A STUDY TO DETERIIMGE THL BASIS FOR AN OFFICE PRACTICE COURSE
IN NOWATA, OKLAHCHA

By
LZether Bernice Bricker
Bachelor of Science
Northeastern State College
Tanleqush, Oklshowma
1539

Submitied to the Departuent of Buslness Education
Oklehoma Agriculturel and Mechanlcasl College
In Partlel Pulfillesent of the Requiresents
For the Degree of
Kaster of Sclence
1948



14

APPROVED BY:

rusn, Thesgls Committe

217414



111

TAEBLE OF CONTENTS

Chepter Page

.I. Introduction 1
II, Survey of Related Information 12
I1I, Study of Office Occupstions and Equip- .

ment in Nowate, OCklahome 24
IV, A study of Graduateg of Nowata High School

Who Went to Work in Offices 48
V. Comparigon of Expresslong of Huployers

and Employees 67
VI, An Analysis of gelected State Courses of

Study in Cffice Prectice 77
Vil swmy'y end Concluslons 89 -

Bibl lography o8

Appendices 103



iv

LIST OF TABLLS

Iitie Pege

I. Dutles Ferforasd Ly S8 Employees as Indlcated
by their Employers 30

II. Employee Tralts Thut are Regarded by 60 Eu-
ployers an Satlsfactory and Unsatlsfactory
Trailts Regarded by Employers as Unsat...at‘ao

in Beginning Employees 33
ITI.subject Hetter in Which 60 Employers Indicate
That Thelr Employees are Defilciemt 36

IV, Compsarison of Pasadens, San Jose and Nowata
Studles 39

V. OCffice Equipment Survey of 60 Offices in NHowata 45
VI. A Burvey of Part-Tlime Smployees in 60 Offlices 47

Vii.Distribution Over Yesrs 1944, 1945, 1m and
1947 of 30 Graduates ¥ho Replled to the Guestion-

nagire ol
VIII, Duties Performed by S0 Office imployees 63
IX, Hachineg Opersted by 30 Euwployees 59

X, Office Haschines on ¥Wnich 30 Office Employees
Bellieved They should Have Recelved Training in
High Scheol 60

XI, Subjects 1ln Which 30 Graduates Belleve They
should Have Received sdditionel Tralning in
High School 62

XiI.,Personality Trelts in Which 30 Graduates Belisve
They Should Have Recelved Additional Tralning
in High School 66

XIII, Comparison of the Dutles of ©8 Office kmployees
of Nowata, Oklshoue, with the duties of 30
Selected Oraduates ot Nowata High School 68

XIV,Comparison of Opinions of 60 Hmployers and 30
Employees Regarding Subject Hatter Deficlencies
of Employees. 70



XViI,

LIST OF TABLES
{Continued)

Comparison of Cplnlons of 60 Employers and 30
Employees Concerning Personszlity Traits of
Employees 7ia

Comparieson of the Number of Employees who Operate
Hschines in 60 Offices in Nowats, Oklahomg with

the Number of Graduates who Operate These Same
Kachines 76

Comparison of Office Hachines on Which 60 Em-

ployers Believe Beginning Offlce Employees should
Have at Least a Working Knowledge, and Offlce
Hachines on which 30 Graduates belleve They Should
Have Received Additlonsl Training In High School 76

XVIII.0ffice Practice Machine Requiremente Mentioned

XIX,

1in sState Courses of study 87

Unites Listed in 4 State Courses of Study in
Office Practlce 88



CHAPTER I
INTRODUCTION

Although there are truths tnast never change, shifting cir-
cumstances require new lnvestlgatlion, new intergretation, and
new applieation of fundamental principles,

It is believed that neny pupils enroll in commercisl work
in high school with the bellef that no further tralning will be
necessery; others teke coumerclal work with the ides tht it will
serve as a basis for furtier trainlng; others feel that commercial
training ie & liquld asset that can be used to earn a2 livelihood
latér in life should the need arilege,

‘There 1ls & gap between the knowledge of skill subjects such
as typewrltlng, shorthand, and bookkeeping and business itself;
end this gép must be bridged, Businees often expresses apprecla-
tion for the training in the skills of typewriting, shorthand,
and bookkeeplng which busiuncss educators glve the youth of our
land, On the other hand, buslness in scue instances asserts
that students lack knewledge of the fundamentels of English,
speil’img, arithmsetic, &nd other basic subljects, Also, tmsinea-!_
mﬁtm: asserts that students lack certaln personslity mi?_’&
that are essentlal for efficiency on the Jjob, According to
cortsin duslness peycholozists, only about 15 per cent of buslness
success can be credited to skill, trelning and experience, and
the other 85 per cent must be checked up to personsl quelifications,l

> 1 Frances Hsule, BShe Strives tc Conquer, Funk & Wagnalls Con-
pany, 195?. Pe 81



The term “offlce practice course" does not have the saue
connotation to &ll people, The content of the course varles widely
in different schools, These variztions indicate that a2 need ig
felt for & dlvergence from the older type of course, whlch was
informationsl in content und theoreticsl in nature, to one that
will fit the needs of the particular community,

Perhaps the most variable of &ll chanzes in the past decade
has been the diversity of teachlng wethods szdopted not only by
those who profess different pnllosophies of life and education,
but &lso by tacse who profess ldentical concepts,

The Howata Hizh School offers two years of typewriting, one
year of shorthand, snd one year of bookkeeping, These subjects
may be taken only by students 1in the eleventh &and twelfth grades
of high school, The purpose of adding an ofilce prectice course
to the comuserclal curriculuz ls to glve the students an opportunity
to better prepare themselves for actusl Job situaticns,

In thls study of the beslis for a course in offlice practice
for the Nowata High School, the interests of students and the
requireuents of business were paramount in importance,

An effort has been mide to determlne the basis for & practical

course of study for high school commerelsl students that will
correlate their training in shorthend, typewriting, and book-
keeping with the reguirements of the offlice situsticns into whic
these stucents will go,



Statement of probles, The purpose of thle study 1z to as-
semble and interpret the necessary data for tae plenning of a
gourse in office practice for the Howata High School, The follow-
ing questions &re consldered:

1, How much trainling should be given in each phase of of-
fice work?

By i. Which offlce maschines should puplls be trained to'opemtat
3. W¥hich tesks should be learned “on the Job"?

-4, How much time, relatlvely spesking, should be glven to
each divislon of offlice work?

S, ¥nsat speciel offlce ablilitlies should be taught?

- Ismportence of the problem. A8 publlc schools of today are
strivine, to prepare boys and girls for life 1n & world of busi-
ness, and s a definlte interest on the part of high school students
has been manifested in an offlce practice course, it was belleved
advissble to conslder the probleam. :

'anmn R, Haynes, professor of buslinces education at the
University of Tennesgee, sayel

In uy estimsatlon, the offlce practiice course can be one of @

the moest valuable courses in the entire cousercisl currioulunm,

' It 18 one that, 1in my oplnion, 1s most frequently the umost

[ uscless one, If we are Lo contlnue to prepare initisl eoe

ployees for business, 1t 1s imperative that steps should be
teken lmglataly to muke the office practice course what 1t
should be,+

At & meeting of the Coumerclsl Educatlion Assoclation of New

lpenjemin R, Heynes, "Improving School Offlce Practice Courses,*
Bevies of Bus ation, Oklahous Agrlculturel and Mechanioal
1ege, water, %ahom. (Hay, 1947), p. 9.



York City &nd vielnity 1in 1945, which wss conducted on the panel
dilscusgion plen, & spesker on the panel of the Pltman Coumerclal
Tecchers Associstlon ealdy
definite job, because we canuot predict where he will be,

f A good genersl tralning should be glven and then we can ag~
\ sume that the student will tzke the needed week or two to

\ adapt himself, provided he has the proper founéstion,,...

re¢ echools should put in the Clerlcal Practice Course, It
ba given local adaptation, @
najuin R Haynes snd Clyde W. Humphrey, in thelir book,
Research Applled to Business Educstion, publlshed in 1939, sald

that the office prectice course 1s uBually given to students iﬂ-

/ ¥e cannot cssumlme thet we are golng Lo train a student for a O

memtcu before they enter the business world. Continuous
resawh on the reguirements of buslness is vitel to its pmntical
efrgcuvsmaa. The teacher of office prectice must know prevall-
ing business custous and must base his knowledge on research -.....
elt._fii_ﬂr_ that done by hlumselfl or that done by others, Through
ms@lmh, the office practice teacher will discover how much
t.mihing should be glven in esch phese of office work, which of-
ncu mechines should be taught, which tesks m be learned *on
the Job", and the relatlve amount of time that should be glven
to nach divigion of office work,®

' c Haurlice wlats.ng, of the Currlculum Laborstory &t Columbia
Un.warut.y gays: "Thae need for meklng community surveys so that

'Esxt.endmg the Businesss Curriculum in World War I1°%, %r
t

K of t.he mml muoauon Aggocliatlon of
of aw Q and ic

3 Benjemin R, Heynes and Clyde ¥, Humphrey, Research Applie
to Business Education, Gregg Publishing Company, Chlcago, -y




the course of study can be adspted to the needs of the students
end the entire coasunity 1ls belng rscoglnzad." Wietlng includesd
this statement 1ln & suumsry of trends found in courses of study
in 1940, He also found thst business courseés of study azre seldom
well developed, Often they follow & singsle text and the unit
organizetion is not used; &nd when it ls used, the meterlsls are
seldom complete.a
s Vernal H, Caradchsel in an srticle on the subject of rescarch
needed 1n the field of offlce machines gays "there is & dlre need
for both national &and local surveys, w8
 Benjemin R. Haynes and Jessle Graham say:
enmunita' and ooccupustional surveys are the means used for :
gelninz & better understanding of the business world for which
“young people are tralning -- the kinds of Jjobs which may be
filled by boys and glirle Just out of high school, the stand-
ards demanded by buslness, &nd the traelning prerequisite to
‘the satiefactory filling of each Job. . . . Nothing can take
‘the place of the local swrvey., . . . The locel survey fur-
nishes pertinent data upon wilch to base businese courses
“end slsc adds to the respect of the comumunity for buslness
education,
" Ernest A. Zelllot says:

A festure often overloaked in currlculun-naiing 18 more

; '*"5-' Heurice Wietlng, "Recent Buslness Zducetlon Courses eof
Study,® Sixth Yearbook of the Hationsl Commerclial Teschers Federe-
tlﬂﬂ’p, 24,

® Log, git.
8 yernsl H. Carmichael, "Need for Research In Field of Office

Machines and Clerical Practice," Hationsl Business Educatlo
erly, XIV {Deceuber, 1948), o2. n quart-

7 Benjamin R, Haynes and Jessie Greham, Research in Bug
Edugation, University of California, los Angagas, f%&:"‘pp. % %g.




cooperation with forumer stucdents and graduates and particu-
larly those euployed in buslness whore they have had an
gpportunity to try out on the Jjob the efficlency of their
nigh school training, or otherwise, . . . High schools,
however, willl do well to glve wmwore considersation to em-
gestions and oplnlons of graduates and former puplls,

The oriteria for eveluating course-of-study asterisls in
the curriculum laboratory of Coluabls University consider philos-
ophy, content, sctivitles, and evaluation of puplls' work, 1In
the philosophy sectlon there ls & guestlon which readss "Does
the business educauon'currlculum grow out o7 the needs and in-
terests of children in their enviromment?*® In the sctivitles
section there le & questlion which reads: “Are activitles planned
in part on the baslis of thﬁ type of ovccupstions which will be
avmable to young people when they lesve the schools? 10

Because it wlll asslst the comiaercial department 1n Nowatse
- Higzh School to dilscharge ln the best possible uenner its obligs-
tions to the students and the oommnn_n.y, this study wae belleved
deslirable,

Scope of study. Tne limitatlons of thils study are as follows:

(a) an office oocupsationel and equipment survey of Nowata

(b) a followeup of greduates of Nowate High School for the

7, s

8 Ernest A. Zelllot, *Cooperative Practices 1in Curriculun
M&klﬂag' M L&M of the Natlonal Commercial Teachers

9 C. Haurlce Wieting, "Recent Busliness Educatlion Courses of
Study, " mwumwwwm
gxation, pp. 202-204.

10 wieting, loc. git.



(6) 1literatur¢ in s¢lected periodlesls, books, bulletins,
and resesarch studies in the fleld of busilnessg educttion
(é) an analysle of courses of study in office practice
Bources of data. Data were obtaimed fron the followling
sources:
1, HResults of an occupatlionel snd equlpment survey of lowata,
Oklahoms, MHey, 1947,
2., The course of study in Business =ducstion publl.ﬁhﬂd by
the Department of kEducatlon of the State of Oklchoma
3. Other selocted state couress of study in business edu-
catlon
4, The oplnions of leaders &8 expressed in the litersture
of the fleld
5. Information obtained from the gradustes of the \ng.h
School in the yearse 1944, 1940, 19486, and 1947, who, with no
further training, went to work in offlces
6., Selected literature and research studles in the fleld
of buslnesg educatlion
Erogedure
- It was with the 1ldea of sssewbling concrete suggestions to
serve as & bgsls for the planning of &« course in office orsctice
for the Nowats High Schocol that tihls etudy was uade,
The plan weas:
(1) To meke a survey of the office occupations and office
equipment of FHowsta, Oklahouma



(2) To consider the resultse of surveys in the field of
business education which are related,in part at least,

(3) To present the opinions of curriculum experts &nd
16&&-ﬁ in the fleld of buelness educatlion that pertein to tiis

study.
(4) To maske & follow-up study of the gradustes of Nowata

Hizhk School for the years 1944, 1940, 1946, and 1947 who, with no
further trelning, went to work in offices,

 (6) To make an anslysis of selected state courses of study
in ﬁmmga education a8 they relate to an office prectlice _onnﬁs.

{6) To deteramine the implications of the results of t.he'_iaq
mﬁéfmuom for a course of study in offlce prectlice, mbm-ing
slghiﬂmt. trends and adapted to the community of Howats, Cklahoma,

- Litersture on the subject of research in the field of busi-
nessé educstion was read, particularly that sith reference to the
survey method; recently published articles on the subject of
follow-up studles and occupational surveys were read and studled;
and other theses reporting follow-up studles and comaunity surveys
were examwined, A llst of poesible iteus for tae lnterview gulde,
to he used in the survey of office occupstions and equipment, was
mede, A tentative interview gulde was then constructed and pre-
sented to the chalrman of the thceis comuittee for criticlem &nd
sugzestions, The interview gulde wes changed to conform to the

suggestions and was drafted 1n its fiml torm.u

11l gee Appendlix A.



