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CHAPTER I
INTRODUCTION

. Purpose of the Sindy, This is a study to detérmine what business
 occupational opportunities there are in Honett, Missouri, for the graduates
depar bment, and 4o determine the

of the high school business education
duties performed and mechines operated by the employees in the store and
office escupations,

The following constituke the chief purposes of the study:

1. w@ §m§ .we. what extent employers will employ store and
emﬁ.& workers as young zs the average high school graduvate.

2. To determine the total number of full- and part-time male and
female ewployees in steore and offlce occupations.

3. To determine the mumber of mew workers employed during the past

twelve months and in this sanner get some evidence for use in estimgting
the number of workers that the businesses of the commnity can absorb
annually., .

L. To determine the sex preference om the part of employers for

. employees in the &mﬁ.@ﬁ clasaifieations of workers,

5. To determine %o what extent local employers demsnd experience on
the pert of new employees, . |
6. To determine what educationmal level is demanded of the various

types of workers by local business men, , ‘
7. To determine the ggﬁ,aw enmployees performing certain duties -
in the office and store oeccupations,
Beed for the Study. The Monett High School began offering training

in business education in the year 1904. Bookkeeping was the first business




subject to be introduced into the curriculum, In 1910 shorthand and type-
writing were added, During the peried from 1912 to 1919, other business
subjects found to be in the curriculum weres occupations, commercial
law, court stenography, commercial geography, and junior mathematics.

The following subjects are now being conducteds

Typewriting I
Office Practice

Beginning Shorthand
Advanced Shorthand

Bookkeeping

Diversified Occupations

The objectives of these subjects are primarily vocational in nature,
but it is recognized that they have non-vocational values also,

There was a total enrollment of 135 pupils in the diversified occupa-
tions and busineass education classes for the school year 1948-1949, Many
of these pupils were seniors and needed employment upon graduation, The
problem here is to determine the number of job opportunities in Monett
that may be expected to be open to high school graduvates who are preparing
for business occupations,

According to Walters, the first jobs of most business education pupils
are in the community in which they attend school., He gives the following
reasonss:

Partly because of family tles, partly because of the youth
of school graduates and partly because the beginning wages are
frequently so low that they will not provide for the needs of
young people away from home, the first jobs of most business
students are in the community in which they attend school. Only
a small minority immediately seeks employment elsewhere, and
many of these do so because local employment opportunities are
limited, or because their families have moved to other towns, The
school should therefore plan, first of all, on preparing students
for local jobs, After local jobs are considered, the school may,

as far as it is able, prepare students for work that is nit avail-
able in the local commnity but is to be found elsewhere,

1 R, G, Walters, The Survey, Monograph 58, South-Western
Publishing Co., (December 1942), pP. 5.
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Information as to the duties performed in the oftice && store ogcu-
pations will help the teacher to guide students into the business subjects
that will provide the &raining nesded. | |

. How wwam@.%ﬁmﬁbg preseat themselvess Are the majority of eumploy-
mmw& .
can the wm.mw school give sufficient gﬁgq ‘Hhat uawm %ﬁd a college
education?

45 only a swall percentage of the graduates of the Homett High School

nities in the amg f£ield or in office work? For what jobs

go on to college, it may be assumed that meny of the pupils who take voca~
tional business training expect to seek and find employsent upon gradustion,
The average age of these pupils .ma the g of graduation is between seven-
teen and eighteen; therefore, some positions are closed to them becamse
of their lack of maturity. | __ | | | ,

It §s desirable to know the mumber of full-time and part-time workers.
Some of the part-time work can be performed by high vmnw@ow. studente working
ys and after %ga,. Soms of this training can begin with an

awv«w@.uov training wgm?? Soms employers said that they were depending
upon g school students for much of their part-time help,
It is also important to know the turnover in these jobs for the past

twelve gﬁwm. By determining the number of employees hired for this

period and the %ﬁ dropped from the pay roll during ; the same time the

musber of Job openings cccurring wu Noneti wg.ﬂ.w can be determined,

Of the jobs, which ones are open .wa high school studemts? The data m@aﬁﬂ@@
by this study should give some wawmwu into the question as to whether |
there are ioo wﬁa people training loecally ».sm certain lines of ,sﬁ.w_ and
not encugh for others, ,

Some firms mﬁémmwa women for certain mﬂg s while others prefer men,

It is m@gammww in order to guide high m@gow m&ﬁaﬂwm to g what these
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preferences are. Some employers require experience of their new empleyses,
If this is true of a particular position, then it is the bueiness of the

necessary to

school to help students gecure the experience and training
£411 this position. -

Bocanase of the nmsburs of the work, there are seme jobs for which a
high school education is insufficient, Some jobs require at least two
years of college work; others, four years. It is the drty of the school
to instruct pupils as to What jobs the high school can train then for,
Which p@sitiom arsé open to pa@le with a high school education and which
positions reguire college training? . -

The employees in the offices or in the retail stores of Monmett per-
form varions giut&aa. Hany of them not only do retail selling but do
office work as well, Pew of the jobs are specialized, raquiring only a
few sidilis in tﬁhe'.perf&mee of the daily work, HMany employess in their .
daily work must €ype, file, take dietation and transcribe on the type-
writer, keep the records of the business, and operate some office machinss.
Therefore, it is necessary %o know what jobs require such skills. The
guidanee program ean be set up to guide stndents into these subjects, If
necessary, the currieslum eould be changed to meet the reguirements of
these positions im order to give sufficient training locally to prepare
the pupils for these positions.

hecording to Walters, a local survey should be used as a basis for

-

A lseal survey is not only d’eairahle in revising the business
currienlum, in deciding on equipment, and in setiing wp astandards
of achievement, bub it is alse almat. imdispambls in meatigml
guidance, For a schocl fo Inauguraste & vocational guids

 grem without knowing what initial jobs are availil
- the reguirements for those jobs are, and what the pﬁ%ibﬂi‘bies
for a&mmmnt are, would be as sensible as inavgurating an sdu-
eational guidance program which attempts to give students advice
about preparing fm* various colleges without knowing the entrance




requirements of the colleges concerned. Perhaps the most impor-

tant factor in a vocational guidance program, as it applies to

business vocations, is the knowledge of local jobs, their require-
ments, and the pon.‘lbii.i.tios of advancement, A local survey will
give this information,

For the next school year, 1949-1950, Nonett High School is planning
to meet the qualifications set up by the State Dspartment in Jefferson City,
Missouri, to meet the requirements for AAA ahu:l..tiogtion. Monett High
Schoel, under this classification, will be entitled to & full-time school
guidanee counselor,

The following article was published in the Monett Times during the
month of April, 1949:

Under the AAA classification, lonett will have a guidance
counselor who is expected to be a man trained in the field of
giving individual attention to students, His work will start with
each student as he or she enters school and will continue through
Junior College, He will supervise testing and will give persgml
counselling on careers, occupations, and college preparation,

Scope and Delimitations., This study does not include all of the
firms in Monett, It does not consider those firms which are owned and
operated by one family, because if they do not employ any outside help,
no opportunity exists for employment for the high school student, Those
firms where opportunity for employment exists, which include retail stores,

wholesale firms, and offices, are classified as fcllows:

