing the health status of persons involved in accidents, natural disasters and
other emergency situations, and determining needs for immediate medical
assistance;
c) performing medical procedures and administering drugs and other therapies
according to the procedure for emergency medical treatment, including
resuscitating and defibrillating patients and operating life support equipment;
d) monitoring changes in the health status of patients during transport from medical,
rehabilitation and other health care facilities;
e) performing related tasks; and
f) supervising, scheduling and monitoring the tasks of other workers.

164

26 |

Examples of the occupations classified here: (refer to index; unit group 3258)
3258-01

Ambulance Assistants

3258-02
3258-03

Ambulance Officer
Ambulance Paramedic

3258-04

Emergency Medical Technician

UNIT GROUP 3259

HEALTH ASSOCIATE PROFESSIONALS NOT ELSEWHERE CLASSIFIED

This unit group covers Health Associate Professionals Not Elsewhere Classified in Minor Group
325: Other Health Associate Professionals.
Tasks include:
a) determining the type of disease or condition affecting the patient;
b) interviewing and examining patients to obtain information on their health status and
the nature and extent of injury, illness or other physical or mental health problem;
c) monitoring the health of patients through the treatment plan, and identifying the
signs and symptoms that require referral to a medical doctor or other health
professional;
d) storing information on the patient’s health status and response to treatment in the
medical record-keeping system;
e) performing related tasks; and
f) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3259)
3259-01

Chiropractor

3259-02

Osteopath
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SUB-MAJOR 33 BUSINESS AND ADMINISTRATION ASSOCIATE PROFESSIONALS
Business and Administration Associate Professionals perform mostly technical tasks
connected with the practical application of knowledge relating to financial accounting
and transaction matters, mathematical calculations, human resource development, sale
and purchase of financial instruments and specialised secretarial tasks. They include workers
who provide business services such as conference planning, job placements, sale and
purchase of real estate or bulk commodities, and agents for performers such as athletes and
artists.
MINOR GROUP 331 FINANCIAL AND MATHEMATICAL ASSOCIATE PROFESSIONALS
Financial and Mathematical Associate Professionals place a value on various items and
property, maintain records of financial transactions, analyse loan application information
and make decisions, buy and sell financial instruments, and perform mathematical and
related calculations.
UNIT GROUP 3311

SECURITIES AND FINANCE DEALERS AND BROKERS

Securities and Finance Dealers and Brokers buy and sell securities, stocks, bonds and other
financial instruments, and deal on the foreign exchange on spot or on futures markets on
behalf of their own company or for customers on a commission basis and recommend
transactions to clients or senior management.
Tasks include:
a) obtaining information about the financial circumstances of customers and
companies in which investments may be made;
b) analysing market trends for securities, bonds, stocks and other financial instruments,
including foreign exchange;
c) informing prospective customers about market conditions and prospects;
d) advising on and participating in the negotiation of terms for and organisation of
loans and placement of stocks and bonds in the financial market to raise capital for
customers;
e) recording and transmitting buy and sell orders for securities, stocks, bonds or foreign
exchange;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3311)
3311-01

Securities Broker

3311-02

Stock and Share Broker

3311-03

Foreign Exchange Broker

3311-04

Stock Broker

UNIT GROUP 3312

CREDIT AND LOAN OFFICERS

Credit and Loan Officers analyse and evaluate financial information on applications for
credit and loans and approve or disapprove, or recommend approval or disapproval to the
management.
Tasks include:
a) interviewing applicants for personal loans, mortgage loans, student loans and
business loans;
b) submitting credit and loan applications to the management with
recommendations for approval or rejection;
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c) keeping records of payments, and preparing letters requesting payment for
overdue accounts and forwarding these for legal action;
d) completing credit and loan documentation;
e) performing related tasks; and
f) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3312)
3312-01

Mortgage Officer

3312-02

Loan Officer

3312-03

Credit Control Executive

3312-04

Credit Supervisor

UNIT GROUP 3313

ACCOUNTING ASSOCIATE PROFESSIONALS

Accounting Associate Professionals maintain complete records of financial transactions of
an undertaking and verify accuracy of documents and records relating to such
transactions.
Tasks include:
a) performing financial and accounting tasks;
b) maintaining complete records of all financial transactions of an undertaking
according to general accounting principles with guidance from accountants;
c) verifying accuracy of documents and records relating to payments, receipts and
other financial transactions;
d) preparing financial statements and reports for specified periods;
e) performing accounting calculation using standard computer software packages;
f) providing assistance in the preparation of cash flow projection and budgets;
g) applying knowledge of accounting principles in order to identify and solve problems
arising in the course of their work;
h) enforcing the legal penalty of financial affairs management and providing
counselling in terms of accounting systems, administrative and legal management of
cooperatives and duties as directed from time to time;
i) performing related tasks; and
j) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3313)
3313-01

Accounting Assistant, Grade W17

3313-02

Audit Assistant, Grade W17

3313-05

Book-Keeper

3313-06

Accounts Supervisor

UNIT GROUP 3314

STATISTICAL,
MATHEMATICAL
PROFESSIONALS

AND

ACTUARIAL

ASSOCIATE

Statistical, Mathematical and Actuarial Associate Professionals assist in planning the
collection, processing and presentation of mathematical, statistical or actuarial data and in
carrying out these operations, usually under the guidance of mathematicians and related
professionals or statisticians.
Tasks include:
a) performing work related to collecting, processing and dissemination of data in
macro-economics, commerce, population, demographics, manpower and the
environment for national development and administrative planning;
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b) preparing detailed estimates of quantities and costs of materials and labour
required for statistical census and survey operations;
c) performing technical tasks connected with establishing, maintaining and using
registers and sampling frames for census and survey operations;
d) performing technical tasks connected with data collection and quality control
operations in censuses and surveys;
e) using standard computer software packages to perform mathematical, actuarial,
statistical and related calculations;
f) preparing mathematical, actuarial, statistical and other results for presentation in
graphical or tabular form;
g) applying knowledge of mathematical, actuarial, statistical and related principles
and practices in order to identify and solve problems arising in the course of their
work;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3314)
3314-01

Statistical Assistant, Grade E17

3314-02

Mathematical Assistant

3314-03

Actuarial Assistant

UNIT GROUP 3315

VALUERS AND LOSS ASSESSORS

Valuers and Loss Assessors value property and various goods and assess losses covered by
insurance policies.
Tasks include:
a) determining the value of raw materials, real estate, industrial equipment, personal
and household effects, works of art, gems and other objects offered for sale or to
be insured;
b) assessing the extent of damage or loss and liabilities of insurance companies and
underwriters for losses covered by insurance policies;
c) inspecting items or property to evaluate condition, size and construction;
d) obtaining records of sales and value of similar items or property;
e) performing related tasks; and
f) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3315)
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3315-01

Valuation Assistant, Grade W17

3315-02

Appraiser

3315-03

Valuer

3315-04

Revenue Assessor
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MINOR GROUP 332 SALES AND PURCHASING AGENTS AND BROKERS
Sales and Purchasing Agents and Brokers represent companies, the government or other
organisations in the sale and purchase of commodities, goods, insurance, shipping and
other services to industries, professionals, commercial or other establishments or act as
private agents to accompany buyers and sellers of commodities and services in
negotiations.
UNIT GROUP 3321

