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. HAPT1'R I 

INTWDOC!I 0 

Although \here are trut.h.s t.na t. never oha , oh1t\1~ e1:r,. · 

eumst,•s · cee require new 1nveet.l~t1on. neu 1nter;a:~tat1.on. 114 

rte ~ppllc&tlon of tun&lmental pr1ne1ples . 

I\ 1.s believed t hat oany upilS enroll in oo rcW uork. 

1n h1S',h eo.llool lt.h Ule belief tha t, na tu.rt.her tral.n1r~ Will ba 

nee ·a.se:Jt7; others t.ue oot:im re1al won: with th-e lde ta.t, tt, · -u'.tll 
_.. . .. . . 

C?'V$ 83 a basis ~or tu.rt.her tra1n1.ng; others f'eel th:tt C~n,1al 

t.ra1n1ng ts a liquid aese t, tJl.at oan be wiod to earn :a l1vel1hoo.d 

later 1n life ahou.l.d the need arise. 

· ' !here is Iii. gap bet een the ltno' ledge or sk.111 eubJ "eb :&ueh 

as ~.:( ewr1t.1 .... • nhortband, and bookkeeping am bus1ness it elfl 

t-lon .for tla.e tra1n1ng 1n the skills of tqpe . r1t1ng, ehort.n.a.lld, 

and :~eepl,..ng which b 1nces eduea'tora give t.t:w youth of' o\W 

lan~.· On t.he other band• bu.sln~s · 1u so !" 1.rurtanees asserts' 

tha~ students l ock ltnowledae of 'th1a tundaZ entals ot "nslieh• 

speUl . , arltbl · tic, and ,other bas1c su.bJects. Al.so. businae:a 

so~t.i:mee a sort& that etu.deat.a l aok. certe 1.n puraonru. lty t.rattil 

tbatt are eseeniu.l tor ef floitHl:¢l' on tb.e Job. According to 

eer.t ialn b'USlneas p yQhol.:051st , only about lo per cent of b . :tdess 

success ean be or <l1 t. d t o skill, tN1.n11 s and e.xperi nc ,, nd 

t .he· ot.li\ar 85 p e1 .. cent, must. be oheok.ed up to p"1reona1 q ua l1f1Qat1ons. l 

l Frances. taule• ~ Strlves !Q. qonquer, ~ & 'i'agnalle Com
p~ , 1037,, p. 81 
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The t,erm *o!t1oe practice course• d:Oee not. nav the a"' 

connotat.ion t o ell oo-ple.. Thu contont ot t.he oour~e var.lea widely 

1n different. school s . ! haae variatlone 1ndlo te tll.at. a ne 4 1e 

telt tor .tt dlvergenoe ! m t.h ol der t.ype of courett, l1.1ch · as 

1nto~&.1'1onlil:l in content. tilld t.J:wo x-etl.aal 1n nature 1. t o one t · t 

· 111 r.1.t the needs of the part1eular oom unity . 

P1C1ril&p.s the os t. varit~ble ot nll on ~"'es 1n the paet, deeQ.d:e· 

bas been t. e divereity ot te~cll1ng · · tbode adopted not o:nl;r by 

tl:i.ose woo .· t10teea dl.fferent, philoeophles o: life and eduoat,lon. 

bul also by t.hoee who p.t-ot.eas 1dentl.oal conoepta., 

'?he Nowata Hi ," SOhool otf re t uo yea.rs ot t ypewrl t ing. one 

ye~ ot &borthand, and o.ne year of bookltoep i ng. !hefle subJec\a 

way· be t.nken only by et..udont 1n the eleventh and t,ueltt h grades 

ot hlsh, school. The purpo ot addlng an 01:'tie pract1ce course 
-

t o f.Atj comierc1al curriculum 1& to g ive t.b.e st-ud.On1ie an OP?Ort.t.m1ty 

t hemaol.ves tor a.ot ual. Job a1t.uat.1ona . 

I n tJl,1 siudY of t.lu:: be.sls tor e.. course 1.n ott lee practice 

ro1• the Nowat a H · h School, the interes ts ot s tudents a1id the 

requirements ot bualne s ere parrui10wit 1n i mportance. . 

An etfor'tt has been ,, de to d.eterralne t.h.e b s1e tor a pract.1oel 

oour•e ot t.uey tor hLgh ohool com roial s \ Udents t..nat ill 

correla.t.e t.helr training 1n shor-t.b.and, t..1.·e r 1t.1ng~ and book

Jteeplng 1th t,he requl.l'ements ot t he ott1oe a1t ua tlons into wh1dl 

these s t udent.a . lll eo .. 



SGl,\lbl.e an.d .1nt 

oourse 1n ot'tl ee pract1oe tor the lowata HJ.gn school. The follo • 

1.ng qu et.ion& a.re eoneldel'Od: 

· l .. How much t.ra1n1ng should be g1ven 1n each pba ae o.r ot• 
t .lee worit:-t 

\lh.1ch off1oe machines .ehou.ld pupil be t.:ra .1ntu1 to opers.tb1 

3 . 1Uu..eh t.aske should be J.e.arned •on the Job"1 

· 4 .. no mueh f.1iae1 rele.:t1velJ' speaking , should be lve:n to 
erioh d.iv1s.1on of office ork.t 

•-i -6. ru:.t. apee1al off lee abU1t.1ee ehould be t.aughtt 

iis1i:~r~D0$ .'L1= t.llo problem. A$ public echools or t.oda.Y a~ 

s.tr~~(~ to pre-pare boys and girls tor lite 1n a world ot bu .1-· 
. '.·,,::i·.,..;·,, : •, ', . 

ne•~_and W.\ a det1n1te lnt~rest on the part or high ach.ool at.~nts 

has :: beea. manl:f'est.ed ln an o.ft1ce p.ractiee eo.ur&e. 1't was beliewd 

adv.taeble ~ cone1der the problem • 

. 'lenJruun R. Haynes . proteaeor of buslneae eduoat.lon a t Ul$ 

Un1~re1t..y or Tonneesee , s~e: 

( ~ 1~ ;;q est1mst.1on,. t.he otlloe pr actice course can be on o! , (D 
r iiM moet valuable courses 1n the ent.1~ eo.ram.ero1al cur:r1ctfturo .. 

It. 1, one t hat, l.n my· op 1.nloz:i. 1s most fruquent.ly fthe most l useless one. I!' ·•e ai'e t.o oo.nt,1nue t,o p:r·epare 1nltlal eti-
1 ploye-ee for bua l tt!H.ua~ lt 1& 1'ipt;:rat.1vo t nat, st..eps ehould be 
\ t.uk .. ·.e.n 15'ted_- 1at.ely to Gi::ke t.na off'loo pract.1oe ooun n~t, tt. 
\.$Jwul c1 oe. l i../"' . 

A\ a r.aeet.lng or t.he Co-" ~e rc1al. Eduoation Aseootatlon ot ew 

l.BenJa.mln R. Haynes, •!iriprovUJg SO-nool Of f lee Pre.ct lco Courses, • 
Bevle· or Bu&1nes1 Edueat.1011, Okluh.oL& Agrleultu l and -geohanleal 
aoi.iege , St..lllvta\er, Ollahoma, (Lta,,v , l.847) s p., 9 . 



Yorit City &nd v1o1n1~Y ln 194 .- h1ch Wr""'' oon.du.ot.ed on t,he panel 

d1acueiaion plaa, e npe~cr ou t.he panel ot t.he P11iman Co" rel.al 

Te&ehers As.eoo1&t..1on ea1 . · 

lie can.not a au.me that ;.1S. are golng to train a. studetlt fol" a @ 
detlnU.e Job. beoaua@ we can.i. ot prediot. where tw w1ll tie. 9-. 
A good gene.rtll t.ral.n.1 holll.d b t;lven and t-h&n -_ can a$ .. 
:litumo the.t tho stUdent wll.l t, 'e tJle needed -eek or t\lG -tt> 
> d$:pt hims@,lt, provided .he .ha.a tJul pi'Oper toundat.ion.,~ ... -
~fe eohoola ahouJ.d put. 1n t.bb Olerlc Practice Cour e~ . It 
. tin b g .1ven lo~ oar,tcatlon. 2 
:: .. 

ne.J ln a.. Heynes and Ol,yde ·, . HW".'iphrey• in t.:he:1r bock, 

HtH:lSBroh MJ;Pl,l.eS !2 Bualoo § t:&1cat1on. pu:bl1ahed. in 1939, $ii1d 
~ ' ' ' , 

that '~:e off1c.:e p~tlce oours 1 u.aual.ly g1 ven io students . 1m-

11tediittel1 before t.hey ant.er the ba iness orld. Conttnuoua 

res~~h on \he requirem~nie of bual.ne c:1 ia vlt.al to it.s pract.1cal 
/"~:·_,,::. 

etr~~.l'ti.veneas. The t ctoher o! ott1oe Fraetioe mu.et. ltno pNVttll-
.. ,; •" 

1 ..,?~u tness cw.it.oms and must. ba e h1 . nowledge on resedO.b,. ....... -

e1t-,; 1J:lst. done bJ himself or that done by others. Th1x,ugti. · 
.. ~~_:: . < 
-:v 

res.4lAJ"Ch,. t.he of.flee pract.1oe \escher Will · dl.Soover lwu ,m.uch 

ch p · e at oti'1ce wottt. which o,f • 
,·· 

tic, ~ech~s should be taught.,. hieh. t &aks m.e.y be lo~rned •on 

tne,: )tib.", and t~ relat.1ve a~ow1t. of t.1.-oo t.bat l:lhoUld be glver.t: 

w .~~~h d1·v1&1.1on ot ott1ee work. 3 
:-.. ~-·; 

·~ · •Extendlng t.ne auo1ne s Curr1culw 1n orld tar II•, ~r
t.e eti:i!) J;a:ffik 2! !!!_ Oo· · rc ial k.:e.uo .t1on A eoci tion of !fi! · 
Clt;t .gr 1ew .· orit au v101n1t.1, p . GS. , . 

·.· ~. BenJaruln .. ·. Hll.Yn e and Clyd rt• Humphrey. eareh fip1.1eg. 
to l3'11e1ness Edueat,ion, Gregg Publ.1eh1ng Coopany ,- Chio.ago, ~39,, p. 4 • 



t.ne course of e tudy can · be adap ted to tile ne d& or t.h .& tud&rrt..G 

and t.he entire co · ,' it, 1a b lq; recognized. 114 1et.lng lncludu.'4 

thls et.at.eJlient. 1n a swaauir,' ot \NndS found 1n cow- es 0:t at.u«r 

1n li40.. He also .found \htd, oualntiss eou.rsee 'lt s.~ut\Y are se-ldon-. 

orgen1zat1on is not u ed; ~na wnun it. 1s used, t,ba • ter1a.ls aN 

sel~. <,ODpl.et.e. 6 

, vernal H. Csrw.tchetel in a n a rt1cl.e on. the subJ ct ot rea~al'Cll 

needed in the tleld or otf1ee m ch100,s eeya •Uiere 1s A dire need 

6 tor.cboth nat.iollal and lo-Oal · survey .• • 
·.1 

'.:.\ie.nJrunin B.. Haynes and Jeeale G~ aay; 
. .., ,. . .', .· '~ 

'(C'Q$QJ11ty t1nc;l oocupat1orial surveys are the means used tor ;· . 
'.J;ti1nl. a better unde.rstandlng or trut busintiJ& orld tnr- which 
S\ft.>ll,ilg people are t.ra1n1ns -- . the kinda ot J-obs. 11.n.lch may· bfi, 
~tJ.l.led by boys and glrls Juat; out 01: h1{1,JJ. aobool , the st.and~ 

... ·attde d@.mtlill.d d by buslneas, alld t.he train.ir;g prerequitllt.e \o 
··tJie natl.efaetory tilling of each Job. • • • Not.hi ean ~e 
'>-\'l\e . pl. ce ot t.n . loe l urvey. • • • The loecl. survey .~ 
,·aisaos pertlllent. data upon loh to baae btt$l.n8ee aotWsss 
: 4Uid also addS to \he reapec \ ot tho OOJWllu.tUty t-0.r b'1:s1nes-a . 
· '.sdua&.t.1on. 7 

'!1::rnest A. Z.Sll1ot, say ; 

A .te.at,ure ott~n ov rloolted 1D curr1cultun--mak.1ng 1& more 

'.('.,,4 · a.. n · Ul"'lce. Wieting. *Recent,, Buslnese tt.;dUce.t.1on Odum:ee: ,' t 
St~,~ :,.1~th Yearbook. . or t.he Hat.1o.n;e.1 c:o··n • -re 1al., Te.ooh.ere '.PJ4era
\iol){,. ' p . n 4. 

;~,, f> . T .fi(J C 1 t, 
'1 .. ~• .......... • 

,, 8 ' vernal H. osr&iobael . "Need tor ~ earch In l"'l eld or Ot:fice 
Macl:tlAea and O:lerical. PrsctJ.c • 11 · atlonal Bue 1ness i)auoat.1<>ll Q.~
erl,i~ XIV (December, 1946) , 02. 

· .. ? BenJ · in n. Haynos anc:. J easle Grall.a.m, fi· e~h !a Bue1~s 
&ducat.1:0n, Univ rs1t.y ot c~11rorn1 • Lo Ange~s , 32 , pp • . §4-~S. 
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ooop raUon 1tl\ tanner et..u.aant and graduates and part1ou
let>l7 t.Jl.oee • ployed 1n bus 11J.$.es \lhON t.bey have. had an 
opp0rtu.n1ty to t,.ey out. on the, Job the ert1c1enoy o! t.1141.r 
high &Cbool train1.Q6, or ot.h:erwlse. • • • High f>ohoo1s , 
however, a ll1 do .. ell. t.o g1 ve re co~1o.erat.1on to the e~ 
l~fU3f.1ons and ,opinions of graduates &nd former p~1ls)3 

The or1terl. tor evsluat1 · oouree-or- study ~ater1ala 1n 

the onrrielll.Ui!l l aboratory of Columbia Un1vers1t.y cone 1dex- pllUos

opl31, c,1utent, aot,1v1t.lea, and evaluation ot pupils' wol"lt. In 

th& philosoptt, S(Hlt.ton there le a qu t,1on which reedtu •l):).es 

t.he . bu& 1ne8e edueo.tlon c\U."'r1.cul.wn grow out or the ne.eds and 1n,.. 

tere:ats of children 111 t~1r enviromentt•9 In the B.Oti'fi.tl.e.s 

sec:tlon there .1e a quest ion I.Vh.ioh reads: •Are ao~!v1t1es planned 

1n p,~ e-n the b · la or th.:: ty p~ ot oooupa t1o whleh 1ll be 

avail.able t.o young people when th y leave t.b.e sehoolS.? _io 

' Be04u,se it wUl as let the ooJru erclal dep&rt.ment. in Mo a.ta 

H1..gh School to d1scnarg.e 111 t.he b t. posa1ble t18.nnor 1ts obl1~a

\1ons ·to t.he st.udent.s and th · c.ommun1ty1 t.hle stuey as 'believed 

des1i,abl.e. 

· '§Page o;.t s t.ugz~ f1i 11ml t atlo.ns or this study a re ae follo a: 

' ( a ) an oft lee OOQU.pat.lonal and equipment. eurvey of ?Jowata 

(b) a follo up ot gra. u.ates ot Mo . at.a B ·"h school tor ··'tJle 

a Ernest. A. zell1ot.. •coopt1rat.1ve Practices 1n ow~rioulum 
Mek..tng-. • a1;ta tey-gpql§ -2! the .lfat1g!l!l .. com . i:91~ :teaehere 
. Ft4lai1op, . P• 188. . , 

& c. Maurice W1et1ng, •Recent. Bwaine s Education Counea or 
St,uq. * 21..t,h :t:1az:book "21 !Ai. l1t.10DQJ G9mm@Niel te1Qoere-..ew,.-. 
CU.YU•JroA, pp. 20?..-204. ' / 

· · 10 leti.nst 40 0 . cl t.. 



( c ) literature ln, eelooted per1od1C&Ia . books, bullet.lns. 

and reaes.roh studies 1.n t' tield ot bus1nees edueat,1on 

{d) .an ansJ.y ls ot courses or s~udy 1n otfloe p r·aot.1e 

99uro s g,,t aay.. DatJi are o'btatood tron t.he tollo 1 ing 

1 - . Result.e ot an oooupat.1onal v.nd equipment survey or Uo•ta,, 

Oklahoma , f .GY , 1 947. 

·. 2 . The course ot s tuey in B s 1neas t!«dUcatlon pu.bl 1ahed by 

the Department ot ~du.cat.lon of the Stato at Oklahoma 

3 • . Other seloot ed state oour es of study in business edu

cation 

4 . the opinlorus of leaders t!I.S e ressed in the l 1t.er turs 

ot t.iio . t1eld 

' o. lt1.torma.t 1on obt ained tr.om the sradua:t,ea of t.he Rlgb 

school 1n the years 1944, 1945, 1946, and, 194?• oo . w1th no 

turf.her t.ral.ntng, went, to Vi'Ork 1n ott ioes 

6. selec t ed literatttre and reaeareh stud.1:es 1n t.he t1ol.d 

of business educat ion 

Procedure 

: It · as · 1th t.he idea ot aa e b11ng co JCret augge t.1ons \o 

eerva · as a bi,sis fox- the plannLng ot a oours,e 1.n ofTl-ee prset.1ce 

tor t .he. Nowat-a Hit , School that this et.udy as made. 

Th-e plan. •as: 

(1. ) To matte eurvcy of the otfloe occupat.ions end otf1ee 

equipment of Nowata, Okl ahoma 



e 

( S) fo consider the results or aurveya in the ±>leld of 

buslne.ae education which 

{3) To present the op1n1ona ot ourrioulum exp .rta and 

le a.era . ln tbe fl~ld of buslnesa aueat.l.on t hat p$r\ e1n to tJlia 

stua;v • 

. ·. (4) fo f' f.Jtf: a tollo · up st,u,ay ot th g~ dtult.e, of No ai. 

' ' 

t~~P tra1-n1ng, nt t o worlt 1n of :fie • 
.. ~ 

in ~a1mHHl .duc&t1on 8a t.h Y rel.a te to an otfice practice· oouree .. 

!\.: (6) 'to de·t.em1n the 1si l1ca t,1ona ot the raeuits ot tht{ , . 
~;·. '· .~!. ! \j 

1nv~t1gat.1one tor a c-0unH1 i.)f study 1.n ott1oe practloe, eub~:lng 

s1.&n1t1oa.nt tren&l and adapt ed t,o t.no co" unity of No at.a, Okltiboma. 

:".. Ll.t,erat..ure on t.h..o eubJect. ot research 1n the f'lel d · of bUS.1• 

t. 1th reterenee t.o t.b.e 

&~ matJwd; rec·ent.l.y publ1ahed art.lelee on Ute aubJeot ot 

tollo-q-up tudies and occupational survey · were read snd. st.u.cU.e:d; 

ancfother these& report.lug :f'ollow- up tud1es •and co •unity aurveya 

were ·examined.. A list o.t po slble i'tetli8 tor the ltlt,erv1e\f gµlde, 

to be, used 1n tho em--ns of oftJ.ce occ at.1000 ruui · qu1p.wen1.. was 

~a&:.i. , A t.entatlve l ntenlew gul~ 2 tb.en eonat.ru.c wd tmd pr.,. 

eent· 4 to the chairman or t.lla Ui.ce 18 oo t.t.ee .tor c ri\lo ia . ·snd 

suggest.1one. the 1ut-erv1e gui.de was e h nged to oontorm t o ·the 

EfU8§ttst;ion8 and was draft.ea ln 1t. s f'Uttl torm... ll 



j thl,a 1nt.erv1 gu1 e was dee1gn~d to &lterm1"' ( a) ho many 

nd what; .lt..1nds of oftlce poa1t.1ons :xJ.sted 1-n looal; bueines tS..rmis, 

('b) dut.:1.es pertorrued by tbti,. employees, (o) whet.her or not busi

ness a 'll'Ou.ld ploy high aobool gr mtate w lt,h no poet-b.1 &olwol 

t..ra1.tung, ( d} el@Cf rle110e .requl.Nuimnte, ( e} a,se preterenoe tor 

beg.liming worlten. (t) ~1ne equlµ•m. used 1A th~ busi.ne a . 

otttqea,, (s) the nwnber o:t employtsea who use the t..la<1hlnea 1n 

the .bua-1.Mse off 1ce_a, (h) wilet.her or not the oper&tion or a 

p&rt.1cu.J.sr .Ulaohlne ca.ti be lt,,.ar.ned saitataotoril.y on the .Job, ( 1) 

degree or abll1t,y required ot ti:u.: bestnnleg won.er to operate 

the . aehlnea. (J) wh1ch W1tplo3ere 'IIIOl.ild be 1ntare t.ed. in a pnrt,. ..... 

t,2.me employment vrosrem for st.udent.s ot orr:Lue prac1.1oe·,, (k ) ·•

ployers' oplniona 1th reterenoe to de lrable and unde.tU.Ni.ble 

per&onallty tra1t,a ot ilmployeea,, and {l) eaployers• op 1ni.o.na oon

cerning subJeot.. aat..t.er euneeses of eq,loyees. 

The 1nveet.1gat.or cox duct-ed ell the interviews wlt.h emJ lo.yere; . 

a.Ud; 1n order th"' t the snaw rs might. be as rJaarly co.ns1e,t.e.nt,. _e,,a 

po&el'ble.1 each eeploye.r •as appro ehed 1n the s~ manner. A 

co111P.lete l.iat of the bl.l 1nese, t 1ms 1n tllo com:aunity was oo_ plled. 

Rep:tcteen~at.1vas ot eiJtt.y ot th at_xt.y ... aeven t1.tl'!la on the 11..st 

were ~nieniew-e-d. Its waa found t hat three or t.he a1-xts- eve.n 

time on. Uw 11st. d l d not. employ o·tf1cc hel.p and that. four of t.he 

e u\y-seve.a ott1cee had only one ploye each.. !he employen 

1n :the, t ·our ot:t1oee wl.t.h one e~ loyee e,aoh were not avaUable 

t:or . 1nt.erv1ewa. It 1s 't> lieved th~t. the oal.Se1on of dat a th.,.~ 

m1Sh't ~vo been obt.nined tro tho e ;tour e ployera does not. 
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Nowata Hlf5h Sehool now eroployed 1.n or.r1oe Joos. a queat1onnru..re, 

de.a1gned t,.o. yield the EW.r ' 1nfonu t.ion ae eert-ain. part.s of the 

oocup.at.1ona.l .survt.>y, as- oonst.ruet..od and pre.seu\.ed to tht: cha1t-

man ot t.he thesis co::r-Jllit\ee tor or1~1011un ana s · .e . ted revlalon., 

Th . queet1onna1.re was changed to con!orm to the suggestions Md 

wae presented tor .further orltic is to a commit.tee of graduate 

eiudente ui a se in.ar in bueineae eduoat1on. A second re-vuion 

waa a de 1n. ac oordanoe ·w l:th t.he s aggeetlona reoe.1 ved, ru1d the 

card :as aga1n pree nt,ed t.o the seml.na.r tor t1Ild or1t.10 ls .. 

The revised ea.rd ~as then reten-ed ·tao the o.hail'l., n ot the theal.s 

oo mit.1ie tor final approval. 

A quest.1onna1rel2, to~th r 1th l.nat.ruc t.10.ns to the add.Nase , 

was -t,9ped on a ~ro-~l1te ty;e r1t.er and £ilimeosrap.he·d on double 

poet.JU oa.l"da. 

A liat of the graau.ates ot Nouat High $Cll.ool for tb.YJ y an 

1944,- 1 945• 194&. a nd 1947 who. with no further training, ent 

~ 'I.font in of1'1ce Jobs was obtain-6d tt"Oru the &chco.l Ncorde. the 

carde ez-e ad seed and eod d. 

.Apµrop:rl.s.te t abula tion heet. were eet up on wh lcll to record 

tlw a.ata reee1Vti.td !ro. thtt 1ntez-v.1e guide used 1.n l."lt-e rvl.e 11 ing 
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emplOJ'e.rs and the quoirt1onn 1r oarda sent to ~dt.Uit s . Data 

vere then clase1t.1ed ·t;o flt. the needs ot 'the tUdy and appropi-ia.\e 

t abltle were eoll$.t.ructed. 

The dat a gathered. 1n th.ti oooupat.lon&l ew;-veJ' by 1nterv1ew1ng 

el'.iip.loyera nd the Ne,ponees from t.oo graduat es who answered the 

quest 1ontut.1re were eo:.upared t.o other aurveys and t ollow-up 

studies, an tl:ieee comp.s.r1sons were co-m1dered 1n detena1n1ng, the 

bae1s for a couree of s tudy 1n ort1ce praotloe for J!owat a H1gb. 

School. 

D&\a obtained t hr tH.if';)l the o-oott;c)t.,.\1onal survey ruld. toll.ow.

up 'War su.ppl ·ement.-ed t.twough a study ot \he- liters.tu.re of t.he 

field. f he dat a obtained Crom the. l1t.e~ture '3eie ooneide·red 1n 

det.erra.1r..1ng t.he bnsia tor a course 1n of t1ee practlee for Nowata 

H1gh School. · 

Reeults ot t.he etuey ~ preeent.od 1n t.tle toll.ow·1n s; chapters. 



CHiJ'Tr;R Il 

SUJW~I ~ · lu.LATt:D I l!"i"' ' A!ION 

Apprent1ceah.1p at one t e ' as the onl.J raeo.n.s by wnlch the 

youthful e rrployee could aequ11"e h1s :nor:ledge o:t tilt; p r1no1ples 

nd pz• -ct1oea of hla chosen bus 1nes e. Todt11Y, however, bus iness 

looke to the educat.1otutl inst1tut.1one ot t.he c ount-ry fol" e ·lplc,.y.ees 

ho have been not. only orient,1;:d to its p .ra ct.lces but, thorgu6bJ.y 

trained in the fund£, . .. nt.&l sk.111 Oyu.ra tions. Also, 1n m.fillY 1.n

at enoe tw prospect.iv " em .. loyt'H:!S l:ua-ve had pr a.et1ce expe:r.lenee 

1n t~.e integre t1on of ott'lce skills aua 1t.now1eoges.l 

Const-ant J:.; ro0 ress 1n business und 100.ust.ry ecesalt.nt,e.if a . 

t,yna:.11.1.c seo.ondary school progr ·.- ln tht:1 field o.f bu siness edu-o~ 
-"i~' . ' 

:.:i . 

tloii~ _ the sucoeae of this µrogram de ends upon the a llJ.:ty of; ·. 

··' ._ , 

st.a.pdard.S are necessary , Gnd t.o tra ln pupils to · t;,c, t t.J:iese . 

s t a~rds. 2 

:' -~volem -nt e,t the o t1ctt Pract.1ce Qoqrso 

-~lie e t here ls o nfuaion, t.he re is a n ,opportwilty for stuoy 

and p l annl ,. • As l,.;, shown by the related. literat ure, eonsid.er

abl..e · contl.lS1on exist in t.r1e nlnds of cus ioesa educa tion teachers 

and leaders as to id.lat the oow» e 1n o.f:rloe pr ao tl..,.e should 

include. 

·· l sua,ge t.1ve Curricular ~u.1.de la Busl.ne ... s §guc. ~ion • .BUlletln 
No .. -491 , St.a te Depa r~luent. or ~&lch, .. t.1on., Lou1s 1ttnt:.,. 194~. p • 448-449 • 

. 2 H rold G. Sh1 l ds , ttTht, Sa 10 B 1.~ , 13 Subj ct. , a seventh 
Yearbook ot !:&;_ N~tlon l Bu ln~~a Te8.0hera A- soo1at lo~ , µ . 186. 
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In June,- 3;9-47, Rues l.l ler1 3 1n an a rt;1ole 1n the 

Journal ot Buaineae ~uoai1on• e.ys: 

-The· development, ot o1't1oe pract.1ce hole.a an unusual l.nte..rest . 
tor bu.a1ness educe.tors. • • • · hile course var1a-noes t.o the 
P~'rt.ieul~ needB or ~ ~it.Y or s cho l a re coi:.r. onplb.oe 
a.mo . moat of th buetn,ess aubJects. there seems t.-0' be 
.g.nate:r variance · in tn.i s course t,han my of the others. 

Erroneously ,. , e nave round l1ttle time to diz->eet end devel.op. 
rl.ght attitudes t.ottard e loyf.irs ., tel10 $'"'ployees . and· t.he1r 

. Jobs, whloh will h l p te quickly ~dJu.st the to working 1n 
J)UB 1ne s-s . 