This interview gulde was desligned to determine (&) how many
and what kinds of office positlons existed in ;onal business flrus,
(b) dutles performed by the employees, (c¢) whether or not busi-
nesges would employ high school graduates with no post-high school
trelning, (d) experience requlrements, (e) age preference for
beginning workers, (f) mechine equipmsent used in the business
offices, (g) the number of employees who use the nmachlnes in
the business offices, (h) whether or not the operetion of &
perticular macalne can be leasrned satisfactorily on the job, (1)
degree of abllity required of the beglnning worker to operste
the mschines, (J) which employers would be lnterested in a pert-
time employment program for students of office prectice, (k) em-
ployers' oplnions with reference to desirable and undeslrzble
personslity traits of employees, and (1) employers' opinions con-
cerning subject matter weskneagsee of employees,

‘Phe investigator conducted all the interviews with employers;
and, in order thst the angwWers might be as mearly consistent as
possible, each smployer was spproached in the sawe manner, A
complete list of the buslness firus in the community was ocompiled,
Representetlves of sixty of the slxty-seven fimms on the list
were interviewed, It was found that three of the sixty-seven
firme on the list dié not employ office help and tast four of the
sixty-seven offices hed only one euployee each, The sumployers
in the four officee with one employee each were not avallable
for interviews, It is bellsved that the omlssion of data thst
might have been obtalned from these four employers does not
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significantly affect the results of tnis study.

for the purpose of gathering data concerning gradustes of
Nowata High School now employed im offlce Jobs, a questionnsire,
designed to yleld the same ilnformation ss certaln psrts of the
occupational survey, wae coustructéd and preseunted to the chualr-
men of the thesls committee for critliclam and sugsested revision,
The cuestionnalre was chenged to conform to the suggestions and -
was presented for further coriticism to a cosmmittee of graduste
studentes in & seminar in business eduscation, A second revision
was mede in acoordance with the suggestlions recelved, and the
card wee &galn presented to the seulnar for final criticism,

The revised card was then referred to the chairusn of the thesgls
comsittee for flnel approval,

A questionnaire’®, together with lnstructlons to the addressee,
was typed on & mloro-elite typewriter and mimeographed on double
poetal cards.

A list of the gradustes of Mowata Hlgh School for the yesrs
1944, 1945, 1946, and 1947 who, with no further trelning, went
to work im offlce jobswase cobtained from the school records, The
cards were addressed and coded,

Appropriste tabulatlion eneets were set up on which to record
the data recelved from the lnterview gulde used in interviewing

12 gee Appendix B.



employers and the questlonnsire ceards sent to gradustes, Data
vere then olassified to fit the needs of the study and sppropriate
tables were constructed.

The data gathered in the occupstional survey by interviewing
employers and the responsés frow the graduates who answered the
questlonnaire were coumpared to other surveys and followeup
studles, and these compsarisons were consldered in determining the
basls for a ccurge of study in office practice for Nowats High
School.

Deta obtained through the occupatlonal survey and followe
up were supplemented turough & study of the litersture of the
field. The dats obtalned from the literature wer conegidered in
deteruining the basis for & course ln office practice for Nowata
High 8chool,

Reeults of the study are presented in the following cheapters,



CHAPTER II
SURVAY OF RelLAToD INFOREATION

Apprenticesilp at one tlue wes the only wmeuns by which the
youthful employee could acquire nls knowledge of the principles
ané prectices of hle chosen buslness, Todey, however, buslness
looks to the educatlonsl institutlone of the country for euployees
@ho heve been not only oriented to its practices but thorougshly
trained in the fundsientel exlll operations, Also, in many in-
stences tie prouspectlve employces have had prectice experience
in the integration of offlce skills and knowledges.l

Constant progress ln buslness and'induatry necesgltates &
dyn@alc secondary school progres in the fleld of buaslness edﬁﬁ&-
tloq; The success of this progrow depends wupon the ability of
the skills to keep abreagt with developments, Lo deteruins what
ataﬁdards are necessary, snd to train pupils to meet these
atamrds.g

~ Development of the Gffice Practice Course 5
#¥here there 1s confusion, there is an opportunity for study

ané planning, As ls showm by the relsted literature, consider-
able confusion exlsts in the :inds of business educetlon teachers
and leaders as to wast the cowrse ln office prsctice should

include,

L E%sg.’wg Curglczular Gulde in Business r:gucaaon, Bulletin
lo, 491, ite Departient of sducatlon, Loulslans, 1943, po. 448-449,

2 Hsrold G. Shlelds, "Tae Baslc Busiusss Subjects," Seventh
Yearbook of the Nationsl Business Teachers Assvclation, p. =
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In June, 1347, Rusgell cmler,:’ in an article in the
Journal of Buslness Lducation, says:

The developwent of office practice holds an unususl interest
for buslness educators, . . . Whlle course varlances to the
particulayr needs of & communlty or eschool &are couwonplsacs
apong woet of the business subjects, there seews Lo be
greater varisnce in this course then my of the others,

Erroneously, we nave found little time to direct end develop
right asttltudes toward eaployers, fellow employees, and thelr
Jobs, which will help to quickly adjust them to working in
business,

In hinting that graduates need this trelining &nd that 1t is
our responslbility, wmansgewent hae not told us where this

‘type of tralning 1ls to be carried on, Hore than likely the
place for tals type of traelning 1s in the office presctice
course, =

 Ruth L. Roberte? urites:

“Some schools see the principsal trend in offlce employment
&8 & need for fewer but uore efficlent workers and these
~gehools might interpret the offlce practice course &8 one
‘concerned with lmproving skills, They wlll have higher
~standards in dlectation retes and transcriptlion epeed, stand-
“ards in gramser, English, snd spelling, with perhspe gone
~discussion of coffice procedures, Las i

“Qther schools see the orffice practice course as a course

- devoted alwost entlirely to office organlzatlon and procédure,
one wnich would apply the knowledges and skills which the
student ns2 slready ecquired in situsticns sisuleting of-
fice conditions, ;

 Some schooles specialize 1in tralning on offlce mechines,
Suah & course may be a sklll course, but if it 1s combined withl;:
off.ice procedure in préctical situatlions, 1t ia an mw;_z,ratad'?fipme.

/3 Rusgell Cansler, "Slgnposte 1ln Offlce Practice, ™ Journsl
of Business Eduestion, XXII (June, 1847), pp. 1ll-12,

« 4 muth 1., Roberts, *The Need for Offlce Practice,” The
liationel Business Education Quarterly, (Deceuber, 1949), p. 7.

® 1vig, p. 8.
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Offlce practice courses should develop talnking snd muke
the best of & situatlon, It hae been suld thet buslness is only
1 per cent efflcient. If that be the case, there ls an oppor-
tunity for the schools to do socuething in order to raise the
gtendards ln the office, The secretary sanould ask herself nany

questlons and welgh thew so that larger flelds mey be open to
6

Qbjectives of Lhe Offlce Practice Course
Rusgell N, Ctxnsler,7 has listed eleven objectives for an

her,

office prectice course:

1. The tesching of business hsablts

2, HEastery of new sltuatlion

3. Development of sense of loyslty to one's own business
. Improvement of lndlvidual as & person

Greater intelligeace in use of comuunicsation systeus
A thoroush gcquaintancesihlp of buslness forms
Ability to find one's own errors

A usable knowledge of filing

Use of dupllesatlon equipment

10. Use of various office machines

11, Development of Job intelligence

8

L

!D(D.\IO‘OHF

Charles %, Hamllton,
offlce prectice and offlce machines, writes:

in an article on the teschling of

Such & course should soqualnt prospective office workers
with much of the informstion that ls laportant in the preper
perforasence of the various dutles for which secretaries are
coumonly held responsible, It is also felt that studles in

.& H. Paﬂcoréu:m Organlzetlon of Orflce Practlce Courses;

Content,* Hational incag Education guaprterly, XIV (December,
1945), p. 24. ;

7 Rusgell N. Censler, "The Present Status of Orf.tua Practice

Go%un;es, g&; nal Business Education Quarterly, xIV ( December,
1943), p.

8 ghorles v Hasnllt.on, "Phe Teaching of Offle® Practlce and

Office Hachlnes,® 3ixtih %gﬂg of the Natlonal Commercglal
Teachers Fed 1 Ny, pPe 430,



16

offlce procedures should malntaln and further develop msany

of the skllls slready acqulred in other bucliness courses,

Such a terminsl cowurse purports to organize or consolidste

the previous work 1n szorthand, recordkeeplng, typewriting,

and related subjects, It alsc serves as a finsl polishing
up process deslgned to prepere puplils for luumedlate entrance
into office positions,
Vernsl H, cammh&el? says that there are probably three
major obJectives 1in the coffice machines course, as follouws:
1. To scquaint the puplls with the machlnes which sre found
in modern offlces,
2. To acquaint the puplle with the forus, procedures and

; the prectices thaet &re used in modern offices,

3. . To furnish the pupils with opportunities to ascquire
gkills in the operatlion of office wachlnes,

- Hubert C. Bowersi® in an article on the tesehlng of office
pméuce in the saell high school, 8ays that wilth some teachers
ski.u imllﬁlng,, or & "polishing off* process is first; with
othé’fs,_ & cowblnstion of skill bullding and application of prﬁv’-
lously learned prinelples is paramount, A few office machines
nsy be %aught, and the tescher can plan a wellerounded program,
even t.housh materials are scarce, Alus ln the small achowln.
ghould be vocatlonsl, sné speclslizatlon beyond the prectical
epplication possible 1ln the communlty shoulé be avolded,

: hussall canalerll sayss

m office prsctlce course umust seek to develop desirable
pnmnal qualitles, tralte, and attltudes; develop rurt.m:'

9 Yernsl % ca:tiaiaml. "Need for Hesesroh in Fleld of otma
lechines &nc Clerlcsl Fractlce tionel Busliwss pducetion
m XIv (December, 1945,, Pe

10 nuglmn . :haem “Ths Tesc lgi Office Pmc?&go (%gc Small
1zh School. & sg Educa Quarterly, eil=

11 Maell Cansler sz ete_in Office Prectice,* Journal
of Business Education, XXII (Fine » 1947), pp. 11-12, ,
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ekille in dictation and transcription, glve & workable
soquaintance with some offlce machines end s passable skill
in the use of others; give practice in performin: e wide
variety of secretarlsl dutles, routines, and procedures;

and @ a really constructive job in the development of the
abllity to think on the Job. . . . The motivstion sppesl
should always be kept in mind, One 1lllustrstion 1s a
reception desk at which the student may carry out the attend-
sant Jobs and dutles,

Content of the Office Practice Course
G. H, 1"@:.:(1‘:&{3.1.-]"2 gives an outline for the organizatlion of an

office prectlce course, He polnts out that regardless of whether
the treining i1s a part of the regular shorthand course on one
em, or entirely genersl in nature on the other extreme,

it is probably &agreed th:t content should include:

1, Development of deslrable personel quel 1tles, tralte,
T75 end attitudes, X
8. & continusl development and refinement of dictetion and
- transeription skills,
3, Occupctlonsl ekill 1n the use of thc most coomon and
: widely used offlce machlnes,
-4, A workable acqualntance with other less used nschines,
- &, Prsctice in perforalng as wide & variety of secretarisl
35 duties, routines, and procedures as possgible,
' 8, The development of the abllity to thlnk constructively,
7. The development of one's own growth,
8, A minlmum of 100 hours of actual experience,

The following paragrsph reports the preference of a group
of business men in & suell middle-western industrisl clty s
glven by Ruth L. Roberts,l®

12 g, H, Parkegas *The Organi.iauon of Office Pra?uoa Courses;
Content,* Natlo iness Sducsation Quarterly, XiV (Decesber
1945), p. $ptaenl. - > i

13 puth L, Roberts, "The Need for Office Practice," The
Natlons] Business Educatlon Quarterly, XIV (December, 1945
P. 4.
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Some place should be found in the offlice practice course for
an understanding of & desirable office personality and for
the development of that personality., american businessmen
want typlng and shorthend skllls, Engllsh fundementals, of-
fice machines, but wore than these they want students to know
what to axpaoi in an office, to know about offlce organizs-
tion, businesg etiguette, qualiflcstions necessary for the
Job, and standards 1in the meassuresent of office work ss
opposed to tralning standerds 1n school,

In a speech before the Ratlonal Offlce Manageuent Assocletlon,

gt Pittsburgh in 1946, Clen Bullng‘u told of the plsceument di-

rector of & privete busineag echocl 1ln Detroit sho enumerated the
guslifications gpeclified by thae last 12 employers with whom she
comsunicated, Sowe of the requirescnts other then the skill sub-
Jeots were: English, arithmetlc, flling, card indexling, penmsn-
lhlp, abllity to meet the public, intelllsence, and pleasing
per’bnallty. '

Bollng states:

Great numbers of students who expect to serve in business
enter high school commerclal departments znd private business
schools without being properly grounded in such basle sub-
Jeate a8 English fundsmenteals, aritihmetic and penmenship, A
tremendous amount of remedlsl 1lnstruction is therefore in-
volved, The uajor subjects of gccounting end typewriting
and shorthand, must be emphasized. Personal lmprovement
nust be stressed, Other subjects must not be done on the
Job by the employer,

All of these fzctors must be taken lnto account in plenning
and sduwinistering courseés, HNever was a better understending
ané & more cooperative effort between business teachers and
business men needed than now, Offlce efflciency needs to

be grestly mrsaaeg if office salariee are not to go back
t0 pre-wer levels,l

Clem Bollng, "What Schools are Dolng ln Preperips Yo
fggg?ror ?té\g_iﬁgs,' American Buslnoss Kg%atlon, 'I)II ?%ooamr,
» PP .

15 1bia., 111,
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Charles F, Hohwle}.er,ls who ls Asslstant Secretary of the
Crown Zellarbach Corporstion and teacher of office masnagement
in New York University, couments:
I do not consider that & student 1s belng taught secretarial
prectice 1f 1t consists only of typing, shopthend, business
Znglish, andé other academlc subjecte zlong with the use of a
textbook in office practice, ¥We should glve the student an
opportunity to put linto practice what he hsg been taught, . . .
In one school the girls work as receptlonlste and telephons-
switchboard operators,
Hohwieler discusses, frow the viewsolnt of mansgers, soue
of the more coumon feults amons, beglnners who 2o to work from
comterclal schoole, &nd glves u few suggestions for elimination
of thesge faulis, Some of the more common feults ares lack of
en understanding of businese, leck of &appreclation of the im=
portance of routlne taske, objectives and ambitions too frequently
mlsdirected, lack of sbility to think, lack of thoroughness, and
the frequent bewllderament &nd fright of beginners,
Some dutlee expected of office employees are: to open mail
(yet to know waen not to open 1t), to distribute the mall, to
know somethling of postage retes, to use the adding mschines, to
do some flling, to c&ll Western Unlon or Postal messenszers and
sign for telegraus, to act as receptlionlists, to run errands, to
use duplicating equipment, to use & street directory, and to read

& reillrosd tiseteble and plane schedule,

16 gharles F. Hohwleler, “Problems Concerning the Teaching of
Cffice Trelning ae Related to COfflce Procedures,® % tern
oAO=576,

cisl Teachers Asgocistion, Sixteentn Yearbook, op.
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In thelr book, Hesearech Applled Lo Business ikducstion,
Benjemln R, Heynes and Clyde W. Humphreyl’ say:

Since the high school program of etudies is crowded, it does
not seem falr to ask those who write well to spend such
practice at a sklll that hes elready been mastered. Penmane
ehlp in the high school, then, should have & remedisl ob-
Jective, A standard for penménship thst ilg acceptable in
businesg may be establlished from one of the penmanship
gcsles -- themgelves products of researeh, It 1s more dif-
ficult to tesch remedlal pemsanship than it is to teach &
child to write for the first tiue, because it involves the
‘esteblishing of new hablits for old ones,

The demand of business men for a better knowledgs of English
‘on the part of thelr employees should not be ignored by the
‘schools, Even though Engllsh 1s usually & required subject
‘for prectically every year of the student's school life, it
18 frequently mentioned by business men as one in vhich thelr
- employees are deflcient, . . . Business men reallze the value
‘of lnvestigations in the fleld of business letter writing and
"have eatzblisned "better buslness letters* assoclations,
Teschers uay avail themselves of the msterisls dlstributed
by these sssociations, . . . Spelling le ususlly a part of
~the Buslness 2Zngllsh course, It ls a subject that demands .