INSURANCE AGENTS

Insurance Agents advise on and sell life, accident, automobile, liability, endowment, fire,
marine and other types of insurance to new and existing clients.
Tasks include:
a) obtaining information about customers’ circumstances necessary to determine the
appropriate type of insurance and conditions;
b) negotiating with customers to determine the type and degree of risk for which
insurance is derived, extent of coverage and terms of payment;
c) negotiating and placing reinsurance contracts;
d) advising on, negotiating terms for and placing insurance contracts for large or
special types of projects, installations or risks;
e) performing related tasks; and
f) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3321)
3321-01

Insurance Agent

3321-02

Insurance Broker

3321-03

Insurance Underwriter

3321-04

Insurance Consultant

UNIT GROUP 3322

COMMERCIAL SALES AGENT

Commercial Sales Agent sell various goods and services to retail, industrial, wholesale and
other establishments and provide specific information on products as required.
Tasks include:
a) acquiring and updating knowledge of employers' and competitors' products and
understanding market conditions;
b) soliciting orders and selling goods to retail, industrial, wholesale and other
establishments;
c) selling technical equipment, supplies and related services to business establishments
or individuals;
d) providing prospective customers with general and specialised information and the
characteristics and functions of the equipment being promoted, and
demonstrating its use;
e) quoting and negotiating prices and credit terms, completing contracts and
recording orders;
f) arranging for delivery of goods, installation of equipment and provision of services;
g) reporting to sales management on sales made and the marketability of products;
h) reporting customers’ reactions and requirements to manufacturers;
i) performing related tasks; and
j) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3322)
3322-01
3322-02

Salesperson
After Sales Service Adviser

3322-03

Canvasser

3322-04

Sales Representative
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UNIT GROUP 3323

BUYERS

Buyers buy goods and services for use or resale on behalf of industrial, commercial,
government or other enterprises and organisations.
Tasks include:
a) negotiating and entering into a contract for the purchase of equipment, raw
materials, products and supplies as well as the purchase of merchandise for resale;
b) obtaining information about requirements and stock, and determining the quantity
and quality to be purchased, costs, delivery dates and other contract conditions;
c) negotiating with suppliers and review quotations;
d) purchasing of goods for resale by retail or wholesale establishments;
e) reviewing of market reports, trade magazines and sales promotion materials and
visit trade events, showrooms, factories and product design functions;
f) selecting items or products that meet the needs of the establishment;
g) interviewing suppliers and negotiate prices, discounts, credit terms and
transportation arrangements;
h) monitoring the distribution of goods store and maintain adequate stock levels;
i) determining delivery schedules, monitorimg progress and contacting clients and
suppliers to resolve problems
j) performing related tasks; and
k) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3323)
3323-01

Planning and Distribution Executive

3323-02

Purchasing Executive

3323-03

Buyer

3323-04

Buyer, Production Purchasing

UNIT GROUP 3324

TRADE BROKERS

Trade Brokers buy and sell commodities, usually in bulk, and shipping services on a
commission basis for their organisation or clients.
Tasks include:
a) discussing buying or selling requirements of the client and giving advice
accordingly;
b) negotiating purchase/ sale by private agreement of goods unsold at auction;
c) buying and selling cargo space on ships;
d) monitoring and analysing market trends and other factors that may affect demand
and supply;
e) carrying out customs clearing procedures for exports or imports;
f) signing and issuing bills of lading;
g) making sure that the business service purchased is made available to the buyer in
the agreed format at the agreed time;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3324)
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3324-01

Commodity Broker

3324-02

Shipping Broker

3324-03

Trade Broker
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MINOR GROUP 333 BUSINESS SERVICES AGENTS
Business Services Agents establish contracts to sell various business services such as carrying
out customs clearance activities, matching jobseekers with vacancies, finding workers for
employers, planning and organising conferences and similar events, and arranging the sale
and purchase of real estate.
UNIT GROUP 3331

CLEARING AND FORWARDING AGENTS

Clearing and Forwarding Agents carry out customs clearing procedures and ensure that
insurance, export/import licences and other formalities are in order.
Tasks include:
a) carrying out customs clearing procedures for exports or imports;
b) ensuring that insurance is in order;
c) ensuring that export/ import licences and other formalities are in order;
d) signing and issuing bills of lading;
e) checking import/ export documentation to determine cargo contents, and
classifying goods into different fee or tariff groups using a tariff coding system;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3331)
3331-01

Clearing Agent

3331-02

Forwarding Agent

3331-03

Shipping Agent

UNIT GROUP 3332

CONFERENCE AND EVENT AGENTS

Conference and Event Agents organise and coordinate services for conferences, events,
functions, banquets and seminars.
Tasks include:
a) promoting conferences, conventions and trade shows to potential customers;
b) responding to queries concerning services provided and costs for room and
equipment hire, catering and related services;
c) meeting with clients to discuss their needs and outlining options to meet these
needs;
d) arranging and coordinating services such as conference facilities, catering,
signage, displays, audio-visual and computer equipment, accommodation,
transport and social events for participants, as well as logistical arrangements for
presenters;
e) handling registration of participants;
f) negotiating the type and costs of services to be provided within budget;
g) overseeing work by contractors and reporting on variations to work procedure;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3332)
3332-01

Exhibition and Convention Consultant

3332-02

Exhibition and Convention Organiser

3332-03

Travel Consultant

3332-04

Travel Organiser
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UNIT GROUP 3333

EMPLOYMENT AGENTS AND CONTRACTORS

Employment Agents and Contractors match jobseekers with vacancies, find workers for
employers and contract labour for particular projects at the request of enterprises and other
organisations.

Tasks include:
a) matching job seekers with vacancies;
b) finding workers for vacant posts against a commission from the employer or worker;
c) discussing with enterprises/ organisations the necessary skills and other
characteristics of the workers to be employed or contracted;
d) finding workers with appropriate skills and undertaking the necessary formalities
according to national or international regulations and requirements;
e) ensuring that the employment contracts meet legal requirements and signing them;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3333)
3333-01

Employment Agent

3333-02

Job Placement Officer

3333-03

Labour Contractor

UNIT GROUP 3334

REAL ESTATE AND PROPERTY AGENTS

Real Estate and Property Agents arrange the sale, purchase, rental and lease of real estate,
usually on behalf of clients and on a commission basis.
Tasks include:
a) obtaining information about properties to be sold or leased, the circumstances of
their owners and the stipulations and needs of prospective buyers or tenants;
b) showing properties to be sold or leased to prospective buyers or tenants and
explaining terms of sale or conditions of rent or lease;
c) arranging signing of lease agreements and transfer of property rights;
d) collecting rent and deposits on behalf of owners and inspecting properties before,
during and after tenancies;
e) performing related tasks; and
f) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3334)
3334-01

Real Estate Agent

3334-02

Property Agent

3334-03

Property Realtor

3334-04

Property Negotiator

UNIT GROUP 3339

BUSINESS SERVICES AGENTS NOT ELSEWHERE CLASSIFIED

This unit group covers Business Services Agents Not Elsewhere Classified in Minor Group 333:
Business Services Agents.
Tasks include:
a) obtaining information about services for sale and needs of prospective buyers;
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b) negotiating contracts on behalf of the seller or buyer and explaining the terms of
sale and payment to the client;
c) signing agreements on behalf of the seller or buyer and ensuring that the contract is
honoured;
d) making sure that the business service purchased is made available to the buyer in
the agreed format at the agreed time;
e) selling by auction various kinds of property, cars, commodities, livestock, art,
jewellery and other objects;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3339)
3339-01