·.In hlnt.mg that. gra duat,es need t.h1e t.zie-1.nl ns nd tMt 11' la 
:· our reapon&1b1l1ty, 1.ru:uwgemt,nt. hse not, tol.d us whe 1-e thl.6 
\ type or t.rainlng 1s to be o rr1od on. Hore tb.an l1k.e1y the 

:p:iace for t.h.Ll ty -- e of tra ini ng i e 1n t-he ottlce praotioe- -,:: 
·.:O-ourao. 
':\tfl.utJl L. Robert. 4 writ.es : 

q~ \ e sohools see the - r1ne1pal t.1"8nd in of t loe o.mpl.oyme-nt, ·. 
\·:~ii/ a -need tor fe er but. oore e:tticicnt wo era and these 
t ~ole. mght. interpret tn off 1ce :,>r aet.1oe oou.rse as ~ne. . , 
'J.poneerned with .lmprovln,s sk.Ula. They wlll have h1"1'her . -· 
'/et.andards 1n diot.atio.n rates a nd t,ransor1pt-1on Sp ed• at,~ 
\/~as 1n g rammar , EE1Glieh , n d a :>elli! · , 1th perhaps ;~r.ze-_.·2> 
r\(\it,1cus.sion ot ottice prooedu.res.. · < <>\' 

t;ilher schools ec tht: ot·t1ce rtict.1ce coure:e ns a course , · . _ 
\; :d:e'V,t.ttd al.most en1.1rel1 to ot'1"1oe orga nlzat.1on an · ~ .eed.~, 
-<},ne Willen. would . ply 1,i]e k.noWl ~dges Li.no. sk1ll s blo.h the> f 

a·~atudent. has alrea dy aoquired 1n altuationa slmul t1ng o.t.:. -·. ( 
' floe cond.1t1ons. ., .. 

;y,:: soae· school& s ~eoializ.e 1n tr , bung on of:t'1oe maoh1nea • . -· 

Su~· -a. eourae ms.y be a skill c urat;: 1 but U i t. le comb ine d Wita-
, ·; .. ~· . 

oft'.1,c·e ·procedure in praot1oal. ltuatlor~ . 1t. is a n 1.nt,,,s,.-atecl';~ -Ur6 .. 
' -. ·,-/·· .,_ 

. / ' . . ': 
Z ·aussell Cansler, •s.1.gnpo t 1n Ot1. ice ? ract,1ce , r,, Journal. 

of .1usl:9!S' ~ducat.ton, XXII (JWle , l 147) , P . .. 11- 1 2. · 

;j if. RUth L . Roberta , "The }J eed for Office Praot1ce1 9 The 
ua~t9;!l!l Buaine .s e.du.o.at1on guarterlY , (Dec "ber, 1945) ,~ 7 .. 

. 6 Ib1d, p . 8 . 
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Office pra.otlce course anould d velop tlllnk.ing · nd m , e 

the best of a sit uation. It ll.6.e b 1$D e&id t.ha t business 1s only 

61 par ee.n:t eftle tont. Ir tha.t bo tho case , there 1a an oppor-

t unity for the schools t -o sowethtng 1r1.,..9rder t.o rais e the 

standar ds in tl1e off lee. 'lhe secret_ar,y Should ask be self tl&I\Y 

quest ions and · 18h them so t hat large~ f 1-elde me:, be open to 

nor.6 

pbJeot.lveo 2! t.ll~ ott1ce P act.lee Cour e 

Russell t . Canasler,. 7 baa 11st. d eleven obJecUves tor &n 

office practice oourso: 

l . The t.eachin.g o.t business hablt.a 
2. aste17 ot ne e1t.ua.t1on 
3. Development, or sense ot loyru.t,y to one• s o n buslt10ea 
4 . I mprovement. ot l 1di.v1dual as a person 
6. Greater 1ntell1g.ooo in use ot co un1cat1on ey-st ets 
6. A thorou,sh aoqua1nt.ancesh1p ot bu.s .. l.ness forms 
7 . Ability t.o tlnd one' s o n errors 
a. A. usable kno ledge or f1ll.ng 
9.. uee ot dupJ.1c a\1on equipment 
10. Use ot varioua otf"lce 2aaohines 
ll.. Development of Job 1n't.ell1gence 

8 Charles '.~. Maatl i on,. ill an a rt.101,e on th.e teaohlt\; or 
ottlce praotl.Ce and. office ma.chines, writ.es, 

Su.ch a 001:n•iHt should aoqua1n\ pro.sp ct,lve ott1tui ori{e:ra 
wtth muob of t.hi:! 1nf'ormat1on that ie 1.m_port.ant 1n the roper 
p . . rformance ot the various duties tor Which aecretar1-ee. are 
co -- nly he1.d respons1bl~. It 1s also fel t tJlat studies 1n 

6 G. ff. Pam r , •'?b,e orsan.12.at,lon ot ortloe Pract ice Oours~s:; 
Content..• ttat1onal. Bu 1neas .!duoat1on ID.art&&, XIV C neoe · ber. 
1946) , p. 24. . 

7 tnuuJell N. C1analer. *'lhe Pre ent, St.: tus of Ott1ee Praotioe 
Cou.raee,, " pjt.1-o_nw. plneas -duoe.t1on iuarterl;r, 1..IV ( December, 
194 ), p . .. . . 

a Charltt w. Hamilton, •The Te ohitlg ot Oft1a Practice ~nd 
Of!1ce · aohlnea,. • ~1:x~n. Ye:ar~o-k. 2!. t.lle .Nat.1onal Oo . ·. er21a1. 
Ieaonexa Fedqat1og, p~ 4.&>. · 
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otf1ee p l'OOt1dure should ma lnta1n and :rurther develop many 
o:r the ak1lls al1·eady aoqulNd. 1n ot.ner buolneaa eourees. 
·such a t.erm.nal course purports to orsanl.z. er cona,olidate 
the prev1oua work 1n short.hand, rec.ordke•p1Jlg, typtnrr1t1ng, 
and Nlet.ed eubJects. I~ alao serves aa . a t1nal poli.ehing 
up pro9eaa designed t.o prepa-tl puplla tor wie:dlate -ent,~ance 
lnt.o o.r:r1ce pos l\J.ons. 

Vernal a. O~.icna. l ~ sqs th.tot t..twr.e a.re probabl1 t.hnle 

m.s.J~l' oll)Ject.lvea 1n tJle ot:t'l.Ce filaChine · oo-urse ~ as toll~.&: 

· -' l . !o acquaint. t.he puplls .~1 'th the ~,chinas which are found 
in modern off 1:ooe. 

· .. 2. To acquaint,. t.be pupils with the fornls; procedul'ea and 
t h~ practlc a t.nat are Wied in modern oftic.ea. 

· a. , 'To .tu.rm.sh the . u.plls with opport.wi1t1es to acquire 
· skills i.n t.Jle operation ot of"f 1oe .machines .. 

'.,··H.Ubert. c. Bo ere1° 1n an a:rtlole on the t.·eaclli~ of.' oft 1~· 

prae,,t.tee in the staall. hl.gp. school..• Ba$ · tha t wlt.h some te,aelle.~, 

ak.ll,1 .buUd.tng, or a •poliahin& o.rr• · roeesa is first; wit.h · 
~: ,)i •' . 

ot.hti,;e, a combln&t.1on or skUl bulld 1 · · and applicat.ton :ot p~:t -
; .. . ~ ,. 

c.· >:.., 

ms,yI,bAf; · ugb.t.., and the· teach r can ple.rt a well- xicunG.ed pro~_.: 
~- .. - , r 

everl·tJio~ ma.terlru.e are acaree.. Alms. in the sul&ll schools .. ··:·-' 

ahciij.l.d ·1.1e· .voca\1onal, M d speclal.izat.ion beyQnd the practical . 
~' ! ; . 

np~:ip~t1o~ po&slble 1n the oommu.n1ty should be avoided. 

}}.:~esell Call6ler11 , eyru 
,.;.< 

. f ) 
'' · ,, 

-. . y - ' . ., 

) ·Jue o!.t1oe praotiO$ oourae mu.st. eek to develop dee.1re.bl.e 
'. J>~rsoruu. qusl1t.lea, t.re.tte ,. &n attitudes ; develop :tu.rt,he-~ . 

~· ... 
_ ..... 

. . ' • :~ 1' 

/. ~-·vcrn.el H. Cnrt1ioh&el.., *Need. !01"' Rese.sroo 1.n Field ot· Otf'ioe 
re.¢hln~ and Cle.r1o.al l?raot1oe, • Natlona.J; BwL1.wss 5'dll0at1on · 
G;u.art.ery, XIV t eliiber, 1940), p. 49.. · . ' " . 

· , .10 H\lberl . .c. 39wers . •!ha ?eachl.ng ct Ott .1.ce Pract..to.e in Small 
!f1gb. ·; ach2ol. r. ~~r.1 lua1ne$a i<lucat1on g~arteriz;. XIV (Dec·em. 
oert'· l.8~v ) , p • 3 . • 

· .. 11 RU sell CanslerL.!·Slgnpoet.s 1.tr otr1ce. P.raot1.ee. * Journal 
.2! fµslnees !t§ueat,J.o.n, Xlil lJu.ne, 1947) • pp. ll- 1 2. . 
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k ill& 1n d1a ··tion nd transoription, g lve a wo .:rkable 
oquaint.anoe nth so@ ott1ce 1r1.sch1nes and a passable &kUl 

1n the w,e ot others; g.1 ve pract.1ee 1.n pei•torntl . · a wide 
ve.riety ot secreto.r1&l dut1ea1 routinee.- and. procedures; 
and do a reiuly cons~xuct.1.ve Job 1n the oev,elOpQent. or tae 

· abll1 \l' to t.h1nk on the Job. • • • the 111ot..1vat1on &ppeal. 
should. l ays be Ju1pt, 1n ind. One illus~ratton 1 a. 
rece t.1on dealt t W-h1oil t.he student. mn.y carry out,, the attend
ant. JQbs and ·dutle&. 

gontent,, 2.! ~ o.ttlo-e Praouoe_ Courae 

~. H. Pariter12 51vea nn ouU1ne !o·r the orge.nize.tlon ot an 

ottle.e 1,,raot1oe oourse. He po1.nt.s out tha t regardless ot whe ther 

t he ·.t.~1nlng ls a part 0.1. th regul&r short nd course on one · 
:-~~. < • 

e~~. or e1it1re11 s en~ral 1n · \.u.re on the otJler ex:t.rel':le • 

1t 1-\ probabJ.y agreed t.h!,t cont.ent should 1neludet ., ... ' . , 

. . . ' . 

Develop ent ot deelrsble ·eraonal .uel. 1t1es, t..r it.a, '. 
&Jld a tt.lt.udes.. . , 
A. continuE;i.l novel.op ent, and re1"1ne ent or d1ote.t,1on arid 
t,ransoriptlon skills. · 
Oooup "' t1onal kill 1n the use -o t l o ost coeimo.n and . , 
widely used ort.toe waoh.l.nes .. 
A wol'k.able ac-qualn\ aooe wlt.h ot.ner leas uaed oaoh.1.ne-. 
Praet1ee 111 pertoJ~ing aa il1de a varlet;, of seoret,ar1.al. 
duties. routines, and rooedures as a slble. 
'the development or the abll 1ty to think eonstruet.1Wl.Y. 
·ns development o:f oiw • s own growth. · , ·· 
A minimum ot 100 hours o,i actual expe rience. 

. fh:e folloi"11ng paragrsph re.port.a the rererence of a group 

ot llu~inese men 1n s~&l.1 ra1ddl.e- · est.ern industrial oity &s 

gl v· tl' by Ruth I.t. Rooort a .13 

· l~ G. H •. Pa:rk.er, *The Orga.n1.zat1on ot o.ti'"loe Pr aot.1oe Cou.rses; 
Con~ent, • N&t.1onal Bue1µeae 91ueat1on 9unrt er11. nv ( December., 
19461, p .. r§. 

. 1~ Ru\h L . Roberta. •flle Need tor Otf1o Pract.10.e , * xr 
Natlonel Bualness dUCai1on Quart8irlz, XIV { neoembe~., 1945 
p. 54. . ' 
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S0&1e place should be found 111 tJhe ott ice p . .raot.lce course tor 
an undent,a.nd1ng of a d lrable otf1ce. personality and tor 
the development or that. personalit..7. American bu.s1n ss ,en 
w4nt typl.rg a nd e.b.orthand skill&• ngl 1sh ftmdwnetttals, ot
tl.cce 11BOhines . b\lt more t.han t.h se they want. at.uden1,s to 1t1ao.w 
tihat, to taxpeol 1n an ottl.oe, t..o know about, ottlce organi za
tion:, bus iness et1quet.te• qWU1t1catlons neee ·s,u,y tor \he 
Job, and et.and.al•(ie 1n t.h mea1u1re~eut o~ <>rticu rork as 
.op.posed t.o tra1111ng tandarde 1n o.h.ool. 

In a speech before tl'w e.t.1..onai Oi'flce Management Aseoo1at1on, 
. 14 

at Pittsburgh ln 1S46, Clt..ta Boling t.old of tile · 1aeeru:errt, dl-

reotor o a pf'1va.te bua1nee, · eehool. 1n Det.rolt o enUL"ler&t.ed the 

qual1f1cat..1ons spec1fJ.ed by t ho l ast. 12 employers \Vi. th ~om she 

001.-amu~u.cated. So&riti ot the requ1~ ent o other ~n tl'le ekm allb

J otJLwere; Eugl.1eh, "r1 · . ·· ·t1e1 t1111 ... ., oa.rd lndex1ng, ~nman

ahip:.,· Ability t.o moet, the public, 1.ntelll :enoe,, and pleae 1ng 

pononal1t, • 

. Bollng s\ates: 

·, Grtia't- numbers ot· atudents ho e peet. t.o aei,ve 1n. bue 1ness 
·· ont.e~ h1g)J. school oo · · re1al depa.rt.raen~s and private bttainesa 
?ac-hool.e without. be1.tlg propurl.7 grounded 111 such baslc eld>
.>J.e.o't.• aa EJlg].1eh. tun<iBDtent,als . a.rtthmet1o and penmensh1p. A 

. ·tremendous a.mot.mt ot remedial lnat-l'U.Ct1on 1 t.ht;trefore in•:' 
.. Yoived. TM mQJoz• su'bJeots or aeeowitlng en d typewr1t1:g ·. 
' .·and .shor;hand, must be emphas1z.ed. Penlonal improve~ nt .. 

must be atreaa d. oth r eubJeet,s wst. not, be dor..e on tb.e 
. Job by the emplo.7e1-. · · 

· All of t.bes.e tact.ors JllUSt. be taken lnt.o account, 1n plann!Ag 
· an.4 adm.1.nisterlng courses. Bever .ae a bett.er Wlderet:e.nd1lig 
_.,.and- a r.liON eoopcrat.1ve etto-rt. bet.ween bus1..neea tea.chars im.d 

business men needed t.h&n now. Of'f'l.oe e.tfleie1.101 n . cd.e to . 
be greet.l.y increa ~d lt ottlee s&J.""riue are not ~o so Olil.()k · 
. to pre-• r levela.15 . . 
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Charles F. Hoh 1ele~6 wb.o is Asel t,ant. secretary ~ · the 

crown zellarba.ch Corpora.t.1on and t,ea.oher of office mantS.geiaent, 

1n Ne Yorit University• oommont.e: 

I do not. oone1 dor \hat a at.udont, ls be 1.ng t a ught eorotar'lal 
pract,1ee 1t 1t oo.rlfi1st.e onJ.¥ ot typing,, o~d, buelness 
Engl.1eh. and ot.iler aoB.48 .1.o subJecte along 1th. the Uie of a 
textbook Ul otf.1ee pract1oe. We should g1ve t,he student, an 
o , port.unity t,o put 1m.o pract.10.0 mat he has been t aught •• .•• 
In one school the girls wont as reoep \1onlet.s an d telephone
sw1 t.chboard operators. 

Ho.h.wieler d1soueaes , trotu the vlew;>olnt. o.f ~,r~er•e , eot~ , 

ot the more m rumon taulte aoong beg inners wllo go to work troti . 

co~..e~c.1al ilChools ,. a nd g .i vf.S a te,;; $~&i1ons . t or el1m1nat 1o.n. 

of tnee.e t ault s. some or t.he more eommon t'&ult,a are: l ack ot 

an un-deratandlng ot busine.ss., lao ot apprec 1s.ttlon et t he 1 ... 

portance ot routlne t,aslts,, obJeotives and ~ bltlone too frequently 

m1Sd1rec~ed, l ack or ub111ty t.o t.hink, lack ot thoroughness, and 

the · !N(luent bewilderr.wnt, and .t .r.1ght. ot beg1nnere. 

so~ &Jtlee expaet..ed ot ott1ce emyloyeee are: t.o open w u 
(yet, \o k.now . hen not. t.o open 1t.) , t.o distr1'bute th maU , to 

know· so"' et.hlng ot postage .rat.es , t o uae t.he addirg 1fi&Chi nes, to 

do •ome tll i n,;-, to oall · ea~ern Unl.on or Postal messe ngfi-e . and 

sign tor t.el&g ·: s , t.o ~ct aa reoept,lon1st,s ., to run errande.,. to 

use· aup1ioat.ing equipment., t.o us-u a s t.roe t, dlreet.ory, and t.o :re d 

Cf, railroad t aetable an plene eohedU.l. .. 

16 Cha r les i\- Hohwlelor, •proble •s Coneernlnc; the Teaching of 
Oft1<:e 'l'.r e.lnl.ng lJJ:l. Fblat.ed t.o Otf lee Procedures, • las-tern Commer-
o 1nl 'l'eao.tters . ece1at1on~ Sgt.eent.J?. Y arbook. , pp. ::llo ... ' 76. -
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ln thel.r book., Research )\pel1ea. .1:2, Busin.ee, E4U¢at.1on, 

BenJatiin B. Hayneo lllld Clyde w .. Humphreyl7 say: 

.Since the h1gb. school program ot etud1es 1s crowded• 1t doea 
not aeem ta.1.r to a. lt tJloao who r1te · ell t.o a end much 
pr.!4Ctice at a sklll. that. has al.reat,\Y been Wlat.ered. Penm-an
eh1p 1n t.he h18)1 aehool• then• should na.ve a 1"8I.led1al ob
Je<lt..1 ve. A standard for . onm£nah1p t.het. 1e aooe ·t able 1n 
bttelnt.Hif ma:, be established trom one ot \he penmenship 

· eoales - thei.iselVQ& pn>due-ts, ot n>.eee.l'*Qh. It. is more d1t"'"' 
twult to teach remscUal p~ananship than 1t ls to ~ea@ • 
ohlld to write tor the tir.st t . , becaus.e 1\- involves the 

·•s.tebl.1ahtng of til'i:Wi habits for old ones. · 

~"lhe de" nd of bus1nese men ten~ a }Jetter knowleclgs of &:lgll..ah 
:··OA t.he part or · the 1r e loyeea should not be ignored l}y t,bb 
'i$tili;oole. Even tJlough Engl.lab. is usu.ally a reqUired eubjee,t 
;"f:or pr~ot.1oaU1 every year ot the s tudent• a eohool 11t.e, 1\ 
, ,~~ -tr quently mentioned by bus ine ea :men as, one in .hlch t.he1r 
; :~loyeea aro det1e1ent. ••• . • Bu-1ness men :reallz.e tihe . value 
:-.lo-t · 1nves-t..1gat.1ons 1n t.he .field ot bus 1ness l ti:-er wr1t.lllg-:4nd 
".:lliave· ea\-e.bliehed • ·bett.er business let,ter.s• ae.aooiat.1one.. ·-
, _~,etAGhere may avail the.maelve ot the ·_ terials d1G t.r1bnt~4/ 
JJ,>Y-tl:u1ae sssoc1nUons. ... • • S ell~ is ueually a part ot · 
i.r t1.1e · .Bualnest1 EngJ.1eh oourse. lt, ls a subject. that- de.mali&t . ., 
i'Ul.e eoria1de~t.1on of business t.eachere. Reaearob. 1n \his · ·
\,tl;e1d has included studies ot the frequency · or the us·• .<,t >::; 
·;:.iiiras, with the result that. llualness t..ea.abers .m,ay sc,eure ._ ( V 
· 'l'Uti o-f t.he most oommonlJ' used words. · · .· · .. - ::, 
~(/t·~~:: ·:;~· ' .. 

;,,,'·:·.the -,roblems which are 6pparent ln the t,eaehing of pe~ 
~,.~. . . ,4 . ·: '(·:};..::::: 

s .1p, ·.eo~iat.1tute one area of t,b.e problems ot bu.sinese educ&t1o.ti;\ 

F'ra~: :N. Freeman, 18 re-search. au'Ulor1 t,y in IUllld*i-J.\1.Dg s~a:' ·· · .:, ':'( 
~\~ .. 

/ 1'.b,e :notlon that hruldwr1tl.ng nae lost moat. ot it,.s ut.111.\J. · 
}ft'al-ue because t..h typew.rit,er 1a eo widely used 1n bua.t~ee .. , 
;;1,a:, £i m.1.stak.en one. It 1s true , of courae, fJlat, the . t.y ~•t!-liier 

;-ls ·used allllOst.. unlvereal.I.y for bueineaa oo~ntapond6noe ~nd)~ 
)tJ:wt 1t, _ls oh1etl.Y used tor reoordke-ep1ng. Let the pe.mpa / 
·; • tblnu th1a has displaced ndwrlt,1ng EP around tor<a.< ,', ;.- ~'* ~l.thout a pen or p noll 1.n hie oak.et and i-emove .s.U + i 

.t.' 
. - . . .~· 

' .• 'l7 BenJemin B.. Ha3nes and Clyde • Humphrey, ijeaeeroll l?J?Pl,ied 
to @l:.lt1l'l.EHte EdUeatlon, pp. 41- 44. · - " . · : 

-. 1 _ rank I ,F.1;'ee!11an, _ s uot.ed by V 1rg1l C. G~ ln . -P41~· 
1.a~lliP and. Spelling, " )J}evanth Yea£!?ook 2! th.ti Mat1onal BU&lneg 

TeacM~ AS.§921s t.1<>J:• ~. 305. 
' -( ' 



the pens and · enc1ls trom any bus lnase establislu:u-,ni. He 
ulll recognize t hat. tu ~ro o.1SafJpear1ng, h and.1 rlt1ng 1e 
an absolut-e eaaentilal ot modern personnel 1n bus1neea and 
protees1onnl lite. 

Ill an art.tole on thd ata\.us .ot ottlce p.r-s ot,iae oollrees ( 1n 

1946), atsse.ll N. cansierl-9 &aid tthat t.he eont.ent ot mo&t. courses 

1neladea dUplic t.lng proeeesee, bot.ll eteno11 and hect.ograph, 

tundaaent tla ot .f 111.ns_, and a oert,a1n amount. ot praet1oe on · cal• 

etila~ore. -So.me courses ioolu.d.e &dv1u1oed slt1l.1 tra1n1ng on botll 

tap•wr1t.er and wachln .. e. 

Edtuird J . Rutan20 has eald: 

· Eveiyone engaged ln \ralning pupUe agrees t hat one or the · 
~at perplex!~; probleae ettucat.ors are tae~d with ts t,he 
vocal)Ulary · or language ha.ndl<Ut•J ·ot pupUs. Too of'ten 

· .:pu,p1la t &ll to Ul'ldent-and t-he apeeltlo meanings ot t.he. terma 
· basic to a .tu.11 comprehension ot t.bc content. or the subJee,ts 
·\Jaey study 1n sob.ool. 

I,n this same ar1t1ole,, .Rutian g 1vea a .net.nod ot word tr 1n1ng 

to ~lp ln eolv1ng t.b.e vo.cabuls.17 d1tt1ot1l.t.1es ot pupll&. 

:. " 'A t,t\td.V ot th• teaching of ~r:t1ce prMt.lae in t.ho hl..t!ll school, 

made. by Deligb.t Bathewa !asa1n21, reveals t hat. oourses 111 of'tia:e 

p1"8Ct:1oe have not g1v~n. tiideClua.t.o t.ra.tning 1n the use ot 1nodem · 

ottice equipment.,. The couree should 1ml.ude the fol.low1ng; 

·\ ie\ Rua&ell N. Os:nsler. •!he Preaent St.at.us ot ottl.ce Pract.:1ce 
Ooure'tttt, • Natlorl§l Imstnesa EdUOst.1on guart.erU,, ( neeem:b'8:r,_ 1946) • 
p. 14. 

20 Edfll.rd J . Rutan,, .. . ()rd St·U,d,y 1n Bus1nesa duo -..t.1on • 
Journa~ ot Business Edlleat.lon (1 arch. 1946) , T/ol. 211 no. 7, 
pp. §.~ 

~21 De1.1sb,t 1tath •• Taesln, T aeb.~ Oftloe Pmot1eo in 1:the 
H.!m f!dl,003;, ttaator' s !.r.ws.1.a, Uru.versii of Texas~ !937. -
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bua1.nes.s ma.oh1nt.1a , busincse forms . oom.riltlnlcat1ons , ltttter writing• 

ma.1l1ng. ruing, et.at1et.Leal reports. t.rensport.a.tion, finding 

an(l sppJ..11.ng tor· poa1t.1ons, and pereonal qua.11t1ee neoessaI7 t.o 

deal ettect1vely u1th ?t)opl e. 
22 9nr,. tenn1t A. Crawley, .... u, 

1n each uea ot 1ndu.et.ry here the 1r tral.naea 1higil.t ; go 'to ~r;;, 

toW\d tblr.t so ot tJle o~n wounaeaes al"O : 1.nabll1t.y 'to 

epell·., · \o !Oo.q>ute t1gures cor1•eo\l11. i:u1d to wr i te legibly. Con

ce®,:rig these sk.Ula he sa,s: 

,-:~h<t.1 are bae1o to all $t1ocesstul emplo.vment, and the eoone, '; 
,-1,tuao.b#N recognize ~1£ tact &nd make det1n1te pro-v1s1ori ,1;ti 
( t:he tra1nic~ . rogrmn t.o inaure prot1o1ency 1n these ~~:,. -~, 
;/~ ll.app1er w1U be bot..A emp.loyera and euployees ,. , · . • 

~· ·;,"...:. ' . /. 

:~'(~:n,. the results ob1.al.ned 1n a .state- 1de trJu~{jy or oft1~.-
, ' ~ .... "':· 

prno~l.oe 1.nstruc tion 1.Q New· J ersey• an an a.nal.Ye1s ot rela:tJct:/ 
,;: ,. 

' &tur,t~e· 1n the field and. ~dern educational t.heorJ as tt~r,s's~ 

in i~l":eaalon&l 11-t. ture tor tteaenere • in ~be year 1936,-. F,i , 11 .. 

Los~~ ~ tound that a.lthou:gp of.flee prec1.1ce was a .reli.tlvel:, .: .· . 

ntn1/ &ubJect, 1n the bualn us our~lculW!l~ 1t we.a UA1tomily plioiad 

as f s .en1or subJect nd wee :required ot all ·business g radue:tENiJ :: 

by ~4 per cent. ot ~he New Jersey selloole otterlng t.n.e s'ubJeet., 

··;y~2 tr rm1t A. era les ~ 11Praotical Trul.nlng for Ott1oe · Jobs, tr 

Jl1o;~p- ~, -· Eduest.lon_ &!'!Mah Oaroh. 1920) ... pp. l.4-16. . 

23 F~ ¥£. Loso. lt'frenda 1J:1 Ott1ae PraotJ.ce, • ~ ,Lour~ ot 
Bua1.nese Educat.ion, X {Ji!· y , l.9vo); XI (Oot.ober, 1~}, p . 24.. · 

\ 
l 



Tb.ere was a lack of stand.ardlzatlon colleernlng neooaaar., 

prerequ1e1te~,. e~cept possibly \ypewritlng, bookkeep1ng1 and 

shortJuuld. :·e.ny sclloola. ho·· ver, t ugh~ these &ubJeota con

cur:ent,,ly w1 th o.t.1;1ee practlee. 