- the consideratlion of business teachers, Research in this
“fleld has included studlies of the frequency of the use of
words, with the result that business teachers maey seécure &
'_llst or the most commonly used words. ,

v ‘!he problems which are &pparent in the Seaching of pem
aaip constitute one area of the problems of business educatl.on.
Frenk H, !’reemn,la réséarch authority in handu'tu.ng 8ays:

,_-ﬁa notion that handwrlting has lost most of 1ts utility
‘w&lue because the typewrlter is eo widely used in buslness

48 & mistaken one, It is true, of course, that the typnriter
1s used aluwost universslly for businese corresapondence and
‘that 1t 1s chiefly used for recordkeeping, Let the person

" who thinks this has dlsplaced handwriting go around for &
‘waek without & pen or pencll in hls pocket and remove sll

17 nes and c’lyda ¥, Humphrey
P E E&ncat n,a:pgf ’ wm

I‘n-m H., Freeusn, as quoted by Virgll ¢, Greham in *"Pen-
and Spell . the Hatlona
‘-i'ﬁnfﬂ%". Ew&g& p%g_. L fearbook of Lhe Hatlonal Businegs



the pens and penclls from sny buslness establishment, He
will recognize that far from dlsappearing, handeriting is
an absolute essentlal of wmodern personnel in businees and
profesgional life,

In an article on the status of office practice courses (in
1945), Russell N, Censlert® suid that the content of most courses
includes dupliceting processes, both stencll and hectograph,
fundezentsls of f1ling, end a certailn amount of practice on cal-
culstors, Some courses include advanced skill treining on both
typewriter and wechlines,

Edsard J, Rutan<C has sald:

Everyone engaged 1ln training puplills sgrees that one of the

‘@aoat perplexing problems educstors are faced with is the
vocebulary or language handleap of puplls, Too often
-'g:gua fzill to understand the specific meanings of the terms
baslc to & full comprenenslon of the content of the subjects
they study in school,

In this same article, Rutan glves & metiod of word training
to help in solving the vocebulsry difflcultlies of puplls,

A study of the tesching of offlce practlce in the high school,
nade by Delight Mathews Tasslny, reveals that courses in office
practice have not gliven adequate training in the use of modern

office equipment, The course should include the following:

“4"_:-19-1!:1“011 N, Cengler, "The Present Status of 0ffice Preactice
Gour:m,' Nstionsl Business Eduestion guarterly,(December, 1945),
p. 14,

20 paward J. Rutan, "Word Study in Business Eduoatlon;'
[ ]

Jog% of Business Educatlon (March, 1946), vel, 21, Mo,
PPe -

~21 >
Delignt Mathewa Tassl ?aaoh% Office Practice the
High School, Master's Thesls, University of Texas, . -



business machines, business forms, communlcations, letter ariting,
malling, filing, statlistlesl reports, transportation, finding

end applying for poeltlons, &nd personsl ¢uaslitiees necessary to
desl effectively with people,

Kermlt A, cmwley,% from the reports of personnel directors
in each ares of lndustry where tihelr tralnees mlght go to work,
founé that some of the common wosknesses are: insbility to
epell, to compute figures correctly, and to write leslbly., Cone
cerning these skllls he says:

i‘hﬂy are baslc to all successful employment &nd the sooner
teachers recognize tals fact &nd mske definite provision in

the trelning program to insure proficlency in these areass,
the happler will be both employers and employees, fEs

Plagement of the Course

 Prom the results obtained in a state-wide survey of off10e-
praq:ﬁ;ce instruction in New Jersey, &nd an anslysis of mlat&&_?_‘:
studies in the fleld and @odern educationsl theory as expressed
in _ﬁrbraulonal litereture for teachers, in the year 19356, F, W,
Msoaa' found that altoough office prectice was & relatively .
new subject 1n the business curriculum, 1t wee unifornlly pimep
a8 a gsenlor subject &nd was required of all business smdu&tci ;
by 74 per cent of the New Jersey schools offering u;e subject,

\22 geymit A. Crewley, "Prscticel Tralnlng for Offlce Jobs,”
Dictapacne Educstlion Forum, (lMarch, 1920), pp. 14-16,

23 p, W. Loso, “Trends in Office Practice," %% g_% of
Business Bducation, X (May, 1939); XI (Cctober, 1335), p. =4.



There wae a lack of standardli:zation concerning necessary
prerequisites, except possibly typewritlng, bookkeeping, and
shorthand, Many schools, however, tsught these subjects con-
currently with office practlce,

A study of the teaching of offlce presotice in the high
school, made from exleting surveys by Dellizht Tassin, and sho¥ing
trends in the course, sald, "The genersl agreement is thst the
course should be offered in the senlor year, 024

Eguipment
Russell K, Censler<® sgyse:

$#iany of the machines are too complicated or require too
costly materlels for classroom practice, On the other hand
some are so simple to operate that the learner can use thea
successfully after one very brief demonstration by an ex-
grlemd worker. . . . There may be possibllities of
rrowing equipment whlich 1s used only periodlcslly 1in _
offices within the school and 1ln business offices in the
conmunity. -

Partin and D1al?® say that: equipment depends on the loeal
aomj.ty and g survey ie sometlaes necessgary, Certaln other
mechines beslides the typewriter are found in offlces snd these
ahatﬁ.d be taken into consideratlion when setting up an office
prectlce course, Ordinarily, hand-opersted machines are &ll

24 gp, Qit., pp. 172-180,

@5 puseell N. Cansler, "Signposts in Offlce Practice,"
Journsl of Business Educstion, XXII (Juns, 1947), p. 12,

26 ¢4111e Curtis Partin and Fred W. Disl, "A course in
Business Eachines," Balunce Sheet, XXVII (November, 1945),
p. 85,



right to buy for the school room becsuse the students can eusily
trﬁmror thelr knowledge of these wasenines to the power-driven
. mechine,

&, H, Pax‘kar27 susgests that vart.ical and visible record-
keeplng equipment, Lransoriblng nachinss, malling ecguipnent,
addines and calculating weéchines, and a telephone for comnunicaw
tion should be in office practice rooms, He says some compsnies
will send representatives to give demonstretions of their

machines,

27 8, H. Parker, "The Organizatlon of Offlce Fractice Courses;

Content,* National Business Bducation guarterly, (December, 1945),
p. 20. TR



CHAPTER 111
STUDY OF OFFLICE OCCUPATIONS AND aQUIPRENT IN BID’?MA, OKL AHOHA

Community opportunitles for and requiresents of commercially
trained high school students who take Jjobs lumedistely vpon
mdn&uon have & definlie besring on the interest and! enthusiasm
of enrollees in the comsercial departauent, A thoroughly relisble
study would of necesglty cubrace all the positions in the come
munity which students of the commerelal departuent are likely
to enter., Tals study reports facte gethered from the bus lness-
wen of the cb;amunlty who employed offlce help,

~ Because the averege lay citlizen does nol rradlly understand
mdam awndard; and eorlteria in selecting curriculum content,
nlaapm.tom are not too slgnificent. The employer, however,
is 6-@&2:1& of glving suggestions and lntomatién, based on ex~
parima, which cannot be ngnomd.l

!ha interview gulde used in thls study was complled for
the' purpma of obtaining information about (a) how many ana
whﬁt kinds of offlice positiocus were held by the employees or |
business firus, (b) whether or not businesses would employ
high school graduates with no postgraduate tralning, (o). exX=
perlence requirements, (d) dutles performed by the office
enployees, (e) usge preference for beglnning workers, (1) an-
ployers' opinions with reference to desirable and undesirable

1 1, Thouss Hopkine, Curriculum Principles and Prectices,
P. 273,
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personsl 1ty treits in employses, (g) esployers' opinlons con-
cerning subject mstter wesknesses of employees, (n) machine
equipment used 1ln the business offices, (1) the nusber of
enployees who use the machines in the businese offices, (J)
whether or not the operation of -specitio office machines can be
learned satlsfsctorily on the job, (k) degree of abllity re-
qulréd of the beginning worker to operéte the machines, snd

(1) which employers would be interested ln a pert-time caployment
PTOET 8L,

Some seotlons of the survey hove luplicastions for the guldance
program of the school; others have lapllcations for improving
the teaching of comuerclal subjects., Although the complete inter-
view gulde appears in the appendlx, only the sections which apply
to the needs of thle study will be tebulated snd interpreted in
this chapter,

The sections used are the ones designed to revesl (4&) dutles
perforued by the office employees, () the employers' opinions
with reference to desirable and undesireble personality traits
in employees, (g) the employers' opinlons concerning subject
matter wesknesges of employees, (h) machine equipment used in
the business offices, (i) the number of employees who use the
mschines in the business offlces, (J) whether or not the
operation of specific offlce wmachlnes cén be learned sstisfactorily
on the job, (k) degree of sbllity required of the beglnning
worker, (1) wkloh employers would be lmterested in & parte-tius
employment program,
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Because of the large percentage of employers ‘mtarviewed.
the gurvey cont&ins suffliclient date from which to drsw con-
cluslons concerning an office practice sourse,

Dutles Performed by Office Zuployees ss Lndicated by Their
Employers. The ldea that certaln dutles of the offlice employees
shoulé occupy &n important plsce in the business education pro-
grem 1s substantisated by dats secured in tanls study, It was
fslt; that the dutleg performed by the office employees rather
than the classification of Jobs should be conslidered in this
study.

Receptionists' dutles are lncluded on 66, or S0 pax'- cent,
of the 70 Jobs held by women, Also 21, or 84 per cent, of the
25 men employed meet and handle people, Thus & need for person-
&lity development 1s undoubtedly substentlsted,

Interesting comuents were uade by employers on the use of
the telephone and its effeoct on buslnese., 0©f the 735 women, 68,
or 95 per cent, answer the telephone, while of the 26 men, 17,
or 68 per cent, answer tie telephone, These flgures tend to
Justify thorough tralning in its use,

Sixty-six, or 30 per cent, of the 735 women employces operate
office machines andé appllances; 19, or 70 per cent, of the men
employese operste office méchines and appllences, Thle would
indlcate the necesslty for knowledge anx}__ training on soue
mechines, In & later part of the survey there is & section
shich reveals the number and kinds of mechines in uee in the com-

gunity end indlecates the training which should be glven in the
operation of mechlines,



Of the 75 women euployees, 60, or 89 per cent, handle mall,
and of the 20 men employces, 19, or 70 per cent, have thls
responsibllity, Tralning for both men and women in the hsndling
of mell is eesentisl,

The data in Teble I ehow that of 73 wome, 68, or 93 per
cent, did filing on the Jjob, The data show slso thet of 26
men, 14, or U6 per cent, did filing on the Jjob, These flgures
indlcate thet filing should be taught 1n high school,

only 3 of 73 women do full-time typing; the need for ene
richuent in the seeretarisl field is greater than the meed for
further training in routine typing., Cecaéslonal use of typlng
was listed by 46, or 63 per cent, of 73 women and by i, or
80 per cent, of £5 men, '

Of the 75 women, 36, or 49 per cent, did genersl clerical
work not involving & knowledge of bookkeeplng; and of the 25
men, 15, or 60 per cent, dld general clerical work not involving
a knowledge of bodkkeeping, Thus 1s indleated & need for a
review of arithmetic fundasentals for sowe students, 1f s pretest
shows such weskness o emt.;

Coumposition of letters by 36, or 49,3 per cent, of the 73
women emplojrees, and by 12, or 46 per cent, of the 20 nen em-
ployees polnts to the necessity for stressing letter composition,
English usege, gpellln:, and punct.uat.loq;.m the offlice practice

course,



The nusmber who did genersl bookkeeplng docs not revesl sny
significant figures for tals study.

Of 735 wowen employees, 28, or &8 per cent, did a liuited
amount of ehorthand and transcriptlion, The 38 per cent, slong
with the 20 per cent who {14 full-time shorthand and trangcription,
mgkes & total of OB per cent, or over one-hslf, of the employewus
who use shorthand on thelr Jjobs, It iz assumed that these eum-
ployees require thorough secretarisl tralning, snd thot this
training should be accompanied by intensive drill in dlctation
and transcription,

Of 75 women employees, 18, or 24 per cent, sort, list, and
number pépers; 6 men out of 25, or 24 per cent, perform thie
task, Nesrly one-fourth of both &en =nd women do some of this
kind of work; therefore, soue tralning ah.ould‘bs included on
routine work of this kind,

Fourteen, or 20 per cent, of the 73 women employees, &ld
full-tize shorthand snd transcription, Ho men were listed as
perforning thls task, Therefore, flnishing work, including a
review and application of the skills of shorthand eand type-
writing, should be given to the students who have had shorthand,

only 6 of 75 women, or 7 per cent, do cost figuring, and
5 of 25 wen, or 20 per cent, perforu this Job., Tals implies
that information pertelning to the fizuring of coste could be
presented, but that there 12 no need for intensive trainming in
this Tleld.



Only 1 woman out of 735, and 4 men out of 26 dld billing,
This figure implles that only an understanding of billing 1is
needed, :

Four of 73 women cut stenclle, The need for treining in
stencll cutting must not be enilrely ignored, however, because
all graduates do not work in the home community.

In this survey no dictesting machines were found in the busle-
ness of fices in Nowata,

1 Datas pertalning to the dutles performed by 98 office em~
ployees are summarized 1n Table I, |

Esployers® Qpinions Concerning Personality Traits im Em-
ployees. The employee personsllity traite llsted as satisfactory
or unsatisfactory by the employer agre shown in Tsble II, The
mumber of employers who expressed the opinion that the different
unsatisfacotory traits were notlcesble in beglnning cumployees 1s
shown in the same table,

In order for the informstion obtailned to be as relisble
as posgible, the questions were asked in the same manner to
sll employers. The questions were: *In your experience, &s
an employer, have you found your employees to be gatlsfactory
or unsstlsféetory wlth regpect to the followlng traits?" and
*Which, 1f any, of the unsatlsfactory tralts are notlceable in
beginning employeegl®

“Initistive® 1s the trait in which the greatest numver of



—mab 108
Heet &nd handle poopgle 66 51 8%
Ansver telephone 69 17 &6
Operate office mschlines end

appliances 66 19 &9
Handle nall 85 19 84
Filing &8 14 82
Some typling 46 15 6l

<MMnﬂehmmﬂumﬂnmtnp
volving a knowledge of Dook-
keeplng

Compose letters

Gerersl bookkeeplng

Some shorthand andé tramscription

Sort, list and number papers

mmm shorthand and transcerip-

Flgure coste

Billing

Cut stenclls

Full-tice typlng

Opsrate dletating wachines

[
o

CubHos DELAS
o

cububih AOOES

PERE———————————_— S L M S g - —
*There were 735 women employees &nd 26 uen employees in the
60 offices ilncluded in this study.