Auctioneer

3339-02

Literary Agent

3339-03

Musical Performance Agent

3339-04

Sports Agent

MINOR GROUP 334 ADMINISTRATIVE AND SPECIALISED ASSOCIATE PROFESSIONALS
Administrative and Specialised Associate Professionals provide organisational
communication and documentation support activities. They take supervisory responsibility
for office clerks in the organisation.
UNIT GROUP 3341

ADMINISTRATIVE ASSOCIATE PROFESSIONALS

Administrative Associate Professionals carry out administrative duties in the support group.
Tasks include:
a) coordinating, assigning and reviewing the work of clerks engaged in the following
duties: word processing, record keeping and filing; operating telephones and
switchboards; data entry; desktop publishing, and other activities involving general
office and administrative skills;
b) setting work schedules and procedures and co-ordinate activities with other work
units or departments;
c) solving problems related to work and prepare and submit progress and other
reports;
d) training and instructing employees in job duties, safety procedures and company
policies or arrange for training to be provided;
e) evaluating staff performance and compliance regulations, and recommend
appropriate personnel action;
f) be responsible to the President of the Senate, Secretary of the Senate (SUDN), the
Secretary of the House of Representatives (Sudr) and Assistant Secretary General of
the House Management (KPSU PD);
g) hiring, interviewing, and selecting employees; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3341)
3341-01

Sergeant-at-Arms, Grade N27

3341-02

Data Entry Supervisor

3341-03

Hospital Admission Clerical Supervisor

3341-04

Filling Clerk Supervisor
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UNIT GROUP 3342

LEGAL SECRETARIES

Legal Secretaries apply specialised knowledge of legal terminology and procedures in
providing support to legal professionals in communication, documentation and internal
managerial coordination activities in law offices, legal departments of large firms and
government offices.
Tasks include:
a) performing the duties associated with the legislation, including the registration, trial,
suit, prosecution and administration of the court;
b) preparing and processing legal documents and papers such as deeds, wills,
affidavits and briefs;
c) reviewing and proofreading documents and correspondence to ensure
compliance with legal procedures;
d) preparing verbatim reports on proceedings in the legislative assemblies, courts of
law or other places in shorthand or by other methods;
e) mailing, faxing or arranging for delivery of legal correspondence to clients,
witnesses and court officials;
f) organising and maintaining documents, case files and law libraries;
g) screening requests for meetings, scheduling and organising meetings;
h) assisting in the preparation of budgets, monitoring of expenditures, drafting of
contracts and purchase or taking orders;
i) assisting the head of unit and other staff with queries of an administrative or
organisational nature; and
j) supervising the work of office clerks.
Examples of the occupations classified here: (refer to index; unit group 3342)
3342-01

Shariah Assistant, Grade LS17

3342-02

Legal Secretary

UNIT GROUP 3343

ADMINISTRATIVE AND EXECUTIVE SECRETARIES

Administrative and Executive Secretaries implement and support the communication,
documentation and internal managerial coordination activities of an organisational unit to
assist the head of unit and other members of staff and/or prepare correspondence, reports
and records of proceedings and other specialised documentation.
Tasks include:
a) drafting correspondence and minutes;
b) obtaining, proposing and monitoring deadlines and follow-up dates;
c) screening requests for meetings, scheduling and organising meetings and travel
arrangements for the head of unit and other members of staff;
d) assisting in the preparation of budgets, monitoring of expenditures, drafting of
contracts and purchase or taking of orders;
e) assisting the head of unit and other staff with queries of an administrative or
organisational nature;
f) liaising with other staff about a range of matters relating to organisational
operations;
g) writing and answering business or technical letters and other similar
correspondence;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3343)
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3343-01

Assistant Executive Officer (Secretarial), Grade 31

3343-02

Assistant Executive Officer (Secretarial), Grade 6

3343-04

Personal Assistant

3343-05

Administrative Executive Assistant
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UNIT GROUP 3344

MEDICAL SECRETARIES

Medical Secretaries using specialised knowledge of medical terminology and procedures,
assist the head of unit and other members of staff in implementing and supporting the
communication, documentation activities, administrative functions and internal managerial
coordination.
Tasks include:
a) scheduling and confirming medical appointments and communicating messages
for medical staff and patients;
b) compiling, recording and reviewing medical charts, reports, documents and
correspondence;
c) interviewing patients to complete forms, documents and case histories;
d) completing insurance and other claim forms;
e) maintaining medical files and records and the technical library;
f) preparing financial statements and billing procedures;
g) assisting in the preparation of budgets, financial statements and billing procedures;
h) drafting contracts and purchasing or taking orders; and
j) supervising the work of office clerks.
Examples of the occupations classified here: (refer to index; unit group 3344)
3344-01

Medical Secretary

3344-02

Medical Office Administrative Assistant

3344-03

Hospital Ward Secretary

3344-04

Patient Care Secretary
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SUB-MAJOR 34 LEGAL ASSOCIATE PROFESSIONALS
Legal Associate Professionals perform support functions in courts of law or in law offices,
provide services related to such legal matters as insurance contracts, property transfers,
granting of loans and other financial transactions or conduct investigations for clients.
MINOR GROUP 341 LEGAL ASSOCIATE PROFESSIONALS
Legal Associate Professionals perform support functions in courts of law or in law offices,
provide services related to such legal matters as insurance contracts, property transfers,
granting of loans and other financial transactions or conduct investigations for clients.
UNIT GROUP 3411

LEGAL AND RELATED ASSOCIATE PROFESSIONALS

Legal and Related Associate Professionals perform support functions in courts of law or in
law offices, provide services related to such legal matters as insurance contracts, property
transfers, granting of loans and other financial transactions or conduct investigations for
clients.
Tasks include:
a) preparing, recording and issuing court orders including probation orders, release
documentation, sentencing information and summonses;
b) making the registry files, reviewing draft orders and writing letters to lawyers on the
trial dates;
c) interpreting cases in open court and judge’s chamber;
d) registering / recording in the files the proceedings or decisions of the cases that
have been tried;
e) preparing daily / monthly reports and ensuring and preparing case files before
sending them to the judge;
f) drafting and proofreading, including compiling attendance notes, taking notes at
court, proofreading documents, writing letters;
g) preparing litigation bundles and managing case files;
h) performing legal research;
i) liaising with clients (in more senior roles);
j) taking witness statements;
k) managing the implementation of rehabilitation programmes, prevention
programmes, drug-related law enforcement and tasks as directed by superiors;
l) performing related tasks; and
m) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3411)
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3411-01

Administrative Assistant (Legal), Grade L17

3411-02

Anti-Drug Assistant, Grade S17

3411-03

Bailiff

3411-04

Private Detective
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SUB-MAJOR 35 INFORMATION AND COMMUNICATIONS TECHNICIANS
Information and Communications Technicians provide support for the running of computer
systems, communications systems and networks and perform technical tasks related to
telecommunications, broadcast of image and sound as well as other types of
telecommunications signals on land, sea or in aircraft.
MINOR GROUP 351 INFORMATION AND COMMUNICATIONS TECHNOLOGY OPERATION AND
USER SUPPORT TECHNICIANS
Information and Communications Technology Operation and User Support Technicians
provide support for the running of communications systems, computer systems and networks
and provide technical assistance to users.
UNIT GROUP 3511