A s tudy or the t.e ch1.ng of o.tt.1oe p.m.ot.iee 1n the high 

&<UW<>l t pade trom ul.eting eurve1e by Delight Taas1.n, and showing 

t.-re:nds 1n tne course . ea1d, •Tll ge.o.eral ageeia nt 1s ths't ~ 

cour&e shottld 'be ottered 1n the senior :,eu • • :24 

l\Ueeell E. o·a.ns1er26 Sc\Ve: 

ilafU' ot 'the mach1®& are too compl.1cat-ed or .flJQU1N \Go . . . 
oost!y nat.ertals tor olAaaroom praotJ.oe. Oil \lle · otbar ~ 

.. &o:Jie· are s-0 almpl.e ~o oper-ato that t.he learner oan us-e 'tl1elll 
s11e-oeu.t'ul.l7 attar one, ver, briet dOi:lonB,'U"at.ion by an ex- ·· 

· pe:1""1.ence·d worktt •••• !Jlail:N meY be posslb111t1ee ot 
bottro'11ng equipment hlch 1& u.sed oai, per10dloallY 1n . 
ottiotJG w1tJlln tha school. and 111 bw!1nee& ottlo.e-a. 1.n t..be · 
" :mmtm1"1'- · · 

:!:\.:" 

equipment dependa on the l<>4~ 
,·, 

' ' 

aelnllfJ-e bus1doS t~ t.ype ,rit.er $.J'O to:wld 1n oftioee and these ·. 
,, 

ahoUld be 'ttiken l.nt.o cons1dera~1on ~Wl. a tt1u up 8Jl o!.f'1ce 

pra;et,.lee oourse~ Ordlnaril3 • hand.- operat.ed II.\AOhine.s a.re al.l 

. ... ', ~ ' 

24·, 51a. 01t., pp. 11; ... 1eo. 

::i~ .Russell . c~nsler. •s1snposts in Oft1ce Praot1e • • 
Jo~ gt Busineas Sduc ~tton,. xxn {June, 1947). p • . 1 2~ 

~6 WlllUi Curtis Part.in an-ti F.red 'tf ., l)iru. . 11 A COUJ'fltlt .1.n. . 
Busl.av s Maohlnea. • B% UlC~ &fJ•t., XXVII (November, 1946 ) , . 
p .. 86. . 



rlg.ht to b~ t'Or tJ:w . -ehool. :room 'beoauso the student.s ctm eas Uy 

t~ter their 1u10wledge ot the e &;';LaoAi nee t o th.e po er-driv.en 

, machine. 

a:. a. Ptll"ltei-27 &\J6Best,s 1.hat ve~t.1oal and. visl.b.le rec.ord ... 

xee.p1ng. equipment., t:-&rutorib,1:ng trJaeh1naa.1 ail. i~ equipl:1$nt.• 

adt\1~ ana ealoulattng tlflehines, and a telephone. tor comnut1l.ca-

\1011 :a'~uld be 1.n ottic& pract.ioe rooms. He eaye som.e eom.penios 

wlll send. rep:reeent&:tlves to g1ve d · ne~:rs.t.lons ot t.he:1r 

machinea. 

2'l o. H. Parker·, 1!.b.e: Organizat.1on o,f Ottioe Praetloe Co-Ul'&es; 
Content,• k t1onsl Bu-s1Aeee &ducat.ion S9§!,rt:e:i-1.z, ( DQcember, 1945), 
p .. :SO. . 



CHAPTSR 1Il 

SfUDX OF OF.PICK OCCUPAflOt,$ A :0 ~'4,UlF~ IN NOW.AT.A,.. OIL.AR0:1A 

oommunlt.y opport.un1t<1.es t-or and requ1l118ruento ot oomme-ro1all.y 

trained h1gh sohool student. ho t oke Jobe 1 .;mediattii'l;' 1:.pon 

graduation ha-ve l!. detin1t.e bea.r1.ng on the interest. nnu en'th\lslum 

or ;eJU"Ollees ~n t..he -0:emrsero1al depar ent-. A tborou~l_y rel1able 

stu(\y 1.Yould. ot ne~eeeity emb.ra<1e all the poe1t1ons in the com .... 

mun-1t1· whlch student.a of the co ~ . .re1lll depart t are 11 lY 

to entei-. Th.le et.ueiJ' reports tact.a e atJ.lend, t:rom t..tw bus1ne.Gs-
. . . 

man)i'f the a>mmunl·t,y Who e · ploy · d 01"f 1oe help. 
;:,··1 ; ! 

.;·., -

,;·:~4aWiv the aver.age lta.Y c it l~en doea not ~ ad11J' un rat.and 
mo4ai'«i ~t&rtde.rds snd or1ter1a 111 seleot1ng eurrleulum cont. .ni,~-_;; 

n1a;'}ff~n1one are not. t.oo s1.gn1i'1cant.. Tb.e empl.oyer. bo ever. 

1a i/pa:ble o:t g1.v1ng uggestlons and lnto.rJuitlon. based on .ex"" 
_. .1-1,:• ·, 

per'~ttnoe. wb:leh os.nnot be 1gnore4., 1 
~)j,'. ·:.. ~ . 

~·t..~e 1.nterv1e· guide used 1n t h.ls studJ' u.ui. compiled. r.or . 
. ... . 

t luf.,:pur,poe.e of obt.nlnlng 1ntormat;,1on about ( .a ) how oany ·88.<l• · 
·'t ·~·~. . .. 

i 

;nat i kind ot ottioe poe,1t1ous Gere held b,1 the em _ lorees ot . ·-_· 

bua~ss t 1rms. ( b ) whe\her or no~ bu.sit10ases WOUld employ 

h1gb>ao.bool ~raduat.ea ittb. no po tgra&tat c ~ra1n1ng.. ( e) ex- -: ' 
' 

periunoe ;requ.1.rem.ent.a .• ( d) du.t.1ee perto.m.cd by the ot tl.Qe 

empl~yeea, ( e ) age preterenoe tor beg1nnlng workere , ( t) e.m.

p1o:,el': t ,op1n1ons with reference t.o deslrable and Wld & 1rable -

. l L. Thomas Hoplt.1.ns~ (lurr1oulnn Pr1nc.:;e,les §.!!!! Pr.actioes, 
p. 213. 



pereonsl.1\1 t.r"'lt.8 1n employ. ea. ( g ) e;;;.plo3ere• op1nl.ons con

cernl.n~ aubJec t mat.t.er wealuaesaea ot amployeee. (h) machtne 

equipment. used 1n the busioo a ortlcea, ( 1) the nwaher ot' 

®pJ.oyees who use t...be. maohin,n: 1n t.he busiw1>a ot'fi.Ges., (Jl 

'lfhether or not. tJw op re.t.1.o.n vt speo.1fiu ottice mach1ne·s can be 

leaz-noci a t.lats0,toril7 on t.ne Job• (k) <ltgNae of abUJ.ty l'li• 

quired ot the beginning · · .rur t.o opertitt.e the maolllneG • and. 

(l) . whl.ch eaployers would be ln~erest.ed 1..n a pttrt-t ime employaent 

progr 

·· soae aeetlorul ot t.he &~ey have lmplloatlons tor the guld.Ewoe 

progl'am ot the school; others h.av 1mpl1c tiona tor improvlng 

the t'ea.chi:QS. ot co~ro1al subject,&. Although the complete 1.nter

v1eir · guide a.pp.ears in trhe appenoJ.:a,, only tJu, . seotJ.or10 w:h1ch app].y 

. to t.be nee4a or t.h1e 'ttudY Ul be t,abulated and 1nterpreted 1.tl 

fJ11& eh&pt.er. 

!he a.ect1on& used al'(t the o.n£e deslgned t.o reveal (d) dut1es 

pertorl.i:i8d ·bY the ott1oe eaployees. ( t) the empl.oy ~ · oplnl.ona 

wtt.h reterence to d~sU'able and Wlde&lra.ble personaJ.1ty t,ra1ts 

111. e . loyees, (g) t.h.e e~loyers• op1n1ons ooneernlng. eubJect 

mat,ter w~s$Ce ot e.m.,lo7ees 1 (h) machine equip. a.at ueed 1n 
'' 

the buslnase, ott1oea. ( 1) tbs number ot eupl oyeee •ho use t.be 

m.achl.n& .. tn t.he buslnes.s oft1ee , ( Jl net. er or not the· 

ope.ration ot speoU'lc o.f.fice twhlnes can be tea.med satief"Mtor1ly 

on the Job, (k} 6egree .or abll1t7 required ot \he beginning 

m>t-k.er~ {l) wh1oh .amploybr~ would be 1nte1•es.t.ed 1n a p&r'L-t.lae 

e ploym.en1, progam. 



:Because of the large pero.e:nt.age ot employers 1ntrerv1ewe«, 

the s1;trVey eont.al.na eut1"1o1ent. dtit,a fro . m1ch to draw <u>.o

C1U$1on& co1werruns an of.flee pract.1ce ooureo. 

9m11es }!1rtqr,med !,I. O.ftl.oe i:aplogee, y ;t.n41eat.ttd )L the1Jt 

~R6~l~.nl,. '?he 1&,a tll&\ cert-a1n duties ot the ott'ice empl oyees 
~ · . 
' '' 

sholidd oeeupy an aport.ant, pl .6Ce 1n the bus1nsaa cducat.1oti ,pro

~ Ls eubst&"ltriated by dat.a ae:oured in Q1s study. It. ..,. .. 

t:elt . l b.tit ·the dut1ea pertonae4 by tJl; oftloe eaployees ra-\her.. 

tihan t .he cless1t1oa.t.1on o~ Jobs should be consl.dered. in t h1s 

at u4.Y .• 

Re.ception1et.s' dUt.1ea are 1.nolude-d on. 66~ or 90 p.er cent:,. 

ot tJle '13 Jobe held b:, ~en. Also 21.. Ol" 84 per oru,1.~ or tho 

26 men e•ployed meet and hanele poopl • Thus a neectl ror perso.n,

sl 1:tty develo}'Dent la Wldoubti.edl.3 substant l ttfted. 

Int.eretAing couaen~a we.re "' Q.do b:, employers on t.bB use, ot 

t he telepllo:nta and 11'ra eff'eot. on buetnes.$. Of UU3 73 wo•n, (¥}, 

or 96 per oent. . ans er t.b.e telephoM, wh,U e of t.he 25 men:, 17 • 

or 66 per cent. , anewer, t..he t.elephooo., Thee figures ~end t o 

Ju&t.U"y thoNusb, tra1n1:i~ 111 11,e ua,e. 

su:t.y- s 1x. ·O~ 90 per cent., ot th,& 73 vtom,u1 eiaployt:eG op.era~e 

ot!1¢e mohaea &nd appliames; 191 o.r 70 per cent., ot t.h. men 

employeee operate oftiee i!tiehi o." and evpl.le.ttces. -Th1s oul4 

1nd1eat.e t,be nacess1t-y tor knowledge an4_ t.ra.1.nlng on some ... 
.umcla1nes. In a lat.er p.ar-1. of t..be survey thet"e ls a sect.ion 

• 
whloh revenls the n b.er and k.illd» ot ~hH1ee 1n uee in t.he oom-

eunit,y and i.ndice.:t,es the tra1.ni.tlg which should be given 1n tbs. 

ope.ration ot maoht.nee. 



o-r t.he ?3 wofi.'ien ~ tJloyeea. So, or S9 per cent., ~ndle mall, 

and of ~e ~b men empl.oyeee , 19, or 70 per oent , have this 

respoDS1bUit,,J. t.rra1JUag ror bot.h men e.nd omen 1n the handling 

of ~ 11 is eeaent.lal.. 

?ha data 1n Table I eho. that ot 7~ •ome ·1, 68., or 93 per 

cent.,. dld. i"'Ulng on t.he Job. !he dat.e ahov al o \bat ot 26 

men.., 14 • Ol" b6 pe.r cent, 4~d tiling on the Jott'l these tiglll'U 

1nd1c;&te t. t f U 1ug ebould be la'tlgb.\ 1n .h1.gh acn.001. •. 

:' Otl.11 3 or 7:, wo.raen do tul.l•tlm.e t,yp tng; t .e ne~d tor en

r1el'Qent. 1n tll secret.arl..al. t1eld is great.er t.hen the teed t:0zi, 

tur-1J14r \ral.ntng 1n routine ~yp l.ng.. Oooas1on~ u.1u3 ot t.3p1ng ,·;: 

wae .. l"l,sted by 46• or 63 per cent.. or ?S aom.en a nd 01· lb , or 

60 ~r cent, o~ 2f> men. 

Of t.be 73 wrunen, 361 or 49 per oeut. did genenu. alerical 

work. not 1nvolvit.g a knowledge ot b.ookke~plng; and of t..be. 26 

men.,- 15,t or fSO per cent.. did general clerical wont not 1nvolv1ne; 

a kDO\?fl~dge ot bOdkkeepine.- fhUa ls 1.Mloated a need fer a 

review of a r1tJunet.1o !unclaawnt.alB tor some st..ud-ents• it a pretest, 

ab.owe such $akn.esa \o exist. 

Oompos1t.1on 0£ letter& by 351 or 4 9. S per con\-, ot t.he 73 

\tOm&ll employees , And by 12, or 48 r cent. of the 2t> men em!"" 

ployeea point.e t.o tJw necessity :tor st.re1il&1ng let.t.,er oompoai~iOI\,: 

t1on_.1n. the ottloe pra.ct1ce • 



!,be ~ber who did neral booklteepl .. . · dut;S oot. revtsail. any 

s1gntt1oa.nt t1guret:J tor th.la stt.ld.11
• 

O~ 73 flO li-en einp1oyee , 28-. or 38 p · r oent.• did a. l1m1te-4 

aIOO·Wlt -of shorthand @d tr~·oP1pt.lon. !'he 38 per cent , alorg 

1111.h the 00 per cent. ho did tull-t e anortlmnd 8J'ld . tr811$cr1pt.1on,. 

makes a total of' 55 per ouni. or over one- hru..t,. ot the &mpl.oyeb& 

who us,e shorthand on t.hc1r Jobe. It 1s. e.ee:umed that. the&e em

ployee.a req~u,e tJ]()rougb. .. uoret,sr1.al ti' 1n1ng• s.nd thut. t.1".,J.a 

t.rai.n1ns should. btt aocoap&n1ed by lntom;;tve drUl J.n dict.a.f,cloA 

and trenser1pt1on •. 

· ot ?3 vtom,u1 ~ployees, 10, or 24 per o :it , aor-t,,. l1tt, and 

d women do so e ot th!S. 

ld.n<l: ot wolit; t.hererore, . some ~ra.tning Should be 1oolud.ed on 

ro11t1n:e 110.dt ot th.ls kind. 

t'ourt~n, -or 20 per cent., o.f the ?5 women employ e.s . d1d. 

tuii~timi sho~t.hand end t.raJa.Soriptlon. Ho men w re 11at.ed u 

perfo.rmi.ng thi.8 \aak. fheret'ore. t1n1sh.lng WO$.• 1nolud1ng a 

review and a.ppl1eat.1on or t..he aklll& ot shorthand and type

wrlt.ing. ahoUld be given to \he at.Udenta rmo nave had ah.ort.l'lrui4;. 

. OnlY .f> ot 73 · -o .. n, or 7 per oent. do cost r1gurlng •. ant( · 

a ot 25 14f8U. or 20 per otu1~. per!o·r. tJll..s Job. T;iu 1.mpl..l 8c · 

that,, 1nter t.lon pert,a1n1ng t.o t h· t1gur1ns ot coete coUld l>e

pre.sent.ed, but t.ha\ there 18 no ne,ed tor intensive tra1atng 1n 

\hi-J -t1-eld. 



4 men out ot 26 did blllJ.ng. 

fhi:a t1gu.ro 1.ap11.ea t..bs.t onl,J' an tmderat.snd.1ng fd llilllna ie · 

!l8ecle4. 

Pou.r or ?3 women cut. at.enoll.s. The need tor tl"81il1ng 1n 

.st.enc11 cut~l.ng au.st. not. · be en~irel.11snored, ho'••~. be4a.uee 

all ga-aduat.es ao not \WU~ in t.he home aommun.1t.y .. 

In this aur,,e7 no d1c~at1.ng machines were tounai 1n the- bu-e1-

ne,a ot flees 111 lfo11ata. 

Data pe~1nin& to tl'w dnf..1os pertormctd qy 98 otttee. • . 

pley:eee ~ •w:am&r1 ze4 1n table I• 

!!Ql,2,te,:1• Opin1o.ne- Qenc•£1!¥ P!FJloP!\,.1\J t£!1~ !a·!!'-
. . . '. ~ ~ , 

Pl•,t~ea~. The employee penonal.1t.y tralte l1s\ed a.a sa.t.1stae-t.on 

o~ ·unsstl.atact.ory bt t.he e.mployer s.re sbown 1.n Table n. -!hlJ 

mnoer ot empl.oyers wbo axpreaeed tJw op1n1on that -t,he d.i!te:rent. 

UD$a t1sta-0t,u7 U'tllt-e •re not,teeable 1n beg1.m11ng emplo,:eee 1a 

abown 1.n the same ~ble. 

In order · ~or the Udo s t.ion ob.ta1ne4 to be ae Nl.l.a'ble 

~• poss1ble1 the quo .Uona we:re asked in the aame manner t,o 

• all employers. t he. i:auest.1on:e waret -In yo-V exp~1-enc:u1., u 

an e11ployer. baw ,you tou.nd .rour em:ol.o,rees to be as.'L.1sfa.c-t.or., 

or uns1tt1-st uw.r., •1th r&apeo:t. ~o t.he 1"ol.low1.ag t,,-ait,.sl • and 

•WJucll, it arq • ot the unsat1sta.ot,o,ry tra1te are nottoeabl• la . 
. ,\ 

begi.sm.tng emplo_yeea? • 

•In1t-1.at1ve~ ts i1te t;ratt, in )(tlidl th-e ~at,e.t lU.lnlber of 



t • . 

l .• cet anci. _il&ldle pGo,,.'le 66 
Answer · telephone 69 
Ope~at.e cittloe maohlnee end 

app11anpee.. 66 
Handl.e Ill-1.l. 6~ 

21 S't 
l!l 86 

l.9 85 
19 64 

Filing cs 
SOme ty-pl.M . 46 
Ooner.s-J. eloriaal work not 1n-

14 ea 
15 61 \·· 

volv1Jlg a Jtnow1eage of book-
keepi.ng ~ 

Cotl:pose le tt.en a& 
Get.iCnl boollteep lt,g ~ 
sooo ~rthand and ti-a?JScr1pt-1on 28· 
Sor-t, 11st end number papers 18 
Full~t.lme aoort,luu1d and transcrl.p-

t~on 14 
Flgu:i-e c.ost.e o 
Blllillg l , 
cut. etenolla 4 

16 61 
12 48-

7 30 
0 28 
6- 24 

0 14 
5 10 
4 5 
0 4 

Full-time t.yp ing 3 
Operate d1o-Wt.ln5 mach1nes o 

0 3 
0 0 

• There ere 73 wome.n em loytSee and ~ wen employe:e in 'the 
00 oftloes .U1cluded Ul this aiud,y. -- ·~ 
T: e t.able should be read ae follows: S1xty-s1x .. omen em
ployees tt.;1d 21 en eu,plo:,cea 111eet and handle people. 

t· 

, 
~·' 



J 

Thi.~igb.t ot the 60 e.nplo7era Ulterv·1$n4 d•e1gna\ed t.bi& 

trnd.t rus one in wh.1eh em,l.oyeos were wiss.Uef'act;g.17. 7h1rti,"'!" 

fo.µ,r of t.ha GO e11plo7er& te.lt that 1n1t,-1at1v·e was laokJ.,ng 1n 

beginl'llng employ:efuJ. Th:eoo t1.nd1n3e 1nd1,eate that aeb.<>ol. tt-a1n-

1ng plllnne4 to develop 1,n1t1atJ.ve would b4J bEtnftt1c1al. 

•sense or respo.na!b111t.y• ranked e1toond 1n· the unsauer-,to:r., 

l.1et •1th 3"1 ot 60 e,npl.o3,era e,1gntm.ng th&t employees were un

e:.at.1,rao-to~ 1n t.hl.s tr 1 t. TwetttJ•three ot 60, ecaployo·r$ 1414. 

11 S()nae ot respon&1b1l1tY' was no't.1ceabl,f un&a't1,etao\o.17 1n bfl.,. 

tµtw.Dg 8Blpl.O:Y(JGe. 

· !llirt.Y•throe l21Pl-0yera. or .6f> per cent. of 'the 00 e1Qplo:,el"e, 

tel.\ \hat •acourao.,'* ot: \heir ompl.oYEHil8 wae Wl&e:tief act.ory. Thirty 

expreasr;t& t:he· op1A1on twit 1naceuracy was notJ.ceable 1n beg1Jm1Dg 

empl.oyees., High eobool t..rain1rJg .$\re asit\s the development. o_t 

.- a.ccura.ay ·shc!ul,t. be given to \ho"'e atuaenis who plan to go t.Q. worit 

1aw.1e d1a_t.ely upon gr-adUaUon. 

•Atten.tion to d•t&11 • rn;nted tourtJi in the list or· tra1\• 

1.n wh1cll e1nplo7ee.a are unsat1atactor., . "!hlrt.7-two ot \130 60 .... 

pll)yers i.ndioated t.hat. the1r :employees ·were det1.o1ent. 1n th18 

tnut.. !went,,y-eight.. employers indloat..ed t hat l)eg1nn1llg employee• 

"•.re W1Satiatacwry 1.n this t.ralt. !base t1gu;re1t aeem to 

J ll.St1t., t.b.e 1nclue1o:n ot some t,nin1 ng 1n 1.hls t,ra1 t 111 t.be 

o.t:f1ce tra.1ning oovea .• 



tttact.• wee de.si.gn.nt.od as Wlaatlstaotor., 1n empl.oyees: by 20 

ot the 60 e10plo,ye1'$. • lgh.tee.n empleyers 1ndleathd that begtn

ning .employeee l a.<>ked tact. A ne•d for t,r:sl.n1~ .in tact is 

~pa.l'en\,. 

Elghteen ot 60 • . plQTSra ea1d ·that. emplo,1eee had i.ns.\lftJ.olent 

•ablll tJ to save t, •. th1s t..ral.t. placed eiOk 111 the 11st ot 
:~ ~· . . . 

·treJ.te in, which e.mpl07eea are anaat.1sfaet,on. 1'lu-st t..raudng 

1n thle ~rai \ would ba benet1o1al ~ the- s'tuaent. 

~~lty to tollow 1na,t.ruol.1ot1a• waa 1nt11cai&4 b1' l.fa ot 60 

bpl,o7er.s .as be1.ng u.naaUatacto17 1n empleyeBs.. Eleven O·t u.. 
GO· lMt-ca."4 tl'i.at. \he trait, wae UQsaUsteatory in begtantng. em-

, : ·: . • . • . .-•.•• f } 

p~o,-ee,1:. The.se oat.a nppo-ar t.o J11&t1:ty t~ther treJ.nlng 1.°'. tbl.• 
·, 

t,~t, 1A eoao ldi,b. acllool. oour.se. one l.og1ce1 pLae.e 1.a 1n · a.Ii 

' ' •-1th 4ethe:~ 1t,. ttgood pe~nal. appearanoe•. ··ho~at,:,•. en~ -V:•• 
" 

o.~ ,fo,ot.•. rank .ta t.h o:,.ur 1n wlildl they are u,nt.1en&4 1n 

'f.«bl'.e; n. 
,; !be' personality u-ait,s d1sous ae4 1n th · proe4lding .Pa.~• 

~ . ·be at.erprete4 d1tferent.l.r by d1tterent, employers. . li.nmier, 
·. ' ./:; . 

tJ:it t r,u;, tthlch Ghow th.at. de-t~el.enees 111 tJ>.ed tra1t.s are 
11()t1;eetab1e in b~glnning employees. S?"$ fill 1Dd1e.&t1on that. a441-

Ucnal attentlo·n: ,hQuld 1- g1 n to dbvolop:1tl6 sat.iat&0to17 

t,,~•it-s 1n ht~ school p.upUa who are p1,epar l.ng to enter ott1oe 

e~loymetl~. 



'?AIJLR II 

"· · LOYEE TRAITS 'fH ~ JtbGARDID BX 60 ' .wOIEU AS 
6.ATISFAafOE! AND UBSA!ISFAC!Ofll AND TR.Alf$ B.i{}AftllED 

BI ~ LO!SBS A . iJNSJ !ISFAC!OM IM BSGINBIUG Q.PLOY "ES 

Sat1e- Uns · t.1a- Unaat.lstaowry 
factory t ctor, in ~sinning 

Inlt,lat1 ve 22 
Sen e ot respol'J.SibU1t..Y · 3 
Aoour·acy 2!1 
At\ent1on to det.a1le · 26 
.tact 40 
·Al:>Uit.1 to . ave time 41 

. Ability t.o follow 1n-
at-ruct1ona 48 

S.,a"-8mat1c a.Ild orderll '53 
11ea1d'le-e e M 
AbU1ty to get. along 

wl.t.h others 6a 
Good pe~sonal appenran~ 88 
Hon-est7 68 
Others - Slow on toot. 

~ 
37 
33 
~2 
20 
l9 

l2 
V 
6 

6 
2 
2 
l 

21R+Sl8 18 . .a 

M 
23 
30 
28 
l8 
19 

u 
0 
6 

5 
2 
0 
l 

!hi-I t.able should bit read ~ - tollo ,u !h1rty- e1ght of the 
60 eq,loye.rs felt tJwt. em. loyeee lauked •1n1t.1e.t.1ve• .• 
Thirt.;r- tour ot the 60 employers indicated that le.ok ot 
1n1t.1a.t1ve was notlceabl 1.n beginning eaployeee. 



Emplo.ye,p• pp1n1ona Co.ncernln5 SubJ,ot Matter ldet1c.t~nc1 a 

li a ewee,@. 

'Zable I II sho-ws t.ha t the eubJect. ma\'ter •tatneeaes a eQ• 

ploye-es a.re noticeable. 'the data 1ndioat.e that a pl aee 1n the . 

eoameroial curr.loulum $houlci be ica.de tor rev1ew nd retra1nl.og 

1n e.erta1n ubJeot. metier courses . one place- !oP au-eh tra1n1ng 

in. t.he Rowat-a Hisb school 1e in tho or.flee p1;"aot.1.oe eours:e. 

Employers were asked tJlo que.st1on1 •What 1.a the &ubJeot., 

mst:.ter,, U ar(J'• lJ.l 6icb your employees are det1e1ent.t • The 

tollowlng quest.ion •a~., •Which• 1t arrs. or tJ'ut•e weakne.a.af;)a are, 

pe.rUou'larly noticeable 1n beg1nning employees?• 

twontq:-t1v ·. ot 60 e tif?lOYON e id .Sngl. lsh and apell 1ng Wente 

.aubJe,ou 1n which emploJees · ere detl.41ent. The a.me number 

sei-d. tJla't. poor E · " l.sb. and ap ll 1.ns wsra part,1oul.arlY notice. 

able in begl.nnlng workel'S. A det1n1t pl ace slltlUld be provided: 

1.n t.ht1 o.tti.oe pr aot.1.oD coW'&e tor remedial wo.rk and drill 1n 

English an~ a olling tor t-hose who are ill ll&tld. ot auoh 

\.raining. 

~- 1nt.eJ'V1eW gui de divided apec:Joh into manner, t.ono, 

and enuaolati.On. Sigtu •. e:en ot t.he 60 e · lo;yere lndloa'ted t hat, 

the 1aanner 1.n whl ob. t.be !' lo.rees apoke wae obJeot.1onable·; 17 

ot t.hese 18 l.n.dlaat.ed tJ1e u tlc1enoy as particularly not1oee.ble 

1n bog11ming work re. Four e,m· loyers designat.ed wt)ak.nesa 1n 

t one of voice:, and t.hi,a t <rar emplo,1eN dee1gnat.ed the weakness 



ae pa~euJ..cu•l.1 notl!)&able 1n be:glnn1ng • il?loyees. BnunciatJ.cn 

wa-,i ~dloat.ed b1 4 emp1oyers ae a .. atness, and the, same nmaber 

uit1eatB4 this weak.mes as part.1cule,rty noticeable i n beg1nn1ag 

WJ1l,lplo1ee s.. Cone1&,ratt1on shoUlt be given to p~v.1&.~ ~ plaoe 

lt1 an ott1ee pnc'Uoe. cou~ae. tor so.me t~ln.lr{g 1n till three 

phtlse,e ot speech. U .ffUCh il"a1.n!rl$ 1s not.- othel'W1.H pr,,)V1de4.. 

· J.r.1thneUc and pe.braanshtp. nre ·Oach 40,si.gna\ed ae aublfJct 

mat..t.tt det·1c1.encie·s by 8 ()f tl1ti 60 eaplO,tore 1ntttfV18l184• and 

"\he sein• nmbe:r 1J:'J.d1Qatca. t,lMit.· tr.bese sUbjeot $la~\e~ weukneuee 

wi.re patt1cu.larl1 noUoaal>le · 1n beg1mllng wolif.era. thoroue)l 

.l'ertew Qt ar1~~tJ.o tmadt1Mnt\e.l• tor t.b-0ae who nee4 t.h~ .revi.ew 

and. a re(}uiNJl-ent. i.n. p-emana.n.ip eq·ulvalent to 7o on t.he A.Vrea. 

acd.e a.re suggested. requJ.J!OniO.nt,s tar an o:tf1ee pract.1ee oo\ll"se. 

ne..ia conne:m!ng eubJM:i t\et'l~ieMi &e ot 8'illplo,-eea, 
r · aa 1n&.oaw4 b3 e ~plaJere. a .re ,hown 1n &t1tal.l 1n Tablo III • 

. ao5ar119n ntJl .~!94Hiil 2£,. s,~r 9>AA!@i:t:t; .;ft£veitt, · 
~!/:-

lot. all or U\e •wo.e.ni.e go tto work 1n the loCAl eo~1 t,; 

theNttore,, a. cmpal'laon .it.h ot.ll&r oe-1pa.t1onsl slU'ffY•• 

l'epresent.1ng. d1ft'ti,.11u1t-aiz•d oo.maun1:\ies,, wae deemed adviea.ble. 