Agricultural implement agencies Grocery retail stores
Attorneys' offices Grocers--wholesale

Auto supply stores Hardware--retail stores
Automobile agencies Hatcheries

Banks Insurance & Loan Company
Bookkeeping service Interior decorator's office
Bottling establishments Jewelry stores
Chiropractors' offices ladies ready-to-wear stores

2 Walters, op. cit., pp. 6 and 7.

3 E. E. Camp, Monett Times, Issue published in the month of April,
1949.



Gity offices
Clothing manufacturer
Clothing retall stores

Inmber yards
Meat Markets
Hen's furnishings

Creamsry Newspaper office
Credit bureau Office supplies
Dentists' offices Printers

Departument stores Public school office

Doctors' offices Real estate offices
Drug stores Shoe mamufacturer
Electrie appliance agenciss Shoag--retail stores
Feed retall stores Telegraph Company
Fruits--wholesale markets Theatre

Funeral directors' establishments Transportation Company

Furniture stores Variety stores
Garages Wall paper stores
Gas company Welfare organizations

Govermment office

This survey is limited to the occupational opportunities in selling
and office occupations, Some types of businesses were omitted from the
study because they were believed to be undesirable places for students
to work, Others were omitied because of the difficulty of classifying
the employees and because the type of work done was not within the scope
of business education,

No attempt was made to determine the salaries paid for the different
types of work, It is believed that for the purpose of this study, the
salaries pald are relatively unimportant.

Names of individual firms ineluded in the study do not appear in the
report.

lMethod of Ressarch, After reading a discussion by Walters, the
writer decided to use the interview technigue of the normative-survey
method of research for the followlng reasons, which he expresses very
clearlys

1, The interviewer can give an oral explanation of the

purpose of the survey, This is deasirable because it takes less

effort to listen to an oral explanation, than to read a letter,

2, There is always the possibility that a letter of explana-

tion may not be so clear as it should be, or that the recipient may
not take time to read it carefully, or may even throw it away unread.



3. m.ww ngmﬂ».gm asked on a questionnaire may not be clear, o
Az a resulty a reader may answer them incorrectly, or may digregard
them entirely.

? On the other hand, if an interviewer asks the same guestions

orally and they are not understood by the peraon being interviewed,
: the guestions msy be reworded by the int %» @ﬁ there is very
o www».ww danger of their being »maau.mm mmﬁg

: 5. The interview method adds %o the importance of the survey
in the minds ¢f these mww@ﬁ»g@m; Fifteen minutes devoted to an
interview with z teacher may not be seriocusly ebjected to by a
busy wan; whereas, the same person may feel his time wasted

. asked to use fifteen minutes in £i1ling out a gquestionnsire.”

Procedure, A tentative schedule was devised and presented %o the

seminar class in business educstion at the Oklahoma A, & M, College for
eriticism and suggestions, mgm wmwwg suggestions were received,

As five of the gradvate students in the semimar class were interested
in surveys of this nature, the group and their advisor, Mr. Robert lowry,
met together and a@#&k&.ém further changes to be made in the interview
schedules. A third page entitled "Number of Employees Performing Certein
Duties," was added %o the schedule, The revised copy of the inatrument
used in this study is ineluded in the appemdixz.

g

ne-hundred-fifty copies of the questiomnaire were then iimeographed
and stapled «0@@&5&. A ligt of firms was eompiled from the classified
section of the telsphone directory, |

The investigator explained to her superintendent snd prineipal the
plan to make the survey, and both were in faver of the survey.

The investigator vﬁmw her survey February 15, 1949, and finished
b@ﬁw 12, 1949, &he worked after four o'clock until the stores closed at
5830, mma gﬁwg on mmggmw gg@mm alao, She planned her SUCVeY 80 a8
to visit the retail stores after gchool, and the offices and whelesale
and mamfacturing establishments on Saturday. In this way, she tried to

4 Welters, gp. git., pe 1l.




avoid interrupting the business men at the peak of their day's work, .

The investigator explained ﬂxg purpose of the 'aarve-y to esch employer,
and everyone sesmed willing %o m?er'ate, She via&te&lzﬂs places of
business, Out of that number, 25 places did not use anyémpleyees other
than the members of the mr '3 famils"

On April 6, 1949, the imstigater examined the parmamnt records
in the office of the high school to determine the date om whieh business

subjects were first introduced, The findings were not satisfactory, Om

4pril 7, the writer visited Miss Rellie ¥4lls in Monett, GShe is @ retired
teacher who was in the business department of Momett Pigh School wmtdl
ahe retired a few years ago. The hiateéiéal information aireaﬁ.y related
in this study was very graciously given by her. ‘

The data were then tabulated into three general classes: those which
congern office positions, those which have to do with store positions,
and thasevv&xich coneera ménagerial positiona, The office employees were
then segregated into the following classes: record keepers, secretarial
employees, clerks, and miscellancous office employees. The positions for
store employees wers divided into selling and miscellaneous store positions.
These data were then ireated from the following points of views mumber
employed, gex preference, minimum age requivemenis, experience requirements,
educgtional reguirements, turnover, and selected duties performed,

Data for each general class of employees were tabulated according
to the number of employees perffmﬂng these specific duties: type, file,
_ tame diebatian ’and }tratn&ariptida, apply knowledge of bookkeeping prinéiples
and practices, sell, and operate the following business machines: adding

machine, &iéaaggra;&h, 1iquid process duplicator, Bictaphone or Ediphans,'
calculator, comptometer, cash register, cheek writer, and addressing

Eﬁﬁh’iﬁfﬁ.
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Defimition of Terms. A shore worker is a person who does full-time

]

or part-time work in a store, His work ineludes such duties as selling,
delivering goods, and operating the cash regigter in the store.
An office worker is a person who does full-time or part-time work in

an office, The majority of his time is spent %ubm »ﬁﬁ,ﬁ@u record keeping,

© filing, and so »ai,w

Experience »m a state, extent, or duration of being engaged in a

particular work such as sales experience, In this study, experience is

assumed %o consist of work or employment in the specified position,

An employer is an individual, firm, business, or corporation which
employs persomnel in spscified w«eﬂ@ and office 3@@@3«»@@;

An empleyee is a person employed full-time, part-time, or on a
temporary basis wm a job aaqwgn in this survey, by a firm or business
included in this mgm,w Firmg employing only members of their immediste
families were excluded from the study.

4 new empleoyee is a person who obltained employment during the wm&em
from ?g_ 15, 1948, to February 15, 1949, in a position covered in
rerial positions are these in which the individusl assumes the

duties of control and supervisiocn in the business., The three classifica~
tions used are office managers, retall store assistant managers, and
retail store managers. ;

ons are those in which the individual wmu.wgam

SECretarlLs .H £

typing, mumg%n s and general m@aﬂmwmamw mﬂgm. , ,
Clerical pogitions are those in shich the individeal perforns filing,
minor record-keeping, varying amounts of typing or stenographie dutiea, |

or both,
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Selling positions are those in which the individual sells directly
to the consumer or retailer,

Miscellaneous office positions are those in whieh the individuals
cannot be classified as record keeping, secretarial, or clerical employees,
Such positions include: eashiers, bank tellers, bus agent, purchasing
agent, collectors, and deputy,

HMiscellaneous store positions are those in which the individuals
perform such duties as cashier in the sto~s, and delivery man.