This table should be rescd a2 follows: Sixty-slx Women en=-
sloyees &nd 21 men eumployees meet and handle people,



Wu agreed that t.zaéir employeces were unsatisfactory.
Thirty-elght of the 60 employers interviswed designated this
trait 28 one in which employees were unsatlisfactory. Thirty-
four of the 60 employers felt that initlative was lacking in
beginning employees, These findings indleate that school traine
ing planned to develop initliative would be beneflclal,

*Sense of responsibllity® ranked second in the unsatisfactory
1ist with 37 of 60 employers asignifying that employees were un-
gatisfactory in this tralt, Twenty-three of 60 employers ssid
*sense of responsibllity® was notlceably unsatisfectory in be-
glnning employees,

Thirty-three employers, or 50 per cent of the 60 employers,
felt that "sccuracy" of thelr employees was ungatizfactory. Thirty
expressed the oplnion thut lnacouracy wasg noticesble in beginning
employees, High school trainlng stressing the developument of
~ agcuracy should be glven to thoze students who plan to go to work
lmmedlstely wpon graduation,

SAttentlon to detall®™ ranked fourth in the list of traits
in whilch employees are unsatisfactory. Thirty-two of the 60 em-
ployers indicated that thelr employees were deficlent in this
trait, Twenty-eight eumployers indiceted thst beginning eamployees
were unsatisfsctory in this tralt, Thege figures seem to
Justify the incluslon of some training in this trait in the
office tralning course.



"Pact® was designated as unsatlsfeotory in employees by 20
of the 60 employers., Elghteen employers indleated that beglne
ning eaployees lscked tazct. A need for training in tect 1s
spparent,

Elghteen of 60 employers sald that employees had insufficient

"sbllity to eave time®. This tralt placed sixth in the list of
treits in which employees are unsatlsfactory. Thus, training
in this treit would de beneflelal to the student,

*Abllity to follow instructions® was indlcated by 12 of 60
employers as belng unsstlisfactory in employees, EKEleven of the
60 indicated that the trall was unsatlsfactory in beglnning eme
ployees, These data appear to Justify further tralning in this
trait 1n some high schicol course, One logleel place iz in an
office practlce course. : :

*System snd orderliness®, *neatness®, "sbility to get slong
with ot.herh;', "good personal sppearance®, "honeasty?, and Yslow
on foot", rank in the order in which they are mentloned in
Table IX.

The personallty traits dlscussed in the preceding pamhn
may be Anterpreted differemtly by differemt employers. However,
w fisures, which show that deflclences in these tralts are
noticesble in beglnning employees, are an indlcastlon thet zddl-
tional attentlion ghould be glven to developlng satisfactory
tralte in Wigh scehool puplls who are pieparing to enter office
exployment., |



TABLE 11

EMPLOYEE TRAITS THAT AR REGARDED BY 60 EMPLOYERS AS
SATISFACTORY AND UNSATISFACTORY; AND TRAITS REGARDED
BY EMPLOYERS AS UNSATISFACTORY IN BEGINNING EMPLOYEES

Satls- Unsatis- Unsstisfazotory

Traits factory factory in beginning
Initiative 22 38 A
Sense of responsibility o o7 23
Acouragy 27 %) <0
Attention to detalle 28 o2 &8
Tact 40 20 18
Ablility to save time 41 19 18
Ability to follow ine-

structions 48 12 11
Systematic and orderly 35 7 5
Neatness o 8 6
Ability to gzet along

with others &0 o &
Good personsl appearence 68 2 2
Honesty &8 2 3]
Others -- Slow on foot ; 8 1

T S T e, e

This table should be resd as follows: Thirty-elght of the
60 employers felt that employees lacked "lnitlstlive®”,
Thirty-four of the 60 employers indlcated that lack of
initigtive was notlceable in beglaning employees,
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Eaployers! Opinions Concernlny Subject Matter Deficlencies
ef Esmployees.

Table III shows that the subject matter weaknesses in en-
ployees are notlcesble, The data indlicate that & place in the
commercisl curriculum should be made for review and retralning
in certain subject matter courses. One place for such training
in the Nowata High School is 1ln the office practice course,

Employers were asked the questlion, "What is the subjeot
matter, if any, in whlch your employees sre deficlent?*® The
following question wes, “"Which, 1f any, of these weaknesses are
perticularly noticesble in beginning employees?®

Twenty-five of 60 employers sald E&ngl lsh and spelling were
subjects in which employees were deflclent, The saze number
said t.hat. poor English and spelling were particularly notlice-
able in beginning workers, A definite place should be provided
in the office practice course for remedlal work and drill in
Engllish and spelling for those who are in need of such
training,

The interview gulde divided speech intc manner, tone,
and enunciation, Bighteen of the 60 employers indlcated that
the mannexr in which the employeés spoke wae objectionsble; 17
of these 18 1ndlcated the deflclency as particularly noticeable
in beginning workers, Four euployers deslignated a weskness in
tone of voilce, and these four employers designated the weakness



ag particularly noticesble in beginming esployees., Enunciastion
wags indlocated by 4 employers as & weskiess, and the game number
indicated this weskissg 28 particularly roticesble in beginning
employees, Conslderation should be given to proviéinz a place
in an office practice course for scxe tralning in all three
phages of speech, Af such tralning 1ls not otherwise provided,

Arithmetic and penmanshlp were cach designated aeg subject
matter defilcienclieg by 8 of the 60 employers interviewed, and
the geme number indlcated that these subleot matter wesknesges
were particularly notleceable in beginnlng vorkers. A thorough
review of arithnetic fundamentels for thos¢ who need the review
and Ia requirement in pemmanship equivalent to 70 on the Ayres
scale are sugmested requiremontis for an office prsctice course,

Data conceraning anbjm deficlencies of employees,
a8 indlosted by employers, are shown in detall 1n Tsble III.

Comparlgon with Findingg of Other Comuunity Surveyg.

Not 2ll of the students go to work in the loecal co;mnlw;
therefore, s coamparison with other occupstionsl surveys,
representing different-sgized comuunlities, was deemed advisable.
Becsuge communities over the countryy have more slmilar situations
than they have different ones, the curricular activitlies and
course content which are sultable for one locality often are
guitable for many localltlies,

It 12 in the spproach to baslc aspects of subjects, in the
enrichument and spplication, and in the recognition of local



TABLE II1

SUBJECT HATTER IN WHICH 60 ENMPLOYERS IHDICATE
THAT THEIR E6PLOYEKS ARE DEFICI=HT

E’Eieof TeLter 1n which  Nusber of GmploOyers Number OT
employee was dnncient who mnt.loeag who mentlo gg;i-

deflcliencles clences in beginning
WOrERXS
English t1) 20
spelling 25 25
Spesch:
¥anner 18 17
Tone 4 4
Enuncistion 4 A
Arithmetlc 8 8
- Penmanship 8 8
Organization 0 0
Others 0 0

This table should be read as follows: Twenty-Iilve of 60 ewployers
mentlioned that employees were déeflclent in English and spelling,
Teenty-five of 60 employers mentiocned that begloning workers were
deficient in English and spelling.
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sltuatlions, that iwportant differences in curricula ocour,
Emphasisg upon the similaritles among communitlies stabllizes
courses of study and mekes the findlngs of investizators in one
place apclicable in many other places, PFacts gathered from
three other comsunitles -- Pasadens,® Callifornia, with an esti-
nated response to & questiomnaire of 90 per cent of 380 business

men; San Joae,a

Califommla, with an estimated response to &
questionnaire of 52 per cent of 467 business houses] Ponoca Uita.__.‘
Cklzhoma, with a response of 86 per cent of 302 firms -- algnigy
findings thet can be compsred with findings in thale survey o :
strengthen 1te velue, o

_ !.'ha results of the Paaadona. and San Jose studles as given
by Ed4ith Black show the employer's point of view regerding sub-
jeot matter, This section will be dlscussed in connectlon with
e s_iﬁllar section of the locsl survey,

~ Significant findings in the Ponca City survey of office _
machinee substentlate and supplement the findings in the local

survey of offlce macnlnes,

 Slallarity of Employers' Opinions Concerning Sublect Hatter

2 Baitn v, Black The Comserce Qurrie -
Master's Thesls, Stanfo vers ty'?%%g aad wm’
8 Ibid,, p. 13, '
4 si11vertho James Edwin, A

%g §omg City, Master's Thesls, Oklahoma Ap ture: G%ﬂioal
ollege, s Pe 8s




in pasadens, gen Jose, znd Nowate gStudles
In Table IV are tabulated the opinions of euployers s to

high school subjectes which should recelve greater emphasls, as
glven 1ln the Pasadena and San Jose atudiu.a For purpogeées of
comperison, the number of employers lndicating their employees
a8 being deficient 1n certain of these same subjects in the
Howata survey ls included,

English renked first 1ln importance and spelling ranked
second in importance on both Galifornis surveys, 1In the local
survey, English and epelling were indlcated equally as subjects
in which students need additlonal training, :

Business arithmetic ranked third in the two Callfornila
surveys, and 1t ranked 1n 4,5 place wlth penaasnship in the loeal
survey, Speech ranked second in the lockl survey, Eut. spesech
wes not listed in either of the California queetlonnsires.

_ Qffice Equipment Survey of Sixty Offices,

Date glving the kilnds of mscihlnes, number of machines, number
of employees wio use the machines, number of employers who think
the opsration c&én be learnsed satisfactorily on the job, and t.hs
degree of abllity the beglnning worker should have sre tabulated
in Table V,

There ere 87 typewriters and 86 people use these typewriters,

5 As given by EBdith V, Bleck 1ln meking a comparison with har

s i S e it Sl s
Magterts Thesis, Starfo versity, sﬁﬁ -



TABLE IV
COMPARISON OF PASADENA, SAN JOSE, AND HOWATA STUDISS

Employers® Oplnions as to High School Suhjgets
That uld Reesive Greater Emphagis

Subject Rank " Times Rank Times Rankmea

Checked ~ Checked
English 1 180 1 120 . 25
Spelling 2 156 2 116 1.5 26
Bus, Arithumetic 51 154 S 109 4.5 8
Pemnmanship 4 100 5 81 4.5 8
Salesmanshlp S 91 4 a7
Bookkeeping 6 51 7 46
Office Practice 7 39 6 40
Typewriting 8 Sl 8 356
Commerclal Lew 9 28 10 (4
shorthand 10 26 9 29
Phy. Education 11 29 i2 17
Economlces 12 20 11 5
Speech 3
¥anner 18
Tone 4%
Enunclatlon 4
W S T R R R et S R T e VS T R

8 pe given by Edith V. Black in comparison with her San Diego
study Commerce Curriculum and Community Heeds, Master'e
Thesis, T et A



Fifty-one employers s&ld thue operation could not be learned
satisfactorily on the Jjob, and 46 of the Ol employers who had
typewriters ln thelr offices s&id the beglnning workers should
be skillful typists; O of the Ol s&ld a working knowledge of the
typesrliter would be sufflclent,

There are 56 addlng mschines in the 60 offices of Nowata,
and 82 people use these machines, Forty-two employers who hagd
adding rschines in thelr offices thought the operstion could be
learned satlisfactorily on the Job; 2 other employers thought
that soue previous training was necessary, Twelve employers
thought beginning workers needed no ebility in the use of the
edding mschine; thirty-one employers felt that beglnning workers
should have s worklmg knowledge of the adding wachine, and 1
employer thought they should be sklllful in the use of the add-
ing machine,

These flgures indicsate the need for &t least one adding
machine as & part of the equipment for the office practice room,
Since 32 of 44 employere who had addling mschines in thelr offices
felt thet beglnning employees should have a2 worklng knowledge of
the machine, 1t 1s evident that souwe tlme should be spent train-
ing students in its use,

Thirteen caloulators were in use 1n 10 of the 60 offices
consldered, and 19 people operated these calculators, Hine of
the 10 employers felt that the operation of the ctilculstor could



be leserned sstisfactorily on the Job, but five expressed the
opinion that & prevlious workling knowledge would be beneficial
to the employee, FPive employers st&ld that no degree of ability
wag needed by the beglnning worker, &and no employer required
that beginning euployees possess & hlgh degree of sklll in the
operation of the calculator,

sincs, in the opinion of half of the eamployers who had cale
culators in thelr of fices, & worklng knowledge of the machlne
shoﬁld be possesged by beglnning workers, 1t seems advisable
that the coimerclsl departuent own a oalculator and glve some
training in its use,

Fourteen check protectors are used by 18 people in the 14
offices where they are located, Twelve employers felt that
ability to use the check protector was not needed by the bezinning
employee, Two employers, however, felt the beginning employee
should have & working knowledge of the use of that machine, One
notation was made on the interview gulde to the effect that em-
ployees ruined too many checke #hen they dld not know how to
operate & check protector,

There are nlne cash reglsters in use and 20 people operate
thes, Employers in the elght offices whlch have cash registers
s&1d thst the operetion could be learned satisfactorily on the
Job; these elght employers also felt that the beg.umlng worker
needed no previous training in thelr operation, Thls situation
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would not Justify the purchsse of a cash register for an office
pregtice course,

There were three photostat m&chines 1ln three of fices end 7
people operat.ad these¢ machines, The three employers whose of-
fices were equlpped with these mschines felt thet operation
could be lecrned on the Job and that no degree of ability need
be possesged by & beginnling worker,

Beven change machines were operated by 7 people in two of-
rlcéa. and the two employers expressed the oplnion that sufficlent
skill in the use of these machines could be acquired on the Job,

There sre four bank maschines in the offices, and § pecple
operate these méchines, The employers in the two offices where
bank méchineg were used felt that thelr operatlon could be
learned satisfactorily on the job; one felt that nc degree of
ebillity wae needed by the beglinning worker, but he expressged the
opinion that a working knowledge would be of help, To glve the
students a working knowledge of tils mechine would not necessi-
tate the purchese of & bank machine, Demonstrations by come-
panies or locel firme might glve the studente soze knowledge of
the masohine, but the demand wes not sufficient to make the pur-
chase of such & machine as & part of the lsboratory equipment
advisable,

There are 2 commercial postlng machines 1ln the 60 offices,
end & people use these machines, Both employers thought the



operation could be learned satisfactorily on the Job and that
the beginning worker needed no previous treining in this fielé,
There 1s no need for & cosmercisl posting machine in the departe
ment,

There were two llquid process dupllcating mschines and three
people use the two machines in thé two offices where they are
located, Two employers sald that the operatlion could be learned
satisfaotorily on the Jjob, but one employer thought & working
knowledge of the machine should be possesged by the beglnning
worker, |

There were < mimeographs in three offices and three people
opereted them, Three employers sald the operatlon could be
learned on the Jjob, but they thought that scme training in mineo-
gréphing would be profitable to the beglnning worker,

A stenotype machine was 1in use in sach of two offices and
one person in es&ch ornc‘o used the machlne, The two employers
sald the operdation cannot be learned on the Jjob &nd the degree
of ability for its use must be skillful, One employer thought
the stenotype mschine should be taught in the high school, but
the linmited number of places 1ln which these machines are in use
makes the teaching of tale skill in high school impractical,

There is one addressing machine 1in one office snd two people
used this machine, The amployer thought the operation could be
learned on the Job and thut the beglnning worker necedsd no
previous training,



Table IV presente in convenlent tebuler forum the data

gathered in thls survey of office equipment,

Fhe Poncs City® Survey of Office Equipment &s it Relates

o the Nowate Survey of Office Equipment,

One of the purposes of the study ln Ponce (lty, Oklahoma,

was to determine, to some extent, the lumportance of giving
training in the use of office machines, and the kind of office
equipnent in general use locally.