Beoauao comau1niL1es ove~ tJle. oowrt.-r., have &OcJ.te ·81.m.Uur sttuat.l.one 

thail tb.ey have dlttennt ones., thB ClU"t"iclllar .aot1v1t1ei ana. 

co-urae. co11tent which. are sUite.ble- ro~ one locsl1t.;, one.n are 

su1 table tor aa1\l' l.oc.sl.J:t.1e.s •. 

It 1& in the -approach to ha.sie aspect.& ot subJec,\s# in the 

etl?'1chr4ent and appl ication, and 1.a. the i-eeognition ot lctoal. 



TABU: III 

SUB.TEO! JtA!fQl I WillOH 60· ~,t;BS UlOlOAD. 
fHAf THEIR Difl,-On:i;;s ARE D&l'IOit:!N't 

£ngl1ah. 
Sp&lliag 
&pettoh; 

Hafll'ler 
Toae 
£D'f1DQ iat,1 QD 

~1U.et1·0 
Pe1*aDsl11p 
o~u.t.1on 
Otbere 

18 
4 
4 
6 
8 
0 
0 

2$ 
2f> 

l? 
4 • 8 
a 
0 
0 

This- ta.no soould bB . rea _ ee. tollowaa !we.nty- tivo or 60 e;:ployers 
meat.1cne4 t,hat employcht& were d&t1cunt. in English and &pelling. 
twenv- r1ve ot 60 employers ment.1.o-nea t.ha.t beginnlng work.ere were 
d0t1c1ent 111 Engl.1ah end apeU 1ng. 



a1tu.at,1ons• tb.at import.ant dlti"er<HlO-eti 1.n eurrioula oootu" •. 

S~1s upon the eimUur1t1ee am.ong ·Oomtmmities stabUir.es 

co~s cot s\udy and mi.lkea the t1nc:U.nge ot invtie\lgatars 1a ~ 

plaoe a.ppl1oa.oie 1n ffjp.lJ3' ot.her plane • Vaote gat.hered tram 

~- oth,eX" o~1-t1.e$ -- Pasadeftfl... 8 Oru.1torn1~ •. w1th an eeu

mat.e.t · ~eponae, to e. q~ee t.10•1re o.t . 90 p r eent ot aoo buslneu 
~- ,· . 

men;._;·~• Jose, 3 Cal1!orn1a• with an ,astlmated Naponse to a 
,·-~·' ·-, 

que~~~Jlnaml O·t 62 per 0.ent, of 467 bue,1ness house&; Pott~ Olii, 4 
·f1f- ·,· - . >: ·'·,::": . .--; 

Okl~~ w1t.h a re ponae or 86 p.eJ> c&nt. ot 302 t1nas - · s1.gA1,# 

t1~~- \hat can l)e ,eompa;i,ed w1t.b. !1nd1nga 1A Ulla -~~ --~ ;.,}?: 
'!;' · . ..., • . ,., ~ . ·- ;·,;. ··.. ' 

'. 
a t ~~hctn 1t.e value. 

:::~?;;,;:,;--

\;' 114.a ~Sul.ts ot Ul,(-; P&ead.EUla and San Jose at.udiee as git-n / 
' -; .. ,, ~ .. , 

' • r·. 

bT Ed.Ith Jlaok sho the eitpl.oyert e po 1.nt. of v1e:w· regariU.l6 e(il>,•t 
;'.,-·: :,_.'T ·~· ·. 

a aiiillat' eect1on o·t the looel survey .. 

, :$ .1gnrlr-'1caurt, f1ndl.ngs 1n t.che Ponca 01.t.y wrvey o! ottiee, 

ma~~e aubst.ant.10:t.e and supple11eA1' the findl --· a 1n the 1~ 

s~,~ ·or ottlee machine-a. 

):i:~s;r,aar,-1 t.1 ~ §!2l o3ers• 
c'--' .< • 

'.·\ 2 t!d1t.h V. Black1 The Oornem! Q!frlctAm fdld Co~!:IQ)Z -~. 
a&~:i-1.$ Tb~al.s. St.antord Unlversit.y. p . 11. · · ;· :, 

:· -: ~ Ib14, , p. i.;. · ,~ ' . 

_ . . - 4 S1lvert.horn. Ja1Uas _ Edwln. I: B\Aslme,- _ 000~~111&1 §~En 
of Pone,..! Ii!" mast.el" e Taes1s , Oklilioma lgrtoii!~ . and J.fe~ 1c&l 
do11e,r;e, . • p. a. _ .. 



!! Pasadon&, .J!m i,qae, and li<>' ata jtud1,es 

In T&ble IV are tabUl.at.ed the opinions ot 6:Jplo:,ers as to 

h1gh acbool st1.'b.Jt:lOt.s whton should re'081Ye gr-eat.11r emphasla? a& 

glvan 1n t.he P&.&adena and sa-n Joae studie-s. 6 For pUJl.lO$f.Ut ot 

aomp&r1son1 the nwab ,r ·Gt' employera indi.oating t.be1r e:mp~o1eea 

as belns 4ef1cJ.ent 1n ee.rtain of ~he&e aame subJeet.a ill the 

Nowata eurve7 la 1ncluded. 

· ·· J!ngJ.1.Sh vanlted t1rst. in ~o-rtanoe and spell1rg raoke.d 

second 1n importance on both · · 1torn1& surveys. In the iooai 

s~y-1 ang].ish and apoll tng were 1.ndloatiJd', as subJeo" · 

1n ifh1ch .a'tUdents llee.d add1~1.onal tz-a1B1ng. 

-e ~1ne!)a ar1tlunettl.o ranked t.hird 1n t.he two Cal ltornla 

au~•, and 1 t,, ranked 1n 4. b pla-o-e w 1 t,h penmanah1p 1n t.ha local 

tury'O.¥~ SP'Jech ranltthl seoond ln the loeli.l aurv·ey, but apeeah · 

was' not 11.ntbd 1n either ot t.he Cal1:f'onu.a quest,1onna1res.., 

QtiJ.~ jigUle!ientc a~vez ~ Sil!,;i Otticeil+ 

. · Smta g1v1ng t.he kinds ot machines, number ot l:laohintis, •be.r 

of ~mpl,oyees woo use the maehl nes , number of employers •ho tsh).nt 

the o:pei-auon 06n be J.ee.rnod eat1staotor1ly on. the Jo.b-. and tho 

.c1e~e, or ~b1li.ty, t.he beg.1nn1ng worker should ba.ve are t.abul.ated 

1n !e:b:l.• V • 

·: ~ere ere 8? t.y-p,ewrit-ers and 86 p-eoplo use tih:eee t,ype 1r1t•rs. 



J.A.St,-E IV 

OOltPARISOlt OF PASA!>E&A, SAN JOSb; , JJill • 0 A'lA SfUDI "S 

Employers• Opinions as \o fflg)l sehool SubJoot.a 
That. show.d .POett1Ye Great.er Em.phe.a1&6 

SlibJeot 
· I t . J ~ 

sale.etaaos.ldp 
Bookkeep1.l'Jg 
ottloe Practice 

. !J'pew~1 t1ng 

00:mmerolel Law 
Sho~nd 
PhY;. £duca\1on 
1':oonotalo-a 

Spo•cb. 
~nner 
Tone 
bunc1at.1on 

l lflO 
a 136 
~ 134 
4 100 

6 91 
6 ol. 
? 39 
8 3l 

9 28 
lO 26 
ll 2S 
l.2 20 

l 120 1. 6 
.2 115 1. 5 
3 109' 4. 5 
& 81 4.5 

• (R 
7 46 
6 40 
e ~5 

10 ~ 
9 22 

1.8 17 
ll 5 

25 
2& 
8 
8 

18 
4 
4 

-8 M giveo. by I:;dl.th V. Black 1n ooa.pa.r1son w1\b her San Diego 
atu<t,, Tho Co el!iC~ CU%".r,10ul.u.m and Commuhit,Y Heeds, }taateiJ s 
!heats.,-:!teA?ord'. Unl.vera Iii• 19'!'.r; p. 4~. · · 
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Fifty- one e-mplo:,ers &1d the o~ er t.ion could not be learned 

aat.l.st.act,orUy on the Job,. and 46 of th 5l. employers who had 

typew~iters 1n t.helr otf lees aa.1.d tho beginning womera should 

be sk1lltul t.yp1.sts. ; 5 of th~ 51 sa:1d a ontlr · knowledge of t,lle 

typewriter would be a:uftio1e-nt.. 

\'here are oo addlng m&en1nes 10 the GO ottlcea ot Nowata. 

and 82 peOple use t..bese r"d.tohin.es. For t..Y-two e ployers who bad 
··. 

add1:ng mohlnee 1n t,he1r ottloee thought t..he opera~1.on could be 
learned sat1ef'fl.ctorll.Y on the Job; 2 ot,.her eunp1o.ye.rs th~t 

that some prev1oue t.rttini.ng a.a neoessa:r.,. !wel.ve employe.rs 

thought beg1M.1ng VJOrkers needed no ability 1n t-he use of· the _ . 

adding maob1ne ; ·thirty-one eaploye.re felt that. beg1nn1ng. worlte~ 

shoul:d have a vors1rg kno•ledge ot the Adding machlne, and l 

employer thought they should. bo ·Skllltul 1n the use o:r t,he add• 

1n '. -.:.. ... n1-g ,- ..... .. ·-· 

. fh,eae figure& 1.nd1cat-e the 1iead tor a t least. one aMirg 

mao.bine as e part. ot the equipment. tor tJle. office pre.ct1o .. i-ooia. 

Since 32 ot 44 employers 11.0 had. add 

:relt t. t bog1nning mpl.oyees sboul.d have a working knovlea&G of 

the m,aob.ine .• lt, 1s evl.&)nt, 1Jwt, so 'ile time ahoul.d be llPG"n\ tra.1.n

ing a'tudent.s 1n 1~s use. 

fhl~en calot1lat.on '1ere 1n uee 1n 10 o l the GO otfieu · 

oon$1dllred., ood 19 people operat.ed these Ctdculatore.. lflne <,f 

\he 10 employers t el t. that tJle Opf:)J'a tlon of t.he calcul.a t.or eoUld 



bO 1eax-ned eat.1staot.or1l.J' on the Job,: but, r1ve expressed the. 

opl.nion that. e. pNvious wo:rit.1ag knowledge would. be benet1el&l. 

to t.he emplayee. Five empl.oyere aa1d tha t. no degree of abU1ty 

wae r-..aeded by the 'bag1nnlng wrlter·, and. no employer requ1rec1 

tha'.t beginning emplQ7 ea poasosa a hlejl degJ;"(;e of ekl.ll · 111 \he 

op-e:ration .of ~ calcula tor. 

SlnC·e• 1n the opl.nio.n o,r halt of the employ rs who had C'1.l.• 

culat,ors 111 \h.e1r ot1"1oe * .a. w.orking kn.a ledge o.t the waohlne ·,: . . 

should be poaaesaed by beg 1nn1ng workers, 1t aeene advisable 

t.hA\ t-he oo.;: ·erc1al depar ent. o n a oaJ.cUlat.or and. gl ve ao : 

tra1n1ng 1n 1\e use. 

'. · Fourteen check. prowct.ors a:ra u eel by 18· peo.9le 1n the 14 

ofttees wnere t,hey are loce.t.ed. ~r;elve employers felt. that 

ab1llty to uae t.he cheek. protector was not. needed by the beg innlflg 

employee. "tWo emplo7ers ,. however I tel t, t.he beglnnl empl.o:,ee·· 

should have a ork.1,ng k.nowl.edge of t,he uee or t..bat ma.nhlne., one 
not,at1on waa .made on the 1nteJlvJ.ew guide to t..he eftaot tna1t em

ploie~ · rul.Dild too ll'IAlll oheek.e ... hen tJu\y d1d not know how t.o 

ope~ate, a cheek protecto~. 

!he.l'e are nine cash r-eglst.ers 1A use and 00 peopl.e operate 

t.b,i 1'mploycre 1n \he e~t ott'lae, Which haw oash reg l.•ten 

aa1d th~t t he operat.1.on oeul.d be le ned s a t i stoot,or1ly o,n the · 

Job; t.hese eight employers el.so f'elt that,, the ·1.1eg1nn1ng ·wo~er 

1:ieeded no prev.1ous tJia1nl.ug 1n the lr operat.-ion. ~ls ai~uat.1on 
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wouJ.d not Jue.t1t;y the pur~se ot a cash 1-eg1atter· t-or an o!t1ee 

practice course. 

There •• three pb.o\Q t,.at cl:tinee 1n three at tleee, and ? 

people opera\ed theae ma.chines.. t"11e three empl.oyera whose of• 

.t'lces \\'(u-e equ1pp-ed. 1th those •csainea .reit. t.h!lt, opera\_um 

could be 1e~<i · on the Job and ·t..nat. no dee;P e ot bill w need 

be poasee:sed by a beg inning ·-ork.e.r •. 

· . seven change machines were operated by 7· people 1n two of'• 

tlces , and t,he. t wo empl.oyers expreaaed the oplni.on. tha t. sutt1e., 

ek11l. in t.h.e use at theee maoh.ines cot-ll.d be acquired on the Job. 

there .a.re four baJlk machl es ln the ott1ees1 and 5 peep.lo 

operate these rd,i.oh1nes . Tho em ayers 1tl the t wo otf1oee who~ 

bank ».aohillee we-re used telt. that tJle 1r ope.ration could be 

l«Hlrtl-64 ea t.lai"aetoril.V on \he Job; one telt the.t. no degree o.:r .. 
ability - ae .oo-eded by Ure beginning wo~ er• but .he oxprease:4 \he 

op1nlo.n. tns.t a -ork iog knowle-dge would be ot help. !o (&;tve tJle

st.u~n\e a working knowledge ot ~h 1& machine ould no~ reeeeet;.,;. 

tat.e · t-he. purQhase or s. bank machine.. onet.ratlone 'by eom-

panlea or loeal f1me- m1g,b.t give the st,Udente &e,me kno•leds,o ot' 

\bb ::.tlaohine_. but tJte de mid. was not. autf1c1ent.: to mak· 'the Ji\i'r

e:haAfe et euoh a achl ne Sf.i s part, ot the 1-abo~tory equ1ptll0-nt, 

&.dVUllbl _·. 

- Tli.ez,,e are 2 eotimeret.a l poet.1.ng, acl'llnee 1n the 60 oft1oes., 

-and ~ peopl e ua-e thea e machines,. Both employ rs thought the 



operat.lon could be learned sat..1etaotor1ly on the Job and that 

the beginning worker needed oo prevloue tralning 1n th1a tleld. 

There 1s no reed tor a co; . .oro1al posting · ob.lne 1.n the •part.

men\ •. 

There were t o liquid process dupl1oat1 . maohlnas and t~e 

peopl.e use 't.he t wo maohinea 1n t;b.e t'(;IQ oftioes where they aro. 

looa1.ed. T\to employers anid that. tho oper-at1on could be l .&arned 

aat.ist~otorll.7 on t.he Job, 't>Q,t. one mployer thought a erk~ 

know1eage ot the m&ohl.ne should be poeaeased by the beginning 

worker;. 

There were 3 lmeographs 1n tllNe ottices and threo people 

opeN.t.ed them. Three ~ players ea.id tm operatio.n ooUld be 

learned on t..he Jcib• bu\ t.he.y \b.o-ugnt that eome t.ra1n1ng 1n mi.Illifo

gitapitl._ng wul.d be prot1t a.ble to the beginning wol'ker. 

A e,te.notype machine was 1n. use 1n ach of t.wo ott1oes and 

one pereon 1n eaoh off1ce usud the ~h1ne. The tllo employers 

said the operation oannot. be learned on t.he Job and the degree 

of abil1 ty tor it.a use must. be sltlll.tul. one em loyer thought. 

t.be stonoty a s.aoh.1.ne should be t.augllt 1n the b.1,Sh s.ehool• but. 

\he 11.m.it.cad nwnber ot pl ~oea 1n h1oh these m:aeb.1nea are 1n use 

uiakes the ~each ng of t hie skill 1n ll1sh school 1mpr&et.1eal. 

'l'ht,re ie one addreee1i"lfs maeht1:ie 1n one office and two people 

used t h18 15.i&Ulh.ine. The . itoyer t.hought t~ op:e~at.ion could be 

le~d on the Job and thltt. t.he beglnning work.er r»,utdad .no 

pr-ev liOUS tru1nins. 



Table IV presente 1n conven1~nt t abular to1.'!il t.he dat.a 

gat.ne-red. 1n t.h1s survey or ott ~ee qu1pment... * Ponca fl1\%6 brvey ,2! Oft'1ce §9U1pment !!._ ~ Balf.!,@I 

l9. the Nowata surv-e;i 21 Of!1o,e p;gu12iaent.. 

o.no of '\he purpoaas or ·t,ae stsudy 1n Ponca 01t,y• Oklahoma;. 

ae t.:o det.ermine. to some extent.., the importance of v L.ng 

tr&l.niug in th.e u.se of ott1oe ~h1nes.. Md the k.lnd ot oft:1.c,e · 

equipment 1n general use locall;J. 

,;, P0:noa e1ty. is a . o1ty. fJl&~ .hae one large qompo.n,- end UJ.e 

-0r~ry ••ll bus1n.ees o1".t1oee ,, a1m.11ar to man, 1.oo.al.1\1.e&. 
/ . .;:.· .. _:;,:: ... 

... 
}lhe one l.A~ ei11,Ployer 1ru.U.oate4 t.bat all of thelr dtt.lee· : 

j·='=:n:;e:n~ e!i::i!::1~:0· ;cr:otef1lm8~ ~~e::~e~ta:~· ·' 
·.not al.1 ot these employees use all \hroe types 1n their 

·.· (US Wt. t.bat tbay should luloW how SQ t hat t:}wy could tll;): .: 
'/iii tD~ extra work, . anti so that .·they would, be t.nnefe.rebl;tV· ··· 
., l..nto pe>sit.ions where they would operat.e tD.em.,Y . 
~:,·:, - •• J, 

•r . 
! .... . ,. 

·f'n>m tJ1e 1ntormat1on gathered on ott1co machines, 
' -~ 

'·. ~ 

lb: view ot the above evidence 1t would aes.m advl&ab.l-e ror 
0
&lq, person Who e x._oect,e to WO$ 1n a bwa1ne&S ooeup&t.1on to 

·.1., am ·to opol'ftitt a typewriter and add.lng .~h1oo. The .·.·· . 
· :&V1de.n~ also 1nd1oates t.hat aost people who. plan t,o ao · ' 

·j 1ttlee worit . should aoqu1~ some . knowledge o f the opera\J.Qn 
o~ csJ.oulating mahines. 

. . 

,· . 6 J ames E. SUv11rtbo:rt1~ §uslne a Q<)cu~t.1onal. y12',Bortiun1t.t §urxz .2! Ponca Clt.,l, J. t.. rt s Tie$16e Ok.l ome. Agr cu.lt.urii 
and ,. ecnanicaf Coll.e6e ,. Still.wat e :t"~ 1941; p . l . 

7 . . . ' . 
· Ibid.• p .. 38. 

a Ib1d. 



TABLE V 

. . 
OFFICE EQUIP.lmNT suavn OF 60 OFFICES IN NOWATA 

Number or lfUllber who 
1Cind of machine machine& use machines 

Typewriters 87 66 
Adding Machine 5$ 82 
Cash Registers 9 20 
Burrougbe Calculators l l 
Marchant Calculators 1 l 
Chaok Protect.ore 14 18 
Photostat l 7 
Change X.Chines 7 7 
Burroughs Bank V.Ohine 4 s 
Burrougbe commereial 

Posting lachine 2 ) 
Liquid Proceae 2 3 
JU.meograpba ) ) 
Stenot,pe 2 2 
Addressing llach1n•• l 2 

Anners of empla.,e1-. 
to the question, "0"1 
the ··qpvat.ion b• 
learned a11tiaf3eto:rU3 
on the job?" 

!es Mo 

0 
~2 
68 
1 

l 
u 2 
) 
2 
2 

2 
2. 
3 

l 

An.sun ot _,i.o,,en to 
t.he queatiQU1 "I.Qt CS.groe ot 
a'oilit7 1, ~ or the~ 
&inning worker?" 

0 
12 
8 
.l 
l 
l2 
3 
2 
l 

a 
l 
0 
0 
1 

iforldna 
ltnolfledg4t Sldl.l.tul 

S 46 
31 l 
0 0 
·O · 0 
0 0 
2 0 
0 () 
0 . 0 
1 o 

0 0 
1 0 
J 0 
0 2 
0 0 

-
Thia t-1)le should be read as f'ollon, Bight . · i.X employees used 87 typewriters in the 6o otlioea. ~-one 

employers said the op•ration of the t;ypewriter,·could not be l•arned eat1et.etor~ on the Jqb. Five :· ~ ;~ 
amplo;rere indi.C. ated that a wor~fi~?'ledge ot t.b9 typewTiter would . be f\ltticient. Forty-six ~oyen in-

. dicated the eaplo,'1!te should ~ . · ul in the 1u,4' ~r t,b.,. t ypertriter. 
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~ i91'!. Jl .2t Part-! ' e pls,e· · s . 

!'he .tnro:rmat 1o-n 1n t.h1 eect,lon ot the interview e;ulde 

waa ·Collected to detert41ne wh · t.her or· not. a part.-t.llae 01":f'ioe 

traialng pmgran oul.d ~ profitable 1.n tll• locnl e1t,u.at.1o.n. 

!he · data tabul.at.ed 1.n f abl~ VI •'llL'> the number .of part-.- ·tlme 

employees,, tho m:.aber ot empl.oyers •ho wo·uld be lllt.ereawd 1a . 

part.time ott1ca practice t.nunoea • &nd t..be number ot emp.lo;yen. 

wno eoUld uae atudent, 1n part-t.ae ork at. regular part-t.~ 

wage& • 

. Th.ere re onlY 8 pert.-t.lJ:ue employees and the number ot 

employers who would ~ .tnterest.od 1n part.- ti ottice praet1ce 

waa 5., These 6 ploye:•e 1gn1t1ed t.hat. 'they oould use onl.7 

one part-t 11110 emplo3ue ·each at %'$Sul~ part-time wages. For 

th.a:~ reaaon, . 1t. la doubtful ~ t. a pa.rt.-·t.l.me otf1ee tra1n.1ng 

progl"am 1n the echool. ooUld. be Just.1t1ed at. th present ttmc. 

the 1nf'ormat ton obt.a1n~d in t-.n1s seat:ion of \he survey was a 

eigt11floan~ taotoi- ln deteml.nimg th t ype of otfioe praot..lce 

course to be ~aught 1n the looal high school. 



l 
Humber ot part- c 
tinie: employees : 

8 · 

• .. 
* • 
.: .. • .. 
: 
• •· 
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T~ VI 

lN 6(). OFFICES 

t 
NUrnber ot eaml.03e.i-s : 
who would-b$ int.er- i 
es\ din part-time I 
otfice pi•act..1oa l 

• • 

• • 
• • 

ttumber ot tr, pl oyere 
1«ho re·port.e d t.ilA t \hey 
eoul.d use fitudPnts in 
part-time wo.rk at 
regular part ... t. ifae 
wage.a 



OHAPT411. IV 

A Si'U rt! OF GRAOO f ~S OJ' NO' iiATA :UGH So.HOOL 
mo .. r.1ff TO • ORK I OFFICES 

I n:f'onaat-1on ·obt ained tro graduates of Nowata High Seh;ooi,· 

who• -w 1 t,bout pas t-h.l.gh Gohool. , r a1n1ng, ha. v'e t,&ken poa lt.lons 

1a the- bus l.nes world s erves. as a ba is to.r t.he mdif1c 

t 1on ot pn,sent pl"Ooedures nnd t,,he orgnniz.ation ot ttn off loe· 

priotloe eouree. 

nat:a prese~t.:e~· 1n ~11.s cha ti r were oo.mplled froltl t-be 

repl lea ot 30 sraouate4 ot Nowata Hle,h . SOhool. 01' the 43 

graduatu fG'I/'. · th yt>ars 1944, 1946.. 1.946 and 1 .947 ho_. w1tJr. 

ou\ a:ai tUPt.her tl:"&1n1n&, ent. t.o w ·rtt 1n o.ttloc poa 1-t.1.one . ., 

~-~ or 69,. 7 per oent,• ans.were.a. ~ quest.ionnai.re. Table. VII 
> . 

sho • • b.r years 14 wh.1.oh they . t4duat,ed, ·t:t:w n"t.Goor and 

centage .o.t graduat e.a t.o who queat.1onrm1reca were Jaailed and 

t.ne nuraber and rcttntage ot gaduates tl'OZA \\hom repl1ea 

we-re roce1ved. 

The· gadllat.e& were inatiu.c\84: 8Checlt dutl.es .rou pel\

tormed on your tire-\ ott1ee Job.• Replie s rev~ed tm 

t.Jpe s. ot V/Ont t.lw gradw.t\ee had oone 1-n thei r 1tdt1tl oftieo 

Jobe and nave important lmpllcatJ.ons with re t ei-enoe io tJie 

k1n&:l ot tra1n1ng gradluit.es should reee1 e .1n high echool . 

*.Ansf.18r1ng tho t.elephone It 1 o or 'the most ge neral 

tasks of the workers. T ent,y- slx ot m ecploy~es perron.,.1ed 

this taslt on the ti.rat. .Job and 1 other· empl oyee performed 
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the- task on a later, Job. AoOord1ng to these f1gUNs , tb.e 

glv1ng o:l training 1n the use o:t the tAlepao-no &haul d be 

cen~dered 1n the planning, ot an adequate course ta o·ftioe 

pract1oe. 

!1 ent, - t1ve of tb.e JO eaplo;veea d14 •tu1.ng* on t.he 

tlnt Job. It 111ould eettm, tl'lerotore , that. tUl.n.g sl:lottld be 

t,wgb.t. 1n tho course 1n ottice p-Jtacttc• .. 

'OPo.ra\e ottiee machites and appl1ances !i wa 1nd1oa1io4 

bi :39 out, ot ,:0 as a outy perform d oa the t1re\ _otf'1ce Jo'.b, 

8:l'ld a indleated that, t,.lw dt.t\1 w e per.tomed on a l a.\eu.111 Job. 

fablo V sbOwe t~ Jtlnda ot maoh1tt0s opera\94 by tJlese ..,.. 

pl1oy:0ea. 

ttlllet.ee.n o~ tile ~ wonora "ported t.b a\ tuy •aeet, am· 

~mn.e• people. fhl.G t ao~ 1.e a1gn1tl.can\ 1n \ha~ t~ trclo\ng 

prognia ab.oul.d be enriched 1n tml nel.d 9,t penoll:811 t,y M

v~1o-pmotit.. 

Twenty ot :O ottJ.ce work.tr.rt "ha.n4le4 ma11 • on. the1~ tlnt. 

Jobs• ~d l ot.Mr employee h&rull.ed mail OA a l at.er Job• mak:1116 

a ~tat ot 21 oftio.e worit.ers who handled &ail .oft some Job. 
: , 

!luia, UJ.e nEtt,4 tor W"tdll111g 1.n tllls 11ne of wolit is e&l.$:bl.1shed., 

•Ml- time t.Jping• waa cbae-lte4 as ti duty b1 4 ot thB 30 · 

erup:l oyou on the t ·1rst- Job and 2 lllON" ot the :SO eaployees 

on• l etor .Job. ,•aome t.yp1ng• wae checked ey· 21 ot 30 e.. 

p.10;1cua. 'lhf.j t act. :tJ:i.at so l · rge a p:erce.n~'G$.tJ ot ott:1oe 



woritera use t.l'¥t 1.ypewriter 1n their tire~ Job indioa,te t.ha\ 

et.u&l.nt.a 1n Ule ott1CO· pJ"aot.1oe olaaa . ehould ha'M acceas to 

type-1Q'1tera and should be reqw.red t-o r eet. xreaaone.ble. at.anda.rds 

1.n. tbe prodllCUon ot t..ypewr1\t.e.b materials \yp1.cal ot t.hose 

e.ncount;,ere.4 10 1Ait.1el. J.obs. 