Record keeping positions are those in which the individuals are
engaged as accountants or bookkeepers.

Full-time employment: An individual is considered to be employed
full-time if he works thirty or more hours per week for pay.

Part-time employment: An individual is considered to be employed
part-time if he works less than thirty hours per week for pay.

Pogition: In this stndy the terms position and job are used inter-
changeably to mean any definite work undertaken for a fixed price,

labor turnover: The mumber of persons hired within a given period
to replace those leaving or dropped; also, the ratio of this number to
that of the average force maintained,’

> Webster's Collegiate Fifth Edition, G, & C. Merriam Co.,
Springfield, Massachusetts, 1941, p. 1080,



CHAPTER II
GENERAL %mﬁﬁm OF THE STUDY

In 95«3@& I, the §o§ of @.ﬁ.a study is m«mwm? maoww && limitg~
K.aam given, ﬂmﬁﬁ defined, and ngammﬁm g@wwﬁm ,

In this chapter, the mmbmgw findings of this mﬂﬁ% are presented in
tabular form and are amalyzed and discussed, These dats are tabulated in
Tables I to XIX, inclueive, |

Tables I to III imelusive, deal with number, type, and classification

of firms of the 80 stores or offices m@mm in the survey., Tablss IV to

VII, inclusive, give number and sex of employees in each occupation sur~
veyed with the musber of full-time and part-time employees of each sex
indicated, Tables VIII and IX deel with the minimom age of male and femsle
employees, Table X shows the sex preferemce as expressed by employers,
Tables XI %o XVI, inclusive, desl with requirements of employers as to
experience and educational qualifications of new employees, Table XVII
gives the nmmber of acesssions, separations, and the turpever, Tables
IVIII and XIX show the number of gwewm@a who performed selected duties
‘and ewmgwmm selected business machines,

Nomber and Size anmgiui‘f §w3acﬂmwomw§g§§ma

which was compiled from g@ elassified section of the telephone directory. ,

Out of this number 25 firus, or 23.8 per cent, employed mo workers other
than members e¢f the g&m.m@mamgm therefore, these 25 firus were
excluded from the sarvey and data were assesbled for the remaining 80
tirms, | | -

Table I shows firms in the criginal list classified as to the number

of employees, It will be observed that the firms shich employed people




Size of Firm Humber of Firms

Per cent of Total

Yo empiﬁyees other than famiiy
1 employee

2 employees

3 employees

4 employess

5 or more employees

Total

25
27
11
15

-7

20

W ———

105

3.8
25.7

- 10,5
1.3
6.7
19,0

, ey

This tabls sbould be read as follows:
of the f’aﬁﬁ.ly.

Twenty=£five firms, or 23.8 per
cent of the total of l@‘j firms, emyleyed no employses other than members
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in the business occupations were small in size, One-half of the firms
employed enly one, two, or thres persons,

In view of this condition, probably the business education department
should teach the students various duties and skills for occupations in
the small offices and stores, Employees will probably have close personal
relationships with the employer., With this assumption, instruetion should
be given in human relations.

Table II, similar to Table I, shows the eighty firms included in the
study classified according to number of employees.

Classification of Firms According to Nature of Business. The data in
the questionnaires were tabulated to determine how many persons were
employed by each type of firm, The results are shown in Table III, This
table shows 41 kinds, or classes, of firms and offices, classified according
to the nature of business, There were 291 employees in these different
firms, and of this number, 141 were males and 150 were females.

Humber gnd Sex of Employees in Occupgtions Surveyed. Table IV shows
the mmber and sex of the 291 employees in the occupations surveyed,

In Table V¥, the 291 employees were classified in three calegories,
office, store, and managerial employees, with the rumber of full-time and
part-time employees of each sex indicated.

Table VI represents a rearrangement of data already presented in
Table IV, In Table VI, the various oeccupations were grouped in classifica-
tions that identified them as office, store, and manasgerial occupations,

As in Table IV, each employee was classified by occupation and sex,

Table VI shows 106 office employees, Of this mumber, 22 were female
employees and 24 were male employees, This indicated that opportunities
for office employment were better for women than for men, The predominance
of women was in bookkeeping and secretarial positions, There were 158



1
TABLE IT
HTY FPIRNS THCLUDED IN THE Srupy am&mm
ACCORDENG TO NUMBER OF ENPIDYEES
Size of Firm Bunber of Firms Per cent of Total
1 employee . '27 - 33.7
2 employees 11 - 13,8
3 employees : 15 . 18,8
4 employees 7 8,7
5 or mors employses 20 25,0
Total 80 | 100

Soter This Toble Troiades dote emmrm only the em;ﬁ.eyaes who
are not members of the vwner's family

This table should be read as follows: Eﬂe;nty—sem' firms, or 33,7 |
per cent of the total of 80 firms surveyed, employed one employes each,




TABLE III

CLASSIFICATION OF FIRMS AS TO NATURE OF BUSIHESS,
WITH NUMBER AND SEX OF EMPIOYEES ENGAGED IN EACH TYPE

Nature of Business

E

|

Jgle

Agricultural Implement
Attorneys' Offices
Automobile Supply Stores
Automobile Agencies
Banks

Bookkeeping Service
Bottling Establishment
City Offices
Contractor's Office
Clothing Manufacturer
Clothing Retall Stores
Creameries & Milk Plant
Credit Bureau

Dentists' & Doctors' Offices
Drug Stores
Electric Appliance Agencies
Feed Retail Stores
Forest Product's Office
Funeral Home

Furniture Stores

Gas Company
Govermnment Office
Grocery Stores & Meat lMarkets
Hardware Retall Stores
Hatchery

Insurance, loan, & Real Estate Firms
Jewelry Store
Ladies Ready-to-Wear Stores
Locker Plant
ILumber Yards
Men's Furnishings
Newspaper & Printing Shops
Public School Office
Shoe Manufacturer
Shoes-~Retall Stores

Telegraph & Telephone Offices
Theatre

Wholesale Grocery Establishments

Total

—
omHHMMummE#H

=N
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150 291

!
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‘ Qeéhg;aiian

F
&

Female

Total

Aocountents

Bookkeepers
&@mmm@&mmm%mﬁw
Gomptometer Qperator '
Billing Clerks

Order Glerks

Payroll Clerks

General Office Glerks
Betail Salesmen in Stores
Casghiers

Becretaries
s%mwwmw%&mmwﬁ
Typists

Hansgers .