INFORMATION
TECHNICIANS

AND

COMMUNICATIONS

TECHNOLOGY

OPERATION

Information and Communications Technology Operation Technicians support the day-today processing, operation and monitoring of information and communications technology
systems, including local and wide area networks (LANs and WANs), and hardware, software
and related computer equipment to ensure optimal performance.
Tasks include:
a) performing duties encompassing maintenance of computer systems such as
preventive maintenance and maintenance of information technology equipment
and maintenance of computing applications and operating systems in an
organisation;
b) operating and overseeing computer peripherals and related equipment;
c) monitoring systems for equipment failure or errors in performance;
d) informing the supervisor or maintenance technicians of equipment malfunctions;
e) retrieving, separating and sorting program output as needed, and sending data to
specified users;
f) loading peripheral equipment, such as printers, with selected materials for
operations, or overseeing loading of peripheral equipment by peripheral equipment
operators;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3511)
3511-01

Computer Technician, Grade FT17

3511-02
3511-05

Administrative Assistant (Computer Operator), Grade 21
Computer Technician

3511-06

Computer Peripheral Equipment Technician

UNIT GROUP 3512

INFORMATION AND COMMUNICATIONS TECHNOLOGY USER SUPPORT
TECHNICIANS

Information and Communications Technology User Support Technicians provide technical
assistance to users, either directly or by telephone, e-mail or other electronic means,
including diagnosing and resolving issues and problems with software, hardware, computer
peripheral equipment, networks, databases and the Internet, and provide guidance and
support in the deployment, installation and maintenance of systems.
Tasks include:
a) answering user inquiries regarding software or hardware operation to resolve
problems;
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b) entering commands and observing system functioning to verify correct operations;
c) installing and performing minor repairs to hardware, software or peripheral
equipment, following design or installation specifications;
d) overseeing the daily performance of communications and computer systems;
e) setting up equipment for employee use, performing or ensuring proper installation of
cables, operating systems, or appropriate software;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3512)
3512-01

Computer Help Desk Technician

3512-02

Personal Computer Support Technician

3512-03

Information Technology Technician

3512-04

Computer Help Desk Operator

UNIT GROUP 3513

COMPUTER NETWORK AND SYSTEMS TECHNICIANS

Computer Network and Systems Technicians establish, operate and maintain network and
other data communications systems.
Tasks include:
a) operating, maintaining and troubleshooting network systems;
b) operating and maintaining data communications systems other than network;
c) assisting users with network and data communications problems;
d) identifying areas needing upgraded equipment and software;
e) installing computer hardware, network software, operating system software and
application software;
f) performing start up and shut down of systems including backup systems and
disaster recovery operations;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3513)
3513-01

Computer Network Technician

3513-02

Network Support Technician

UNIT GROUP 3514

WEB TECHNICIANS

Web Technicians maintain, monitor and support the optimal functioning of Internet and
Intranet websites and web server hardware and software.
Tasks include:
a) installing, monitoring and supporting the reliability and usability of Internet and
Intranet websites or web server hardware or software;
b) developing and maintaining documentation, policies and instructions, and
recording operational procedures and system logs;
c) developing, coordinating, implementing and monitoring security measures;
d) analysing and making recommendations to enhance performance, including
upgrading and acquiring new systems;
e) liaising with and providing guidance to clients and users;
f) modifying web pages;
g) performing web server backup and recovery operations;
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h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3514)
3514-01

Website Technician

3514-02

Web Technician

MINOR GROUP 352 TELECOMMUNICATIONS AND BROADCASTING TECHNICIANS
Telecommunications and Broadcasting Technicians control technical functioning of
equipment to record and edit images and sound and transmit radio and television
broadcasts of images and sounds, as well as other types of telecommunications signals on
land, sea or in aircraft, perform technical tasks connected with telecommunications
engineering research and with the design, manufacture, assembly, construction, operation,
maintenance and repair of telecommunications systems.
UNIT GROUP 3521

BROADCASTING AND AUDIO-VISUAL TECHNICIANS

Broadcasting and Audio-Visual Technicians control technical functioning of equipment to
record and edit images and sound and transmit radio and television broadcasts of images
and sounds, as well as other types of telecommunications signals on land, sea or in aircraft.
Tasks include:
a) handling the installation of audio-visual equipment, providing amplifier facilities and
loud audio-visual equipment;
b) carrying out post-production work and copying the collection of media materials,
and preparing exhibits and maintaining audio-visual equipment;
c) taking charge of equipment for sound recordings;
d) taking charge of equipment to edit and mix image and sound recordings to ensure
satisfactory quality and to create special image and sound effects;
e) applying knowledge of principles and practices of image and sound recording and
editing in order to identify and solve problems in the course of work;
f) taking charge of transmitting and broadcast systems and satellite systems for radio
and television programmes;
g) taking charge of radio communications systems, satellite services and multiplex
systems on land, sea or in aircraft;
h) applying
knowledge
of
principles
and
practices
of
broadcasting,
telecommunications terminals and transmissions systems in order to identify and
solve problems;
i) making repairs to equipment;
j) performing related tasks; and
k) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3521)
3521-01

Audio-Visual Technician, Grade N17

3521-02

Cinematographer

3521-03

Audio-Visual Operator

3521-04

Production Assistant (Media)
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UNIT GROUP 3522

TELECOMMUNICATIONS ENGINEERING TECHNICIANS

Telecommunications Engineering Technicians perform technical tasks connected with
telecommunications engineering research, as well as with the design, manufacture,
assembly, construction, operation, maintenance and repair of telecommunications systems.
Tasks include:
a) providing technical assistance connected with research and development of
telecommunications equipment, or prototype testing;
b) studying technical materials such as blueprints and sketches to determine the
method of work to be adopted;
c) preparing detailed estimates of quantities and costs of materials and labour
required for the manufacture and installation of telecommunications equipment
according to the specifications given;
d) providing technical supervision of the manufacture, utilisation, maintenance and
repair of telecommunications systems to ensure satisfactory performance and
compliance with specifications and regulations;
e) applying technical knowledge of telecommunications engineering principles and
practices in order to identify and solve problems arising in the course of their work;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3522)
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3522-01

Aerospace Engineering Technician (Telecommunications)

3522-02

Engineering Technician (Telecommunications)

3522-03

Communications Technician

3522-04

Telecommunications Technician
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SUB-MAJOR 36 SOCIAL, CULTURAL AND RELATED ASSOCIATE PROFESSIONALS
Social, Cultural and Related Associate Professionals perform technical tasks related to social
work, religious, sports, artistic, cultural and culinary activities.
MINOR GROUP 361 SOCIAL AND RELIGIOUS ASSOCIATE PROFESSIONALS
Social and Religious Associate Professionals perform technical tasks related to research and
the practical application of concepts, theories, principles and operational methods
connected with social work and religion.
UNIT GROUP 3611