Poneca Clty 12 g city that has one large coapany and the

ordinary smsll business offices, silmilar to many localities,
Silverthorn found:

PThe one large employer lndleoated that all of thelir office
_-anp].oyeas need to know how to operate the typewriter, adi-
. and caloulator, The comsent was uade T
‘not al]. of ihane esployees use all three types in thelr
work but that they should Xnow how s8¢ that they could fill
in for extra work, and so that they would be ,}mmramb}.e
into positions where they would operste taenm, %

~ Prom the informstion gathered on office machines, suna—f

thorn states:

In view of the above evidence it would seem advisable for
any person who expects to work 1n a business cccupeation to
learn to operate & typewriter and adding machine, The
evidence also indleates that moet people who plan to do
office work should ao,quige some knowledge of the operation
of caloulsting machines, :

| 8 James E. Silverthorn, Business ational ortuni
8 The

once Cl Haster! 8is oma Agric
%’o EEI‘ ese, Stillwater, 1541, P 1.

? 14, p. 38,
8 1bia.



TABLE V

Answers of employers nswers of employers

s e ek B e

to

to the question, "Can the question, "What degree of

the operation be '~ ability is required of the be-

learned satisfactorily ginning worker?"

on the job?®

Number of  Number who Worlking
Kind of machine machines use machines Yes No Hone Knowledge  Skillful
Typewriters 87 86 0 51 0 5 L6
Adding Machine 55 82 L2 2 12 n 1
Cash Registers 2 20 68 8 0 0
Burroughs Calculators 1 1 1 1 0 0
Marchant Calculators 1 3 1 1 0 0
Check Protectors 1 18 12 2 i2 2 0
Photostat S 7 3 3 0 0
Change Machines 7 s 2 2 0 0
Burroughs Bank Machine L 5 2 1l 1 0
Burroughs Commercial
Posting Machine 2 3 2 2 0 0

Liquid Process 2 3 2 1 1 0
Mimeographs 3 3 3 0 3 0
Stenotype 2 2 2 0 o) 2
Addressing Machines 1 2 1 1 0 0

T ————— et s i 5t el e s i e, . 2 - - b, A e e ULl e e Rt e Ot i A . S B S s . .

3
This table should be read as follows: Bightypsix employess used 87 typewriters in the 80 offices.

employers said the operation of the iypewriter could not be learned satisfsctorily on the job, Five

employers indicated that a wo kmowledge of the typewriter would be sufficient. Forty-six amployers in-

dicated the employee should be in the nse of tha typewriter,

-

£ 4
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A gurvey of Part-Time Huployees.

The information in this sectlon of the interview gulde
wég collected to determine whether or not a part-time office
training progrsam would be proflitsble in the local situstion,
The data tabulated in Table VI sbow the number of part-time
enployees, the number of employers who would be interested in
psrt-time office practice tralnees, and the number of employers
who could use students in part-tliue work at regular part-tiue
wages,

There were only 8 part-time employees and the number of
employers who would be interested 1ln part-tiae office practice
was O, These § emwployers slgnified that they could use only
one part-time employee each at regular part-time wages, For
that reason, it 1is doubtful that & part-time offlce tralning
program in the school could be Jnst.ltléd at the present time,
The information obtained in thle gection of the survey was a
elgnificant factor ln deteraining the type of office practice
course to be taught in the local high school.,
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TasLe VI

T A e T T T e B T T L T L PN S Mo il -0 o = i P T S S A T VR

A SURVEY OF PART-TIME iMPLOYEES IN 60 OFFICES

& sdfne B% 2x B8 BE s #8 88

Musber of part-
tize employees

Bumber of employers
who wouldé bDe inter-
ested 1in part-time
office practice

Rumber of employers
who reported that they
could use students in
port-time work at
reguler part-tice
wages

e B8 S+ BA &e Be

ap 88 e jav




CHAFTER 1V

A STUDEL OF GHADUATLES OF WUKATA HIGH SCHOOL
WHO WaNT TO WORK 1IN OFFICES

Informatlion obtalned from gradustes of Newata High School
who, without post-high school tirelning, have teken positions
in the business world serves a8 & basls for the modifica-
tion of present procedures and the orgmanization of zn office
preatice course,

Date presented ln thls chapter were complled from the
replics of S0 graduates of Howata High School, Of the 49
gradustes for the years 1944, 194&, 19846 and 1947 who, with-
out any further tralning, went to work in offlce positlions,
30, or 69,7 per cent, answered the questlomnzlre, Teble VII
shows, by years 1in which they graduasted, tihe number and per-
ceéntage of gradustes to whoi questionnaires wmere malled and
the number and percentege of graduastes from whom replles
weére recelived,

The graduates were instructed: “"Check duties you pere
formed on your first office Job.," Replies revesled the
types of work the graduates bad done in their inltizl office
Jobs and have lmportant lmplications with reference to the
kinds of training zradustes should recelive in high school,

*Answering the telephone® is one of the most geneprsl
tesks of the workers, Twemty-slx of 30 employseg performed
this task on the first Job and 1 other employee performed
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the task on & later Job, According to these flgures, the
giving of training in the use of the telephone should be
consldered in the planning of an sdequate course in office
prectice,

- Twenty-five of the J0 employees did "flling* on the
firet Job, It would seem, therefore, that filing should be
taught in the course iz office pi'acuct. _

"Operaste office machines and appllignces” was indicated
by 22 out of 30 as & duty performed on the first office Job,
end 2 indleated that the duty was performed on a lster Job,
Table V shows the kinds of machinee operated by these eme
ployees,

Hineteen of the 30 workerse reported that they "meet and
hendle" people, This Ifszet lg slgnificant in that the tralning
progren should be enriched in the field of personallty de-
velopment,

Twenty of 30 office workers "handled mall® on thelr first
Jobs, and 1 other employee handled masll on a later Jjob, making
a total of ‘21 office workers who handled msil on some Job,
Thus, the need for tralning in this line of work ig established,

*Pull-tisme typing® was checked ag & duty by 4 of the 30
employees on the flrst Job and £ more of the 30 employees
on & later job, "Some typlng" was checked by 21 of 30 eme
ployees, The feot that zo large a percentage of office



workers use the typewriter in thelr firsgt Job indicates that
students in the office practice class should have sccess to
typewriters and should be required to weet reasonsble standards
in the production of typewritten materlals typlcal of those
encountered in initial Jobs,

sixteen of 30 employees “compose letters", which indi-
cates that training should be given in the composition of
leiters.

Fourteen of the 30 employees checked general clerical
work not lnvolving a knowledge of bookkeeplns as a duty which
they performed. Since almost 80 per cent of the employees
checked this duty, 1t would seem advisable to include 2 unit
of érill in arithmetic fundesentels for those who need 1it,

Twelve of the 30 employees dld 'b;lllng' on the first
job., Another employee reported that slthough his first Job
414 not involve billing, & later Job did. Thus, a totsl of
13, or 43 per cent, of the 50 employees have held Jobs which
involved gome billing, Thlis indlcates a need for an under-
standing of the process of billing,

"Some shorthand® in tiae first office Job was checked by
12 of the 30 employees, "“Fulle-time ghorthand® wasg checked by
2 employees as desoribing thelr first Jobs and by 2 other em-
ployees on later Jobs, Thege flgures indleate that opportunity
for intensive drill in shorthand and transeription should be

provided in the offlice practlce course for those who have had
shorthand.



Tagle VII

DISTRIBUTION OVER YEARS 1944, 1945, 1946, and 1947
OF 350 GRADUATES WHO RSPLIED 20 THE QUESTIONHALRE

Number of greduates who Graduates mpf;mg

Year of entered office positions to quesgtionnaire
Graduation without recelving poste- _ -
greduate tralning Humber Fer cent
1944 11 6 15,9
1945 15 9 20,9
19846 10 8 18,6
1947 7 7 16,3
Total 43 30 69,7

This teble should be read a&s follows: Eleven of the 1944
graduates entered office positions without recelving post-
graduate training., Six of the 11 repllied to the question-
naire, The six who replied to the questicnnasire represented
13,9 per cent of the total 43 gradustes to whom questlion-
naires were sent.



7

\

One hundred and ten of the 30 employees *out gtencils®
on the first Job, and 2 others “cut stencils® on a2 later Job,

but not on their first Jjob, Tals flgure represents one-third
of those replylng to the questlonnalre, and indlcates the
need for training in tals partlcular study.

"Genersl bookkeeplng® wee performed by & of 30 employees,

The employees who checked as a duty “eort, list and
nuaber papers® totaled 11 out of 30 employees on the first
Job, &nd 1 other employee performed thig duty on a later
Job. This figure furiber emphaslzeg the need for training
in flling.,

Out of 30 employees who snswered the questlonnalire, 4
employees “operated dlctating mschines® on the flrst Job,
ané 1 other employee on s later Job, This would indicate
the need for tralning on them, if it were pogsible to have
& machine,

Mentioned by two people were: *Ditto work"“, "wrap
mall®, and "write news ltems®", Other duties listed weres
“figure and fill in fuel tax blanks", "deliveries®, ®compare
papers for accurscy®, and "write lngursnce policies®,

Thege duties performed by those actually on the Job glve
gome indicetion of the treining needed.

Table VIII presents in convenlent form data relative to
duties performed by the 30 employees.



TABLE VIII
DUTIES PERPORIED BY 30 OFFICE HNPLOYLES®

T mr who mgr

Nuamber who Perfommed Duty #ho Have
Performed on Later Job Performed

puty Duty on  But Did Not Duty on

the First Perform it on  any Job

Job the Pirst Job -
Angwering télephone 26 1 27
Flling 2o 29

Operate office machines

end spplisnces 22 e 24
Meet and handle people 18 2 21
Handle mail 20 21
Some typlng <1 2L
Compose letters 16 16

General clerical work not
~involving a knowledge
of bookkeeplng 14
Billing 12
Some shorthand
Cut stencils
Boﬂ. 113t and mr
pages 11
Generazl bookkeeping
Full=time typing
Operate dlctatling machines
Full-time shorthand
Ditto work 2
¥rap mail 2
%¥rite news lteuns 2
Pigure and i1l in fuel
tax blanks i
1
1

1 et s
0 G W

» 0
Ol ot v S Y . T

[V

Deliveries

Compare papéers for ao-
cursey

write ingursnce pollcles

-
o A wnw#uamg 2

T T T T S I T T T e T A T L T S T R R T R B BT
*these employees were graduastes from Nowata High School in the
yeare 1944, 1945, 1946, and 1947, who went to work in offices
without eny further trelning.

Thig teble should be read as follows: Twenty-seven of 30 em-
ployees answer the telephone and 26 performed this duty on the
first Job, One employee who did not perform tnis duty on the
first Job did sc on & later Job, 1In all, 27 of the 50 office
employees have performed this duty on solle jJob,
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The second section of the gquestionnalre to gradustes
was deslgned to reveal information as to the kinds of machines
used by employeeg on the first Job; machines used on later
Jobs; and maschines on which the graduste feelg that he should
have received training in high school, The data are recorded
in Tables IX and X

Of the 30 employees, 26 naued the typewriter as a machine
which they operated on the first job. Mo one listed the
typewriter as a meschine on which he should have received
trsining in high school, probably because the echool already
offers typewriting,

Eizhteen of the 50 employees eslgnified that they opera-

ted an adding meschine on the first Job, Two eémployees signi-
fied that they operated an addlng machine on later Jjobs.
This makes a total of 20 employees who have operated adding
maghines on some job, Eight of the employees stated that
they bellsved they should have recelved training in the uge
of the adding machine in hlgh school, and 1 other indicated
that trzining should have been gliven on an electric adding
machine, This indicates a need for lnstruction in the use
of an edding mechine in the offlce prectice course,

Calculeting machlines weré named by 1 of 30 employees



ag being operated on the first Job, Calculating mechines
were named by 4 other employees as belng operated on later
Jobs, B8ix of the 30 employees belleved that training should
be given on celeulating nmachines in high school,

. The dletephone wmag haked by 4 of 30 employces as &
machine which was operated on the first jJob, Six of the 30
ontéloms gteted that they belleved training in ths use of
thege mechines should have been glven in high school; 4 of
the ¢ deslgnated the *Dictaphone®, and 2 of the 6 designated
*dlctating machines”,

. The check writer was operated on the first Jjob by 2 of
the 30 employees and by 2 of the remaining 28 employees on
later jobs, Four of the 30 indlcated a need for training in
its use in high school.

Three of the S0 employees optrated cash reglsters on
the first job snd did not designate the need for previous
training in high school.

Two of the 30 people llsgted teletype as belng operated
on the first Job. No one deslgnated ite operation on a later
Job, and no one suggested that operation of the teletype be
taught in school.

The mimeograph was deslgnsted by 1 of the 30 employees
ag a mechine which was used on the first office job, and 1
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addlﬁonal employee mentloned 1te use on a later Job, Two
bélieved thet training in the operatlon of the mimeograph
should have been recelved in high school,

One out of the 30 employees used the *"Ditto" machine on
hie first Job, and 1 of the remelning 29 used the "Ditto" on
a later job, No one named the *Ditto" ss a mschine on which
he ghould have received training while in high school,

Two of the 30 employees named billlng mechines as machines
that they operated on the firast Jjob, and none indicated a need
for trsining on that machine in high school.

The electrlce stencll machine was operated on the first
Job by 2 of the J0 people and one other person deslgnated
that training should be glven on it in high school,

The IBM (key punch) machine was operated by 1 of 30 _
employees on the first Job and by 1 other employee on a later
Job,

Oone person of the 30 operated & postling machine, and it
was opereted on the first Job,. Need for ite being taught in
high school was not suggested,

The multilith was operated by one person of the 3C on
his first job, snd was not llsted for school training,

A comptometer was listed by 1 of the 30 employees as a
nachine that he uged on alg first Jjob, and none listed the
comptometer es beling used on later Jobs, Five employees
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listed the oomptometer as & machine on which they belleved
that they should have received trzining in high school, This
would indicste that 4 of the § dld not use the machine, but
felt s need for knowledge of 1itaz operation,

one of 30 employees used the IB¥ (interpreter) and the
g&me eaployee used the IBM (alphabetizer) on a later Job,

Ho suggestions were given that the operation of IBH
equipment be taught in high school,

One of the 30 ecmployees designated the sdaressogrsph
and grephotype as belng used on a later Job,

Of the 30 employees, one mentioned the electric type-
sriter ge being uged on a later Job and thle person felt that
use of the electric typewriter ghould be taught in high school,
Comparison mith Findings of Gsllarmen' Study in Poncs City.