Sb.teen ot 30 om.pleyees •~oapose 1-ett.e-ra•~, \1h1ch 1ffill..• 

oat.ea tr.at t .nin1ng $Jlould be gtvon 1n ti» 00Jlpo&1U.Oa of 
' ) ' 

le\.-t.era. 

Fourtean ot the liO emplo~e-ea ebaeki 4 general el.erlCal 

llOJit not- 1nvolY18$ a knowledge of boo1tt.eep1.ng .as a dU:tJ •bich 

they pe rto.ime4. Sine• almost 50 pe.r oent: ot the ,p1oyeea 

OMekf.H1 \h1S dut.,11 1\ would aee.m adv1.eable to 1nclu.de a ttnit,. 

ot .ttrlll 1n ari1.bmet.ic .tund&m«U>.t.als tor thoae wbo need lt. 

fvtelfl of t.M ~ ploY&Oll did •b1l11ng• OJl \ht, fiN't

Job. Another employee, reported \hat al thougb hl& f1rstr Job 

d14 no1' involve b1ll1ag, a 'later Job 41 

l~ or 4Z per eent,,_ ot th$ 30 e plo:,ees ave held Jobs •bl.oh 

1nvtilve4 some blll1ng. Thia 1nd1ott.t.ea a nee4 tor an undez

atarullng or t.he proeeas ot b1ll1:ng. 

•·soae aho:r\hand.• 1n the t'1rst. office Job wae chttok•d b;1 

12 ot the 30 amplose s. •.M.1•1.1.ae sbor-thand" ,g,.e oheolted by 

2 mpl.oyeea as neeo~iblng their t1rst Jobe and QY 2 ot.her em

ployees on lat.er Jobe. !hEHte tJ.gurea 1Dd1cate that. opportwi1\y 

tor 1.nteulve drlll 1n s.bo:rtJ.umd @d t.re.nsor1pt1on sholll.d be 

p,t0Ylded 1n the ottioe pPaot1ce course tor t hose who h$.ve had 

.hortbancl. 
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fABLE Vll 

8irsr~=i8!-z~~a HO:mru:4fo 1:• Q~=~lo~~7 

X•d et 
G~'\1Gll 

1944 

19@ 

l9;4G 

1147 

· Nu&tibe.r ot gi,adua\e,a wh() Gr du&\es Npb'Ulg 
ent.e~4 ottice pos1t.1o.n& to quest.1o.nna11't 
w1t bou\ .eoe.1v 1ng poat-
gr,Adua.t.e v&1..ru.ng ifi.idiei- Per cen\, 

u 6 13 •. 9 

16 t 20.9 

10 8 18. 6 
.., 7 16.3 

~h.1.a tabl.o abould be iiead a.a tollowa: neven of UJe 1944 
ipad.uatee e.ntered otnoe poa1trJ.ona wtt.hou" receln~ post
gJ'edua\e uei.Ding. S1x of tJJB l.l repl1.o4 to the quest1o,:.. 
naire. 'the e 1.x who replied t.o \he qe auonnaiN rep" se.nt.ed 
l~. 9 per ce.nt. ot the total, 43 &radu.a.tes to #ham qust..1on-
na1rea were aent.. · 



~ c:ku-,. ~-~ ·" 

\ 
one »uac:ll'e"4 afl4 \en. ot the ;so. tt'1Sployees •cut. .6t.enc11a• 

oa the t1r.a\ Job, aA4 2 otlt.en •cu~ ateneua• on ir:later Job, 

buti not o-n their· ti.rat, job. !hie t~ repnunt.a aae-tbJ.i,t 

ot \ hose ,repl:11.ng t.o tJle q-:et1o-nna1~_. and 1nd1oatea t l•l 

ne~ tor ira1tu.~ 1n \hie pal't1eUJ.ar st,udy •. 

-aen.ere.l bookkeeping 11 •aa pe,-ton:ed by a ot .1;0 employ•ea. 

·'l'.tle empioyoos eo ci1t)Cked ae a dut,y •sort, 11st and 

nml:)er papers• t.otal.~4 ll ou\ ot :I> empl -oyee·e oa the f tr.st, 

Jo~~ and l otJler emplo7ee. pertormJlld this dut.y on a late.-

Job. Thls .figure turt.her emph.as1z;es the need tor tre.Ul1ng 

1& tll1ng. 

OU\ ot .:50 empl.oyooa wJao ananred tl,.,e quest J.onna1i-e ,, 4 

e,mpl oyees •opera\ed d1c\a\ l.ng maclline·e• on the flret, Job• 

and l o·ther empl0:1ee o.n a lat.er Job,. Thie would 1.nd:loate 

the ne.e,d tor· t.n1m.ng on tl'la: .. it i t were poaa1bl,e t.o ha.va 

aenUoned by two people wei-et •»1.ito uo:rit•• •wrap 

mau•,, and •wr1t.e: tlOWa items•. otiau• dut.1ee 11-at.ed wen: 

11.t1gure and tlll 1·n tUbl t..ax blanka" , "deliverl:es•, •compare 

papor.s tor aceure.oy~., ,liiJld •wr~t.:e insurance pol.1o1estt . 

Thees du\ies pe.rtomed b7 then,• aetual.]J oa the Job g1ve 

some 1nd1oe.t1on of ~he t.rauu..ug t1u,.a..o.. 
Table VIII preaent,s ln conven1eu1i ton. d&t.a relat1 ve to 

dutle s pertonw4 bJ' the . .:,o em.pl.o;reea. 



. B~J" Who 
Humber llM Pertoae,4 · DQ\Y 
Pertoime.4 oii Lates- Job 
Du\,J OA 8UJ- Did Bot 
the .Plrat. Per:tona 1\ on 
Job t.he Plrs~ Job 

Ane eang t.elepbom 2e 
PU.1Q& 26 
Ope.r,at.e o f.tioo maoh1nea 

.and ·app1.t..ano0:e 22 
Mee\. &ad h.andle · people 19 
Htm;dle mail 20 
~ · \ypUg 21 
~- l .tt\teFe 16 
General oler1cal work not 

"i\tavolY-UI& a knovrlvdge 
trf ~eptng 14 

aul.1.0g 12 
Somo sborillan.d u 
Ottt. ,steno1la l.O 
sort.. 11st and nDllbeJt· 

pages ll 
Gellttral ~kkeep1ng 8 
N.1•'111• t.fplcng 4 
Ope.rate d1c"a~1ng maohi.tle·B 4 
Nl.l-Utie ahor\ba·~ 2 
l)ltto wol'k 2 
WN,? lilA11 2 
·rite news 1t.ema 2 

n.gure M4 tlll 1n tuol. 
t.u blank 1 

l)el.1wr1•a l 
Com.pare J>apun tor aa.-

. curaey l. 
rl~e lruPU'aaoe po11o1es l. 

l 

2 
2 
l 

l 

s 
l 

2 
l 
2 

Jhambe~ 
I'll& !laYe 
Pe~toaed, 
l)Ut;y ·OA 

art¥ J•· 
r!1 
2$ 

al 
21 
a 
21 
16 

14' 
13 
12 
12 

12 
8 
6 
5 
4 
:2 
a a 
l 
l 

1. 
l 

•Tru,ee ·em.pl.e:;reee "" · gradu.at.ea trom No a.ta lU ~ .Sohoo1 .1n the 
1o~e 1944• 1946,. 1946. and 194:7., who went to worit in oft1ces 
ii1\bOU\ e113· rurt.ne.r t.ralnlng. 
Thia table ehoUld be read as tol.1o aa TWenty-seven ot 30 em
pl.Qyoes answo:r the t.elephone and ee. pertorme4 ~h1-s dut.., on the 
ti.rat Job. one employee who d1d not pertom t rJ.ia duty o.n the 
f lPst Job d.~d so on a later Joh. In all• 27 ot the 30 ottico 
emp1.oyeee have per~or · d this duty on s.Qf4e Job. 



m•• Q?!!'flldUI .m.. ~ ~we, .2D. .a!. fH:1\ iR.f;!. AQG. Lit.fr 
: : .ADA· uuin•• aa m::!B!. ~,, 1J1.tn1 n llJ4liJ.A 
Hap DR9UD4 %r:fi1B1PS Jin HirJl iRWJ.~ 

fhe. aeoo.nd aecUon ot the quest1onna.1re to graduates 

was dlts1gne4 t.o .reveal J.ntomat1on as to the kinda ot tila0h1nea 

uae4 by empl.oyee a, on t .he tirs'tt Job; machines used on latex

Jo.be; and mach.1aes on whl.oh ti.· graduate teela th.at » ahould 

ha'le recol wd t.ra1.A1ng Lil aigh. aoho()l. The dat.a a.re noorded 

in fables U .and X. 

Ot the· 30 eJllPloyees. 26 named twt t.ypewnter as a ~chlM 

'#hlch, theJ opera\e4 :on tJw t1ret. Job. No one l1st,e4 f,bo 

t.yp«uvr1wr as a m.aollj.ne on 'llhich 110 shouJ.-d have ro..ee1ve4 

\reJ.:ning 1n M.gtl aobool• probably becauae t.he .school al.rea~ · 

oft•rs typewrl\ins,. 

1.ghteea ot tho 30 employeee e1gn1f 1ed that. tbey o-p rn- · 

t,e4 an addU.16 maoh1ne oil \he tirat Job. !wo e.mplo3eoa s1gn1~ 

tie«· t.hat the7 opera.t.od an adding mach.1ne on. l.a.t.er Jobs. 

!¥.a ma.tee a total o-t 20 oraploy:ees •ho have ope.rated addl.ng 
.,. ' · . 

~hinee. on some Job. £1.gbt ot the employee.a at.ated that 

~7 believed they shoUld have rece.1wd t.ra1.ft1.ng 111 the use 
.. ,.,·-! "' !. 

o,-r . the adding machine 1n ldgh school• and l other 1nd1ea\e4 

that . t.ra1,.D1ng shoUld ha:ve been given on -an. eleowio ,&dcll.ng 

maoh11'18. '.rb.1.a lnd1ooi e a need tor l.nstroct,lon 1a the QIIO 

ot an add.~ sa.ohl.ne 1n the ortioe p1'e.et1ce course. 

Oalcula\1ng me.ohlnes nre Willlltld b7 l O·t ro empl.oy-eee 



ae.·- be1ng ·operated on Uie t1re.t Job. Caloul.at.l.ng ohinee 

wei-e named by 4 other emplo.reea aa being operatecl on later 

Jobs. S1.x ot t,he 30 e.uiploye•s believed th.at. ~ng sboul.4 

be ~ ven. on os1oul.at,1ng maob.1nes 1n h1i!J1 acb.ool. 
-

'? · .· !11,_e dle-t.e.p.llO'• . •• n&iiiGd \lJ 4 ot 30 emp1oye.ea aa a 

m~~~e wh1ch was operated 011 th.Cl t~et .J.ob,. 51.x: et. the ~ > . 
. ;· · . .. 

e~l.os-eea et.a.ted that taey beliewcl tra1n1ig 1a the ua-e ot ·. · 

tb.9·~ maQb.ines alla~d have be•n glve.n: 1.n high acllool; 4 _ ot 
!(.~ ' ; • .. -

- '• 

·f.b.e cJMfok •r1\er wae operawa on tllo tlret Job by g ot\?? 
. ) .'. ' , . ,:;,_-

t . .-:;:·-SO employees an.d by 3 or the rema1.n1-ag 28 emplbye.oa, · on · 
~-~: ~- -

le.tttr Job&. Four ot the ro .1l'l41cate4 a need Z.or U'a1111ng 111 · · 
•. 

1 \a _ up· 1n. hi.gh etb,ool. 

!ht*ee ot the . :SO employees opc»at.ed cash reg.1st.era -on 

~-ff ti.rat Job and did not. deaigAat. tbe need tor we-v1oua 

~1n1ng 1B hlf!,ll aohool. 

'·- ~ 

T~ of tJie 30 pe_eJ)1e llated teletype ae being op,;,rat.ed . 

on t.he r1rst Jo'b. No one deaigaa.ted 1te open\1011 on a :lateJ' 

Jo-'b. end no one suggested \hat, oporatJ.on <>t t.he t.ele-t,.;rpe be 

·taue-,ii. 1a acllool. 

The mimeograph was aea1gnat.e4 by l of the 30 erap1oyeoa 

" .a mechlne vh1ch waa uae4 oa tcbe tlre.t. ottlee Joo, and l 



add1t.ional. employee nt1 ned lt.e use on l at.er J.ob.. T1fO 

b6llehcl that. tsr6!.n1ng 1n tbe aperat1on ot t..be m1.raeogaph 

should haw been ,reoetved 1n high ,ec.bool. 

one out ot t..hfl ao employee• uschl-t;ha •l)l'lt.o• mach1ae oa 

his tlrst Job., and l of \hB ~1n1ng 29 uaed the •·»it.to• on 

a l a te-is .Joh. No ,o• llSDftd ~ha •m.t.te• ae a mach1.ne on whioll 

ho shoUld have NOQ1Yod t.ndAing mUe 1n lltgn sob.ool. 

'? o ot tJle. SO omployeea asmed b1U1 machines ae m.ach1ne.a 

that., t.he7 operated. -on t.he ti.rat Jcib• an-d none 1ndl.oated a need 

tor tralning on t.hat maoh.1.na 1n kip SQ.bool. 

The el.ect,;rlo, at. noll maa-Ain woe operated on the f'1rsft 

Job· by 2 ot the ~q people and one other pe.reon. dee1gnat.e4 

tJutt training ehould be g1:ren oa 1t 1A lllt)l ec.boo1. 

The .rat (k.ey pQ.IICh) machi.ne na operated. by l ot ~ 
.. 

e.n'lpl.oyeea on tibs tastt .Job and b3 l ot..l:ler e.caployee on 4 lat.er 

Job. 

one per•n ot the :so o~rak4 a poet.-1rg machl.ne .. , and 1\ 

ua operated on tJl8 tire\ Job •. · Be•4 tor i .t,e being ta1.gh1- in 

~ acbool w.ae no'\ auggeat.od. 

. · ~e mu.l\U1t.h •• operatA·d by one pereoa ot tho ~ on 

h.1.a t1Nt. Job, end was not l1atro4 zor eohool t~ 

: A ·compt.ometer waa 11at.ed b1 l or U. ~ · omplosees aa a 

maehlne tl'lat .lw used on. his f'u-s~ Job• and none l.ut.ed the . 

~\ome\ar as be 11.lg use4 on l a U.r Jobs. F1.ve emp].oyeea 
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llste4 tho OOllptome ter as a machine on mich t.hey beliove-4 

\llat. they ahoUl.4 ha'ff reoe1·ved t.rai!Wlg 1A h1ga school. Thie 

:woUld 1m.\1os.te t.hat • · o~ tJlfJ tl d1d not. uao tho machine, bu\ 

tel t. a ne11d tor knowl-c,dge or 1t.a operatJ.oa. 

one ot 30 eaplo7eoe used ti.he llfli ( 1nt.erp~t.er) and \he 

earne eaplo3ee wu14 ~ IJII. ( alphabeUser) on a. lat.er Job. 

f-k:l augseat,lou were &11'&.a \hat tJle. operat1oll. ot Ilm 

eqatpmeat be tQUSlt 1n hlgb. achool. 

one or t» 30 capl,oyoes d&elguat.ed. the a~aaognph 

a.nd SJ"flPhotype aa being u.&e4 on a later Job. 

or tlle ~ eapio.,eea., one ll16nUoned t-he e:leot.r~c \J'pe-

'0'1:ter aa be:Ug uee4 on a later Job and t--tus · non tel\ that, 
. . ' 

ua. of tJ10 electi-1c t,ypewri, t.er eboul.d bo t.ausb,t. 1n M .sh, acbo.ol. 

CS>5W:Uon !it.la F!i:419'! 2t MJ.~ !WU !! }toys 21w~ 
Ce-c11 o. Qallarm.an 1A hla atu4:1 of t.he poet-;blgh. ~l 

aot,1nt,,1ea of the gradU.atee -o~ Pence. 01\1 11gJ.t school tor 

the years llM-1938,, 1.nc1us1ve, -deYot,ed . ob.apter in hls . studi' 

to 1.n1 Ual Job, dut.1ea and ealar·le,a.. and \he k1a4 -ot 1>.ftlce 

equl,paent. us•ct on the t'ln~ Job. one hundred t1t'7- tbne 

gl'laduat.ee we.¥'0 tound to be oo,raaerclel.17 emplo.,ed. and 70 an-
·, . 

awen4 tJw queet1olll.la.11"fl. 

the 1n1tJ.al Job dt\Ues as 11•"414 by t.he '10 • plo1eee 

"" Ub\ll.-atodt 
z,u.t.ctea auoh u add.Nee.~ o.nvel.Opes-1 analfering t.he telepho•• tU1ng and lnden.og. and taking l.nve.rit.on wU"e 



. . : .· 

.<;.. 

'·. 

-. :..1~4 \he gNat.es\; maber ot tJ.mee. It. a.bould be :PG1nt.i4 
;.;ou.t. \bat soot .the. ?O gr~aa o~ more t,baa one-tth1J'I · · 

. gaff t &e1lplng t.h.e de.sk.6 and ot"tJ.o.• Ud:f* aa a N-S\ll.-
•· -•• ult1al ott1oe ••·· AppJ.'Ouaai..17 ooe-.t1t11ih ot the ~ 

. 1l•t.e4 ~u.eb. 4at1•s . aat \ak1ng dlot,,a.Uon and t.~r-1b1Dg, 
G0-4 -*lQS out, bWJl.flt •• p8J)e.rs aa t.he regular 4Ut. tea oi:i · · 

: ._ \l'i.e1r tint. Jobe •••• lt. wo-uld appeaJ' t.hat. t.h.1a 11st, ot 
· ·. 1n1t.1al Job auuea could well ee~e aa a baa1• upo1i'i11J11di 
:. to buJ.14 Wl1ta ot ltOrJt \o be 1nol.Ud.e4 1n the -ol•rtea1 · ·· 
.- : . pmct.1oe cou..ree ot tb·. Poma 01'7 High SO,hool ·Ollll'Tl.<ifd. .. 2 

.- ~. 

~duat.oe ot Po;noa Ct\y Hifp. SChool llete4 16 dU'.teN·nt. n~j 

of ·otttce •q•p•uit G8 beLllg used oa ·tho .t.tretr. Job._ TbJ 

a\~0"4 t .ypewr1\eP,. adding ub..l.Dea:1; and ven1eal tU.1ag 
".: J.· 

e4u!~nt.- wre reponed. tJle· great,e t nraber ot t.1••• 
·}i·<.•• a~l~1t'.7 ex1at.s bet.ween tb.o Nowat..a ~ an4 ·\he ;:\:. 

,:;~·a Ci\f S\U'ft1 .a \ha\ \he t.fpEntr1ter· and add;1· · taa4h1.oeir ' 
' . j.." • ., ~ 

,>: . '; 

aZ't' ue4 more ext..eu1ve1., on th Zl:rat. Job t.h&n are a1J1 

~.i--~a. O\.ber m.~eb.il\fUl 11.ated as 'bel:ng UHd 0A tht 

ti:~~ Job 1a \be <lallaman a\UdY aN; d1t.to. mimeogrnpa. 

c~ck ·w'riter., addre.1u1;ograph, com.pt.om .ter, E~phone,. m\ll.t.1 ... 

~~~ .PS.X ·bollJ'd and bookk"P·ing mach1nea. All o:t \h,ot• 

~lne. · appear on tu No·•at.s. auney w1t.b. the euept,.1on ot ,. · 

~ -'autt.i$rnph• PBX boal"d,. and bookkeep1fl$ mao.blne.,·. ifhe 

£dipbone &>•s tlO~ ap .er· on ~he . Nowata :&tlrMY but,. th.e Sff#.liU\- · , 

a-. liat.. the DJ.c~na. an.otth.er ,dJ.o\att..ng mecb.1.M._ 
< 

. ~o· gt'ad\lat:ea were aske4 t.he rotlowt.ng qu&s1.1on; 

2 ' .·· .... 
Jbl.g. • p. tJ? •· 



TJ\Bl.,E IX. 

llt.MliJIISS, O~R.A2ED BX ~ · .• LOU.&$* 

2 

1 

1 

l 

l 
l 
l 
l 

l 

24 
.ao 
a • • 3 
a 
2 

2 
2 
s 
2 
·1. 
1 
l 
l. 
1 
l 
l. 

1 

- . . - . . ' - . ' ·- . . - -

•these emplo3eea .are· pa'1lat.ee troe Nowata 81gb. kbool ftDnrJg 
t.ne .Je.~ 1944. 1946:1 1.946• Ml4 ui•7• who went. to work 1-n 
O·tt~ea w1.'1\out. fJJfl turt.he~ wa\ nlng. 

th.la tie.bl:e enould be rend as follows: T.nnt.y-fou.r ot zo oa
,ploffe:• operat,ed a 'Yp.nrlt.er on ·the firat Job. Those who did 
a,-t;. openl.t.e tAe t.ypcntX:'"11.ar on t.be tu-111. Job d1t\ not. operat,e. 1 \ 
011 fA lat.ttr Job. 



TA.St.E X 

o,,1cz UACHI.11 a Off \fflIOH a> onxec DPLO'D28 BSLI~VS 
'lf~"I SRGULD BAY& ~Vil> UAIIUIG I N liIGR SCROOL 

- l. . ) ,' J 1 

AWllfS JPChlM (1 .tnd1oat.ea 
. ei.eot.r1o) 

C:.aleulato-i-

lhaube~ Who lt141ca\e4 \aa\ Train-•· 
1ng Sliou.ld Have Been Beoe1w4 

io IM:a .klMKll 

Otap'ttomet.•i-
Dl4t.a;p~,, n1ct.a\1.Qg aeaine 
Check maohule 

9 

6 
6 
6 
4 
2 
l 
l 
l 

U!aaogaph 
stenc11 aaohtnea 
.El-trio t.ypewrl.\e.r 
Bookk..a,ping maolu.oe 

!Ma t:able .sbollld be NA. · . · d ae toUowat .1u..no or ~ . 1:uap1.o1eea 
1ndioat, 4 tha1i ttraJ.nlag l.A the •ae or tihe addU:g BUaChiae 
&bow.cl h&ve bee n rcce1ve'Cl. 1n h1gll acbool. 



•hlok •t the tolloldQ& stlbJ.eo-1.e do you bel1 ve that you should 

ha,ye reo&ived a,dd1 t.ional. tn1Jt1ng in high. e.cho-0lt • 

!.11• 1nd1oat.1ons b3 tna e;rattuaus are &bo•n 1n. ?able XI 

and t.helr indioaUons ate one ot the detom.1.ntng tact.ore to-r 

const.ruc·tine. tile CGmGZ'Oial. c~rioulum. 

f:unt,J-oae ot thr;: ZO e:apl.o.yeea s1gnlf1ed. apelllng._ &no 17 

emp)..oy-cea s1gn1t1e4 speald..ng. s eubJeo\a 1n t.Yhioh they have · 

tel\ a need tor a(kll.UoMl tra1m.ng. Pellna.neb1p re:naed tb.1.J:t4 

wit.b: 15 of ao mplo3'ffes J1Wnt.1o.nlng a need tor more p.en~1p 

't.n1nlf16. 

Snglleh ~d tour\11 l.A. titw 11st. wt t.ll ll ot 28 8I.llployees 

Uldloat.186 a .ne 4 tor a&U. \lonal 1t1'81ning. 

!he .tact. tb.a\ 9 of the 30 employees. ow~ oM-.tonrth or
\he· Wt&l .m;abor, teltt a D1Ut4 tor a&U.tlonw. t.rainlng in 

ar.1\~'tl.G 1a e1gnlt'tcant. Thia .tact, .1.Mie '8:& a ne 4 for 

.addttJ.oJl.81 remed.1.al. wodt in ar1t.hm.&t1e 1n h1(9). school. 

Ot.he• eubJ ct.a atnUo-d one t.lae each wen, let.~er 

wn.U~ aeoond-7 ar ahortJlana_ .trl8.t.1'1omat1ca, Journal 1 am., 

buelneea la-, aeoz,et.ar1al. awd.14&1 penonal.1\V developraent, 

ott1oe organltatlon. and shol"1J.a:na.. 

9i!Ql£1&9A wlt,h. Ot.Jl!£ I~• 
!lmTls1 taade a et.Q4J ot the gradWtte ct li-1dton. Hlgh 

seboo1 tor th yea.re l .t~ to dete.nni.:m, a need tor a.urri.o.Ulum 

reTision. .aeepoL-a •re .received. .t.roti 246 e,raau&to.a out o~ 



~Ast.£ XI 

SUBJ"Aa.f S Ili : filOH ~ GAAOO.Afflti .&Sl.11'.Yi: 
!mr! SROt.~D KAYE ~ -IYQ AWlfIOtlAI-1 TJ'V.lNl"O II HIGR SCHOOL 

• d : · • " l - ·_- , 

Humber ot stwtent.s wiw Bellew 
they SooUld Haw Reoe,l"f'tld At!-
_1t1one.l !r¢n!!§ 1.n ffl;t~ -~~ 

21 
17 
15 
ll 

9 
l 
l 
l. 
l 
l 
1 
l 
1 
1 

Tb.ts t.al:de sh:oul.d bo wad aa tollowa1 Taelltt7.-one ot 30 
graduat.N beline ~bey elloul.4 have NkJG1Yed ad41\1onal 
tn1J1ing 1n ap#l.l 1a& in ~ achwl. 



\S.Onal o..._a ._..._ aa ,euggea\4J4 bJ all ·l'.JJ,gb 10.1:loo'l ·.-,u.. 

atQ 1nolta184 la taat. et\UlJ• •n •ank•4 1a '1\o toU•1n&· .·:· 

o~n . l>MU.•• Ba&l.1eh. aal•~• •peUlJJ& .•• __.> ,-'.~-
.- ,,i:· .· . 

..... ~&DOM -.0~ &4Y-4. toon.•p~ _ ;tt10!I ·--~ ,_:·, 

•~}!Uaea. vooalioQal 01a.a,oe • . ottto• ,prae\loe .• pea.·:· -au-.,lhtff: 
~~/ t111M. aM Je8'Galte&I. ,·,;;.D1:1~ 
~f ;?;,,;;::; .. 1ndl•-"- 1D \U Bun'1• ..... • - ,~J}J,~i 

. ·.··r·,~ toi- buU..a Bngl1all aptll1nl, ott»• whlae4- ·,oi.1•l9:•i::-·. '(_ ··_.···.· ' , . ' , ,' ' , , , , . , , , , , , , , ,{,.,.;;:3;([({ 
, .. u-. ,._aaa1p . ana. rultJS;. ft1s nJenet.ll•• llMJ ,,.__. f+:/:' , ' ', ' , , 't . , .·.· •. , ,-,\: !\t:f: 

~ ~·ia \Jlo tao~ :Ula\_. 1rtHU1fl lff'ift· aboal.d M ;#, .. a· 
~~~~- ~tloa pftet;!a -~ •• iag\.lah. apttll1ag. ,..~;:;iu-i: 

:,· . ; '.: .,_ ~ 

op;i»ao Job-. !lW ~s&loMalN coat;a1ne4 ·a J'eqUS,a\ •tJrtttt·. 
,'.~)( . .';-::·C- __ . ·. . I 

~-- CMCk tiDJ' 1\Gt& 1bW41a *1dl 'tM,1 t~t. ,bva i· 

~;·xau~•• el(pftra.- ·and ob.anali.OA t.b.ttt ld.gb ~l . · 
·:;. -:-. .''. ,,; . ~ 



In the order ot tre(tueno, ot men\ion, the subJeota w·ere 

:ra e4 by boye as toUowst Pei'sOMlltq deWlO'I)Plen:t.• apellu:g, 

~ec:11, voeabul.ar,. geo ral · bua1l18e.s tr.a1.n1.ng, peraansb.1p, 

~ gr:~~ . 6 fte a•J-.ot.a r .anJte.-d by g 1rla~ 1n the order ot 

t•guono, choolte-d.1 ••N ae toUoa; Per&o:lallty ~ volop:aen\,_. 

ap:ellins,. voeawlSi:r., • geMral bua.1.mtse t.n.1n1ng,, letw~ 

w,1~1ng. and us, ot tielephone-. 6 Bo\h boya ~ girls wen 

dare ot t.he .noed tor ttral.ntng 111 pe-~sonal:1t,y ...,.lopment... 

tho quee1.1onna1• t.o loe.al SJ'li;duatoa dld not 11.st. pereo-1tt,t 

4'Valopa:teat ae an 1\ea, but 1t did Uet personall\y tra1\• 

1Jl 'llhlcb UW gad.Uates te1\ a need to,:, a4d1\1o.nal t.-runl.ng; 

~•.rerore. the atudie.e 4" aUd.la 1n that. re.,peot• and 

~4:UafAe of both a.c.boola are uar.e ot a ne 4 toi- .add1.Uo,nal, 

t~itll.ng, 1D pbrt!OlUll uait.&. 