SOCIAL WORK ASSOCIATE PROFESSIONALS

Social Work Associate Professionals offer clients guidance and implement social assistance
programmes and community service and assist clients in dealing with personal and social
problems.
Tasks include:
a) collecting information relevant to clients' needs and advising them on their rights
and obligations;
b) analysing the client's situation and presenting alternative approaches to resolve
problems;
c) planning, evaluating, improving and developing welfare services;
d) helping to prevent child abuse and domestic violence, and assisting people with
physical or mental disabilities to obtain adequate treatment and to improve their
ability to interact with society;
e) assisting people with disabilities or senior citizens to acquire services and to improve
their ability to function in society;
f) compiling case records and preparing reports as required;
g) offering crisis intervention and emergency protective services;
h) conducting living skills workshops, substance abuse treatment programmes,
behavioural management programmes, youth and community service
programmes as well as social service programmes under the supervision of social
workers or health care professionals;
i) performing related tasks; and
j) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3611)
3611-01

Community Development Assistant, Grade S17

3611-02

Social Research Assistant, Grade N17

3611-03

Social Worker

3611-04

Social Worker, Group Work

UNIT GROUP 3612

RELIGIOUS ASSOCIATE PROFESSIONALS

Religious Associate Professionals provide support to ministers or to a religious community,
undertake religious work, preach and propagate the teachings of a particular religion and
endeavour to improve well-being through the power of faith and spiritual advice.
Tasks include:
a) undertaking religious work;
b) preaching and propagating the teachings of a particular religious faith;
c) assisting in worship and religious rites;
d) providing religious education, spiritual guidance and moral support to individuals
and communities;
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e) administering and participating in programmes to provide food, clothing and
shelter to those in need;
f) advising communities and individuals on proper behaviour and faith to preserve
and improve well-being;
g) helping to gather materials / books / documents pertaining to the faith;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3612)
3612-01

Islamic Affairs Assistant, Grade S17

3612-02

Monk

3612-03

Nun

3612-04

Preacher

MINOR GROUP 362 SPORTS, SELF DEFENCE AND FITNESS ASSOCIATE PROFESSIONALS
Sports, Self Defence and Fitness Associate Professionals participate in or conduct public
sporting competitions, coach amateur or professional sportspersons to enhance
performance, promote participation and standards in sport, organise and officiate at
sporting events, and provide instruction, training and supervision for various forms of exercise
and other recreational activities.
UNIT GROUP 3621

ATHLETES AND SPORTS PLAYERS

Athletes and Sports Players participate in competitive sporting events. They train and
compete, either individually or as part of a team, in their chosen sport.
Tasks include:
a) participating in competitive sporting events;
b) participating in regular practice and training sessions and undertaking private
training to maintain the required standard of fitness and skill;
c) attending sports promotional activities and media interviews;
d) maintaining a high degree of expertise in a particular sport;
e) deciding on strategies in consultation with coaches;
f) assessing other competitors and conditions at venues;
g) competing in sporting events;
h) adhering to the rules and regulations associated with a specific sport;
i) performing related tasks; and
j) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3621)
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3621-01

Sportsperson

3621-02

Athlete

3621-03

Boxer

3621-04

Footballer

44 |

UNIT GROUP 3622

SPORTS COACHES, INSTRUCTORS AND OFFICIALS

Sports Coaches, Instructors and Officials work with amateur and professional sportspersons
to enhance performance, encourage greater participation in sport, and organise and
officiate at sporting events according to established rules.
Tasks include:
a) identifying the strengths and weaknesses of athletes or teams;
b) planning and conducting training sessions;
c) planning and coordinating schedules and programmes;
d) motivating and preparing athletes or teams for competitive events;
e) formulating competitive strategies, developing game plans and directing athletes
and players during games or athletic events;
f) analysing and evaluating athletes' or teams' performance and modifying training
programmes;
g) monitoring and analysing technique and performance, and determining how future
improvements can be made;
h) officiating at sporting events or athletic competitions to maintain standards of play
and ensuring that game rules and safety regulations are observed;
i) recording lapsed time and keeping scores during events or competitions;
j) judging the performance of competitors, awarding of points, imposing penalties for
infractions and determining results;
k) carrying out programmes and activities related to youth and sports in the ministry /
state / department / district;
l) as the marching and physical training instructor, conducting marching and sports
activities;
m) compiling scores and other athletic records;
n) performing related tasks; and
o) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3622)
3622-01

Youth and Sports Officer, Grade S41

3622-02

Assistant Youth and Sports Officer, Grade S27

3622-06

Sports Official

3622-07

Referee

UNIT GROUP 3623

FITNESS AND RECREATION INSTRUCTORS AND PROGRAMME LEADERS

Fitness and Recreation Instructors and Programme Leaders lead, guide and instruct groups
and individuals in recreational, fitness or outdoor adventure activities.
Tasks include:
a) planning and carrying out recreational and fitness activities;
b) monitoring recreational, sports or fitness activities to ensure safety and providing
emergency or first aid assistance when required;
c) evaluating and monitoring clients’ abilities and fitness and recommending suitable
activities;
d) demonstrating and teaching body movements, concepts and skills used in fitness
routines and recreational activities;
e) instructing the use of equipment;
f) explaining and enforcing safety procedures, rules and regulations.
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
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Examples of the occupations classified here: (refer to index; unit group 3623)
3623-01

Physical Fitness Instructor

3623-02

Billiard Instructor

3623-03

Chess Instructor

3623-04

Sailing Instructor

MINOR GROUP 363 ARTISTIC AND CULTURAL ASSOCIATE PROFESSIONALS
Artistic and Cultural Associate Professionals combine creative and technical skills with
knowledge in taking and processing still photographs; design and decoration of theatre
sets, shop displays and the interiors of homes; preparation of objects for display;
maintenance of library and gallery collections, record and cataloguing systems; provide
support for stage, film and television production; and in other areas of artistic and cultural
endeavour.
UNIT GROUP 3631

PHOTOGRAPHERS

Photographers take photographs, operate video cameras and other equipment to record
and edit images.
Tasks include:
a) taking photos, editing, preparing captions and sending photographs of formal and
informal activities for reference and retention;
b) making film / audio or soundless video coverage, filming a special programme,
providing equipment, maintaining the cleanliness of the studio and darkroom as
well as ensuring safety of equipment inside and outside the department;
c) consulting with clients to determine the objectives of photography assignments;
d) reviewing the task requirements and choosing the type of camera, film and lighting;
e) carrying out work in the studio or transporting and installing equipment at assigned
locations;
f) taking photographs for advertising or other commercial, industrial or scientific
purposes and illustrating stories and articles in newspapers, magazines, books and
other publications;
g) setting up and operating motion picture cameras, videos, microscopic and other
specialised cameras, including those used in aerial photography to record images;
h) taking charge of equipment to edit and mix images to ensure satisfactory quality
and to create special images;
i) working with digital technology and manipulating resulting images on computer;
j) applying principles and practices of image and sound recording and editing in
order to identify and solve problems arising in the course of their work;
k) performing related tasks; and
l) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3631)
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3631-01

Photographer, Grade B11

3631-02

Administrative Assistant (Photographer), Grade 21

3631-03

Photographer

3631-04

Commercial Illustration Photographer
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UNIT GROUP 3632