Cecll C, C&llarman in his study of the post-high sdhool
ectivities of the gradustes of Pcnce City High School for
the years 1234-1838, inclusive, devoted a chapter in his study
to initial Job, dutlies and salarieg, and the klnd of office

eguipment used on the first Jjob., One hundred fifty-three
graduates were found to be commerclally employed znd 70 ane-
swered the questlonnaire, _

The initigl Job duties as llsted by the 70 employees
were tabulateds

Duties such as addressing envelopes, ansv¥ering the tele-
phone, filing and indexing, and taking inventory were




 1igted the greatest number of times, It should be pointed
‘out that 20 of the 70 graduates or more than one-third
gave ‘keeplng the desks and office tidy' as a regular
initial office duty, Approximately one-~-fifth of the growp
listed such dutles ast taking dletation and transcribing,
and making out busimess pspers as the regulsr duties on
thelir first Jobs.... It wouléd appesar that this list of
initial Job duties could well serve as & basls upon which
to build units of work to be included in the clerical
prectice course of the Ponoca City High School currioculs,®

The Callarman study showed that 70 commereizlly eaph;qg_
graduates of Peonoca Cilty High School ligted 16 different kinds
of office equipment as being used on the first job, Tie
gtandaréd typewriter, adding mschineg, and vertiocal ruus
aqulmm. were reported the greatest number of times,

A similarity exlstes between the Nowata survey and the
Po:ma City survey 1in that the typewriter and adding machines
are used more extensively on the first Job than are any
other machines, Other machines listed as being used on the
first job in the Callarmsaen study are: ditto, mimeograph,
check writer, addressogruph, comptometer, Ediphone, multi-
greph, PBX board snd bookkeeplng machines, All of thege
machlnes appear on the Nowata survey with the exceptlon of
the multigraph, PBX board, and bookkeepinz machine, The

Ediphone does not appear on the lowata survey but the gradue

ates list the Dictephone, another dlotating machine,

The gradustes were ssked the following question: *In

2 Ivid., p. 7.




TABLE IX
HACHINES OPERATED BY 30 &iPLOYLES®

Humber Hunber Operatling ?ozal Tum-

¥achine

Operating lNachines on a
Eachines Later Job, but

ber Opera-
ting Machlines

on Firet Not on First Job on Any Job

Job

Typewriter
Adding Hachines
Calculating machines
Dict
Check writer
gﬁ{h register
ﬁW
Himeograph
Ditto or ligquld process
dupl icator
Billing machine
fgatnr;c stencil mschine
Posting asmchines~ bank
Comptometer
Multilith
IBE interpreter
IEE a1 tizer
Addreseograph
Grephotype
Electric typewriter with
ditto ribbon

L v

Ll ol ol ol VR T o Pmuwawsg

O ol el

M HpEMEMEMEEMODODODD MM&#‘CBB?

*Thege employees were graduates from Fowata High School
the years 1944, 1946, 1946, and 1947, who went to work in
offices without any further tralning,

Tilg teble ghould be read as follows:

ployees operated a typewriter on the firgt job,
not operste the typewrliter on the first Job did not operate 1t

on & later Job,

Twenty~-four of &0 ea-
Thoge who did



TABLE X

OFFICE MACHINES ON WHICH 30 OFFICE EEPLOYEXS BELIEVE
THEY SHOULD HAVE RECEIVED TRAINING IE HIGH SCHOOL

T R T T e e Y T TR0

Humber Who Indlcated that Train-
Hachine ing Should Have Been Received

Adding machine (1 indicated

electric)
Caleulator
Conptoneter
Dictaphone, Dletasting Machine
Check machine

Himeograph

Stencil machines
Electric typewriter
Bookkeeping machine

HHeFODMOOO ©
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Thiz table ghould be read as follows: HNine of 30 employees
indloated thet tralning in the use of the adding machine
should have been received in high schoel,
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which of the following subjects do you belleve that you should
have received additionasl treinling in hlgh schoolt®

The indications by the greduates are shown in Table I
and thelr indications are one of the detemmining factors for
constructing the coamerclal curriculwa,

Tuenty~-one of the J0 employees signifled gpelling, and 17
employces slgnifled speaking as subjects in wmhich they have
felt a need for additional training, Pemmanship ranked third
with 15 of 30 employees mentioning a need for more peénmanghip
training,

English ranked fourth in the ligt with 11 of 28 employees
indloating & need for additional tralning,

The fact that 9 of the 30 employees, over one-fourth of
the totsl number, felt a need for additionsl training in
arithmetic is significant, Thils feet indlcates a need for
adéitionsl remedisl work in arithmetic in high school.

Other subjects mentioned one time each were letter
writing, second-year shorthand, mathematlics, Jjournsllsa,
business law, secretarisl studles, personality development,
office organization, and shorthand,

Gomparigon with Other Studies.

Burris® mede s study of the gradustes of Healdton High
School for the years 1935-41 to detemine & need for ourriculum
revision, Regponseg were recelved from 248 gradustesg out of




TABLE X1

SUBJLCTS IN HHICH 30 GRADUATES BELIEVE
THEY SHOULD HAVE RECEIVED ADDITIONAL TRAINING IN HIGH sCHOOL

Rumber of Students who Belleve

Yieme of Sublect They sShould Have Hecelved Aé-

: Lilonsl Troiming in High Schoel
Spelling 21
Spesking 17
Penmanshlp 15
English 11
Arithumetic 9
Letter Writing 1
Segond~-year shorthand 1
Mathematlics 1
Journallisa 1
Buginess law 1
Secretarial studles 3
Pergonality development 1
Ooffice organization 1
ghorthand 1

R e e S T A B e S T IR T Sl YT DN e T T B R DR e S S A 7 U IS e AR T,

This table should be read ss follows: Tuwenty-one of 30
gradustes belleve they should have recelved additional
treining in spelling in high school,



the 280 graduates in thut periocd, 62,45 per cent of the
gradustes received no post-high school treining, The sddi-
tional courses needed, as suggested by all high school greadu-
stes inocluded in that study, were ranked in the following
orders business English, salesmanship, epelling, advanced
typing, edvanced shorthand, advanced bookkeeping, of fice
ma, vocational guidance, office practice, pe 4
ert, filing, and Journalisa. ‘
There are indicstlons 1n the Burris survey as to the
m for businees Engllsh, speélling, office machines, eﬁ"m
pmtm. pemmanship, and filing, This strengthens the mm
survey in the fsot that some intensive review shculd bc-g_iun
in the office practice course on English, spelling, penman~
ch.tp. £iling, and some treining in office machines, 5
- In a simllar study of selected gradustes of Clasaen m
mal, sittel® endeavored to ascertsin 1f more emphasis '
should be placed on certain subjocts or divisiong of subjects,
all oy some of which are generally considered essential to
buginess Jobs. The questionnsire contalned s request timt
graduates check any 1tem 11sted in which they thought from
their dusiness experience and observation thet high school
mana ehould have more training. |

M and Mecheniesl Gcllcgc, Sti1l=
““1’: lm» Pp. 7




In the order of frequency of mention, the subjects were
rgnked by boys as followst Personslity development, spelling,
speech, vocabulary, genersl businecs training, pemmanship,
and gremosr,® The subjects ranked by girls, in the order of
frequency checked, were as follows: Personallity developament,
spelling, vocabulary, genersl busliness tralning, letter
writing, and use of telephone.® Both boye and girls wers
aware of the need for training 1n personality deyelopment,
The questionnaire to local graduates dld not 1list personality
developament ze an 1t%em, but 1t did list personality traits
in which the gradustes felt a need for sdditionsl training; .
therefore, the studies are similar in that respeect, and
gradustes of both schools are aware of a need for additional
treining in personal tralts.

The last inguiry in the questionnsire was designed to

zet the greduate's point of view as to the personallity traits
in which he feels that he should have recelved additlonal
training in high school, The question asked the graducte wast
“In which of the following trults do you belleve that you
ghould have received additionsl tradining in high school?®

" rcowracy” renked highest among personsl traltes in which

% 1v1d., p. 76.
¢ Ibid., p. 80,



the gradustes belleved that they should have received addi-
tional training in high school, Hineteen of the 30 graduates
who replied to the questionnaire checked this tralt,

Eighteen of the J0 graduateg checked "sense of respon~
gibility” and "ability to save tlme"*, which made thesge rank
gecond in the trsits in which they belleved they should have
recelived additlionsl treining in llgh school,

*Attention to detalls® and "abllity to teke criticisa®
were each mentioned by 16 of the 30 graduates ag tralte in
which additional high school training would have been bens-
flelel,

*Initiative® wap checked by 13 of 30 gradustes,

Ten of 30 graduates signifled "system and orderlinegs*
as & trelt to be cultivated in high school,

Of the 30 greadustes, 9 indlcated "tact® ag a necessary
treit to be taught in hlgh school,

"Abllity to get along with others", "nsatness", "honesty®,
and "good personal sppearance® are designated next in order
by the graduates, Tralning to overcome "timidity" was sug-
gested by one graduate.

This section ip indicative of a neceasity for training in
péersonality traits in the office practlice course, Euphssls
ghould be plesced on “"aocouracy®, “senge of responsibility",
ability to save time®, "attentlion to detalls®, and "gbllity
t0 take criticlism” &g they were mentloned mogt frequently,

Replies to this section of the questionnalre are tabu-
lated in Tsble XII.
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TaBLE XII

PERSOEALITY TRAITS 1IN WHICH 30 GRADUATES BELIEVE
THEY SHOULD HAVE RECEIVED ADDITIOHAL TRAINING IN HIGH SCHOOL

Humber of e6g Who Be-

lieve They ghould Have Received
Treits Additional Training in High
School
Acoursey 19
Sense of responsiblility 18
Ability to save time 18
Attention to detalls 18
Ability to take coriticiem 16
Initlative 13
8ystem and orderliness 11
Taot 10
Ability to get along with others e
Heatuess 7
Honesty 2
Good personal appearance 1
Personslity development - |
ghould be trained to overcome timidity 1

Thls table ghould be read es followe: MNineteen of 30 gradu-
ateg belleve they should have recelved gdditional treaining
in "gocurzcy® in high School.
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CHAPTER V
COMPARISON OF SXPRESSIONS OF EMPLOYERS AND EMPLOYEES

Some interesting, wmue comparisons can be made
of the expresslons of 60 aﬁplo:am regarding 98 employees
in offices of Nowata, Oklshome, and of the expresslons of
30 selected graduates of the lNowsta High School for the
years 1944, 19456, 1946, and 1947, who went to work 1in offices
with no postgraduate tralning,

As shown in Table XIII, 68,7 per cent of the ¢8 employees
‘meet and handle people® 1in the 60 offices of Nowate, and
70 per cent of the 30 gradustes who replled to the guestion-
naire checked the duty "meet end handle people®,

Hinety per cent of the gradustes oh;ékad the Guty "“ansgwer
the telephone", while 87,7 per cent of the employees in the
Nowats survey “angwer the telephone®, according to the cm-
ployers,

"Operate office machines and appllances" was glven as
a duty hy 86,7 per cent of .t.he 98 employees in Nowata and
the duty wes given by 80 per cent of the 30 gradustes who
answered the questlonnalre,

"Handle mall* was given by & larger per cent, or 85,7
per cent, in the Nowata survey than in the graduste survey,
which gave 70 per cent,

*FLling" was glven as a duty of 83,6 per cent of the



employees in the Nowata survey and by 83 per cent of the 30
greduates,

*gome typlng®, "senersl clerical work®, and "letter
composition® are the next in order of importance in both
SUIVeYs.

The strong simllarity of the proportion perforuing some
of the dutieg in the two surveys glves an indlecation as to
the smount of tlme which should be gpent in trelning in
thege particular dutles,

A comparison, as glven in Table XIII, of the expressions
of ‘employers in 60 offices in Nowata and of 30 graduates .
of m_!ﬁout.a High School who are employed showg that 41.6
per cent of the employers designated “English® as beling
ungstisfsctory in émployees and 36.6 per cent of the gradu-
ates designated "Engllsh® as & subject 1n which additional
ﬁéainlng, is needed in high school,

Seventy per cent of the graduates designated a need
for additionsl training in spelling and 41.86 per cent of
the eaployers designated a deficlency in spelling in thelr
employees, The gradustes may not reallze s need for
*Englich® 1f they are not aware of thelr deficiency, but
they may be made to reallze a need for additional training
in gpelling, as it ls called to thelir atiention,

Table XIV presents & comparison of the number and
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TABLE XIII

CONPARISON OF THE DUTILS OF 98 OFFICE EEPLOYEES
oF MSA!AG OELAHGEA, WITH THE DUTILg OF
30 SELECTED s

HOWATA HIGH SCHOOL

Humber add Percentsse of
Employees Performing Dities

Duties 28 Offlice ) 83 X Graduates

T Humber Per :hHumber Per

gent & _ ___Cen;nt

Heet and handle people 87 88,7 21 70,0

Angwer telephone 86 87.7 2% 20.0
Operete office machines and

applisnces 86 86,7 24 80,0

Handle msil 84 88,7 21 70.0

Filing 82 83,6 26 83.0

Sons 61 62.0 2 70.0

Gsmr:ip mrzcal work not in-
volving a knowledge of book-

keeping 81 52,0 14 46,6
Compose letters 48 46,9 18 63.8
General bockkeeping 30 30,6 8 26,6
Some shorthend & transcription 28 28,6 12 40,0
Sort, list and number pepéers 24 24.4 12 40,0
Full-tine shorthand and trang~

eription 14 14,3 4 13,3

*pigure cost 10 10.2 (ot on list)
Billing b 05 135 45,3
Cut stencils 4 «04 12 40,0
Full-time typlag 3 03 6 20,0
Operaste dlctating machlnes 0 0 5 16,6

3!-'}.311:9 cost was not on the questlonnsire sent to grasduates,

This table should be ryead as follows: Elghty-seven, or H8,7
per cent of the 98 office employees in the 60 offices of
Bowata *meet and hendle people®., Twenty-one, or 70 per cent,
of the 30 graduates of Nowata Hligh School who answered the
questionnaire "meet and handle people®,



TABLE XIV

COMPARLSON OF OPINIONS OF 60 BEPLOYLRS AND 30 LHPLOYEES
REGARDING SUBJECT HATTER DEFICIENCIES OF SMPLOYEES

Number and per- Humber and pereentage
centage of ‘em=- of employees wio be-
Subjects ployers who men- lieve they should have
tioned deficlen- 1recelived additional
cles 1n employeeg tralning in subjlects
in high school

English E 41.6 o : Eae. eim_
26 4.6 2 70,0

Spelling

speech -- - 17 56,6
bianner 18 30,0

(Tone 4 .066

(Spuncisztion 4 .066

Arithmetic 8 13 9 30.0
Piimanship 3y 15 50.0

Y T T T T A e I L e R BT W R L R R R R e O D TSR S TR TR

Thig table ghould be read as follows: Twenty-five, or 41,6

er cent of the 60 employers mentioned a deficiency in English
gn- employeea., Eleven, or 36,8 per cent, of the graduates be-
licve they sghould have recelved additional treining in Engligh,



percentage of employers who mentloned subject-matter defielen~
cles in employees and the mmber and percentage of 30 gradustes
who believe they should have received adéitionsl treining in
these game subjects in high echool.

In nsking the comparlsong 2s shown in Table XV, 1t should
be noted that one item, "abllity to take oriticlsm®, was not
ingluded 1n the emmr interview _m, while another item,
"gbility to follow imstructions®, was mot included in the

questionnaire sent to graduates,
 fThe expresslons of 63,3 per cest of 60 employers indi-
em '.'mtuawm- 28 a tralt in which employees are mua-
footory and 43,3 per cent of the graduates mentioned
*initistive” as a trait in which addlitional training is Ma.
This Gifference may be caused by the graduate's not being
aware of hig lack of imitliative,

*gense of responsibllity® is given by 61.6 per cent of
the employers as & tralt in which esployees are unsatisfactory
and by 60 per oent of the gradustes as a tralt in whioch addi-
tionsl training is needsd, Tale sbows a strong simllarity in
the feelings of both employers and gradustes, Sixty=-throe
per vent of the graduates checked "accurecy" and 65 per cent
of the employers checked “acouracy®.