Bank Tellers

Bus Agent

Purchasing Agent

Sods Pountain Workers
Steck Clerks

Shipping Clerks

Wholesele Salesmen -
Delivery Mem

Office Naneger
Colleetor

Chief Clerk

Apgigtent ﬁanager

Deputy
~ Becelving Clerks
Insurance Salesmen

NHHWHN#‘\&@NOS‘NGDNKOOG@@HOHOOHNN‘
Rood v
VCOOQOQOODONMEMWWARND OGO 0W bt i QW

a3

L AYGRVLR Vi ol S RS A

t;

mwkmwmmmmmmwmeSmwmm

Total

E

150

291

This table should be read as followss %amhsﬂﬁm&%mh,ma

total of three employees, were employed as accountants,
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TABIE ¥

NUNBER AND PERCENTAGE OF FULL-TIME AND PART-TIVE
OFFICE, STORE, AND MAWAGERIAL ENPLOYEES

Full-time  Part-time  Per cemt of Total

General Classes Euployees Employees = R~ Pasts -

— g F I §E F I time  time
0ffice zmpmyesa 2273 9% 3 9 88,7 1.3
Store Bmployees 8 43127 1 21 3 80.4  19.6
Monagerial Employces 23 4 27 0 6 O 100, 0,

Total 126120 %48 13 30 43 85.2 148

This table should be read as follows: The office employses numbersd 21
male full-time employees and 73 female full-time employees, There were
%, or 88,7 per cent, full-time office employees and 12, or 11,3 per
cerxt, part-tim emplayaea.




TABIE VI

NUMBER AND SEX OF EMPIOYEES IN VARIOUS GROUPS OF OFFICE,
STORE, AND MANAGERIAL OCCUPATIONS

18

Occupational Group Male Female Total

Office Positions

2 & 3
Bookksepers 2 33 35
Secretarial Positions
Secretaries 0 9
Stenographers - 12 12
Typists 0 5 5
Clerical Positions
Billing Clerk 0 1 1
Order Clerks 1 i 2
Payroll Clerks 0 3 3
General Office Clerks 1 8 9
Shipping Clerks 2 0 2
Stoek Clerks 6 0 6
Chief Clerk 1 0 1
Receiving Clerk 1 0 1

Bus Agent

Purchasing Agent
Collectors

Deputy

Bookkeeping Machine Operalor
Comptometer Operator
Insurance Salesmen

NOHHNOONO
B OHOOO MWW
DD B 1 N A

Total O0ffice Employees 24 106
Store Pogltlons
Selling Pogitions
Retail Salesmen in Stores ™ 60 139
Wholesale Salesmen 8 0 8
Soda Fountain Workers 2 : 3 3
ﬂ&ﬂh&ﬁiﬂﬁ!%ﬂﬂﬁ!
Cashiers stores 0 3 3
Delivery Men 5 0 5

Total Store Employees 9% 64 158



TABE vI (mﬁﬂmﬁﬁ}

NUKBER AND SEX OF EMPIOYEES IN VARIOUS GROUPS OF OFFICE,
STORE, AND MANAGERIAL OCCUPATIONS

‘Managerial Positions |

Gffice Hanagers

, , 4 1 5

Yanagers {in Betail Steres) 14 3 17
Assistant Mansgers (in Retail

Stores 5 & 5

Total Managerial 23 4 27

Tobal om 150 291

store employees. Of this mumber, 64 were female emplayeés ard 94 were
male employees, The dppomiﬁes for store employment wers better for
men than for women., Nore positions existed in retail selling in stores
than in any other store position, There were 27 managerial employees, Of
this number, four were female employees and 23 were male employees, There
was a predominance of men in mansgerial positionms,

The guidance counselor, busimess educabion teachers, and scheol sdminis-
trators should be amare of these facts in order to make needed changes in
the curriculum end to guide boys and girls into the courses that will give
training in the occupations in which employment opportunities exist,

In calenlating the total office employees in Tables ¥ and VI, insurance
salesmen were comsidered office employess, Insurence salesmen were grouped
wii;h selling positions throughout the remainder of the report so that all

data on selling employees may be accurstely interpreted,
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Full-time gnd Part-time Bamplojess. Table VII shows the mumber of
male and female employees engaged in full-time and part-time positions,

There were 248, or 85 per cent, of the employees engaged in full-time
positions, Of thisz mumber, 128 were male employess and 120 wers female
employees, There were 43, or 15 per ceub, of the employees in part-time
positions, Of this number, 13, were male employees and 30 were female
employees,

Miniwum Age Requirements for Male Employees. Table VIII shows the
minimum age requirements for male employees for the positions in this
survey, For the 141 positions of male employees, employers gave the
minimun esployment age of 18 or below for 75, or 53.2 per cent, of the
positions, Employers gave the minimum employment age of 19 to 21, ineclu-
sive for 28, or 19.8 per cent, of the positions, Employers gave the
ninfimum employment age over 21 for 10, or 7,1 per cent of the positions,
o minimum age was specified for 28, or 19,9 per cent, of the positions,

The fact that a minimum employment age of 18 or below was specified
for nearly half of the 141 positions held by male employees indicated that
mals high school graduates were accepiable as replacements in many of the
1,1 positions for men included in the study.

Minimm jge Bequirements for Female Buployees. Tsble IX shows the
minimum age requirements for femals employses for the positions in this
study, For the 150 positions where women were employed, employers gave
the minimum employment age of 18 or below for 93, or 62 per cent of the
positions, Employers gave the minimum employment age of 19 to 21, inclusive,
for 27, or 1& per cent, of the positions., Employers gave the minimum
employment age over 21 for six, or 4 per cent, of the positions, No
minimum age was specified for 24, or 16 per cent, of the positions.



TABLE VII

NUMBER OF MALE AND FEMAIE EMPIOYEES ENGAGED
I FULL-TIME AND PART-TIME POSITIONS

Number of Enrgioyeas

Full  Part
PosiSion Time Time Total Total
M_F M F Full Part __ Employees

Becord Keeping

Accountants N et 3 0 3

Bookkeepers 2.0 0.4 R 4 35
Secreturial Positions

Secretaries 0 01 8 1 9

Stenographers (Shorthand) ©0 12 0 © 12 0 12

Typists 0 0 2 2 5
Clerical Positious

Billing Clerk s S W 1 0 1

Order Clerks L R 2 0 2

Payroll Clerks g 3 09 3 0 3

General Office Clerks s O R R 8 1 9

Shipping Clerks 20 € 0 2 0 2

Stock Clerks el Be W - 4 2 6

Chief Clerk 1 '8 € © 1 0 5 &

Receiving Clerk 8 =90 1 0 by
M%a Offlce £

Cashiers (in offices e T o e | 2 1 3

Bank Tellers o ¥ 8.9 5 0 5

Bus Agent - T T R 1 0 1

Purchasing Agent g3 Q0 1 O i §

Collectors - et g It " § 1 2

Deputy 31 © 00 1 C 1

Bookkeeping Machine Operator 1 0 0 O 1 0 1

Couptoneter Operator R R ] 1 v} 1
Selling

Riai'.ail}:‘%lﬁl"t.LEl lesmen in Stores 69 39 1021 108 31 139

Wholesale Salesmen 5 ¢ 0 © a 0 8

Insurance Salesmen 2 D50 9 2 0 2

Soda Fountain Workers - A IR 3 0 3
M&.‘u Store h_)_ﬂl!m

Cashiers (in stores ¢ "3 0O 3 0 3

Delivery Nen 8 6 290 5 0 5

Positlong

Office Hanagers i ks TSR LY 5 0 5

Managers (retail stores) M x B8 2 0 17

Assistant Managers (retail

stores) 5B BB 5 0 5

Total 128 120 13 30 248 43 291




TABIE VIII

DISTRIBUTIOR OF POSITIONS HELD BY 1/1 MALE EMPIDYEES IN STORE AND
OFFICE OCCUPATIONS ACCORDING TO MINIMUM EVWPIOYMENT AGES
SPECIFIED BY EMPIOYERS