INTERIOR DESIGNERS AND DECORATORS

Interior Designers and Decorators plan and design commercial, industrial, public, retail and
residential building interiors and design posters and other print materials. They coordinate
and participate in construction and decoration.
Tasks include:
a) determining the design by consulting with clients, undertaking research and
analysing functional requirements or studying layouts;
b) designing industrial and commercial products, including new types and styles of
clothing and accessories and harmonising aesthetic considerations with technical
and other requirements;
c) supervising the production of sample products or designing illustrations, instructing
other workers in making models or patterns of products, or instructing finishing or
layout artists in assembling artwork for printing;
d) creating interior decorating schemes and planning furnishings for houses, public
buildings, ships and other places;
e) designing and painting backdrops;
f) creating and executing artistic effects for use in show windows and other
display/promotional areas;
g) designing floral arrangements such as wreaths, bouquets and corsages according
to customers’ preference, purpose, occasion and availability of flowers;
h) performing related tasks; and
i) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3632)
3632-01

Designer, Grade B11

3632-02

Interior Designer

3632-03

Furniture Designer

3632-04

Poster Designer

UNIT GROUP 3633

GALLERY, MUSEUM AND LIBRARY ASSOCIATE PROFESSIONALS

Gallery, Museum and Library Associate Professionals prepare works of art, specimens and
artefacts for collection, and arrange and coordinate gallery displays.
Tasks include:
a) receiving, reviewing and registering archival materials received, registering archival
materials requested for research and reference purposes, archival materials
returned and ensuring order and preservation of archival materials under their
supervision;
b) carrying out the repair and conservation work (including task binding) all
government records in the various forms of book cover files, maps, plans,
manuscripts, letters of agreement, letter, pictures and the like;
c) assisting the Assistant Curator to conduct research and gathering museum
collections and overseeing the restoration, rehabilitation, preservation and cleaning
of museum collections for display;
d) drawing plans of the building, renovation of building, office or laboratory, exhibition
hall layout plan, display case, mapping for exploration activities, etc;
e) providing lending services at the library, including interlibrary loan;
f) mounting and preparing objects for display;
g) assisting librarians in the acquisition, preparation and organisation of the information
record system;
h) describing, analysing and preserving valuable objects and collections for the
benefit of researchers and the public;
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i) performing related tasks; and
j) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3633)
3633-01

Archive Assistant, Grade S17

3633-02

Conservation Assistant, Grade S17

3633-05

Gallery Technician

3633-06

Library Technician

UNIT GROUP 3634

CULTURAL ASSOCIATE PROFESSIONALS

Cultural Associate Professionals provide support for stage and in other areas of artistic and
cultural endeavour.
Tasks include:
a) helping musicians compose songs, play musical instruments for training and
performances and being a member of the orchestra;
b) giving performances including dance, singing and acting;
c) assisting directors and performers with the staging of theatre, motion picture,
television or commercial productions;
d) performing related tasks; and
e) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3634)
3634-01

Musician, Grade B17

3634-02

Cultural Artist, Grade B17

UNIT GROUP 3639 ARTISTIC AND CULTURAL ASSOCIATE PROFESSIONALS NOT ELSEWHERE
CLASSIFIED
This unit group includes Artistic and Cultural Associate Professionals Not Elsewhere Classified
in Minor Group 363: Artistic and Cultural Associate Professionals.

Tasks include:
a) assisting the director and performers in theatre, motion picture, television or
commercial production;
b) carrying out related tasks; and
c) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3639)
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3639-01

Publication Assistant, Grade N17

3639-02

Programme Producer, Grade B17

3639-04

Special Effects Technician

3639-05

Lighting Technician
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MINOR GROUP 364 CULINARY ASSOCIATE PROFESSIONALS
Culinary Associate Professionals combine creative and technical skills in the creation of
menus, preparation and presentation of food.
UNIT GROUP 3641

CHEFS

Chefs plan menus, cook and create dishes in hotels, restaurants and other eating places, on
board ships, on passenger trains and in private households.

Tasks include:
a) planning and developing recipes and menus, estimating food and labour costs,
and ordering food supplies;
b) monitoring quality of dishes at all stages of preparation and presentation;
c) discussing food preparation issues with managers, dieticians and kitchen staff;
d) instructing cooks and other workers in the preparation, cooking, garnishing and
presentation of food;
e) supervising preparation and cooking of food, and instructing cooks as required;
f)
preparing special dishes and inventing recipes;
g) testing cooked food by tasting or smelling it;
h)
requisitioning or purchasing food supplies and kitchen equipment as necessary
and checking them for quality and quantity;
i)
performing related tasks; and
j)
supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3641)
3641-01

Assistant Food Preparation Officer, Grade C27

3641-02

Chef de Cuisine

3641-03

Executive Chef

3641-04

Sous Chef
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SUB-MAJOR 37 REGULATORY GOVERNMENT ASSOCIATE PROFESSIONALS
Regulatory Government Associate Professionals assist regulatory body professionals
administering, enforcing or applying relevant government rules and regulations relating
national borders, taxes, social benefits, and certify or examine applications for licences
authorisation in connection with travel, exports and imports of goods, establishment
businesses, erection of buildings and other activities subject to government regulations.

in
to
or
of

MINOR GROUP 371 REGULATORY GOVERNMENT ASSOCIATE PROFESSIONALS
Regulatory Government Associate Professionals assist regulatory body professionals
administering, enforcing or applying relevant government rules and regulations relating
national borders, taxes, social benefits, and certify or examine applications for licences
authorisation in connection with travel, exports and imports of goods, establishment
businesses, erection of buildings and other activities subject to government regulations.
UNIT GROUP 3711

in
to
or
of

CUSTOMS AND BORDER INSPECTOR ASSOCIATE PROFESSIONALS

Customs and Border Inspector Associate Professionals assist in checking persons and
vehicles crossing national borders to administer and enforce relevant government
regulations and laws.
Tasks include:
a) examining immigration applications, visas and passports and interviewing persons
to determine eligibility for admission, residence and travel in the country;
b) detaining persons found to be in violation of customs or immigration laws and
arranging for legal action such as deportation;
c) searching and seizing contraband or undeclared merchandise and vehicles,
aircraft or boats containing such as merchandise;
d) interpreting and explaining laws and regulations to travellers, prospective
immigrants, shippers and manufacturers;
e) collecting sample merchandise for examination, appraisal or testing; and
f) inspecting cargo, baggage and personal articles entering or leaving the country.
Examples of the occupations classified here: (refer to index; unit group 3711)
3711-01

Customs Inspector

3711-02

Customs and Border Inspector

3711-03

Border Inspector

3711-04

Passport Checking Officer

UNIT GROUP 3712

TAXATION AND EXCISE OFFICIAL ASSOCIATE PROFESSIONALS

Taxation and Excise Official Associate Professionals assist in examining tax returns, bills of sale
and other documents to determine the type and amount of taxes, duties and other types of
fees to be paid by individuals or businesses.
Tasks include:
a) applying tax legislation to companies, partnerships, organisations and individuals;
b) examining accounts and researching background of materials;
c) investigating fraud;
d) giving expert advice on taxation matters to companies, partnerships, organisations
and individuals;
e) negotiating tax settlements with taxpayers and/or accountants;
f) reviewing the finances of a business to find out exactly how it operates;
g) visiting business premises and meeting people face to face during investigations;
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h) reviewing in detail aspects of the business accounts to ensure that the tax law has
been applied correctly;
i) presenting a case in correspondence, and in person, with taxpayers or their
professional advisers, accountants or lawyers;
j) performing related tasks; and
k) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3712)
3712-01