"Ability to take oriticisam®, which was not included on
the employer interview guide, was checked by 63,3 per cent
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TABLE XV

COMPARISON OF OPINIOHS OF 60 EMPLOYERS AND 30 EMPLOYEES
CONCERMING PEASOEALITY TRAITS OF SKPLOYERS

Nunbtsr and percent- Numter and percentage
aze of employers 0 caploydesn #Abc bee-
who mentloned that llieve they ghould have
Trait emzloyses are de- rocelved additiomal
ficient in trait training in trait in
Alen _gohool

Initiative 38 63.3 13 43,3
Senge of respon-

gibllity b /4 61.6 18 60.0
Agouracy 33 85.0 19 63.3
Attenticn to detall 32 63.3 18 53,3
Tact .. Sde 3 10 33.9
Ability to save time 19 Sk, 6 18 60,0
Abllity to follow :

ingtructions 12 20,0
Systom and order-

liness ( ; 11.8 11 56,6
Heatness 6 10,0 ? : 23,3
Abllity to met along .

with others 5 8.0 9 S0.0
Good personal appear- :

ance 2 e 1 Jed
Hone sty 2 S 2 6.6
Ability to tsake

' eriticiesm 16 83.3

This tesble should be read as follows: Thirty-eight, or 63,3
per ecent, of the employers mentloned thst employess were
deflclent in "initiative®; and 13, or 43,3 per cent, of the
30 employess belleve they should have received zdfitlonal
treining in "initiative® in high school.



72

of the graduates and the sawe per cent checked “"attention to
detalle®, The figure shows that students do reslize a weske-
nésg in the ability to take eriticlsm asnd attend to detalls,
Fifty-three and threetenths per cent of the employers
checked "attention to detalls® ss & tralt in shich employees
were deficlent, Thlirty-taree and three tenths per cent of
both employers and graduates checked "tact”, i

An outstanding difference of the twc groups wag the
faet that 80 per cent of the gradustes checgked 'ability o
save time®, while only J1.6 per cent of employees listed it,
This figure indlcates that the employee 1s asware of a meed
for doing & Job 1in less tiume,

In 60 offices of MNowata, Oklahoma, 66 of 98 employees
operate the typewriter, Of the 30 graduates of Howats High
School who went to work in offices, 24 operate the typewpriter,
This shows a similarity of expressions of both grasduates and
locsl offlce euployers, as shown in T@ble XVI.

The adding machine, cash reglster, and caloulator were
the next three in opder of rank ass to the number of employees
who operate the machines in locsl offices. The adding
machine, cslculator, and dletating machine were next in
order of rank as to the number of graduateswho operate the
nachlnes on Jjobs.

Although 60 employers reported that 86 of 98 office
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employees operate typewriters on the Job, and slthough 46 of
60 employers expressed the opinion thst beginning employees
ghould posaess et least a working knowledge of the typewriter,
the data presented in Table XVII show that none of the 30
graduates listed the typewrliter as an ¢ffice machine on which
they belleve they should have rocelved traeining in hizgh
school, From this gituastion, 1%t gppears evident that the
gradustes dld not list the typewrliter because they know that
tralning on this machine has slready been provided for high
school students and becasuse they had opportunity to learn to
type while they were in high school. It is reasonsble to
assume that tas 30 graduates have ghgweyed thig section of
the guestionnaire in termsg of the office machine training
that was not avallable and tiat they believe ghould have been
gvalilable in high school, However, as 24 of the 30 gradustes
operate the typewriter, this fact, together with the expresglon
from employers, ilndlcoates that acceptable typewrltlmg stand-
ards should be required in the office prectice course,

The addlng machine was the second muchine on the 1lst
in both surveys. Thirty-tso of 60 employers felt that truine-
ing in the use of the adding machine should be given in high
school, and § of SO graduates felt that training in the use
of the addlng machine should be given in high school,

The caleulator was third on the 1list of both graduatee
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and employers as a nmachline on which training should be glven
in high school, The same nusber of gradustes listed celoue
lators end dlotating mschines as machines on which high
school training would be henaficlal,

The comparison of both groups shows that s unit on the
uge of the adding machine and calculator should have itg
place in the of fice practice course,
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TaBLE XVI

COMPARISON OF THE NUMBER OF EMPLOYEES WHO CPERATE BACHINES
IN 60 OPFICES IN HOWATA, OKLAHOMA
WITH THE NUMBER OF GRADUATES WHO OPERATE THESE SAUE HACHINES

: Number of employ- Number of g es
ees who operate who operate machines
Hachine machines in 60
offices in Nowatas,

cmm————— I D s —————

Typeuriter 86 o4

Adding machine 82 20

Cash reglster 20 S
Calculating machine 13 £

Check protector 18 (not menticne
Photostat 7 not wentlone:
Change macghine 7 not mentione
Benk machine & i

Posting machine S (not mentioned)
Liquld process I 2
Himeograph 3 2
Stenotype 2 0
Addressging machine 2 1
Plctaphone ¢ 4

Thig table should be read as followst Elghty-gix of the 98
employeeg in offices of Nowata operate the typewriter; 24 of
30 gradustes in offlices operate the typewriter,



TABLE XVII

COMPARISON COF OFFICE MACHINES ON WHICH 60 EMPLOYERS BELIEVE
BEGINNING OFFICE ENPLOYZES SHOULD HAVE AT LEAST A WORKIRG
KHOWLEDGE, AND OFFICE HACHIHES ON WHICH 30 GRADUATES BELIRVE
THEY SHOULD HAVE RECEIVED ADDITIOSAL TRAINING IN HIGH scHooL

who believs be who belie
ning office employ- should have received
eeg should have at training on the

Hachine leagt & working machine in high
knowledge of the school
machine '

Typeuriter 46 0
A¢dling machlne a2 8
Caleulator 43 6
Comptomecter 0 S
Check machine 2 4
ml::at_ina machine g g
limeograph

stencll machine 0 1
Electric typewriter +] 1
Bookkeepling machlne 0 1

Pt s S ]

Thie table ghould be read as feollowas: Thirty-two of 60
employers felt thst at least a working knowledge of the
adding machine 1s beneficlal, and 9 of 30 office employees
who are graduates of Nowate High School felt that treining
on the adding mechine should be glven 1n high school,



CHAPTER VI

AN AHALYSIS OF SuLECTED STATE COURSES OF STUIX
IN OFFICE PRACTICE

From the Oklahoms Course of Study in Buglness Educstion
and the courses of study in Business Bducation for South
Dekota, Mlssouri, and Loulslana, a study of objectives,
mgehines, and courseé content for the office practlce course
has been aade,

A committes, headed by J. D. Delp of the Southwest
¥issourl State Teachers College, began, in 1937, the pre-
lininery work for the Missourli state course of study, which
was completed in 1941,

The different sectlons of the course of study were pre-
pared by produstion committees. Thelr knowledge of business
education practices in 707 firsteclass Hissouri high schools
in 1937-38 determined the gulding objectives for businesgs
eduecation in uuaourl." _ ‘

In this Hissourli course of study for office practice,
an abtempt has been made %o integrate advenced shorthand
and advanced typewriting in a secretarial practlce course,
The u*pr cbjective of such a course ig the prepsration
o:’ adnmod shorthand and advanced typing pupils for

1 prectical Arts Departzent of Education, State
of Nigsourl, Bulletln 3c. et 1%



gecretarisl work, It 1z the alm of euch a course to glw»
the pupil a thorough knowledge of the sotusl work done by a
secretary in & genersl office, =nd in gpecific typesz of

officeg; and to Tamillsrize hla with the treits and qualities

eveyry secretary should poanu.2

The objectiveg are summarlzed below:

1. To offer instruction which will ensble the puplil to
ineresse skille ip dictatlon and transoription,
typewriting, mechanlics of letter writing, kinds of
lett.vra rough draft and tebulstlions,

2. To prov instruction and trailning in gecretarial
tralts snd dutles,

3. To acquaint the pupil with such general knowledge
as quallificstlions and training for & gecretary,
kd:urabﬁabtraus, selecting a Job, how to get and

& Jo

4, To aequnlnt pupils with genersl secretarisl practice
in lsaw and insgurance offices,

In Missourl the prerequisites for enrollment in the
gseeretarinl practloe oourse are one year of ghorthend, one
year of typewriting, and an H aversge in Znglish, It 1s
recomaendsd thet the georetarial practice course be tausht
in the twelfth year, two ccongeculive periods dally, giving
two unlits of credit.

In order that ilhe teacher may choose units applicable
%o his ocﬂmmxw,f’ nore meteériel is glven in the suggested
audline than can be taught in a two-périod course,

* In South Dekota anh ooéupauonal survey made by the Com-

wercial *Curriculum Revision Committes™ revesled that a large

2@-- P
S Ibid., p. 79.



number of comuerclial graduates in the State of South Dekota
were doing general office work, non-stenographic in nature,
The survey &lso showed that no preparstion for thig type of
work wes belng étrered to students, A prectical course in
office training, therefore, sesmg to fill a definlte need,
The office tralnming course in South Dskots 1s designed
for the senlor year and is egpeclally recommended for students
who have not had & course in Elementsry Business Informstion,
It should also be taught as & follow-up course in larger
high schools where shorthand end typewritling are tauzht in
conjunction during the eleventh and twelfth yam.‘
" Objestives of the couUPSS are |
1., To glve studente an understanding of those funda-
mental principles of business which everyone should
2, §§°;1va students an understanding, efficiency, and
marketable skill in the performance of office tesks
:?glgzt::;kzﬁfh are commonly entrusted to genersl

3« To develop such personsl tralts, habits, and chare
soteristics as will make for advancemert and success.®

Ihe Suggegted Curricular Guide in Business Educetion for
the state of Loulgians, 1s a result of a cooperative effort
including the school teschers of the state and speclalisgts in
the field of business education,

The Clerical Practice Course outlined in the Loulglana
course of study l1s vocaticnal and can be Justlfied only on an
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office Jjob tralning basgis. 1t 1is a finlshing course; 1t should
be made & part of the currlculum 1ln a given year only after
adequate provision has been made for the basic offerings -
generel businegs, typewrlting, bookkeeping, and probably short-
hand, $8ince a high per cent of office workerg do not uge
shorthand skills, shorthand is not considered essential as
pre-treining, It is, however, consldered desirable,

The objectives are:

1. To develop those personsl qualities which are essential
to successful living, both in and out of the office.,

2. To give basic tralning in ke opeérstlon and useg of
the more common business machineg,

3. To extend the typewriting and shorthand skills of the
individual student .

4, To maske an ilntensive study of filing rules and pro=
gedures.

5, To provide instruction in the multitudlnous other
dutles of the offlce worker, such zs the handling of
office callers, using reference bgoka, and handling
telephone and telegreph megsages,

The content of the course of study 1s such thst it casn be
adspted to meet the needs of the students, Some may e worke
ing on office machines while others are doing filing or other
units of work.7

The Course of Study in Business Education® for the state
of Oklahoma resulted either directly or indirectly from the
work of more than one hundred teachers in schools of different

gsize in that state,




A complete dlscuselon of the plan followed in developing
the course of study may be found in an article by J, A, Holley,
“State Progrems of Glrriculum Revlision® in the Sixth Yearbook,

The Buginess Currioulim, of the Hatlonal Comsercisl Teachers
Federeation,

According to the Oklshoms sourse of study "The offlce
practice courge gupplles the need for definite tralning in
routine work and office machine operation, " It is planned to

help pupils A2secover thelr personal abilities and limi-
tetions; to glve them a foundation for adjusting themselves
to business envirommemt; end, most of all, to furnish ope
portunity for prectice in the duties which are commonly
performed by young men and women first entering the employ
of businegs, Opportunity is glven for pupil responses to
guch office condlitions as are typlcsl of real office
positions. This courseé centers around the office, Offlce
practice includes asslgnsents in which the pupll is d
to vielt commerelal houses in his locality and there ob-
tain first-hand lnformation about office detall and
practice,

Flexibllity 1is essential to any course of study in Office
Practice, The number of units which may be consldered

desirsble depends upon the size of the school, the mdgi
of the community, and the amount of equipment avallable,

The slze of the school and amount of avseilasble equipment
will largely determlne the length of the course, A course
built sround filing end secretarial dutlies, with some dupli-

cating machine work, may be given in the amsll scheol ané one
semester would probably sufflice.

é%g%% Bullet.in 43*0-4,
ﬁéﬁ%& Civy,
Jm, 1945, Pe
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Hore mschine gpeclalizatlion may be given where the

equipment is avallsble and where employment opportunitlies

Justify it, This mgehine speclslization in conjunction with

genersl offlice practice may require a tuo-semsgter course,

It is desirable that the tescher have soae practical

experience in office work prior to tesching this course and

thaat the teacher have at least four semester hours of college

eredit in office practice, Office Practice should be offered

in the elsventh and twelfth grades, prefersbly in the twelfth

grade, to puplls who have completed one year of typing.

9

ObJjectives of the Oklahoma course of study in office

practice are:

1.
2.

To gain & knowledge of the vocatlonal opportunities
in cffice work,

To gain a knowledgze of the more frequently performed
dutlieg which & beginner in an office may be czlled
upon to perform, and to reslize that advancement 1ig
contingent on efficlency in thie c¢lass of simpler
duties,

To renew, by prectlce, the prevliously developed skills
related to buslness.

To begose akilled in the use of machines and procedures.
To gain & workable knowledge of filing,

To learn the various ways in which the agenciesg of
transportation and communlestion contribute to effi-
clent operstion of busliness and to develop the abllity
to use these services intelligently through practical
learning experiences.

To develop its of neatness, accursacy, responsibility,
thoroughness, and systematic procedure throush sdapta-
tion and practice,

To becowe aware of one'sg own less pleseging traite and
learn how to improve them,

To develop a usable business vocabulary tfsoug,h study
and application of ‘gommon business terms,

Loc. oit.

101b14., p. 130.



A summery of the course of offlce prectlee in Cklahoma,
the obJectives of the ocourse in clerlcal prsctice in Loulsiens,
the oblectlves of the course of seoretarial practige 1ln Hisesouri,
the objectives of the course ln office training in Scuth
Dekots i1ndicates the following: ;

Although the course names are different in each state,
the purposes of the courses are similar in all cases.

The Higsourl course stressés the naentariél angle, in=-
cluding advanced dlctation and transeription slong with office
trainlng,

The South Dakota course 1 designed to stress general
office work,

The Louisiana course doés not require ghorthand as a pre-
requisite and emphasizes the genersl offlce angle,

The Oklahoma course stresees routline office work and
offlce machine operatlon and does not inecludeshorthand as a
preregqulsite.

All of these courses of study agree that the units must
be adapted to the needs of the local situstion,

Equipment requirementa for the office practice course in
Loulglana, Hissourl, znd Cklahoms are shown in Table XIII,

The South Dekota cowrsé lncludes a unit on office nachines,
but does not list the requlrements, The suggestion is made

that demonstrations of the different offlice machines may be
geoured from different compenleg,



Oklehoms, Loulsizna, and Mlssourl courses of study agree
that typewriters and mimeogrsphs are an egsentisl part of the
equ.lwﬁt. for an office practice room, Oklshoma and Loulsglens
list ndding maechines sag necepgery ecuvipment, Oklehoms and
Loulglana include 1n their "minimum® 1lst, = liquid process
or ditto machine, Loulglans lists,&s minimws seguipment,
typewriterg with Doth plea and elite tLype, and in edaltion,

g caloulating machine,

Check writers are listed as desirsble equipment for the
office pmuad room by the courses of study for all three
states., Addressing machines and dlotating wachineg are listed
by two of the three as Gesirable equipment, Oklshoma 1s one
of thege iwo,

The Miseourl course of gtudy lists the adding machine
as éesirsble, whlle 1t is llsted as essentlal by the two
other states., This difference may be due to the fact that
Kigsourli stresses the secretarial angle of the office practice
course.