Position No Min, Minimum Age Specified by Employer Total
16 17 18 19 20 21 22 23 2/ 25 30 Positions

decord Keeplng
Accountants 2
Bookkeepers 2

Clerical Positions
Order Clerk 1l

General Office Clerk 1
Shipping Clerk 1 1

Stock Clerks 6

Chief Clerk 1

Receiving Clerk 1

Miscellaneous Qffice
si
Bank Tellers 2
Gollectors 2 1
Deputy 1
Bookkeeping Machine 1
Operstor

B et Silcesen 1n

Stores 18 17 229 6 $-2-9
fmclesale Salessen 4 3 1
Insurance Salesmen 2

Soda Fountain Workers 2

Miscellaneons Stere
Positions
Delivery Men 2 1 2 5

Positions
Office Managers * 1
Managers (retail store)3
Assistant Managers
(retail store) 1 4 5

MDD HEREONN NN

:uruan3

o N

Total 28 3T KB 2325 3 D 141

T T T T T T e

This table should be read as follows: two positions of accountant.
held by men the minimum age requirement for new men employees i1s 18 years,



TABIE IX

DISTRIBUTION OF POSITIONS BELD BY 150 FEMALE EMPIOYEES IN STORE AND
OFFICE OCCUPATIONS ACCORDING TO MINIMUM TMPIOYMENT AGES
SPECIFIED BY EMPIOYERS

Position No Min, Minimum Age Specified by Employer Total
16 17 15 19 20 21 25 30 35 45 FPositions
Recond Xeeplng
Accountant 1 1
Bockkeepers 9 2 212 2 5 1 33
Secreturial Poglilons
Secretaries s 9
(Shorthand) - ; 2 6 >3 12
Typists 22k 5
Glerical Pogitlons
Billing Clerks 1 1
Order Clerks 1 1
Payroll Clerks 1 1 1 3
General Office Clerks 1 33 2 1 8
Mlscellansous Office
sitions
Cashiers iin offices) 2 1 3
Bank Tellers 3 3
Bus Agent 1 1
Purchasing Agent : | 1
Comptometer Operator 1 1
Selling Positions
Retail Salesmen (in
stores) 8 22 31 2 8 1 60
Soda Fountain Workers 1 1
¥Miscellansons Store
Cashiers (in stores) 1 2 3
1 Positions
Gffice Manager 1 1
Managers (retail
store) | - P 3
Total P7A 3BIW4L 411122 3 1 1 1 150

This table should be read as follows: In one position of accountant held
by a woman, the minimum age requirement for new women employees is 16

years,
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The fact that a minimum employment age of 18 or below was specified
for nearly two~thirds of the 150 positions held by women employees indicated
that female high school grzduates were acceptable as replacements in most
of the 150 positions for women included in the study,.

Sex Preference., The data in Tablo X show that 81 employers preferred
male employees. The number of positions affected by this preference was
139, Seventy-two omploy&ra preferred female employees. The number of
positions affected by this preference was 124, lightaen employers expressed
no sex preference, Iwenty-eight positions were affected,

Experience Requirements., Tables XI, XII, and XIII present data
pertalning to experience reguirements., Of 291 poaitions, 190, or 65 per
cent, did mot require experience of the new employee; while 101, or 35
per cent, did require some experience of the new employee., Those positions
which required experience for the new employees in each group of occupa=-
tions were as followss record keepers: 18, or 47 per cent; secretarial
positions: 7, or 27 per cent; clerical positions: 5, or 20 per cent;
miscellanecus office positions: 4, or 27 per cent; selling positions:

45, or 30 per cent; miscellaneous store positions: 1, or 13 per cent, and
managerial positions: 21, or 78 per cent,

Educetional Requirements. Table XIV shows that in 7, positions
employers required less than high school graduation as the minimun educa-
tional requirement, Esployers stated that they required high school gradua-
tion for 185 positions, In thirty-three positions, high school graduation
vas a requirement for record-keeping positions; in 23 positions high school
graduation was a requirement for secretarial positions; in 22 positions
high school graduation mas required for clerical pesitions; in 13 positions
high school graduation was required for miscellanecus office positions; in
72 positions high school graduation was a requirement for selling positions-
Four positlons required high school graduation for miscellanecus store



TABIE X

PREFEEERCE FOR KEW EHPIDYEES BY SEX AS EXPRESSED BY 80 EMPLOYERS, AND DISTRIBUTION
OF 291 OFFICE AND SIORE POSITIONS AGCORDING T0 SEX PREFERENCE EXPRESSED BY EMPIOYERS

Positian

Mme 4
Aeccountants

Bookkeepers
Potal -
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28
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tarial Pogitions
Seeretaries
Stenographers (Shorthand)
Typists

Total

Slgrieal Positlons
Billing Clerk

Ordor Clerks
Payroll Clerks
General Office Clerks
Shipping Glerks

. Btock Clerks
Chief Clerk
Recelving Clerk
Total

Miscellaneous Offiece Pogition
Cashiers (in offices

Bank Tellers

Bug Agent

Purchasing Agent

Collectors

Deputy

-Bookkeeping Machine Operater
Comptometer Operator
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TABLE X (CONTINUED)

PREFERENCE FOR WEW EMPIOYEES BY SEX AS EXPRESSED BY 80 EMPIOYERS, AND DISTRIBUTION
OF 291 OFFICE AND STORE POSITIONS ACCORDING TO SEX PREFERENCE EXPRESSED BY EMPIOYERS

- Jumber of Employers Number of Positions
Position
Male Female No Prof, Total Hale Temale No Pref, Total
Selldng Positions
Retail Salesmen in Stores 30 10 5 45 76 50 13 139
Wholesale Salesmen 4 0 0 4 8 0 0 8
Insurance Salesmen 1 0 0 1 2 0 0 2
Soda Fountain Workers 1 1 0 2 2 1 0 3
Total 36 11 5 52 &8 51 13 152
ll:l.aagggm%g Store %gﬁggg
Caghiers (in stores 0 3 0 3 0 3 0 3
Delivery Men 5 0 0 5 5 0 0 5
Total 5 3 () 8 5 3 0 8
k%xsﬂﬁl Positions
0ffice Managers 3 0 2 5 3 0 2 5
Managers (in retail stores) 15 1 1 17 15 1 1 17
Assigtant Managers (in retail
stores) 5 0 0 5 5 0 0 5
Total 23 1 3 27 23 1 3 27
Total 81 72 18 171 139 124 28 291

This table should be read as follows: One employer expressed a preference for male accountants,
Two accountants were employed by the employer who preferred male accountants,