Administrative Assistant (Appraiser), Grade 21

3712-02

Tax Estimator Assistant

3712-03

Excise Assistant

3712-04

Tax Assistant

UNIT GROUP 3713

GOVERNMENT SOCIAL BENEFIT OFFICIAL ASSOCIATE PROFESSIONALS

Government Social Benefit Official Associate Professionals assist in examining applications
for government, financial or service programmes to determine eligibility and amount of
benefit or appropriate services.
Tasks include:
a) assisting in enforcing related procedure of regulations and laws on social
organisations;
b) providing social security protection through social insurance for the individual, family
and society for their human rights and safety;
c) performing related tasks; and
d) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3713)
3713-01

Social Benefit Assistant

3713-02

Social Security Claims Assistant

3713-03

Pension Assistant

UNIT GROUP 3714

GOVERNMENT LICENSING OFFICIAL ASSOCIATE PROFESSIONALS

Government Licensing Official Associate Professionals examine applications for licences to
export or import goods, set up businesses, build houses or other structures, or to obtain
passports, determine eligibility of applications for issuing licences or passports, and identify
specific conditions or restrictions to be attached to licences issued.
Tasks include:
a) interpreting and explaining related procedures, regulations and laws;
b) advising individuals on the law and government regulations on the types of licences
required and the conditions attached to the licences, and the rights and
obligations of the public;
c) examining applications and related documents and determining whether a licence
shall be granted and the conditions to be attached;
d) examining applications and approving the issue of passports;
e) carrying out administrative tasks related to the application process, document
activities, evaluation and determination, and preparation of correspondence to
inform applicants of licensing decisions;
f) carrying out the necessary tests on licence applicants; and
g) enforcing procedures, regulations and laws.
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Examples of the occupations classified here: (refer to index; unit group 3714)
3714-01

Enforcement Assistant, Grade N17

3714-02

Executive Assistant (Enforcement), Grade L11

3714-03

Licensing Inspector

3714-04

Licensing Assistant

UNIT GROUP 3715

POLICE OFFICERS

Police Officers investigate, prevent and solve criminal cases.
Tasks include:
a) performing police duties including patrolling to prevent crime and gathering
security intelligence, apprehending, guarding, escorting offenders, controlling
traffic, patrolling the seas and air to protect the nation’s waters in order for the
people and nation to enjoy peace and tranquillity;
b) investigating alleged or suspected criminal violation of federal, state or local laws to
determine if evidence is sufficient to recommend prosecution;
c) preparing charges, responses to charges, or information for court cases according
to formal procedures;
d) taking notes, marking and photographing location of objects found, such as
footprints, tyre tracks, bullets and bloodstains, and taking measurements of the
scene;
e) restricting or roping off the crime scene and checking the perimeter to ensure the
entire area is secured; and
f) seeking medical assistance for injured individuals and reminding medical personnel
to take statements from them.
Examples of the occupations classified here: (refer to index; unit group 3715)
3715-01

Low-ranking officer and Constable, Grade YA1

3715-02

Police Inspector

3715-03

Police Detective

3715-04

Police Officer

UNIT GROUP 3716

CIVIL DEFENCE ASSOCIATE PROFESSIONALS

Civil Defence Associate Professionals supervise and investigate civil cases by enforcing laws
procedures and regulations.
Tasks include:
a) carrying out intelligence tasks in assisting the Malaysian Armed Forces;
b) enforcing procedures of related regulations and laws;
c) investigating fraud; and
d) supervising, scheduling and monitoring the tasks of other workers.
Examples of the occupations classified here: (refer to index; unit group 3716)
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3716-01

Civil Defence Assistant, Grade KP17

3716-02

Civilian Liaison Officer, Grade KP19

3716-03

Civil Service Inspector

3716-04

Government Administration Inspector

52 |

UNIT GROUP 3719

REGULATORY GOVERNMENT ASSOCIATE PROFESSIONALS NOT ELSEWHERE
CLASSIFIED

This unit group covers Regulatory Government Associate Professionals Not Elsewhere
Classified in Minor Group 371: Regulatory Government Associate Professionals.
Tasks include:
a) interpreting and explaining related procedures regulation and laws;
b) preventing and enforcing abuse of power;
c) investigating fraud;
d) enforcing procedures, regulations and laws;
e) registering job seekers, advising / counselling about job opportunities, renewing
registration, providing data on job vacancies in the register of employers as well as
conducting progress visits to newly approved employers / enterprises;
f) processing applications for Identity Card, Birth Certificate, Death Certificate,
Adoption Certificate, Citizenship Certificate, Marriage and Divorce Certificates and
Certificate of Amendment of Details and other related tasks; and
g) performing related tasks.
Examples of the occupations classified here: (refer to index; unit group 3719)
3719-01

Industrial Relations Assistant, Grade S17

3719-02

Registration Assistant, Grade KP17

3719-04

Price Inspector

3719-05

Fire and Safety Inspector
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4 CLERICAL SUPPORT WORKERS

4

CLERICAL SUPPORT
WORKERS
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MAJOR GROUP
SUB-MAJOR GROUP
MINOR GROUP
UNIT GROUP
SMALL UNIT GROUP

4
41 OFFICE CLERKS

411 GENERAL OFFICE CLERKS
4111 General Office Clerks
412 SECRETARIES (GENERAL)
4121 Secretaries (General)
413 KEYBOARD OPERATORS
4131 Typist and Word Processor Operators
4132 Data Entry Clerks

42 CUSTOMER SERVICES CLERKS
421 TELLERS, MONEY COLLECTORS AND RELATED CLERKS
4211
4212
4213
4214

Bank Tellers and Related Clerks
Bookmakers, Croupiers and Related Gaming Workers
Pawnbrokers and Money-Landers
Debt and Rent Collectors and Related Workers

422 CLIENT INFORMATION WORKERS
4221
4222
4223
4224
4225
4226
4229
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Travel Consultants and Related Clerks
Contact/ Call Centre Information Clerks
Telephone Switchboard Operators
Receptionists
Enquiry Clerks
Survey and Market Research Interviewers
Client Information Workers Not Elsewhere Classified

43 NUMERICAL AND MATERIAL RECORDING CLERKS
431 NUMERICAL CLERKS
4311 Accounting and Book-keeping Clerks
4312 Statistical, Finance and Insurance Clerks
4313 Payroll Clerks
432 MATERIAL - RECORDING AND TRANSPORT CLERKS
4321 Stock Clerks
4322 Production Clerks
4323 Transport Clerks

44 OTHER CLERICAL SUPPORT WORKERS
441 OTHER CLERICAL SUPPORT WORKERS
4411
4412
4413
4414
4415
4416
4419

Library Clerks
Mail Carriers and Sorting Clerks
Coding, Proof-Reading and Related Clerks
Scribes and Related Workers
Filing and Copying Clerks
Personnel Clerks
Clerical Support Workers Not Elsewhere Classified
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4

CLERICAL SUPPORT
WORKERS

41
42
SUB-MAJOR GROUP

43
44

41. OFFICE CLERKS
42. CUSTOMER SERVICES CLERKS
43. NUMERICAL AND MATERIAL RECORDING CLERKS
44. OTHER CLERICAL SUPPORT WORKERS
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Major Group 4

CLERICAL SUPPORT WORKERS
Description

Skill Level

Record, organise, store and retrieve related information and perform
clerical duties especially in connection with administrative operations,
handling of money, travel arrangements and requests for information
and appointments