Loutslana and Oklahoms l1lst two kinds of calculators,
key~-driven ané crank-driven, as deslrable, Lou;uana also
liste a full-keyboard adding machine gnd the 1l0-key type as
being desireble equipment for the office practice course, Okla-
homs 18 the only ome of the three states that lists a bookkeeping
machine as desirasble equipment, Oklshoma's course of study
also designates a long-carriage typewriier as desirable,



All four states asree on the teaching of the following
units: Scope of Secretarial Work, kHechanics of Letter Writing,
Business Correspondence, Attending to tup Mail, Telepnons,
Telegraph, Reference Books, Filllng, Hachinus,

Three states out of four sgree on teaching the following
units: Dictation and Transcriptlion, Meetlng Callers, Transpore
tation of Persons, Personal Qualificatlions, Office Conduct and
Orgenization, Financlal Dutles of a Secretary. _

Two states out of three agree on tesching the rollauné
units: Transportatlon of Goode, How to Get end Hold a Job,
Development of Pergonality Traits, :

only one state included each of the following units:
Legal Papers and Business Forms, Review of English Usage,
Word snd Term Selection, Capltallzation ané Punetustion,

In considerstlion of the fact that each state stresses g
different angle of study, 1t 1is believed that those units
which are listed by all four states should be included in
the courge of study for Howata High School, and those ligted
by & out of 4 should ce considered.

As shown in Tsble XIX, the following units sre included
in the courses of study of all four ststes: Scope of Secre-
tarisl vork, Buslness Corregpoundence, Atterding to Hall,
Telephone, Telegraph, Reference Books, Fllling, and Machlines,

Units included in three of the four courses of study are:
pictation and Trangeription, Hechsnics of Letter Writing,



Meeting Callers, Transportation of Persons, Flnancizl Dutiesg
of the Secretary, Personal Qualificatlons, Capitslization,
Punctustion, and Office Conduct,



87

TABLE XVIIL

OFFICE PRACTICE HACHINE REQUIREMENTS
MENTIONED IN STATE COURSES OF STUDY

Loulslana Typewrlters
Ploa and ELite ing machine, ten~
Adding or Cal- Xkey addlng machine,
culating me- Crank-driven calou-

Pull keyboard add-

chine lator, key-driven
Himeograph caleulator, check
Liquld Process writer

iigsouri Typewriters Check writer, add-
Himeograph ing wschine

%%o;g%; Gelatin
uplicator, voice

writing machineg,

addressograph
Oklahoma Mimeogrsph Dictating machinesg,
and Ditto, Key~driven caloula-
Adding tor, crank-driven
machines, caleulator, book=-
Typewuriters keeplng machline,

long-carriage type-
writer, Addressling
machine, Check
writer

T T T T e T T I T T L T T X SO TR ey

Thig teble should be read as follows: Typewritersg are listed
as minimum equipment in the Loulslans sourse of study and

& full keyboerd adding machine is llgted as desirable equip-
ment in the Loulglana course of study,



TABLE XIX
UNITS LISTED 1IN 4 STATE COURSES OF STUDX IN OFFICE PRACTICE

Unit Nameg® Loulsiana MEEE Hissouri Oklshoma

seope of Secretarial
WO T
Dictation & Transcription
Fechenices of Letter
writing
Busginess Corregpondence
Attending to the Mall
Meeting Cglliers
Telephone
‘M.csmph
rbation of Goods
Trnanportathon of Persons
Reference Books
Flling
Kachines
Fineneisl Duties of the
secretary
Parsonal Qualificatlions
Review of English usage
Work and Term gelectlon
(Some phases)
Capltelization, punctua-
tion, Office conduct
How to get and hold &
Job
Legzl Papeérs and foras
Development of Person-
&1ty tralts

X

MM N
BAMMI MMMMMN MK

PP MMM MADIM MMM MM MW
B MMM MM M MMM NN MHN

P MMM

>

M OHW¥ M

“Unitc similar in content are classified under one naney
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CHAPTER VII
SUMUARY AND GONCLUSIONS
survey g_;m;m Leaders in the £1gld of busie
nesg eduesation h&w indicated that research 1sg needed in local
conmunlitiees to dct.eminn the baslic content of a course in
office pmuu. |
{ A study of the relsted literature in the fleld indlcates
that the course 1in offlce practice should be offered in the
/ / twelfth year of school and that remedlel training in English,
| epelling, speech, penmanshlp, and arithmetlc should constl-
IH‘: tute a part of the course, Tralning in pergonality develop-
/ ment, as well as tralning in the use of office machines,
:\ s\m\zld be glven in the gourse,
Loscsl Survey of Business Office Occupations and Equipment.
A locel swrvey of business offlce occupastlions and equipment
was conducted by the interview method, Information conceming
60 offices with & totel of 98 employees, was obtalned in
interviews with employésrs, and data obtained were tabulated
and interpreted. These data reveal a need for remedlasl
treining in Bngllish, spellling, epeech, arithmetlic, and pen-
zgnship,
The personslity trsite thst employers belisve should
be developed in employees are, in order of thelr frequency
of mention: initiative, aens® of responsibility, accuracy,
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attention to detalls, tact, abllity to save tlme, ability to
follow instructions, system and orderliness, neatnese, abllity
to get s2long with others, good personal appearance, and
honesty.

The Gutles performed by the employees have implications
for some of the units walch should be included in an office
prectice course,

.~ "“Heet and handle people” was the duty which was given as
being performed by the lurgest number of employees; eizhty=-
geven of the 98 office employees performed the duty, ':tnmr

the telephone® was a duty performed Ly 86 of the 98 employees
and 'opcmto office machines snd sppliamces®” by 85 of the 98
employees, Mo nall® was given as & duty performed hy
84 of 98 employees, and "flllng" was performed by 82 of the
98 employees,

Other dutliesg listed in the order of number of employees
performing each duty are: some typlngy;genersl ¢lerical work

not involving e knowledge of bookkeepingj compose letters;
generel bookkeeplng; soms shorthand and trensoription; sort,
1ist end mmber pipars; full-time shorthand end transeription;
figure costs; billing; out stencils; full-time typing.

| In the sectlion pegarding the equipment survey of the
60 offices in Nowats, Oklshoma, 1t was revealed that 86 people

uge 87 typewriters, Fifty-one of the 60 employers sald the

|
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operation could not be learned satisfactorily on the Jjob, and
46 of the Ol employers who had typewriters in thelr offices
sald the beginning workers should be gkillful typlsts. Five
of the 8l s&ald a working knowledge of the typewrlter would be
sufficlent,

Elghty-two of the 98 employees use adding machines 1in
the of fices, Thirty-one employers felt that beglnning workers
should have a working knowledge of the adding maschine even
though there wes genersl sgreement that the operation could
be learned satisfzetorily on the job,

Thirteen calculators were in use in 10 of the 60 offices
congldered, and 19 people operated these calculators. HNine
of the 10 employeiré felt that the operation of the csl culstor
could be learned gatisfsctorily on the Job, but five expregged
the opinion that z previous worklng knowledge would be bene-
ficial to the employee,

Oonly 2 employers of 14 who required employees to usge the
check protector felt that the beglnning employee ghould have
& working knowledge of the use of the check protector,

Twelve indlcated that the operatlion of the check protector
could be learned satlisfsctorily on the jJjob.

There are nine cash reglaters in use in the 80 offices
and 20 people operate them. Employers 1n the elght offices
which have cash reglsters sald that the operation could be
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learned satlsfzotorily on the Jjob and that the beginning
worker needed no previous training in thel r operation,

As shown in Table IX, page 59, other umachines operated
were: photostat, change machines, bank machines, comsercisal
posting wmachines, liquid process duplicating machines,
mimeographs, stenotypeé, and addressing machines, There
were not enough of thesge machines used to meke 1t necesgsary
for instruction on them to be included in an office practice
course.

The Poncs City survey showed a similar situstion, in
that the typewriter, adding wmechlne, and calculator were
the three most-used machines.

There were 8 part-time employees in the 60 offices and
5 employers indicated an lnterest 1n part-time office
prectice. in the Nowata survey,

Study of Graduates of Nowats High Sehicol. To obtain
additionsl information that would be helpful in determining
the basls for the course ia office practice, s quegtionnalre
wag sent to gradusteés of the local high school who, without
further training, went to work in offices., Thls questione
naire was developed for use in securing frou these greduates
certaln informastion similar to that soughtin the interviews
ﬂ.th employéers, The gradustes lndlceted a need for addi-
tional treining in the followlng subjects in the order
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listed:s acourscy, sense of responslbility, attention to detalls,
sbility to tske criticiam, initiafive, and tact,

The dutles perforaned by the 30 gredustes vho were en~
ployed in offices, as the gradustees indicated, arer 27 of
them “enewer the telephone®, 26 of them do "filing®, 24 of
thexm "operate office maschines end applliances®, 21 of then
"meet and handle people®, "handle mail®, =nd do "some typlngt,
16 of them “compose letters®, and 14 do "gensrsl clsrical
work not involving a Lmowledge of bookkeeping®,

Other dutles performsed by 2 or more graduates, in order
o_.r'mber_porronﬁng each duty, are: billinz; some ahnrthemg_
cut stencils; sort, liest and number pepers; zeneral book-
Keeping; full-time typing; operate dlctatlng machines; fulle
time shorthend; ditto work; wrep meil; end write news ltems,

The gecond sectlon of the queptionnalre to gradustes
wags degigned to reveal informatlion a&s to the kinds of wachlnes
used by thew on thelr first Jobs; wmachines uged on later Joba
but, not on the initial Job, and maschines on which the gradu-
ate feels he should have receilved Lrzining in high schoocl,
Twenty-four of the 0 gradustesz used the typewriter con the
Tirst job. :.»

Highteen of the gradustes used sddimg mschines on thelp
first Job and 2 others used addlng machines on later Jobs,
meking s totel of 20 who have used Lhe adding machine on a
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Job, One graduate used a caleculator on hisg first Job and 4
used thls mechine on later Jobs, msking & total of & gradu-
ates who have used the czlculstor on & job, As shown in
Table IX, page 59, no other glngle office machine had been
used by more than 4 of the 30 gradustesg,

Of the 30 greduates, 9 bellieved they should have recelived
treining in high school on thée adding machine, Six of the
30 believed they should nave recelived tralning on the cal-
culetor and dlotating umachine; & of the 30 belleved that they
should have received training in high school on the comptometer,
Four of the 30 indicated a need for training on the check
writer, As shown in Table X, page¢ 60, each of the othsy of-
ficée machines was mentlioned by only 1l or 2 grsdustes as a
machine on which they believed they ghould have received
treining in high school,

Comparigson of Expregsiong of Employers and tmployees.
The 60 employers lndlcated that 83'.? per cent of thelr ea~
ployees "meet snd handle people®, while 70 per céut of the
30 gradustesg indlcated that they performed tiiis duty,

spngwer the telephone® was a duty performed by 87.7 per
cent of Lhe enployeaa, &8 given by the employers in the
Nowata survey, but by 90 per cent of the 30 graduates who
were working in offlces.

six octher duties, "operate offlce maschines end gpplisnceg”,
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*handle mail®, *"filing®, "some typing", "zencral clerlcsl work
not involving & knowledge of bookkeepling®, and letter com-
position® were placed in the next 6 ranking places by both
the employers and greduates, although the two groups d4id not
list them in ldentlecsl order,

Seventy per ceat of the 0 gradustes and 41,6 per cent
of the employers indlcated that they belleved additional
treining in spelling should have been received im high school.
The same per cent of employers expressed the opinion that eum-
ployees were deficlent in Englisgh, while 36,6 per cent of the
30 graduates felt that additional traiming should have been
rooeived in English,

Over one-hszlf of the graduates expressed a need for
additional training in gpeech, while only one-third of the
employers mentionsd s speech deflclency in eamployeevs.

Fifty per cent of the graflustes expressed a need for
more training in pémmanship, while only 15 per cent of the
employers sald employees were deficlent in this skill,

Regarding tralte in which employees were deflclent, as
mentionsd by employers, snd tralts in which graduates be-
lieved they should have recelved more tralning in high
school, "initliative" headed the llst with employers, uhile

taoouracy” headed the 1list with employees,
As shown in Tasble XV, psge 7la, octher traits mentloned
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frequently by both szployers and graduates were: "genge of
responsibility®, "attention to detalls®, "tact®, "ability

to save time®, Fifty-three and three tenthg per cent of

the employees mentloned "ablility to take ceriticism®, but
thie tralt wes not listed on the questionnaire for employers,
80 a comparieon cannot e made,

Anslysle of Course of Study inm Office Practice. An
aﬁalyais of courses of study 1in office praseotlce for Oklshoms,.
Loulsiana, HMilssourl, and South Dekote was made, Thils anslysis
meéled certaln uniformities and certsln differences, The
uniforitties indicate thst there are certsin umits that
should be included in any enersl course.



CONCLUBILONS

On the bagls of dats obtalned in thils invesgtigation, the

following concluslons are drawni

1. The office practice course should fit the conmunlty
needs.

2. ‘The course should be open to students who have haed
one year of typewriting,

3. The course should inolude an lntensive review, for
those who need it, in English, spelling, speech,
erlithmetlic, and penmanshlp, stressing thelr la-
portance in that order,

4, A unit on office amschlnes should be planned in con-
neoction with a genersl office practice course, The
machines to be taught, other than the typewplter,
are the adding machine; andj if posslible, the
galculator,

5. A working knowledge of these machines would be
sufficient,

6. A unit on the typewriter and its use ghould be plannsd
for those who need 1t,

7. Pergonglity trsits which ghould be emphasized are
*initiative®, "gense of responsibility®, "accurscy",
"zbllity to save time", Tabllity to take coriticlsm®,
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10.

28

"attention to detalls®, "aystem and orderlinegs",
and *taot",

Speclal abllities to be taught includes filing,
using telephone; meetling the public; composing letters;
handling mall; end sorting, listing, and nusbering
papers,

The office p_racuoo course for KNowata High School
should not, at the cutaet at least, be a part-time
cooperative tralming prograa,

The course should be planned for genersl office work,
primarily, and advanced dictation should be of

gécondary lmportance,
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OFFICE EQUIPKENT SURVEY
Office equipment used in offices Number of | Numbér who use| Can the operation What degree of ability should

machines | michines

be learned satisfactorily| be possessed by the becinning

on the job? worker before he goes o

n the jobf

Yes No Non

Working! knowledgze

Skillful |

Burroughs Adding MachinesS...eesesecsssassnss asss
Burroughs Commereial Posting Machine ......... “e
Burroughs Bank Mechine .ce.cicsvsnebmeesssn csaie wies
Elliott-Fisher Booklkeeping Machine ...ceecues. s
Underwood Bookkeening Machine ...eeececsssnscacss
Remington Bookkeeping-Billing Machine ...eieveieen
Moon-Hopking Booking~-Billing Machine........ccess

Burrotghs Calculators auaessssiccain sisieeise s s aiain

Comptomﬁ.tars.-........................ ----- sasvras

iionroe CaleulatorsS.ceeceessss SR e T %y

Marchent CalculatorgS..csicscsss T e e

Dalion Adding MachineS..essescocsscsssssessnsenas

Sundstrand Adding Machines .scicissessssvanssssas

klimeogra_?‘hs.-....-......-.a.-.-e..-...... -------- -
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How Many part tire employees do you have?
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Age preference for beginning employees: Men Women "
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