TABIE XX

NUMBER OF PGSI’IIQ% IN WHICH EMPIOYMENT EXPERIENCE IS BEQITIREB OR
Is zm REQUIRED FOR NEW EMPLOYEES

Ei?erieme ' — ﬁxperiéﬁcs

Pogition Required Not Regquired
_ ¥ _F T ¥ F T
Becord Kespers : -
Aecountants . -2 0 2 0 1 1
Bookkeepers ' ' 2 14 16 0 19 19
Secretaries C 4 4 C 5 5
. Typists o 1 1 0 4 4
Stemgraphers -0 2 0 10 10
lerieg& Pogitions ‘ 4
Billing Clerk 0 0 O 6 1 1
Order Glerk c 0 © i 1 2
Payroll Clerk 0 1 1 0 2 2
General Office o 1 1 i 7 8
Shipping Clerk o ¢ © 2 0 2
Stock Glerk i 0 1 5 0 5
‘Chief Clerk v : 1 0 1 0 0 0o
- Becelving Clerk - : i 0 1 ¢ 0 O
ﬁi_gg_gm% Qffice Positions
" Gashiers (0ffice : 0 1 1 0 2 2
Bank Tellers 0 0 ¢ 2 3 5.
Bus Agent _ 0 1 1 ¢ 0 ©
Purchasing Agent ¢ 1 1 0 0 0O
Collectors 1 o 1 1 0 1
Deputy o 0 0 i1 0 1
Bookkeeping Mschine Operator 0 0 0 i 0o 1
Comptometer Operator c ¢ 0 ¢ 1 1
Selling Positions |
Retail Store Salesmen 22 18 40 57 42 99
Wholesale Salesmen L 0O 4 L O 4
Insurance Saleesmen 0 0 O 2 0 2
Soda Fountain Workers o 1 1 2 0 2
Migecells geo%g-  Store Pogitions
Cashiers {(Stere ' o 1 1 0 2 2
© Delivery Men | 0 0 0 5 0 5
. Positiens
Offiee Kanagers 4 0O 4 6 1 1
Managers {Rstail Stors) 2 3 15 2 0 2
Assistanﬁ Managers (Retail. S!wra) 2 0 3.0 3

fotal 52 49 101 89 101 190




- TABLE XII

NUMBER AND PERCENTAGE OF POSITIONS IN WHICH EMPIOYMENT EXPERIENCE
IS REQUIRED OR IS NOT REQUIRED FOR NEW FEMALE EMPIOYEES

Experience Experience
Position Required ot Required
Record Keepers
Aecountants 0 0 1 100
Bookkeepers 14 42 19 58
Secretaridl
Secretaries 4 4y 5 56
Typists 1 20 4 80
Stenographers (Shorthand) 2 17 10 83
Clerical Positions
Billing Clerk 0 0 1 100
Order Clerk 0 0 1 100
Payroll Clerk 1 33 2 67
General Office 1 12 4 88
Miscellaneous ggf%g Positions
Cashiers (0ffice e 33 2 67
Bank Tellers 0 0 3 100
Bus Agent 1 100 0 0
Purchasing Agent 3 100 0 0
Comptometer Operator 0 0] 1 100
Positions
Retail Store Salesmen 18 30 42 70
Soda Fountain Workers i 100 0 0
Positions
rs (Store 1 33 2 67
lgnagerial
Office Managers 0 0 1 100
Managers (Retail Store) 3 100 0 0
Total 49 2.7 101 67.3

This table should be read as follows: In one position of accountant
held by a woman, experience is not required of new employees.



TABLE XIII

NUMBER AND PERCERTAGE OF POSITIONS IN WHICH EMPIOYMENT EXPERIENCE
IS REQUIRED OR IS NOT REQUIRED FOR NEW MALE EMPIDYEES

Experience Experience
Position Required _ Not Required
Record Keepers
Accountants 2 100 1] 4]
Bookkeepers 2 100 0 0
Clerical Positions
Urder Clerk 0 Q 1 100
General Office 0 0 1 100
Shipping Clerk 0 0 2 100
Stock Clerk 1l 17 5 83
Chief Clerk 1 100 0 0
Receiving Clerk 1 100 0 0
Hiscellaneous Uffice Positions
Bank Tellers 0 o 2 100
Collectors a 50 k | 50
Deputy 0 0 1 100
Bookkeeping Machine Operator 0 4] 1 100
Retail Stare Salesmen 22 28 57 72
Wholesale Salesmen 4 50 4 50
Insurance Salesmen 0 (4] 2 100
Soda Fountain Workers ¢ 0 2 100
Jiscellaneous Store Positions
Delivery Hen 0 0 5 100
Pogitions
Office Managers 4 100 0 ¢}
Managers (Retail Store) 12 86 2 14
Assistant Managers (Retail
Store) 2 40 3 60
Total 52 36.9 &9 63.1

- - e
- e

This table should be read as follows: In two positions of accountant
1d by men, experience is required of new employees.




30

positions; and 18 positions required the same standard for managerial

positions,

Table XV shows the minimum educational requirements new male employees

must have ecomplsted for empleyment.v For 43 positions, employers required
less than high school graduation; for 82 positions, employers required
~ high school graduation; for six positions, émpleyers requiréd some college

training, No requi:ementa were specified by employers for ten p@sitienso

Table XVI shows the minimum educational requirements new female employees

mst have completed for employment, For 31 pesitions, employers required
less than high school graduation; for 104 positions, employers required
high school graduation; for eight positions, employers required some
college training, No requirements were specified by employeys for seven
positions, |

Asgesgions, Replacements, gnd Turnover, Table XVII shows the number
of newly employed, separations, and the percentage of turnover, For the
year, there were 224, employees newly employed, and 131 employees separated
from their jobs which gave 131 replacements, The percentage of turnover
for the year was 5_3.6 per cent,

The percentage of turnover was found in the following manner. The

Va.etual number of replacemente(ifisiyg the last 12 months was represented
by total newly employed or total separatﬂed,' whichever was smaller, The
average munber of émpleyefes‘ was found for the last 12 months an& vas
divided into the mumber of replacements., This gave the percentege of net
tﬁr'néver. ’ \

It must be noted that in some of these positions which have only o/na
employee there was 100 per cent turnover in which there might bs only one
newly émpleyed and one separated from their jobs. This peroentage‘ eannol

be too gignificant since there was only one empleyee in that position,




TABIE XIV
MINIMUM EDUCATIONAL REQUIREMENIS FOR NEW EMPIOYEES

Ne -

Posgition Total Requirements Grade _ _L; ~ln
Fositions Specified 8 ) 4,  Gollsge
il b 2B R KL ALK l.l.ILL_...!._L.