The laat.. 1aqU1.q 1n tile -queaUonna.1re us ctes1gne4 to 

get the ~dUate•s po.tn.t. ot view ae- to ·t.Jle personal.1,ty traita 

1a W-hioh ae feels that lle ~Uld b.&wo .ncelffd aM.1\..to::IAl 

~.raining in h.16').l s.ehool.. fh,e question a&ed the Griiid.Uc."e wa,i 

•za wlil.oh ot UJ.o toll.owing \ra1~s do you bel1e-ve that. 7011 

aliatlld have rece1¥ctd a&U.tional t;~&!. n-1ng 1a h1S'J. aohooll • 

• AceuraQY'' rant.· 1d h1gbeet. among personal t:-alt,e, in which 

6 lb1d. •· P• ?6 .. 
G .i;b.14,., p. 80+ 



\he gra4Uatea bel1ne4 t.ba\ t«he7 ahollld. have ac•t•o-4 add1-

1'ioaal tr~ng 1n lU.gb. aehool. 11.JleteeA of tu .:so graduai.e 

•• replle4 t.o the queat.1onne.1re ehe0ke4 t.h1a ~1.t.. 

Zign.uea ot t.» ~ p 4uatas oheoko4 •aenae ot ntsPoa

e1b1l.1 \J• and •ab1l1\7 -to save. ti••• llhleh ode tnea• r4nk 

aeoond 1D the t.r&1t-s 1n wlatoh the.7 belleved tll.ey sho~d haft 

~ ·1 ve4 ·4d1t.l.onlil. t.Nd.nlng 1n lilgh school. 

-•Attent1on to detAUa• and "'a.b.111'7 to take o~lticia,a• 

lritre each e.td,J.onod bt 16 oz tJlil· 30 gadUIOa a.a t.ratt..e la 

wh1:~ a441t!.o.bal high school. tNi1D1~ wolild have bee.ll 'bene- · 

t1.c1,e1. 

•1n1t1 t.1vo• wa.e che.ok.ed. by 1a of ~ graduat-ee. 

Ten ,ot ~ grad\latea a1p.U'1.e4 •ayst,em &n4 ortter_11M a• 

aa a ~PE.lt to be· cUl:t.1va\e4 1n Algh school.. 

ot the :io graduat.-e•• 9 1ruuca~ed •t..act• as a neceasa3 

tra1 t, to 'be taugb.t. in .hi.gb.. aollool. 

'AbllltJ t.o - ·i. along •1tJi ot.b.ea•. •neat.neea•. •11onea\7'•., 

and •good pe.rsonal. appear.a.me• are dee1gnat~d n&xt. 1.11 order 

by tho padtl.ates.. 'lraim.ng to ov JlOOme *t1m1d1t,y• •aa aug

ge.11,ed by o.ne gra4u.te .. 

!hia a.oUon 1.a 1ndloat1ve or a rseese1 v '£or training 1n 

pereonal.1 t, \r41l.t.s in t.he ott1oe PJ*actioo ®urse. i:mipliasia 

shou1d be pl.eee4 on •acouraq•., •sense or xespo-ns1bU1't,y*• 

•abll1t,y to save t.1me•, •atAen\.1on to det-alla•, and •ablll.t,y 

to t,ek,e cr1t1c1.Sll• a.a t.he7 were ntl-onCH\ moot tzie-quently. 

Bapl,1es to \h,1s aeotJ.on ot ~ ciue ,tJ.o.ruuure are t.ab\t.. 

lat.od 1:n Table, JII. 
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TAU XII 

PEJWDNALITI T.RAI'fa Di muca :;o Gruu>UA!ES Bii..I&ff 
!HEX S!Out,D HAVE ~V.Q Al>Dl!IO!UL TBAIBUlG I .N HIGH SCHOOL 

lt 
18 
1B 
16 
1:6 
l.~ 
11 
10 

9 
7 
2 
l 
l 
l 

!"111- 1,abl,Q eh.oUld be. read as t0Uowe1 NlnbtefUl ot ~ gradll
a .t.es be11eft ~Y ahould. have rooe1ve4 addl t1ona.l t.rd.n~ 
1n •ac~uraey• 1n b.1@,b. SQhool . 



6'1 

CHAP-1£.it y 

COIIPARISOJi OF ~iii::S$10MS OF 61JK,OYER3 ~D· ~ LOX£ S 

Some lnt.ert)&t..1 . while eotApar1sona can be de 
•. i 

"' 

ot the expreaa1ona ot 60 mploYers .regarding 98 etaplo1eea 

tn. ott1c•e ot tlc a.ta, OUabom&,. md ot t..he expreaslone ot 

30 e.•lect,ed gradUatee ot· tae Nowat.a High· seliool t:or tm 
yettra 1944,. 1946,, 1946• and 1947• mo nnt, to worit 1n ottlooa 

w1th rio pos~te tralnl.ng. 

.Aa sb,owa 1n !able lllI~ ea. 7 per oent ot tJle S8 ·eaployeea 

~~-\ -end haAdle people• _ 1n U1e 60 o!t1o s ot .?towa.t.a . and 

'IQ per ce'M ot the 00 9adUa\ea -who replied to the queat1on

ns.1re checked. t.he &1~ *meet end. hsndlo people•. 
C 

:N1nat., per oen1. of t.ne e,radU.at-ea oheckect. tJa:, duty •answer 

~ \elepbone•. Mlle 87 .. 7 per cent ot t.he loyeea 1.n tho 

Howat.a survey •tJD.a ., t.he telephone•-. according to tbe om

ployei-s. 

"Opera\e .ot"~1-oe maoh1ne a and. appl.1anoea• wae s1 ven as 

a aut.y 1\Y' {JG.7 per oent, ot ii. 98 lo3ees 1n Howat.a aid 
.t 

tbe d,ut,y we.a g1-ven lV 80 ~.r o.en\ ot tbe 30 gradllai..e wbo 

rtttanaie ma.U • a g1veJ1 ~7 « largtt-r p · r oont.. o r S,f>. "I 

per cent, 1n th~ ..Howa\a. s-urv•y t.han 1n the sradllate at.tney. 

wh1eh gavo 70 per cen\ .• 

wn.11ng• was gl.ven a.a a dUt.Y or a~.6 per oe.nt, ot Ule 



em..ployeea in the No•ata -eurvey and by 83 per ce.nt ot the ;so 

Sl"S«~tea .. 

1110m-e typing*• _•geueral clerloal wolit• .• Md *letter 

compo.e1t1on• a re the non la order ot 1-D.ll)Orlance 1n both 

!lie atrong slmlarlt;r et t,.be propon.ton pertoa1ng_ some 

of t.he 4U\1es 1a t,he t.-Wo surve1e gives an 1nd1eatlon aa io 
th, ~ -ot t.lme whloh sho\ll.d be apent, 1n training 1A 

t .h,"_$e p~ieUlar dut.·1ee. 

A comp:a~i.eon, as given in !able XII11 or the expNi,.atotia 

~:: ':empioxe rs :in 60 o~ftoea 1Jl Bowata and ot ro gradtJ.atea 
•: -· .. ,~ ' 

ot 9•"· ~~1;1ta Ii1.EY1. School Who are employed $.bows ~t Q..,6 

per· o .nt, 'ot the employers desigDa.t.e4 •ingl.ieh• aa being 

unsa.tis·t~tory 1n employee-a and.. ae.G per cent o.t t.lt·e g.-,iau_.,. 
, 

ate); . dee1.gna~c1. •1ng11ah• as a tutbJect. in whlch addlt.1cn:1al. 
' . ,·, ,~ - .· 

~1n1·na is needed ln h1,p eehool-. 

· sevent..r per· cent. of th u~a dealgnat,ed a need 

tor ad41t,1onal tra.1111.ng in ep lling and 4l.. 6 per cent. ot 

t.b;e emplotel'a d0S1SJU1\0d a det'i.clency 1n spe1llrg in t..he.1r 

e-q;,:lo78$a.. Yhe gra.4tlatee tAfiS tsot realize a ne-od tor 

•lnj~·1eh* 1,1 they .are ~ r»t. aware o_t t®lr Mt101enoy.. bU\ 

~ 'Jil87' be made -\o ~ailze a nee-d tor addit,1oftal tra1Jl1.ng 

1.n 4:pelllllg, aa 1\ le called \o their at.t.ent..ion. 

Table XIV present.a a oompa.rlson. ot t.ho ma.tber end 
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tAm..i xnx 
OOt.lPAlUSOH OF THE· !)UT.IE$ 08 98 OFFic& .· I.DUEi 

OF NOi.AT~ OILAff. A . ill!H 1.'H& D1J'l'I£S OF 
00 ·SEL·im'i'1'D GBADUAT.&S 'flp NOW A'IA HIGH SCHOOL 

JltllabeJt P Nentage ot 
Ellpl.oteoa Perto~ •• 

ss • ..-
87.? 

86' .. 8&.? 
8-3.G 
62 .. 0 

62.0 
48.9 
ao.t 
2a.5. 
24.4 

14 • .5 
10 •. a 

~00 

·°' •. 03 
0 

21 ?0.0 
2? 90.0 

24 eo.o 
al w.o 
26 83~0 
21 70.0 

14 46. ,6 
lG oa.s 
8 .26.6 

12 ·40.0 
12 -40.0 

.4 13-.3 
(hi. on lie~) 
13 43.3 
12 40.0 

6 oo.o 
6 16.6 

IP1gQN . coat, waa no-t. on the queatd.ormaire ~ent to · ge<tue.te . 

'IM-a tdl·t ellota.d be . .roa4 aa :to-Uo••• f;lpt,7 .. geven, or as. 7 
per oent or the 9:6 ot.r1e• eap-loT••• 1n the 60 <>ft1ce a ot 
!fo•ata "rleet and lla.n4l_e people•. Twent.y-011:e. .07- 70 p$r cent.. 
ot the a> gn4Ua.Ue o·t. Nowata Hlgh seboo1 who anewe.red the 
que-a.t.lonna,1" *ae.-,., md :.andle people•. 



TAJLE XtV 

CCUPAR£50H OF 0PI:Nl.OR$ OF 60 ·""' LOIE.BS AND 00 .&!PU>X& ·s 
BIGARm.HG s~Of liAft&R DEFlQI.&NQU:s or WPLO'XUS 

£Dgl1ab 

Spe1Un& 

Speecdl 

1D-1,1n.r 

none 
~ -n·c~)Mnl 

Aid. tbme t1e 

Pe e.nshlp 

~ and· pep. 
cent.age o,t ·•· 
p.leytU'B Wllo .· a
\J.oned 4et1e1 n
o1*a 1a employeee 

4l..6 

-- -
18 JO.O 

4 .• oaa 
4 .066 

a 13 

8 l .~ 

. llwi.}$71 and !)eX'OOJ1t.ag8 
ot empJ.oyeea who be
ll&Ye they ahotal.d han 
rc.Hse1ve.d add1tt onal 
ba:inlng 1ft eubJ:eO,te. · 
in high. &e.bool 

21. 

1'1 

9. 

16 

,o;.o 
66.6 

~.o 
60. 0 

9hl.s t.able should l>e read a.a !'oil.oq: Tweat,y .. t1 ve., o.r 41. G 
per oent . o.t· the GO employers m1u1t.1<»n1u1 e. deftc.S.enc.,. 1n 1._ 1eh 
1n· employees. i:leven. or M. CS per eon\• ot the gradualee · be• 
11ove \hey eb.ou.ld .haft reoe1.N4 s.dd1t.1onal tra1ning 1n Eagllsb.. 



s--~ ot •pl.o;ron ao •nt.101114.· at.l'bJeof;,-aa"8a- •:t1o1eQ

c1-• la eapl.Of'"• 411d t.ae llillbar tm4 peN&n~ · ot ao #adlia:\aa-

11.bQ .. 1-ll&M tJle7 elinl4 ••• JeM1'Y•4 a.441\ional \h.lm.ag 1a . . 
\beee ·-. aubJec'8 u hlgll acmoOl • 

. ~{ 

... · tif Qdlog Ile ooapaiteona_ aa allom 111. bbl• · •• 1 \ *°1l14 

b!t ·ao~ _, o• 1\ell, •abJ.111' to "ate orlt.101••• na ,no'° 
s;-.i_.4. 1n .tb.e eaplo,er lf1w,-1e-w fPl14e, wn11e another :11tii~ 

; \f'~,;-,_- . . ,.;~.· 

•ibU1\1 to · foUo• 1-\NioUona•. na ao\; 1-ludH. 1n U.; . 
q~lol'lllll1" aeat to gn4Uatea. . .. · .· 

::.. . . . . . ; ·., ,; 
}:F· :the • ·apl'Oae.to• ~tea.a per -ooa 0-t 60· &IIPlo,-n lad.1~ . 

a :· •1al1.1at1ve• Ma V&1t. 1A Wlloll eaplo,-.e are· ~\;~'.?:· 

t~~ and ,~.3 Pf>l" e•n\ et tu- ga4ltate• meia.\1ooe4 

•ta1U.'1'99• aa a \n.1\; 111 wb.10h a4d1\1oMl. tbl.01.h8 . • ••a. 
-~-att.•renoe 111t1 be oauee-4 l>1' t.b* gadllat.,! s ml 1:)el:og 

.__.. ot M• lack ot ,l.alt4a\1Ye. •. 

:••na• ot N .apoae:1bU1·\7• 1.e glftA. 'by 61.6 J)OJ' MA\ ot 
. ·-

. f418 •P.lOfera aa a us!\ 1a alo>l flplo,eee _. wa\1*tao"1r., 

and b7 ·60 per .«m\ ot '11ft · sraau.w• · u a lftit 1.11 whiaa a4d1• 

\lonal \ralaUl& l.e •••t. fb.1.9 .ebou a . •~tJ& emlla•11iJ .i.a 
::.•. .. 

_·the· i.el.iaga o~ 1:io1il>. -.pto,en all4 gftdllat.a• .. · SlZ\J•~ 

l)ft.-.-oan~ of' tJJ.e &NdUU• ouu.•4 •aocllftl01'•· and u peJ'i Nii\, 

ot ··tMt aplo,ars obeoke4 -..-ac;•. 
•AbU1\J' tA>: I*• o-r1\!.o11m•:• w1dob •• not. 1mlu4e4 oA 

t:bl· c pl.oycr lilt.em.•• .gw.4' wu cbeob4 'by N..JS per oent. 
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' C<l.!PAL"USO» or ,QPI.NI-ON$ OF 00 .EHPLOX'ERS J.J,U1 ~ -.~ iLOXP.a.;s 
OONCSPJll \k· Pi:?.SOi~!Y '?R.Uft! OF ~~~8 -, 

,, 

Numl.-s.r sllcl P')rcant- Htal~:r alld pe n,ent.:age 
aa,e o:t. amp101e:r:a ot e~lAf~(IJ:,:s ~ha ~..;..: 
who ment,10•4 that. lleve t.boy ehould ~ 

ifra1t.c t11m~.1o.;11ea ar.e do- NiotU.ved addl t i onat 
fiotent 1n trait \ral.ai.bg lll ·tratt ·ift· 

. : : iiiiir::. fiiiii\ ~=~*iii1 1tira· : 
ln:. tu.live 38 
seaae ot respo1r 

atb1U ty . ·a'/ 
.440·~ ~ 
A\teAt1en t.o detall 32 
Taot .20 

., Ability to aavo t.lme ).9 
Ab!l11'3 \b t.ilOw 

1nat.~t1ona 12 
Us\C'IJ and order-

lltle\a& ? 
:aea.~sa G 
Ab1ll'tY to get aLoag 

with otheN 5 
,BoQ,d penonal n:9pe&Jll-

an.co 2 
Rone-sv 9 
.Abi.l:it;J t(). t,au 

cr1t:1o-lam 

6&.~ 

61.6· 
56.0 
o3.~ 
aa.i n., 
20.0 

ll •. 6, 
. 10.0 

a.a 
3. a 
:s. • ., 

1-a 
18 
.19 
16 
10 
18 

1·1 
y 

9 

l 
2 

l '6 

4J. a 

eo.o 
63.3 
~-3 ~--~ 60.0 

3:G-. 6 
2~Z 

3().,0 

~. 3 
ES,.6 

oa.a 

fhla t.able ahoUl.d be read a• tollowe: flllr\y.-el.ght•, or 6~ •. 3 
per cent. ot t he -e~wera :ne.tit1one_d th;;.t e.raplGJ·• a we~ 
dflt1c1e:~-1a •1n1ua'1:v••.- anA 1;s. or, 4.'5. 3 per cent.. . o·t t.he 
30 e~,.ployee,s be:11.tf'fe 1.he7 .should bave J'e1)G1fid edililoJ'!tl 
tnu.nlrs la •1n1,1a t.1vo* 1:n h1gb. aehool.. 
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of tll& gaduatoe and tw same per eent. dleoke4 •at.tanUon to 

•ta1-1s•. The 1'16t,U"G alM:.>u ~hat student.a do roa11ze a nak

••• in the abUlt.7 t.o \ake cr1tt1e1am and dtell4 ·t.Q detalle. 

fttt,y-\.hree and ~ t.ent.he per, -oen.\ of t.he •i)loyere 

cheeked •a\t.errUen to det.aila• u a Ua1t 1n: whieh ettlpl.,,...a 

were de-tlcant,. 9hlny•t.are• aad tJqiee tent.ha pe..r cent. 01 

bo:th e1UPlo1ers and ~tee cheoke4 ~ct•. 

· Alt onte:t.andtng 41.tJ" ~nee or t..he two grou a vaa tl:w 

t*O\ t.hat. 60 per oent or tJie gJ'ad.Uatee checlte4 •ab111~y t.o 

•••• t..tae•, while o.DJ.y ~l.G per o-en\ ot o plOION lla\ect tt. 

!hla t1gtll'8 1n41cat.ee t.ha\ t.ne employee ls •are ot a ~ ec.t 

tw df>.lng· a Job 1n lesa t.1.mo. 

SG ot 98 fnlployeea 

oper,at• \he t,ypewr1t.er. Ot the ~ graduatee ot Nowata lt:1.gh 

Sehool who went. t.o worlt 1A ott1oee. 24 operate the t.ypewrlter. 

!hie shotrs a s1mllar1t.y ot e.xpreae1ona ot both &rs.4ua\es and 

locul ottico omp1t>.70-ra, &.$ ah.own 1n ·'l'Lble XVI. 

the addiQS nmchlne• cash reg1ater-. and ealoul.ator ware 

~ .next t,~e ln .order or nnt ae to tJle: n•ber <>·t emplo,eee 

who operate the •ael:une• 1n looal ott1cee. «rhe add1.ng 

mao:blne1 oalculo.wr. ,and die~ t.ing machine wro ooxt, 1n 

oJMter ot ·~ ae t.o ~ nullbe.l' o~ si-&OW'.t""8who opera.Mt th.e 

machines on Jobs. 

Al~ugh 6.0 emplo.ven reported. that.- 86 or 98 otr.1.ee 



employees operat.e type r1ter~ on the Job• and dt.houe;h 46 ot 

00 eaployere expressed t.be op1n1on that beglnnt.~ (:Hllpl.o;yees 

slwuld. 3;0saess at- ltU1$t.. a wrk1ne; k11mvledgo ot the \)rpfHJ111.ter, 

the d.ete. presented in 1'able XVII show that none of the l-0 

grad\l.'«1\es listed the t7pawr1t,ei, a.s an c.rt1ee maoh1na on r1h:1ch 

t.'1~ bell&'fe they ,shouJ.d have 1,oce1ved trt.iln1nt~ in h.5.w,. 

sohool.. From th1a, a1tua.t1ort, 1\ Bi?Paas ev do.nt that tM 

~ttates dio. not, l1at t.h& t.Jpevrnt.er, becauee t,h.,ey k.oow that · 

t.:raim.Ilg on th1.s 11achiae ha.a d -reaa, been 'pl"OV1.d<)d tor high 

school zrt.udent.s and b&o'auee they ha opportunity to learn to 

type vhilo they •~ in hip ,ao.hooi. It 1a reuon,able 1,o 

aasnae t,;,"\at ~ 30 ~duatea have fil}ewe11id this ssct1on ot 

tbe qwsUonnaiJl8· 1n terms of the ottioQ mautu.ne \ra1ntt.g 

t.hat. was no~ ava1labio and t.hat. 1.he.1 believe sb.<>'a.td have bean 

avallnble u, high school. RoweYSr, aa 24 of ·~ . ~o gIFJ.duatea 

operate t.Jte vpewr.1 ~ . t.hl.a tact • . tos~tnor 1th. ~ uxp~. slon 

trom employers. . 1n41cat.ea t.hat acoeptablti \Jpewr1tt1ig A:t~~::...~d

&l'da should oo retru..tred 1A the otr1oe pre.at1eo course. 

?-he sddlUC machine WU tllb deond Gil!ul\ine on the 11 et 

ln botl1 ,aw.veys. !lllrty'"'lwo of ·60 employprs £ttlt \bat t r s.tn

ing in the uae o! the .t.u1d1ng .m.aehine ahoUld b . given in high 

sobcol• anc:s. 9 o·t ::0 gsdU te,a felt t.liat. trnlnlqs in the U& 

&t t.he a.ddl.ng a&ohi.lllil &hoUld be .glven 1.n h1gh school. 

tne t'ral.Cul..i tor wae third on \M 11st, of both ~dQatee 



and employere as a ma.ohJ.ne on Whioh tra1R1tig should be- g1ve-n 

in h1gh echool. The e~e number ot gl"a.duaua l1eted eei ~ 

laton and 41otat.1ng maQhl.i:wa fl.a · chUJea on •ht.oh hlsk 

8Gbo'>l ~aJ.n1ng would be beM.f1o~BL 

!he e~m-1aon of botJ:l groups. sJ:ao•• i.bat.. a unit. on \he 

use ct 'the addi.ng aach1ne aD4 calc:t.alator shoUld ba·7e 1t• 

pl.aee 111 tne. ott1ce praouue oouJ'ab-. 



TABL.E XVI 

OOl1PA81S0lf OP TB£ SUliBER OF Elt?LOI:i:&S WO OPZMT& IIAOHI&ti.:S 
11 60 Oftt~OIS IR N01.t.T.A_ Oltt,ASOli 

Wiffl ':Hi ~R OY <mArJUA'tSS IMO DPh!B &5 THE . SN!E. lUGHI!liS 

Nalbe• ot em.ploy.;.. llUltg;;: o'l 'g &411at.ea -
eea vl\o Operate 1ltht> operate i&aeh1ua 
machlnea ·1.a 00 
otf'.t.o•• 1a H~ ata, 

I w,u, a ; u 

Jfill:e table el'Joul.4 be read as r-011ow.1t &ignty-six ot \h-e ta 
eiap1o,ee, 1A ott1ces ot Nowata. opera\e \AO t.Jpewrlt.er, 2' of 
ao graduatfhl 1n o:tt1oea op&.ftte tJ1e 1.Y.'PC'•ri\er. 



!.AEU XVII 

CQ&:A.RISCUi OJ' OP'flC-£ llACHJ..NiS -0 UH ICH GO DPLOXUI aat.IEVlil 
BiGJKfilffl) Offia& lmPLOX&£S SHOULD HAT.IS A'l 'U&Ml A· IORllllG 
Xlll~ . AW OfllCB \AC!lll:Q OB GICR ~ GBADUATIS SSi..Ii'N& 
!HA~ SRoilt> f!A\fi: l\iCIIVi!l) ADDITION.AL !MIHI iG IN lilOR saioot. 

· m o1 ·~ -;;a;~ .. , 
•ho· believe \he7 
shoul.4 bave N-1.Ye-4 
t.ra1A1Jlg, on t.he 
maohim 1n hlgb. 
school 
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t • $ 
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OIU11'f!R Vl 

AH ANALX'SIS OF IELiiafllJl) o'l'A!£ OOUIG&a OP S?Utl" 
IM OFJ'ICB P.RAC!IOS 

l'ft!I ·the OUaholia ColJ.l'a of at.UO 1,n 8ue1naa ~atJ.oa 

sn4 1A& ooureoe of a~ 1.a Bw.J.nesa Eduea\1on tor So\Rh 

1:JetoU. :U).uour1, Md IAU1.a1an.&, a •W41 ot obJeo\1ff s• 

~bJ:nos. Bild course oo-nt.ent tor, \be otttoe praot.1oe oolll'• 
. . . . 

llaa .been ••· 

I. oomza1 ·t.••• he-,.4 by J. ».:. l)llp ot t.Jie South••.&\ 

1t~aour1 au.te Teaobei-e College. be6fmt J.n 1961. t.Jw p~ 

1~ wol'k to-r the M1aao\Wi et.at-e o,ivae ot at.UdY • wb.1.cb. 

•••· ~dnptete41D 1941.. 
-··· . 

( .. · · ·the d1tt.erent. &1l0t.1ou ot tbe eoura ot at,11.dy were p~ : 
:··~\: .. • ·,. I . . . . · . • •.• 

pata4. -bi' pJ"OdUGUon COGIA1 tw •• Y.be-1.r anowi• age, ot bus1ne-•• · 

e~ucaf4,on pragt.1ce• .1.a . 701 tl.r8t.-ol.aae K1aac,urt hl,gh a~bool.$ · 

in l.ii';37_. detAmU.4 t..- gu141ng ob,Jeo1.1ve• tor bualnea·a. 

e~auu tn. K1BIJOV1., 1 

: }n L~t• W.saour1 -oourae ot .at,u4.f toi- oft1ce pra:ot1-. · ··• 
. . . . . 

aii,' att:twtmpt haa be•a GeAe to 1nwgrat;e a4Yl:.QIMJ4 allDt~ · 

$lld .. ad•aoced '3pe•rlt.1Jlg 1a a NON-'8%"1al J)l'acUce ooUJ'ae. 
. . . . - . . 

't~ :;a; _ . _,, ol>Joot.iv• o:t 1nieh a oourae 1, \!le p1•Ju:1.rat1on 

o~ ..i~ ehoMaantl and a.4Y&jDQe4 ttyp~ pupils tor · - . . . 

· ...... :1 W. .AIM IMl••• ~~~ ot :iOloaf.1~: l~\e 
of' fl.1.aaoari, .Balle\1.ll 7Ci pp., '--1&. · · , · ~. . ~ 



Ne ,. 

eeoJ!Ot,,a.rlal wo·rit. lt 1s ·t.he aim of euoh a eoura.e ·to .g1 ~ 

tJ.sB pupil a \bo%'0usl',l lllowleage ot the aetu.s.l mra done by a 

a•c-retar:, 1n a .gJMnl ottice• t:tnd ill speo1t1c t,pee ot 

o:1'1'1oe$; ,ind to tmnll1:&l"1t.il Ju.a rd.th the t.ra!.ts a11d qua11t.l.Ba 

tr••r.r ae,o:N"tar., ahonld poaae.sa. 2 

:trhe c,bJec't1 ves an-~z.ed below1 

l ~ !'o otte.r 1.n.e-tru.o-t,1on 'Ifill~ 11.11 <Hwb.l.e the p11p1l t,o. 
1nc~r. .. 1t$ uillt! .Ul d1ota.t1.on. and transQJ'.1pt1oa., 
typo•rtt.1ne. -8ob8nles ot let-"t.a:r llrtting1 kl.nds ot 
lett.orat ro,\lgh draft. and t.abulat lo.a.. 

2. fo PJOV de 1Mt.l"f.lCU.on and trala1ng 1n aemMtt.ari.al 
tral ts and dutte a.- . 

a. To aoqualo.t. t.bc pupil w1Ul such general knowledge 
a1 qual Lt1o&t.1ons and. t.raln.lng tor a .. :teel;ilttU'T • 
dea1rable traits" ealecUn.g a Job,. hoj to a;et. til'Jd 
ke-$p a Jo\. . 

4. fo acqWJJ.nt. pupils w.t tb. general eeo·re~i&l praot1ce 
1.n lew and ine.-ura.ne• -ott:I.Ctts.. 

In rf1ssour1 tu'?.e preroqul.e1 tes to~ e~lhaent. 1Jt the 

seerit-tarlru. pract10\\ o~ura• are on13; year o! .sho:rtaand• one 

year o:f typewr1't,1f>S, and ao. a aver~ in English. Itl 1.a 

:reco~,aended tAat. thu aeoret..arial. p:ract.J."8, oouree bu t.augtt~ 

2.n \he t.•tt1.t'\b. ye,e,, two OQDatlCU\l. VB pcri~-da daUY'• gt Yi.Ilg 

tt10 wuta ot cre,di\. 