Most occupations in this major group require skills at the second level

SUB-MAJOR 41 OFFICE CLERKS
Office Clerks record, organise, store and retrieve related information and perform a range
of clerical and administrative tasks according to established procedures.
MINOR GROUP 411 GENERAL OFFICE CLERKS
General Office Clerks perform a range of clerical and administrative tasks according to
established procedures.
UNIT GROUP 4111

GENERAL OFFICE CLERKS

General Office Clerks perform a range of clerical and administrative tasks according to
established procedures.
Tasks include:
a) carrying out clerical duties including maintenance of files / documents,
calculations, preparation of monthly reports and statistical reports;
b) recording, preparing, sorting, classifying and filing information;
c) sorting, opening and sending mail;
d) photocopying and faxing documents;
e) preparing reports of a routine nature;
f) recording issue of equipment to staff;
g) responding to telephone or electronic enquiries or forwarding them to appropriate
persons;
h) assisting in customer service tasks;
i) performing related tasks; and
j) supervising, scheduling and monitoring the tasks of other workers.
Example of the occupations classified here: (refer to index; unit group 4111)
4111-01

Administrative Assistant(Clerical/ Operation), Grade N17

4111-02

Land Administrative Assistant, Grade N17

4111-09

General Office Clerk

4111-10

Office Clerk
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MINOR GROUP 412 SECRETARIES (GENERAL)
Secretaries (General) use typewriters, personal computers or other word-processing
equipment to transcribe correspondence and other documents, check and format
documents prepared by other staff, deal with incoming and outgoing mail, screen requests
for meetings or appointments, and perform a variety of administrative support tasks.
UNIT GROUP 4121

SECRETARIES (GENERAL)

Secretaries (General) use typewriters, personal computers or other word-processing
equipment to transcribe correspondence and other documents, check and format
documents prepared by other staff, deal with incoming and outgoing mail, screen requests
for meetings or appointments, and perform a variety of administrative support tasks.
Tasks include:
a) checking, formatting and transcribing correspondence, minutes and reports from
dictation, electronic documents or written drafts to conform to office standards
using the typewriter or other word processing equipment;
b) using various computer software packages including spreadsheets to provide
administrative support;
c) dealing with incoming or outgoing mail;
d) checking, recording and distributing mail, correspondence and documents;
e) screening requests for meetings or appointments and helping to organise meetings;
f) screening and recording leave and other staff members’ entitlements;
g) organising and supervising filing systems;
h) dealing with routine correspondence;
i) taking shorthand, typing and managing file movement;
j) performing related tasks; and
k) supervising, scheduling and monitoring the tasks of other workers.
Example of the occupations classified here: (refer to index; unit group 4121)
4121-01

Office Secretary, Grade N27

4121-02

Office Secretarial Assistant, Grade N17

4121-06

Secretarial Administrative Assistant

4121-07

Administrative Assistant (Secretarial)

MINOR GROUP 413 KEYBOARD OPERATORS
Keyboard Operators input and process text and data, and prepare, edit and generate
documents for storage, process, publication and transmission.
UNIT GROUP 4131

TYPISTS AND WORD PROCESSOR OPERATORS

Typists and Word Processor Operators type, edit and print using a typewriter, personal
computer or other word processor, and record oral or written matter in shorthand.
Tasks include:
a) typing written material from rough drafts, corrected copies, voice recordings or
shorthand using a computer, word processor or typewriter;
b) checking completed work to ensure correct spelling, grammar, punctuation and
formatting;
c) gathering and arranging the material to be typed following instructions;
d) filing and storing completed documents on computer hard drive or disk, or
maintaining a computer filing system to store, retrieve or update documents;
e) taking dictation and recording other matters in shorthand;
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f)
g)
h)
i)

photocopying and answering telephone calls or receiving clients;
transcribing information recorded in shorthand and on sound recording equipment;
performing related tasks; and
supervising, scheduling and monitoring the tasks of other workers.

Example of the occupations classified here: (refer to index; unit group 4131)
4131-01

Typist

4131-02

Stenographer

4131-03

Statistical Typist

4131-04

Shorthand Typist

UNIT GROUP 4132

DATA ENTRY CLERKS

Data Entry Clerks enter codes, statistical, financial and other numerical data into electronic
equipment, computerised databases, spreadsheets or other data repositories using a
keyboard, mouse or optical scanner, or other data entry tools. They enter data into
mechanical and electronic devices to perform mathematical calculations.

Tasks include:
a) receiving and registering invoices, forms, records and other documents for data
capture;
b) entering numerical and other data from source material into storage and
processing devices;
c) checking, correcting and updating entered data, if needed;
d) performing bookkeeping and operating calculating machine;
e) establishing/storing fingerprint data and files and preparing and typing
correspondence relating to fingerprints received;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Example of the occupations classified here: (refer to index; unit group 4132)
4132-01

Fingerprint Examiner, Grade N17

4132-02

Index Clerk

4132-03

Records Clerk

4132-04

Data Input Clerk
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SUB-MAJOR 42 CUSTOMER SERVICES CLERKS
Customer Services Clerks deal with clients in money-handling operations, travel
arrangements, requests for information, making appointments and operating telephone
switchboards, and interviews for surveys or to complete applications for eligibility for services.
MINOR GROUP 421 TELLERS, MONEY COLLECTORS AND RELATED CLERKS
Tellers, Money Collectors and Related Clerks perform money-handling operations in
establishments related with banking, postal services, betting or gambling, pawning and
debt-collecting.
UNIT GROUP 4211

BANK TELLERS AND RELATED CLERKS

Bank Tellers and Related Clerks deal directly with clients of banks or post offices in matters
related to receiving, changing and paying out money, or providing mail services.
Tasks include:
a) processing customer cash deposits and withdrawals, cheques, transfers, bills, credit
card payments, money orders, certified cheques and other related banking
transactions;
b) paying bills and making money transfers on clients’ behalf;
c) crediting and debiting clients’ accounts;
d) exchanging currency as requested by clients;
e) making records of all transactions and reconciling them with the cash balance;
f) receiving mail, selling postage stamps and conducting other post office counter
business such as bill payments, money transfers and related business;
g) performing related tasks; and
h) supervising, scheduling and monitoring the tasks of other workers.
Example of the occupations classified here: (refer to index; unit group 4211)
4211-01

Postal Clerk

4211-02

Bank Teller

4211-03

Cash Counter Clerk

4211-04

Money Changer

UNIT GROUP 4212

BOOKMAKERS, CROUPIERS AND RELATED GAMING WORKERS

Bookmakers, Croupiers and Related Gaming Workers run the games, deal cards, collect
bets, pay winners of bets, gambling, games and the like.
Tasks include:
a) determining risks to decide odds and to hedge or refuse bets;
b) preparing and issuing lists of approximate odds;
c) dealing cards or slips, throwing dice or spinning the roulette wheel;
d) explaining and interpreting the operating rules of a gambling establishment;
e) announcing winning numbers, paying winners and collecting payments from losers;
f) performing related tasks; and
g) supervising, scheduling and monitoring the tasks of other workers.
Example of the occupations classified here: (refer to index; unit group 4212)
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4212-01

Betting Counter Clerk

4212-02

Bookmaker’s Clerk

4212-03

Croupier

4212-04

Casino Clerk
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