Begord Keepers
Accountanis 3 2 1
Bookkeepers 35 1 1 2

Secretarial Positions
Saeretaries
Typists
Stenographers

B i
ing Clerk
Order Clerk
Payrell CGlesrk
Qeneral O0ffice
Shipping Clerk
Stock Clerk
Chief Clerk
Receiving Clerk

e Office

P
Cashiers (Office)
Bank Tellers
Bus Agent
Purchasing igent
Collectors

Deputy
Bookkeeping HMachine
Operator
Comptometer Operator

Bw o
Bw o

HEEOARNOYWN M
w
HEHEWORE M
R\ b

B N W
[

1€



. TABIE XTIV (CONTINUED)
MINIMUM EDUCATIONAL REQUIREMENTS FOR NEW EMPIOYEES

: T
Position Total Requirements gr%
; Positions Opecified ;
TE or. 4 F §p A

Seiling Pegitions

Retail Store Salesmen 139 0 6 Y 4 2 3 112 3526
Fholesals Salesmen 8 . : : g
Insurance Salesmen 2 v 2

Soda Fountain Workers 3 2 | 1

43

m £
W )

[-.J

P

it

ﬁffice %amgars 5
Managers (Retail Store) 17 1 1
Assistant Mansgers _ ‘
(Retail Store) 5

WD
W W
fout

Total 21 10 7 3216 4 2 4 1 312 81104 74 1 3

This table should be read as followss In two positions as accountant held by men, high school
graduation is required for new employees, : , .




TABLE XV
MINIMUM EDUCATIONAL REQUIREMENTS FOR NEW MALE EMPIOYEES

: e susasen ; o
?asitien : Total Requirements Grade _ _ _ _High Scheel _ _  College  Business
' Poaltions sneeified 8§ "F0 a1 "T20 2 A Collese
ggg Kee T .
Aﬂeeun’sants 2 2
Bc@kkeepera 2 2
1 1
@@mral 0ffice 1 1
Shipplng 8lerk 2 2
Steck €lerk 6 3 3
- Ghief Clerk 1 1
i&eceiving Glerk 1 1
Bank %llers : 2 2
Colleetors 2 2
Doputy 1 1
Bookkeeping Machine
Operator 1 1
Selling Pesitions
Retail Store Salesmen 79 10 W 4 3 1 35
Wholesale Salesmen 8 8
Insurance Salesmen 2
Soda Pountain Workers 2 2
Miscellaneous Store
Pos tigns o
Delivery ien ' 5 ' 2 . 3
Hapagerial Positions ’ ‘ .
Cffice Managers 4 1 3
‘Mansgers (Retail Store) 14 : 1 1 9 3
Assistant Mandgers , o
{Retail Store) 5 , 5

Total 141 10 2 4 4 3 8 6

29



TABLE XVI
MINIMUM EDUGATIONAL REQUIREMENTS FOR. NEW FEMALE EMPIOYEES

S ) .Ho
‘Position - Total E@qu&remenns Grade

High School Goll ' Busine
Poslilons Specified g § " o el o e e
Record Ksaggﬁg | P .
Accountants ’ 1 1 -
Bookkeepers ‘ 33 1 1 29 1 1
Seorebarial :
Secredaries 9 6 1 2
Typists 5 5 :
btenegraphers .
 {Shorthand) 12 12
;grzcig Positions
Llerk 1 1
Qrﬁer Clerk: ’ 1 1
Payroll Clerk 3 3
@eneral Office - 8 8
Miscellaneous Office
; Positions
Cashiers (Office) 3 3
Bank Tellers 3 3
Bus Agent 1 i
Purchssing Agent 1 , i
Comptomster Operator 1 i
Selling Pogitiong
Retall Sbore Salesmen 60 6 14 2 12 26
Soda Fountain Workers 1 ' 1
Migcellaneous Store |
_ Pogitiong § '
Cashiers (Stere) 3 1 1 1
— 1 o
3 o - 2 1
Total 150 7 16 2 1 12 104 4L 1 3

7e
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TABLE X¥II

NUMBER OF ENPIOYEES KEWLY EMPIOYED, NUMBER SEPARATED FROM
THEIR JQBB,AI%B PERCENTAGE OF TURNOVER FOR THE LAST 12 WONTHS

Position | F¥ewly Employed So tod Total Turnover

A T B BT No, Per Cent

Becord m ,

" Accountants 0 ¢ 0 ¢ ¢ o Q0 0

Bookkeepers 1 312 13 0 6 6 6 19.6

0 10 1o 0O 8 8 & 100,

steng‘apms 0 13 13 ¢ 9 9 9 90,

f:ypiats ¢ 0 ¢ 0 ¢ O o 0

Eming Glerk e 1 1 e 1 1 1 100,

Order Clerk . 1 1 2 0 1 1 1 66,7

Payroll Clerk O~ 2 2 e 0o O o G

General Qffice o 7 7 c 2 2 2 30.8
. Shipping Glerks 1 0 1 c ¢ ¢ 0 0 -

Stock Clarks i 0 1 1 0o 1 1 16,7

Chief Clegk D 0 0 0 0 0 0 0

Receliving Clerk 1 ¢ 1 1 0o 1 1 100,
Mizcellaneous O0ffice

m o |

Cashiers (0ffice) 0 3 3 0 2 2 2 80,

Bank Tellers i 0 1 0 ¢ ¢ 0 0

Bus Agent 0 1 1 0 0 O 0 4]

Purchasing Agent 0O 0 0 6 0 ¢ o - 0

Gollectors FANE : B A i o 1 i 200,

Deputy 1 6 1 i1 0 1 1 100,

Bookkeeping Machme

Operator 1 ¢ 1 0 ¢ 0 0 0

Comptometer Operator c 1 1 0 0 0 0 0
Selling Posgitions ,

Retaill Salesmen 7T 64 141 38 51 89 89 .

#holeaals 3alesmen 6 0 6 4 0 4 4 57.1

Insurance Salesumen 2 0 2 o © o 0 0

Scda Fountain Workers 2 0 2 2 0 2 2 6.7

. Hiscellanegus Store
Positions
Gashiers (Store) 0 3 13 ¢ 2 =2 2 80,
Delivery H¥en 3 0 3 1 0 1 1 25,
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TAHLE XIVII {CONTINUED)
NOMBER OF mmms mﬁ: mmm, m%m SEFARATED mx
‘THEIR JOBS, AND PERCEN] FHE 1457 12 ¥ONIHS
Pogition ﬁ@al& E@loye:i Ssparated Total ?ﬂrm
N— O 1 B BT Bok Per Cout¥®
| Mansgorial Positions |
- Qffice Hanagers 32 0 3 ¢ 0 0 0 0
Managers (Store) 1 0o 1 6 0 0 o 0
Assistent Menager (Store) O 0 O 0o o o 0 0
Total 106 118 224 49 82131 13: 53.6

¥ hotual mumber of replacements during 1ast 12 months, represented
by total newly employed or itotal separated, whichever is smaller,

*% Percentage of net turnover based on average mumber
during last 12 months,

This table should be read as follows: One male and 12 female bookkeepers,
& total of 13 bookkeepers, were newly employed in the last year; no males
and six females, or & total of six bookkeepers, were separated from their
jobs in the last year. There were six replacements, resulting in a 19

. per cend turnover in bookkeeping positions.

of employess
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Selected Puties of Office and Shore Occups gﬁ.ona. Tables XVIII and
XIX deal with selscted éuties of employees in’off'ice and store eceupations,
Table IVIII desls with the number of emplsyeee; who performed the following
duties in the offices and stores: typing, filing, taking dictation and
tranaeribﬁmg, applying knowledge of bookkeeping primiples and practices,
and selling, Table XIX deals with the number of employses who operated
the various t&p@s of business machines: adding machine, Eimeograph,
caloulator, liguwid process duplicator, aomptmter, cash register, check
writer, and addressing machine, It will be noted ‘ﬁhat one smployes might
perform several of these selected duties.