In oNer that tae teacher Jnt.q choo-ae um:\e appl14abl.• 

t.o _ 1'41e oouaun1\T, a aon ~te~l.al. 1e gl ven 1n t.he suggea~d. 

QU ,,,' lVli 'tbatl e&n bo t.alight.. 1.11 a 1.WO•pe:r1od o&ur$1;}. 

3 .rn aou~h l)&ltota an <>0:ou..p.at.1ona1 e1arVeJ' ma&l by tJle o.om-
l o~ial. ._,aur-i•1cul.um iievision ~1 t1.8•* re-vealed tbat a large 

2 .~1tj., , p . 79 • 

.5 'lb1d. " p. 79. 



79 

n.teber or oomaerc1al graduat,ea 1n t,lle S~at ,e of SoUt,h Dat.ota 

were 401,ng general o·tf'ioo or1.t. llOA-atenogr&.phlo 1n na.tu.re.. 

The ~•7 a1so ahoft4 t.bat no prepar a.tJ.on to-r t.h.is type ,ot 

work was be1ng ortered to st.u.&tn\s.. A prs.ot.l.oal oours., in 

ottlee trainln&.,. tberetore., aeema to fill $ do!1Alt.e nee4. 

The office tira1n1ng couree in Sout..h l>ak.Ot.a 1e cteaigne,6. · 

.tor t.ha ae,n1or ye.er and 1a eapee1ally recommended tor students 

who have no\ ha d a ooure• .1n. Elementary Bttslness Iflformts.t.lon. 

I ;t . ahould alao be taught. a a tollow,,,.up ooura.e 1n l a rger 

high schools where sho.rt.h&nd and t.-ypewi-1t1ng are \aught 1n 

conJ\IDC~ion during tho clevent.11 and t welfth years. 4 

Ol>Joct1 vos ot t.be courn· area 

L To give students an undoret.andl.ng ot \hose fu.oda• 
:aent.al p r1no1ple• or 'buslnssa which evei:yone should 
knoll. 

2. To give .iudem.s Ni l.U'ldent.and1ng• etti-ciene.r, and 
~etable skJll 1.n the pe.rtomance ot ott1.ce · t. &ka 
and dut1ee which a,e commonly ent.ruat.e-4 to gellf)reJ. 
otf 106 work.era. 

z. To 40,wlop such personal tra1t.e, hab1\a, and cllar
aot.er1at.1cs. as will .mak,e for adY'4nceme nt, ,and auoceas.·~ 

.·p.e .RMfte4 ID+££1qglaJ'I Gu14e !l! Bu11ne11 S§Mga,1.Qn .tu 
the mtat.e ot t,qui§l.JMlfh 1s a result ot a cooperative etto-rt, 

1nclud1ng \he aellool teac,hera of the sta·te and apec1al.1st.a 1:n 

the t1eld. ot bualnesa eduua:t.~on.-

Tlw Oler1osl. Praot.J.oa Oour-ae ou\11nfl·d in the Lou1s1ana 

course ot at,U4J' 1& vo-e~t.lonal and can be Just.l.f1ed onl.y on an 
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ott1oe Job t.raln1.ng bas1a. l t, ls a t1rn.sh1ng eoune ; 1 t should 

be made s par'\ o.t th <Wtrr-1culum 1n a g1 ven year only after 

ade_qaate prov1s1oa has been do for t,he basic ofte,:rings .. 

general bus1ne••• t.ypewl"'1t.1Jlg. bookltaep ing» and p.robabl.J short

hand. S1nce a hl.gb. r cent of of'ti-o@ wor.ure do no\ use 

ellortlw.Dd sldl.le .. ahorthanel .Le not aona1ner.ed euent1sl aa 

p)"e.-tra1.Q1,rig. It 1a., howowr. oons14erod de.e1rable. 

Thu O·'bJecst l'vea 81'8: 

1 . to devel.op tJ>.os · peraonal. qual.1't.le s which. are e••nt.1al 
t,o auooaaatui l.1v1.ng, bot.h 1-n and outc ot t.he ott1oe. 

2., to gl.ve oaal.o U'eini.ng 1n t.t.e ope-ra.Uoa and uee a ot 
~ ~J."41 · OOIIIIIOB bue1ne aa taaohi nee. · 

3. To extend t.he t,ypo•r1t1Jl6 and short.hand .skllls ot \he 
1nd1v14ual at.udtHA a. , 

4 ._ !o make an tntena1ve et uay ot t1.l1:rlg ruiea a.nd pl'I>.-· · 
ce«uroa. · 

s. To prov1de 1.ost.ruc\1oii 1.n t.he mJA t1t.ud1nows otJ:usr 
dut1ee ot t .htl ott1ce worker, auch ae tbe handllDg ot 
otrice callers. qetng. NJt•.rence book.a , a1ld ha.h411ng 
te1e;,hDne au4 telegraph aeaeagea: 6 

The content. 0£ the course ot eftl.ldy 1 s auoh t hat. 1\ e-nn be 

adapted t.o •eet, ~- naeda o~ the, s\Udent.tJ. sou 'flt.tq be work• 

1ng o.n ott1oe maon1nes whlle others arc do1n8 !U1ng or other 

WUts or wo-~ 7· 

ID@. 9iHD1 Qt.. l\Ystf !B lii@WII MM·ol:l&lrfl !!.t t.ht>. 8\§W 

2' 2"tl!ee . ffat.ll.ted e1tl:Mtr d1reo\].y or 1nd1rectly rrom ~

w rk or more f.chan one h~d t,tuiohera 1-n aebool.$ ot dittarent. 

size 1n that. stcat.e. 
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A _eoatplet.e d1aouss1on of t,he pl.en f'ollowea 1n deve·lop1ng 

t..be eourae of attucy ~ be tow.ncl 1.n aa art,1cle by J. A •. · Holley, 

•stat.e Progaa ot lr,ricul.a Ae'f1a1cn• 1.n the $1.xth Yceal"boolt• 

~ ftp.gineap ClK£11S\E, ot tb& Ba.t1Dnal. Ool!Q8ro.1al. 'leac~ra · 

Fe4erat.1on .. 

AolOJ"CU.ng ·t,o ti.be Qtlaho11a course ot et.udy •The ottloe 

p~~ic• course ·supplies t.he need tor dset1n1 to tral.nlng 1-t>. 

i,:,ut1ne woa and ott1oe .Daohlne operat.1on. • It ls planned .to 

h.•l..p. pUpila ,i~ .2e<>Yer t..nau.r perao:ial. abUit.J.ee and .11a1-
tatJ.ona; t.o gj.vo \hell .a to\Ul4at1on tor a4Just.lng t.11eae1•e.s 

·1.-0 bU81ne . .-a e tromenl; an4- moet ot all, to tul'D1.sh ,op. 
pnrt.\lm. t1· tor praot.lce 1A tu duties •A1oll arie coaonlJ" · .. 
pertoi,:oetS by yo.wig men and wcaen tlrat ent,e.iaing the eap.1~, 

· .ot b11s1®aa. O'ppo~wut.r l.s pvan tor pupll respou•• W · 
suoh otrice condiUou as are t,Yp1oal ot real. ot-tlo« · . 
poe1t1ona. fh1e oourae o ntera arowid t.h.e oftl.ce. Ottlce 
prac\1ee 1bel.\14e& aa.eigme.nt..a 1n ithl.c.b. \he pUpll 1e ._4 
\o v1s1t. ooauno.rcial nausea 1a hie iocsl1'1 and t.b4re·o~ · 

· t.ain tl.rat.-han.d 1ato:rmat1on about ot f'1ee detail and 
praot.1ce .• 

nexib111t..Y 1e eoee,nt.1al to fJ.D1' course or etud,J in Ofi'ioe 
Pi-act.1ee.. Tb.# meber ot un1 tta s1ch ma.7 be eoneldered · 
deairable depends upon. . the e1z-.. of the school,, tao ••,~ 
ot tJlO ~\,J • and the amount ot equ1pmant ava.Uable. • 

!he alze o~ the aohool and at11ount ot avaUabl..e .equ1PJ!len~ 

will 1arsel7 detena_1ll8 the le,ngth of the oourae. A courae 

bui.l\ 4~und t1l1n~ .an.d aecrota.rlw. dut1ee1. with l!On.e dupl1• 

Q&t.1ag aach1ne won.. -,. be given 1.n the am.all s~l and one 
•••ater would probabl.7 eutt1ce. 
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MoN maehlne apec1al.1u.~1on mos be g1 vea Where t.he. 

eqw.pment l.a ava.Us.ble arui where ~uiployment-. t>pponun1t1e-a 

Just.if; it. 'lhis .machine epecidization in oonJUACt1.on w1'11. 

general ot-.tloe praot.1-ee a,q requite a t.wo-1uu•st.er ool.lrae.,_ 

I\ 1s o.eelrable t.ha\ UW t.eaomr .have so.- p.ract.1.cal . 

-e~per1enee 1n ottioe wont pri.or to t,each1ng this oou.ra• and 

that th• t&aoher have ilt 1e.aa\ tour eemo.et,cu~ .noun or ooll.ege, 

credit. 1.n ottloe prac-Lice. ott1ce Pract.1ce ahoUl.d be ottered 

ln tJic .ieventih rm4 t,weJ.tth gradea, p.reterablY 1n the tnl.ttJl 

gra'd.e, . t.o pupll s 11110 have ooatpleted. one ye. ar or t.yp.1.ng. 9 

ObJeot1ves ot the Ollaho1m course ot atud,J 1n ottiae 

pract«1ee al'&l 

1 • . T:o gain ltnowledge. of the vocat1onaJ. opportunit..iea 
tn ott1ee wor.k.. 

2. To gs1A a k.no11lenge o~ the re tre.qwu1t..17 per-tomed 
4Utlea which a beglaner 1n an ott1c• WJ:3' be eal.l..e4 . 
upon t.o per.toim. en4 t.o Nal.1• t.hai advanoe•ent ta 
oonti1nge.nt on etr101ency 1n t.h1-e c1aaa ct elmp,ler 
QU:\184. 

~ •. fo rencu,. l>,J prac-t1ce• tlle pi,tvlou.al1 de'f-elope4 &kUl..s 
Nlat,&4 to bWJ1..,.ae. 

4. To beooae ,altlll.ed 1n t..'ie ·ll80 ot aac.lU.m~ and p..rooe4.urea. 
o. to gain a wol"kal:rle knowledge ot f1l.1Jls. · 
6. To learn the •ar1()ua we.,e 1n whiea Yle ~noies- ot 

~s.tio.u and comunleat1on oontr-u.ute t,o et.ti-
c 1ent. operat.J.o.n ot bll$ine a and t.o •"lop the ab111 t.y 
t,o QSU t..heae ..-,_n1eea i .n't.elllgenuy th.mugh praet.1oal 
leamlng •xp•rt.e•••• 

?. T:o develop hab1t..• ot .aeat..ness1 aoeura.oy ,. respo.nalb111\7, 
t.ru)roughne.a.s,- and a•t.eaat-1.c procedU.re tiu'O\lSh adapta
t.lon and pre.et.lee .• 

a. '?o be:oo aware ot one•e own lees ple.a. 1.ns t.l'aite and 
l•ani ho• t.o l.Japrove t,hem. 

9. To develop a uaab~, bustne-ea voc.abllle.1!!/ Urough st.u(ly 
and: appl1cat,.1o~ ot cpamen busine-sa t.enua.,10 

S Lg;a. 01,. 

l~lb+4- J; p. l.JO. 



.A ~17 ot tJle course o·t otfloe praot1ee in Oklahoma• 

t,,he obJect.1ves of t.ne course ln cler1eel pract.1ce 1n t.ouls1~• 

the ob-J.ee\,1'1/ee ot tae ooureo ot seoretarlal pr.not.lee .ln iflasour1 .• 

the obJaot.11'&$ ot tb.e oouse in ott1ee tft1nt.ng 1u South 

n&kota ln'dieat.ee the tollt>w.tng: 

Although th,;) o.ourse Qrullea aro d1tterea1t in. eaoh 'atat:o71 

t,.ne .PUl'PO&es ot ~l\e coureee· aN 11.mUar 1n aU . eases. 

?-le liileaour:t. oou.rae s\Nl'saos t.t. s•cn'<'=~arial ail6].e,-, .. 1n

uludlng •d•anoed die~a\1.on aJl4 1.~cr1pt.1on sl.ong w1tb. office 

t..rs,1.nuig. 

fhe South »akoto co-u.ree 1.s daalgnOd \o et.ress f;en.e.ral 

o~ttoe vol'k. 

The Lou1s;1ana course dtles not. requ1ve Ghor'tband aa a pre

requ.1s1i. Md eiaphaal:.tta t.b8 ge.n-eral o1"t1ce angto .. 

The OklahOJala course st.~ ee:e l10Irt1ne o ttlce work &a-d 

otrice mach1ne operat.lon . and d.O•n not inoJ.ude snoriJland aa a 

pre:requ.ta1t.e. 

ill ot thes:e course . ot e\ud.Y 8,f!~e that tJle un1\a mus\ 

be ads.,pt-e<l to tho need.a ot t,he looal eltu&t,10n. 

&quipmen~ .re.qu1J"01'0nt.a tor t,he ott toe pl'act, 'ce e®ne 1-n 

tou1•1ana,. U1aaour1, and Ok.l.ahome. are shown 1n Table XIII .. 

The South Dakota. course 1no1ude·a a Ull.1.t, on otf1ce 1u.ob.lnes, 

but does not 11.e~ t.he req_ulre nt-s. 1'.he s~aet1on 1 s made 

that a.em.ona~t..1on, ot thf> d1tterent .otflce ~cl11nes .ma., be 
eeeured t.rom d1tterex& compan1e . 



tbkt. t;µeultera .nnd a .iliwogrsph.s are an essential part ot the 

'8qlliJmt.tn1t. tor an ottioe prao~1ce: room. Okl.ah~ and Lou1e1ana 

Lou!.81.ana inelW'.i& 1.n thelr •m1ntmm1 l1at... a liquid process 

or· cU.\to rJaehine. Lou1e-1ana llate, L<..'1 IU.nl.m'Wii e:qu:1.p~t.1. 

typa,write:r-s w1t.h bo~ plea W'ld elito ·t..,p~, and 1n &doi\1.oa, 

s; ·eeJ.:oUla t.ing i!iaolUnt. 

Cheek WJ'1te.re are lis ted as des l.rable equi.pmeni tor t.be . 

0:tt1ce pract.1oe Nom by the oourae a or atu.QY ror rdl t:Are,i 

atp.t.oa-. Addressing Ja6teh1nea Md d1otat1ig. ~hln&a ~ 11s\.Qd 

bJ· t.:wo or th& t.hreo as dea1rable e,qtdpme.nt... Oklahoma. .1& one 

of· \hftse two. 

'fhe Mise.owis. ooune ot et,uay .llat.a the ada1ng machine 

ae c.iaal.1-abl.e, while 11. 1e Hated aa eeaenftJ..al. by t.b.e: t.wo 

oµter etat.e • !~le 41ti'ei,ene-e lDaJ' ~ aue. to the taot. th,,at,. 

W.sao~l. atro,aea the e•c~t.al"J.al, a.ogl.e ot \be ott1ce prae,\100 

~Ql.81aa& and O.klab.om& 11st \WO ld.nds ot oel.c.Ul.at.ora• 

k•Y-dr1ven and erank-dr1vea, a.a dea1rab1e. Lou1•1ana al.so 

l1rst.• .a Ml-ke7boar4. add1cg machine and tho 10-key tJps as 

being dealrabl.e eqUipment tor tJJ.e ott1oe pfllCt1ee cour-ee. Okla

homa 1~ the onJ,.y ')DO o:l the t.hN at.at.ea th.at l.1st.a a bookkeeping 

m~1oe u deatreble equipaem. on~•• 00,uree of st.U41 
\ 



All tour stat.es mgl\le on tbe t.e-ooh1 ,,. or t.he follo-~1~ 

\U'litra: Scope of secretarial Wor: . 11&ohan1cs ot Letter Writtlng_. 

Bu~1neae Correspondence. At.\e1u.1d1~ to ~ l4aU 1 Tel.eps101~, 

Toleg.r;o;.aph, Rete-renc-e Books• Piling. ~ln~s. 

'fhree at.at.es out ot tour &l,Ne on ~ee:oh1~ the t'ollowing 

'Wl1t.e: I)1ctat1on and 'transor-1,pt1on, Meet.lng callers_, ?ran-spol;'

t at;1oA ot Person , Personal qua1,1 t1cat.1ona, O.tt1ee Conduot. · and 

o.raaniz:at1on, nnanc1.a1 I)U.t.itla ot n 5eo:reta~. 

~ stat.es ou\ ot three ago& on :t.O . .Ching the tallowing . 

UJiits: ~a.nsport.a\1011 of GoHs• Row t-o G$1:. and Rold a Job, 

'081'el0pment of P-ereonaJ.tty 'traits. 

OnlY' one etat.e included.· each of the tollOW!ng an1tst · 

Legal Papen and Bua1ness tonas, nev1ew ot· Ensll.sh Usage, 

Word end form Se:lecUon• O p1t.al1z.at1on and P~ct.uat1on. 

In cons1dera.tton -of ~ht: t .&ot that. ee.oh stat:e atrosees a -

d1tterent angle of stud.Y. 1t. 1a believed \hat, thoee units 

which are l1ated by all tour stat.es should be included 1n 

tJ).e course of at-utt, tor Nowata High school . encl those -l1at-e4 

by 3 out. of 4 ebntlld be oonsider&d. 

As shown 1n TBbJ.~, XIX. the toll.tming units s.re 1neluded 

in the co-ursea ot et.ud,y ot all tour .atr,t.ea: Scope of secre-

1.$J'lal -Wom,- Bu.s1ne "s COrt'8epondenoe_, At~eu.\lr1t.1 to· MaU-, 

!elt.lphone. 'lelegraph, Re:f'orenco Books,. ftll1ng;, r-~d: fflaehinee. 

U.n1ts included 1n three ot t.he tour c.ourse& ot study : 

D1otat..1ou and 'l'rana,c.r1pt1on. m-eohanl.os ot Le~t.er writing, 



meet.-1ns Oallers.• Transpor\at1on ot Peraona_,, Financial DUUea 

ot the seol'Vtar.Y• Perao1llill Q.Ualitlc:at.10:ns. Oap1t&l.1z.e;Uon, 

Pu:De"tiua\1on. and ott1ae OOM.uot.. 



!A.Bl.A m:11 

OFrIC& PRAO!IOS . . WUN~ P.iQUlliliEtff.13 
iLEN'?IONED lli .fff ATE OOlJRsES OF STUl'lY 

Ty-pewr1tere. 
P1oa and Elite 
Adding or aa1-
cul.a t, 1ng .ms
.chine · 
Mimeograph 
Ll(lu.14 Proc:e as 

T.ypewr1t.ere 
t. · meo.grapb 

Mimeograph 
and D1t.to., 
Adding 
lllaehlnea, 
Typew•lt.ers 

J . 

M.l keyboard add
ing mach.ln.0 • t.en. 
key add1ng ma.chine• 
Orant.•dr1 ve.n oal.ou
lat.or. 1te1- dr1ftA 
calculator, C)beck 
Wl'ite;r 

Check writer. add-
ing msehlne · 

0.Pt.1o§!lt Oel.at1n 
dup11oaf.or,. vo1ce 
wr1t1ne; machines, 
add.re esograph 

D1c\atlng maoh1nes, 
Ke7-dr1.1'en calouJ.a,. 
tor .. orank- dr1ven 
ealoula\ar, book• 
· eep1ng macb.lne• 
lo:ng-earr1_age \ yPe
wr1~er. A&Sreaalllg 
machine• Check 
writer 

~hi.a taole should be read. ae tol1owe: typewriters are .list.ed 
ae mlniaum equipment 1n \he toulalana . . oz a:tud.y and 
.a tul.1 keyboard addl,ng machine 1s 1.1eto4 as desl.Nble equip
ment. ta tbe Lou.1s1ana oouree ot s\ud,f. 



TABL.& XlX 

UII!a LI·ST.1:1) IN 4 S?Ja& 00.UitiJES OF STUlX IN omcE PRtiC'l'ICI 

; I ii 

X 

X 
X 

X 
X 

X 
X 
X 

X 
X 

X 

X 
X 

X 

IUesouri Oklahoma · .. 
1· 1 

X X 
X X 

X X 
X X 
X X 
X X 
X X 
X X 

X 
X X 
X X 
X X 
X X 

X 
X .f:~· 

X 

X 
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SW,W.iU\Y AND 00 CLUSIONS 

att.•z u Belat-eJ 19'0£M\1fa. Leadltra 1ft the ts. d 0~ buat

....... •dU4a~ 1ndloa\a4. t.hal. ffa&81'0h le -de4 1n 100$1 

COU1mlt1ee to det.enaine t.lle baelo ooat,,ent, ot a oours.e 1a 
H 

otr1ee practice. ~ 

r · \\ / ......... ~ A. stuttr ot \e relat.e4 lit.a.rat~ 1n the ftol.d 1nd1.o&\eiJ' 

t.bat the colU'ae 1A, otf1co prnot.1ce abould l,e offered 1.n t.bei 
-, 

t ,•l,tth. Y:M.r of_ ac}it.)01. 8114 t.lUd, ~UU1Mt1al \ft\iait~ 1.D. £.nsl1all't 

apelltng., epe,aen, penmanahlpti and a.r1\bmet.1o. ahou.1d 0011su- · 

t.ut.e- a part, ot t.na oourse,. !rat m..ng 1n pe rsonal.l. t,Y develop,., 

/ meat, .aa ·"1J. a.a t.ral.nlr,tg ~A \he ueo o-t otttoe mach1ne.s, 

~uld be g,1ve111A the oourae. 

Lfo§l !W•I'. .2! i9!1M!I Qftl.oe 9£.eu;e4\loeJ .904 E9111JP!li\.. 

A loo e.l .a11r90y ot bus lnesa o_tt1co oceUpat.1one Qftd equ1p,q11t 

waa ool1dl10te,d b7 the 1nt.erv1ew t.b.od. Intoma\1on ooncexntag 

60 ozr1oee witJJ. a \O\el. o~ 98 emplo:,eea, was o.b\a1.n$.d 1A 

interviews 111\b. oaploT,4 . • and data obtained weN- tabuJ.e.~4 

and Lnt.el'p~ted. !heae 4at.a NY'Sal a need tor .remed1al 

td9aln1 . .ng la ingl.1sh., •pelll~ •peee:h• ar1 \ bin t:10. and pen

~p. 

The personal.1~ t~\e 'tha.t. ompioyers bel1.eve should 

be ttentop.ed 1n empl.o.1 es are , tn ordB~ ot their .tnquono, 

or ment1on1 1n1t1at1ve • .-,-. o~ reeporie1bU1.ty• ac·curaey. 
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a'i.\lH&10A 1.0 detall.at ft#.'it.• abll11.7 to 8&TO t.lae, ab111\7 to 

tol101r 1oaWUct1one,. e,ati• and orde.rl.1Mae• aea.~••, ab111\y 

IQ :- al.OJI& w1-1Jl otJler&• 6004 1)4lNOJlal ap"annce. and 

botte·a\1• 

t.u ·d\llS..e pe:-l'fo~ 1V tho empl._o;r•• ba~"'lapl1fta~on,c 
:;1• : . 

. fc.r ...... ot \he -1'8 •111ob. abGtlld :a. 1.ncl.U4ed. 1D an ottio•~ 
' -

p~oe o.ouree. 
0/- -.a .aad kandle e,!~•-• WU Ille 41&.J .!.ah WU g1¥ell U 

°bit,,..pe$nwt4 °b7 ~ · l~•~ Dl1WMJt of ~eea; $,lp\y• . . 
· , ·< .. 

••• ot t.b8 98 ott1•·•p1GT••• perto~4 t.i. dll\Y. •AnaNr 
• t.eleplaQ_. •u • 4lit.T ~d.01"8184 lW 8G or the ta eaplfo'Me. 

&D4. ~av o-ttio. ••obi ne• .ad, P.llam••• tu' U ot tJ:le 98 
: -., ' ;-------: 

.~ue. . "Hl&Ddl.-e u.U. • . ••• gt.,,.. •• a 4lll.f pa rt~iee-4 -, 

M o:( . • e.l\lPlOJ'•••• ell4 •tU1M!.. waa. pertol'me4 bJ' as ot ·'116 
- ' -

98 &plO,Ma. 

Ot.ber dut.iee 11-etecl .111 t.M ordn ot nuaber or eaa;,w••• 

peJ'fOJ'SL1ag ... dUt,.J ' _del ---· "etAl-1 * 
' . 

~t.. U!ftlY1a& a HOW~ of bo~S.tgl ~ . la~~ 

~~~~~~~.!!£!!!!:!!~!it!~!!j ' 901'1.. 

11.at. aad. IIIRMI' P"1•~l ~~ ~ and \ranaorlpt.1oa; 
/ ', 
fJ;pn l>JJJJ.NJ e>ltt.. a\e-1!§; tUU.•t..lme t,yptag. 

I• t.be aeo.Uea _~llS \be equtpaeat. 8IU'ft7 ot lb.e 

60 ott1oe• 1il Bowa\&,, , Oklahoma. U. ua renale4 lb.al. 80 people 
,-.·.· 

uae- 87 \ypeffl.\Sn. l'lt\T-oM ot tJw GO .-p1oyel"8 ea1d tba 
~ 
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operation ooul.d not be learned ea:t1etact.or1l.Y on the J-ob• and 

46 or t.ba bl. emplo:, n \Jho had typewrt·t.ers 1n their otri.oea 

said \he begtnalng workers eboald be sltllltul. t,yp1st.s . Flve 

ot the 61 said a woiid.ng ltn0wl,e4ge ot tb ~ypew:r1t.er would be 

autticlent. 

Elg;h\,T- t.wo ot the· 98 •ploy·eee uso addi~ ,mechlnee 1n 

tbe ottloes. Th1rt:s-one oraployere telt, \b.at be$1An!rag WGrkera 

alM>uld have a wrkJ.JIS knowledge ot \be addl..Qg machine eve 

tbo.~ tbere cae eu-r&.l sgnement. that, tJle operatJ.on could 

be l,oarned sat.1etae\or1l.Y -on t.he Job. 

'lhlrt.een ealouJ.atol.'& •re 111 uae 1D 10 of the 60 ott1oa.• 

OO;ll&1dfl'&4. and 19 people operat.ea these cale1dato-ra.. N1ne 

ol the 1.0 employeiiiJ te-lt t.aa.t. the opsraUon ot t.he oel Qul.$.tol" 

eot44 -~t! l ·earAed aaUetact.orUy on tho .Job• wt t1ve expreeee.d 

tho opln1.on t.b.at. a pNV1.out. •011'.lng knowledge would be; bene

tto:1-1 to th.a employee •. 

()al.y 2 employ :ra ot 14 who .required •pl.oyees t.o use ~ 

ebeok prot.eotor te.lt t.il.a\ t.he beginning employee ahow.d ha'Ye: 

a WO-.n.ln& lrttwld@tJ.so at \be uae ot t.he check p1'lt.eot.or. 

'hielfl:t 1ndleatod \hat;. the opariat.1on et t.M cheek prot.e.oto~ · 

e t1·uld ·t. l.oarned aa,f.t1staot.or1l.1 OA the Job. 

· !here are .bine cash l'6giat:ers 1n use 1n th• 60 ottice., · 

and 20 people ope:~tA tJlmnw Employers 1n tJ:w · ~ ott1oos 

whlcll have c.aeh reg1at;,ere said that. ·tJle operat.1.on could be 



l•aJ"!JMd aaUstaotor117 on the Job and th.a\ the begltm1ng 

flOnteJ" needed no pr&v1ou.s ~alning 1n the1.r opern.t1on. 

As ahowa 1n fabl IX, page ea. ot.her Di.cb.1ne-e operat.e-4 

woret photoat..at.,, ob.ange aaoib..1.nea, bank. machl.nee. co :erclal 

postJ.ng machines,. Li.quid p.a,ceas cmplioaUag taaohi.ne '• 

atmeogra,phst stenotype, and a4dl"e-ee.tng maohlnea. There 

Qre not enou.p ot t.heee maohines used to mae 1.t nao.easa.ry 

.to:r 1.n.etl"QCt.1on on twhem to be 1nel.Ude4 1fi an ott1ce praouce 

Tbe Poaoa 01 ta' auney showed a similar al.tu u.on. 1n 

tJiat. t.he tqpewr1ter• aM1n& ach1~• .aJld oalo.Ulatior we.re 

t.h• tJiree ao •t.-uaed machims. 

·!litre were 8 part.-\1.mr:t •playeea la the 60 ot.tlo•• and 

tl .empJ.oyen 1ndioa\.-4 an 1Awreat.. Ln part,.·\.lms ottlc& 

pr.e:cUoe p in the Nowata survey. 

S\~4Y !.t iPA9:¥U( st Bo~ffl Ria s,;,s&. 'lo obbin 

a401 t1oon1 1.nto.rmatloil t.ba1. would be helpful 1n de\elmlJllhg 

the bael.s tor the course 1a ottlce pract.tce. a queat.1(?nfta1fll 

•a• een·t. to gaduaWe ot ·tJie local h1S,b. school who, wit~~ 

turther. t,rs.1n1ag, ten\ to woflt 1A ottl.cea. This quo.sUon,

MU-0 waa c»vo.lop:ed for Uf!ICJ 1n-••ourt~ ·t.ro these g.radua\ea 

certtdn 1nfoJ'Jt}.&t..1on amllar w t.hat. ao~-ln IJJ8 1nt.erv1na 

~!1th emplo:,en. ~~ gr.adUat.ee 1nd1cat.e4 a need tor a4d1-
. :.~: 



al)111'1' to take eJ:1lU0·1-.. 1n1t1.fiUYe• a.m t.e..ci. 

the dut,:1ee pe.rt:u-rmea. by ·the 30 e,aouate·s- l1tlo we:-e -~ 

plo.r8' in o..t'tl.oos, es the sra,duaw:e 1nd1.eatea_ arel ??' st 
_ .. 

t•a *c.t111v.-er the telepho.n&•, 26 o.t ~ 

.. . . . 

•ia$e-t and h.a.ntUo people_.,, ·~.1e mau•,, and do "tiiome t1pt~.-

lG or ~hem •0011Poe«l iottera•.,, and 14 do •9&-l?"al c1er1-CAL. 

work not in'flll·v1ng a '••ledge ot booltkeep.1~'. 

ot..her duUe.s pedomed 1;>J- 2 or more ~4ttates. 1.n o-l't!itr:i 
·_' ... · .·; 

ot:'number p~rtona!.ng each duty., 8%9& hlllln.;; -some aha~~~ :· 
'. 

. .., ~ 

k•p1ng; full-t,1.me t,yptog; O'p$rt.t;W:; di.($:tati~ ~uea.; tuJ.l• ·~ 
' ·-

- $borthand; dit.to- wom; wrnp taaUJ and wri\e mws lt..OJae. , 

_ Th# s$)()nd •'-'~ion or \he que atlonnat re to sra<1iu1t.e.o · 
I 

,. 
uned by- \hr$ on the1r tu._t, Joba; ~hl:.nea used on late:v Joba " 

but r101t o:n the 1ai'\1al Job._ and maeA1..oe.e on whleh the gre.d.U

.at.e tee.l .a he gh.oUl.d have ~oe1·v•d tnd.nlng in h1gb ao&ool • . 

'fwen\y-it)Vl~ o! t.lle ~ gr~\fle used tJle t1'1llliriter on the 

rirat J~b. 
' ; 

1:1.gh~en ot' t.ha gi.'Ja&lates ueed. add1~ ~-a o-.n t1101r 

tlr-st Job ,arid 2 oQers wu,-4 add:lng machtne-.s on lat.er Jobsac 

wddi€ a to\tu, ot 20 .iho haV4i. uaed tile addi.b@'i ~ t ilt) on 4 



Job. One graduate used, a oaicula:t,o,r on h1a tu,et, Job and 4' 

uaed th.1a -~_aellinc on. la\er Joos. making e to~ol. ~ o SNl,du

awa who h.a•e uae.d \be cal.cul.at.or on Job. As shown ln. 

Table Ix. page 59• M other fJU;lgle otti,oo maoh1D.e ha4 bean 

uaed ·b7-more than 4 ot tJiie 30 s;ra«uaws. 

Of the W gradut.aa. D bel.htv~d they sl»till.4 have r,eoe1-,.4 

tra1n111g 1n his}l acao-ol on the addins, Wiohine. Six or tJle 

@ be110'Ye4 t.hey &.hoald llave .rece1ve4 tr&S.a1ng on th8 cal• 

cu1.e.t.or and 41et.at1ng machine; 5 ot. ~c 30 believed th.a\ tb.87 

aho'Ui.4 have rioe1Ye4 u:auung in h1.gb. school on t.lw• compt.oloter. 

:Potir ot the 30 1n410a\ed a •• a :tor \ralalng (>D. the oheck. 
writer. AB shown. .in 'tabl.o x. page 001 eaeh ,or the otllei" ot

rtct mach1nea was ment.1one4 by onl.J" 1 or 2 g:ra&lat,fJa a _ a 

~,ine on which tlMay bel 1effd tdl&J' shotU.d have ftC.@1 vo4 

... 1.ri1ng tn h1sb scbool. 

ggaag;,J.gn .!t §12£!·1a1oy !if., .i!P-lg,y•g !!!G e5t;l.il,ltt!f• 
' 

!ho- $0. emplo-1•r• 1niloat.e4 t.h&.t. as. 7 per cent. ot th.filir em

p~,1-eee •meet. and ba.ndle p.l-O_pltt 1 91 while ?O per, o&A1' ot Ule 

JO gl'tldita:t;lts 1nd1o•1Md. th&\ \heN ,P•n'oimed tJll.s 4tlU. · 

• ~••i- ~ tel.eph.one • -.aa a dU1iy parto,me-d by 87. 7 pe.r 

een\ ~r the eatpl.oye.11s, a&· 5 1.ven by the ea lo1ers 1n t.he 

No-'Uta ~1; but, bJ -90 por .oe.nt ot tJlo W gradua~e s who 

wew wost.ng 1a ottioea. · 

Sl.x other dUL,iea,, •opera~e ot·t1,C@ ach1nlita &nd e.ppl.ianoe•1t, 
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·~-dle mall•, •:r.1uns·•. •.soc.e t.yplng•-, 11 &ene.ral clerleal '°* 
not tnvolvlng. a kno•le(lge ot booklteeptng •, and ,.etter com

po•1t1.on• were plac.ed 1n ibB next 6 J"8J'lllng pl..11.cee by both 

\bo eaployera and gadll&\IJ.a• al thnugh 1.b.e two gr.oupa did not 

11:et t-herA i.n 1dent.1oal ol'der. 

sen11t,y per oea\ or the ~ gad:aa\ee and 41 .. G per oent. 

ot t-lw eaploytt-ra 1n41e,a.1.84 t.h&t. U1eJ 'bel 1aved a &t1t.1onal 

tJ'ain1llg 1n apel.ling aaould have been recaived 1n h1gtl aehooi. 

The same po:r cent of' emplo, ra oxpnaaed t.b.e opUl1on th.a\ u

p1oyoea • re ctet1o1enL 1n Engl.lsh, u.110 3.6.6 per oeat ot the 

.10 gaduat•s tel.t that ad4it..1ou.al t. . slt&ul.d he.vs been 

l'G081 ve4 1n illgl.1 ell. 

over one-.hsU' o,t t..b.e gradttattea, . xPNU:&d a need tor 

ad41\1oaal training ln 1&peeoh• w-hll.e oaty ona-t~ (>.t t.M 

e~loyen ment1one4 a speooll detlciency 1n emp].07eua. 

r1n1 per oent o.t t.b.e g •• e~reaee4 a naod· tor 

'1011l tra1n1ns 1n P4l•••1i>• wAS..le oA1.,f 1.3 pe:r cen1" of the 

eriplo¥•5 aa1d. emp1-o-1eea were de,f1clent 1n th1s sk1ll. 

Bagarrdl.ng trait• 1A whleh emplo.rees were det'1c1eii-i.., u 

••tt.t1o.ned by employera, and traits- in r.h1eb. graduate a b&- ' ·· 

lleM'd t.heT ehoul.d have reoo1ve4 II01"0 tral!Ung in high. 

s*'.ol• •1.n1t1a~1ve• he-a&ld the liet nt.b. employers,. while 

•.-o-e'.11Nle7• ua&t4 Ute llat •1th ampl.oyoea. 

Aa anon 1a Table Xf, page 'Ila, other traits men~ioned 
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fNQt.tentl.J by both ez!lployere and gradUat.ea were: 1 senae or 

res~na1bU1 t,y • • •' t,teAt,1on to 48\aile • • •taet.• ,, • . .a,111 ty 

to atrn ,,-·•. Flt\f-t.b.ree and th1"8e tenths per cent or 
the emploaeea mentionied •no1l1t..Y to t.ake or1t1011111• •· but, 

this \rait we.e not lJ.at.od on t.he que.stlonnaire tor ealplo.7en1 

t10 a QQ.aparl.son Chi.nnot. oo .made. 

'1¥9.1,~. J. Q!w:1~ st stua l!! otne• fmq\1o•. An 
/ 

e.nalJ'sie ot ooursee ot et.1ldJ· 1n ott1oe praot.iee to%- Ollahoma.. , 

LOu1s1aMt Y:1se.ourl, and 80\llh Dak.ot.a wae me.de. !Ale ansl:,e1a 

revealed cert.:aia UD11'-0tmitlas tm4 oe~n d1tEo,encea. The 

\UlllatalllU~• 1tld1:oat.o faat,, t.hll rt a.re •rt.eS.A Wd. t.a that 

about er be 1nolude4 in 8JJ3 goneNl. OOQl":ae . 

- ·-, 
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COHCLUSIONS 

on the baeia or 4a\a obt.l.l1.De4 1n thla 1nvea\1gatlen, t.ho 

tell.ew1~ ooncluaioaa AN drdnt_ 

i . The ott1oe pro.ot.1oe oourao should tl.t. t.ba OOIUIUA1.V 

noea.a. 
2. The course sboQJ.d be open t.o stAldent.& wllo have had 

one year ot ·-u pewr1Ung. 

3. 'the c-ourse aboul4 1nelWie an 1ntenal ve review, tor 

t.hoae who U,&4 1 ~, 1n Kng'l.1sh1, apol.l.1J)g• epe,eoh• 

ai-1tl1llet.,1c, and pel'lMlanship.• atreea1.ng t.heir 1m

port,anoe in \hat order. . 

4 . A un.1.t on <>t't1oa maehlne$ a.bou.14 be planned 1n oon

neo\1on •1\h a general oftloo praot1oe cou~ae. !be 

machi nes to bo iausa~. ot.bar than the \.Yperilter, 

are the adding machine ; a.D4" 1t poealble,. the 

caloulatoJt. 

,O. A writing knowle4ge et t.A•so f.lll.chl.nee would be 

euft1.o1ent,. 

6 . A Wt1t. <>A the tJpowrl.t.e.r and 1 t.a uae: ,akotlld bo pl&nnltd 

~or t.hose who llt)04 1 t.. 

? . Personal.1t.y trait.a which s.boUl.d be emphas1 ze-4 are 

•1n1tl.at..1v • • ffat,n&e ot rospons.1b111 t.¥*• •&oaura07•, 

•ahil.1tJ to sav~ t.lm~" • •a.o1l1~ t.o tak.o cr1~101sm• , 
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•at.\entlon to o.etolls•., 11 a,ya tem and. order11ne :1•-. 

and •t.not•. 

a., Special abll1t1e to be t.aught, 1aolti4eJ t111~ 

\18l.ng t.el.ephone; meeung tae publ10-; compca1ng l ,et,\ers; 

hand.ling mall; and eort.J.ng, lletJ.rg., and nw1bertng 

papo~. 

9.. 'Im ottioe pract.loe course tor No•at-a High school 

sboQl.d llOt,, .a\ \be ·ou\ao"' e.t. leaa;\, be a part.-time 

eooperat.i ve t-ralAtng program. 

10. ·!he aourse ebould be, pl.anned tor gonoral ott1co wo~ 

Pr1mar1lJ' aad adYanoe4 d1ot.at,1on aht.ndd bo ot 
' . 



99 

l!oolts 

.Hayne • :BenJamln R.; HUBlPh.rey ,. Cl.7dit w., Rase~ aspli.ed l2, 
. Buelnff.8 f4!c:w\ .l,Qn_, Oh1oago.t Gre_gg PuS1i:i0rllg~ompany, 193() . 

' Reyne-s •. SenJamn. n_; Gt-allnm, Je$ ie., *f!far<lh .!D Btlslnot• ~ 
-cation., Los . elesi The On1vers1~7 ot aal:11t»rida1 -1~. 

Hopklna. L. Tho as. ~qul• l£1nc1iMa an4 Pract-1qe 1,~ New 
York.; H. Sanborn alld Coapen,,: 1~ • . , 

BuJ.l e-t1ns 

Con · fflal Qojg!e out,~ t'or~ndfgY SjftOOl§·t BU1.1Et'1.1n No. lo , 
· v _erre, . lV.t.J\ o . ae · nt. o:f · 6iic Inat-ruet.ton, 

19~. 

2£ur.~.e ~ _St t.tdf .1n · Bgiga ff H»f~Uop.. B\llle_ tin 42-0-t,. Oklahoma 
· 01'\Yt Dep~ent or 4Uoa · on, June, 1943 •. 

Haynes. BeJ)Jaiun ·fl. • ~lmpl"Ovi..og Sahool Qtt1oe Praot.1c.e -Cot11~es, " a•• ~-Jtlal1• ~oa,, Bul.l:eU':'. VoL. 441 No.+ 1~, 
-~Sime-Ag?'l:cti:Irif ~ aechantcf.kl College., Stillwaier, 
Qkl&homat !BY., l..947. · · 

Pract.1c!). AE1f iuln A!, Mlet.l.n tQ, Jefferson Cityt al.and 
Priiitlng coapatq;,· ~941. . . 

swr,ael;u" tvfiol\'i/it.tlde 1_ n l!!,1n1t11 Eduf~on, B'1l_ le_ t,Ul - · • ,is , -~ _ . , . uge: state Dr;~a::'tmBn . o · Education_ 
194~, . 

P-er1od1cala 

Eol1.n&, Cl.cl • .. hat Sc1¥tole .are Do1ng 1.n Preparing Young People J 
tor Bue _·ne_es,. • rffl=ful!iA+l!!ii §dU.o§\1.qn., IlI• No. 2 
( J>eoember, 194Q '.I- . • 

.&riers, Bubert. c. ,. *!ho 'leaoh1ng ot ott1ae Practice 1n the Small 
H1e;h SChool_• • t,at;1fll b!j!1t• Eduga.t1C?n 9H!,S.erJ,t. • XI~ 
No. 2 , ( J)ec~oo-%', ) , ~ . o. 



100 

carm.oaael,. Vernal H. ·• •Need tor Research 1n F1:el.d ot Ott1ee 
Maohltse s. • . 'fl !i~-QAl. A9•im, ee li:duut~en que.rterlJ:, XIV, 
Mo. 2 (Decem r;r;;W4!=o~. Q~~--~ ... RUssell .. • •S1e;QP0at.8; 1n 01'tlce Praot.1oe, • . ,tgUM§l 
it 1!9lnea1 M!!faUog, xxtI •. No •. lO (June, 1947) • l.~ 

Colelei-. ~ll B. • •-r:bb_ P~sent. Stawa ot Otf'1oe Pr•o,ice 
eo-ura. •t • Ji! .@£. lQMl Bsa-»!!11 §d9Rat.1flll QPA£\!£ll• xxv* 

.· No. 2 l -l»OGbir• Iffl)~ . . r_( 
Cra111ey, Xerrai\ A.• ":fract..lcal Tru.n1ng, :for Of'!1M Joha, ." 

plc\aebi:»le ~~Slfde!<?n ft!!!:- (lfal"Cb.. 1 920),. 14•16. 

Re;rnes , BenJ&al1A :a; Patker1. o. fl., trtnter,rate4 Sao~\ar~ I 
Ott1-oe Praetlcec1 • Wet! &!•'• XXV ( Februar,y • 1944) , '1 · 248., . . . . . ', 

Loac>• p~ . · •• •trenda ,1.n Of.flee Pract..tce , 1 tr ,toµmal ti 
§Ui1ll6fll ftuoauon. x, (lilaJ •· 1936) 13- • Xf~ ··. r •. 
ffMl t 94. . 

Pamer. G. R. • "The Onyu'liiation ot Ottl.ce J>ract.ioe Courses: _l 
Oo~nt,." Jat.loi1f41 J\lf1nt: Ii Eduoat.1on . 9!Ffee.J"J;,Y, XIV., 
1o. 21 ( Deoiiioer. 1945T. 

Pa.nu. W1U1e a, Dial J he4 .•. ' . • A 001U'80 in BWi.:1.11'1. ... 
!lach~s. • ,IQl\95!! §M~\. XXVII, Ho • .z. (aivember. 1946), ao. . . 

Dobert.a, ~ ~& J -.e Heed ior Ot"fl.ce ~aqtJoe,• ~ hW,oB@l J· !P'' llH!i\"9 WiWMF.Z• xtT ~ No. 2,, \ »eoiiibir_. itJS) • 

Publl.oattone 

•Eneadtng. tlla Bua.· 1.Jleu O\u."rioiuta 1n World • ~ II•• f~M!n\h 
~ 21 .MM!. ~·HJ.tj 1;2atJea ~g11fe\ 01r . iii. M-tt. le "!o&~ :2:!4:~ NewYG Me-. !on,;; 

(lreham• Virgil C. -. . In PEUl&atinahip. nnd Sp,&111.ag• tt mantii 'Xea.r- / / 
~ .2£ 1.he D£t.1onal. tf Mjll t!&a}:ar1 :bESL.~-~tg,. 
~1ng Gl"een_ tent.no . · 41. 



101 



102 



·- ( "' 

' 

.. -OFFICE l ~UlP, iENT SURVEY 
.. 

Office equipment used in offices l Number of 1 Numb., r who use Can the operation I What degree of ability should 

I ma.chines j m. chines be learned satisfactorily be possessed hy the beginning 
I on the .iob? worker before he e.oes on the _iobT 
! Yes No None Workine.lk:nowledee Skillful 

:Burroughs Adding Ma.chi11e s •••••••••••••••.••• .... 
Burroughs Commercial Posting Machine ............ l 
Burroughs Bank Ml'.chine .......................... I 

Elliott-Fisher Bookkeeping Machi ne .............. 
Undenvood Bookkee:u ing Machine ................... j I 

Remington Bookkeeping-Billing Machine ........... ! 

Moon-Hop1':ins Booking-Billing Machine •••..•.•••••• ! 
Burrourhs Calcula tors ................... .... .... ' I I Comptomc t er s • .•• •• •..••••.••.•••...••........•••• l 
ilionro e Ca lculators ••••.•••.....•...••.....••••••• i ! 
Ma.rch11nt C:llcula.tor s ••••..•.•••••••••.•••••.••.•• 

IDa l Gon Adding ,~achines ~·························· ' 
1Sundstrand Adai n[ Machine s .••••••••••••••••.•••• l 

j Mi meogr aDhs •.•.•••.•.••••••• A •••••••••••••••••••• l 
rliul t i gr aphs I i 

National Cash P..e t -ist ers ........................... ! i 

R,:[f1inJ; t on Ca sh P..egist e rs •••••••....•••••••..••••• I ; I 

Typewriters ............... ...................... I I 

Other Cash Registers •.........•.•...••..•••...••• 
Dictaphones •••..••••••••••••..••..••••••••••••••• 
Edi phones ....................................... I 
Check lirot ~c tor·s ••••.............•....•....••..•. r 

Addr2ssinG I:l;;.chine s I ............................. 
Other Equipment ••••..•.•.•....•••...•.•.•.•..••••• ' 

• 

I 
How Many part tir e employees do you havE.? 
Would you b e int e r est ed in development of an office occupations Pro,,.r am 

•. C, of part-time office practice? Yes No 
Could you use at regular part-time wages, s ervic es of one or mo;e students who r-.r e tB.king this t ype of work? Yes No 

I, 
I 

~' l 
\I' 

I 11 

I I 
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?roW.ILTA BUSINESS SURVEY OF OFF ICE OCCUPA ·IONS & ~ UIPMENT 

Kind of Office -------------------
1{.-µ."I}.be r of_ Errnloye e_s : _____ Men _____ lV_o_nie_~--------.::.• 1 • 

:(}ccupa t ional Di st ri bu·., ion of Em:-i l oye es: ·- -fj ___ ::>_hl_mb_e_r_i?'i ________ ....,.:\.._...,__.._,._E_a_.uc....;._a,.,,t_i_o.,.n.:..· _P_r;...e_f_e_r ... r_e..;.d ____________ ,li.,1; ___ P_r_e_v....:.. • ....;;:E~.x:1 

1 :, Ken ; Women: High School !I Less than. 
1
. ~igh School ::,lus I High Sc hool j R3q_uireclnt; 

li Graduat e :] Hi ~h Schoel .Busine ss College ) Flus some collegQI IR< 
:. " . , Q-raduate i , ; f , 

St enog ;h;;·~~~d--Off i ~-~ -Se~-;;.t;:1:i ;-~--...... . ·:·~~;:---'--ti-----11-------""':.,.;;if ~~;;;:;;., ;;..;;. __ 1-I, ... , --------~, ----------.. ~, _ __, __ ...... T_ 
Offic Cle rks ·od marily b oolfreenE: r s ••.•.•...• li __ .-...;c---:l--------..;.:1,1-!' ------+-rl ____ ------i------------11~ 

Full t ,0 l100Jr..k.ee o~r s ••••••••• : • •••....••••..• I: :! 1! fl I 1;·------+-
:So o:lr.ke e:ts , ... ho are sales clerks or store cash i~rs_--+l_.....--rit-i -------+-1''1-· ---r11 ___ _,;:-1-l---------t---------~~1,...; ____ ....;.._ 
r8ner a Office Cl e r ks(not stenog r a::::,he rs or bookf::~e~e;..;;.n:.Jt..::r:..i$1t..),__ __ f·r· ---------,.'ii''--+- -1~-------- ~--------- j: 
Office oyf. &"1.d. girl s ( :nostly U.1"1.trained) ••••• .i: ' ' .',,'' 1' ;j 
Ty:;iist a~1c of fi e ,? :;:iachi c1e 0°JerR t o r s •..•....•• ;i- ..... ,-!1---"""""'!:+-;-------1_+-_ ·---+----+--, -+1---------+-----------~J:j-=.-=_-_-.-. .=:=_-.!... -
Others ....•.................................. i·--1--•' ---+------.....;+---+-----------------'-----------l~, ----~!...._ 

Total ........ .. ....... . .......... ~ if ! 

i 

!: 

i I 
'! H p !: em.>J. loye~s: · 1•·on \l".Yomen , 
p- 1 I; .;·-rr\ ! 2 j-·-·--j; 

:· Duties 

\ ' 
t' 

:I 

. . '.i : - :: ; p ': 
Filing • ••••••••••••.•••••••••.••.••••••••• · :~. I . i: 1 ,! 
G n e r ' 1 l· lroe"" l0 Il ""' ' : i • I! e. . a _..._~ .:_, :s • • • • • • • • . • . . ...•.•. • •. • •• :t ; i I !; 

·,t," 1 ... k • . ' ;1 I ! ,, •I •'.:'r:::ner a.l . ..-ca. •:,or~ not 1nvol v J. ng a Kno•.vl edga , ; : , ; 1, ;, 
Of book'-ea · .. . ____ .. . ,I : · ; . : !I 

-"'- ~ P l.Ilg - · ·- - - · ·- - - - ,I ... . . ..,.--~·---r!-- -.c.- · _ _;I 

F 1 11 t i .. (1 Q \ ':18.' ," . 1 t • t . . i , I . lj u - .u •• r .L ,1 ..... a110. ranscr1.., i on •...••••.• , 1; 11 
.A s;-n~ll u1:t of. s l1o rthand. and trnnscriDti on. ~; q I! 
MeP-t1ng , Eandlinf people •...•.•......••••. ~; ~ 
An.sr""'GJ ... :L.11 el e1?hone ••••••••••••.••••••••••••• ~l ,, . ii 

P.:an a 1 int · il . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ~l ii; .1 

1 

I ~,,· 
T: ill ~ '1 ·.:r ' ' II 

Co s t J.f t<; ~g· · · · · · · · · · • · · · · • · · · · · • · · · · · · · · · · · · •I: '..i '; jq_ I I 
':- •••••••••••••••••••••••••••••••• ! ' . .J 

So:·t , 11. and number ua1P rs :,1-----~~1-.... - ~. 
- ~.. • .••••••...•• • •• · ~ 1 ( ! , I r. 

Full ti,~- .'- i n t; ••.•.. . ........•.... ... .....• ~[ ·,i l;· l·f· 1 I ,, 
Occas io~1-. ' se of t ,rn i:;,1.c- I/ , 1 

" .:-,, "" • • • • • • • • • • • • • • • • • • • • • ·1 I l .1, ".! 

O;J!'." r a t i:1 fic e :.le.chine s aad 2,P:;, liance s ••.••• l1 !:. !; 'l,1 ff 
Cu t ste:1 1 ! 1, 
One r a t c d ti~; ·~bi,;~~· ··· ··········' ····· i' Ii 
Oth

0
r Dut ~ . . • • ••.•••••.•. • • . ••• ~ I ll 

... v ••••••••••••••••••••••••••••••••••J I • ti 

L- ·--.. . . . .. ·--.. . -C __ .. . • - · . ..... . _ ..... _ - . ... ... - · • ·-- --· - ·-- ---1-.. -L-. L- . L--:1:=-±·- --~ 
1t 
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Page 2 -. 

Age preference for beginning employees: Men Women • r 
.) ' i 

In your experience E1 s an employer, have you found your employees Which, i f anyi , of th e unsatisfactory trai i'S" 
are noti! rabl e to be aatisfactory or un!!latisfactory with respect. to the in beginning emoloyees :/ 

l'ollowin£ traits: 

Honesty ... u ~ 1 I . . . . . . . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . . ................ .. . . . .... 
Sense of respocs1bil1ty •••. . . . . . . . . . . . . . . . . .................. . .. . ... . .. --Accuracy . ' • • . . . . . . . . . . . . . . .. . . . . . . ~ ............................... . . . .. 

l 
Initie.tive .. . . . . . . ...... . . . . . . . . . . . ... ................ ; ; ...... • 1· •• . ... 
Attentirm ·to details . . . . . . . . . . . . . . . . . . ...... • • '! ••••••••••••••• . . . . . . ... . ' 

I Tact . . . . . . . . .. . . . . . . . . . . . . . . . . . . . • 0 I iA ••• . . . . . . •••••••••••• • f • •••••• . . . .... 
! Neat :,1ess. . . . . . . . . . . . . . . . . . . . . . . . . .. ' ........ .................... ~:t .. . .... 

. SysteL1atic and ordl!'!rly ••.... . . . . . . . Mt ••••• • . . . . . . . . . . . . . . . . . . . . . . . .... 
Ability to get ali:,ng with othe rs. . . . . . . . . . . . . . . ......... .. . . . . . . .. . . . ..... 

I Lr.il-L~y to fo llon instructions .. . .. ·---· ' ...................... . . . . . . . . . . . . . 
• ~;:, '_L1.t;y to 5ave · time •.... . . . . . .. . . . . E· ...................... . . . . . . . . . . . . 

I r.;.~ccl J?'· ;~:::; onr l appearance. ,---~ . . . . . .... ~ .. ........... . . . ........ . . . . . . ..... 
I L ri:· 0·~1':\.--:' S ' ................ . . . . . . ,----,-- -1· . . . .......... . ............. • · 1 • Ii •• .. 
J ____ ___ ---- - . I 

' ' -· ... 

-- --·-------,___ 
,, ... 1;. 1·s ·" 11 ° !=:' . .11 .. );J- ~Ct matter, I \, ... v. "' ... v ... -',.i .... .... - -

I 
if any, in whi ch your em,,J.oy ees ai~e defic ient: of these ,,ea:kne s-ses an, 

noticeable in b eginning 
Which , if any, 
pa rticul arly 
em·0l,..ees : 1----- ·- --.- - -

I 
I 
I 
I 
I 
I· 

·, 

::i;n gl i sh •• . ............. . 
f _::ielJ. ing 
.\ ~r :.t th.met i ,~ •. 
·!:)f~!1~:::.:1£}1j ~) ,; • 

~~p ea}~i ~~L. ; 
Ma11r.,-3 r 

. . . . . . . . . 

. . . . . 
Tone (', ..... . . . . . . . . . . 
Enunciation ••••.•.• 

Oric;ani ~a tion.. . ..•••••..• 
Any others • • • • •••••••••. 

.. -~'.· .. ........ . . . . .... . 
' . . . .. . ..... i . ... . 

. ...... . . ~ .. . ..... ... . ·. ·. ·.tJ1 .. · ...... . 
. . . . . . . . . . . . . . 

···H·· . • ·1------l· 
: ~ : I: :· . 

. ................ . 
................ ........... .... ... . . . . ..... 
. ... ··1----1-o 

• • i-- --'~ 

I 
f 

I 
I 

I 