The cmﬁes peﬁ‘emd by the majority of all employees, named in
descending order of frequency, were ss followss selling, operating the
adding machine, operating the cash reglster, fiiing.,, applying knowledge
of bookkeeping principles and practices, and typing.

No Dictaphons and Ediphone were f;mnd i# Monett, so these ma_ehinea
were excliuded from Table Xix,

The above data are significant in détermining the emphasis which
should be given to those dutiss that are zﬁerfarmd by almost all the store
and office 'eﬁployeeé. This should probably bring about a change in the
curriculum and equipment in the business education depariment in Nonett,

R




TABLE XVIIX

H’EMBER oF EMPLOYEES PERFORMING SELECTED DUTIES IN THE 80 OFFICES AND STORES SURVEYED
A Ta%@i — T Take  Xpply Enonledge of -
Position Em#la' . Type File Bietatiam he@kkeaping prinaiplas Sell
| ~mployeea —— 8 it apd_praghise S

e B ‘ ,
Ageenntan's _ 3 2 3 ‘ 1 : 3 2
Beokkeepers 3B 22 35 16 , 35 23
Total ; .. 38 24 38 17 — 38 25
ta 9 g 9 9 8 0
3&enggraphers 12 10 1o iz 5 2
Typists -5 5 4 4 3 1
- Total } ' 26 24 a3 25 16 3
Billing Clerk 1 1 ¥ 1 0 o
emmrﬁhwk 2 2 0 1 1 1
Payrell Qlerk 3 3 3 1 3 1
General Office 9 8 8 1 6 1
Shipping Clerk 2 1 1 0 1 0
Stoek Clerk & 0 ¢ 0 0 5
Chief Clerk 1- 0 1 .0 1 1
Recelving Clerk i | 1 (8] 0 0 0
Total 25 16 13 A 12 9
casmem mﬁea) 3 3 3 1 3 0
Bank Tellers ' 5 1 0 0 5 0
Bus Agent 1 0 1 0 1 0
Purchasing Agent x 1 1 1 1 0
Oollecters 2 0 0 0 2 4]
Deputy 1 1 1 -0 1 0
Bookkeeping Machine Gperator 1 1 1 0 1 1
Gemptomater Operator 1. 1 1 1 0 0
Total 15 8 8 3 14 1

g€



| TABIR XVIII (CONTINUED)
BER OF EMPIOYEES PERFORMING SEIECTED DUFIES IN THE 80 OFFICES AND STORES SURVEYED

Position Enployess Type File »\Bﬂ@tatiﬁn boekkfgfifgjf#i?f%plea Sell

Selling Positiens

Retall Store Salesmen 139 10 A 0 9 139
 Wholesale Salesmen .8 0 0 0 0 8
~Ingurance Salssmen - - 2 0 0 0 0 R

Soda Fountain W@rkera 3 0 1l 0 1l 3

Total 152 10 15 0 10 152
liscellansous Store |
Positions =
Cashiers (Store) 3 0 1 0 1 3
Delivery Men 5 0 0 0 0 5
Total 8 0 1 0 1 8
Hanagerisl Positions | | | '

Office Managers 5 2 2 0 3 2

Managers (Retail Stores) 17 14 15 1 17 18

Assistant Managers

(Retail Stores) 5 3 3 0 3 4
Total 1 19 20 1 23 24
Total 291 101 118 50 | 14 222 -

This teble should be read as followa: Two accountants type in performing their dutiés, and three
acceuntants fils, : _



TABLE XIX

NUMBER OF EMPIOYEES OPERATING VARIOUS TYPES OF BUSINESS MACHINES

IN THE 80 OFFICES AND STORES SURVEYED

Address-
ing
_Machine

Cash Chack

tomeoter Register Writer

Coup-

vl

Finse- Suion Process

Total  Adding
Eaployeses Machine graph lator

Position

0~

OO i
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TABLE XIX (CONTINUED)

NUMBER OF EMPIOYEES OPERATING VARIOUS TYPES OF BUSINESS MACHINES
IN TEE €0 OFFICES AND STORES SURVEYED

Total  Adding Mimeo- Caleu- Idquid  Comp- Cesh  GCheck Address-

Position Employees Machin: graph lator Process iometer Register Writer 41¢
Duplicator Mgching
Positions
Reteil Selesmen 139 59 0 0 (0] 1 107 0 0
Wholesale Salesmen g 8 0 0 0 0 8 0 0
Insurance Salesmen 2 0 0 0 G 0 0 0 0
Soda Fountain Workers 3 2 % 0 0 0 0 3 0 0
Total 152 68 0 0 0 1 118 0 0
sce Store
Pogitions
Cashiers (Store) 3 3 0 0 0 0 3 0 0
Delivery Men 5 2 0 0 0 0 3 0 0
Total 8 5 0 0 0 0 6 0 0
erial Positions
Office Managers 5 3 0 2 0 1 | 3 1
ers (Retail Store) 17 17 0 1 0 1 13 3 0
Assistant Managers
(Retail Store) 5 4 0 0 0 0 4 2 0
Total 7 24 0 3 0 2 18 8 1
Total 291 189 15 25 4 1 171 50 8

This table should be read as followss Three accountants operate the adding machine in performing
their duties, One accountant operates the Mimeograph,

17
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\ECORD KEEPING POSITIONS

The data "eamernim record keepers are amlgmed in this chaepler for
the purpose of showing the number employed, sex preference, minimmn age,
experience and educational requirements, ’mwmr, and seléeted dﬁtiea
performed.,

The 1940 census gives the number of bookkeepers and accountants in
the United States as 856,448, Of this nusber 410,243, or 47.9 per cent,
are men and 446,205, or 52.1 per cent are women, * |

Sunber Ewployed in Becord Eeepinmg Positions, Table XX shows there
were 38 record keepers employed in the firms included inm this study. Of
the 38, 34, or 89.5 per cent, were engaged in full-time employment, ?mxr,
or 10,5 per cent, were engaged in part-time empleyment.

In this study the ®position®™ is one in which vﬁhe employee performed
 the majority of his duties and to which the employee devoted most of his

vorking time. In view of this classificstion, many offics workers who are

not elassified as bookkeepers might perform some record-keeping duties,
Sex Preference. Table XXI shows that three employers expressed

prefsr&m for male employees fer 4 positions as record k;aepera., ‘I‘wenty-

. three employers expressed preference for female empleyees in 29 positions,

"»,Fivs employers expressed no sex preference for 5 positions,

The ratio of preference for men and women record keepers, in terms
of the number of positions affected, was appraximately 1 position for men
‘to 7 for wbmn. As has been shown in Tabléb X, there were 4 male record

t

lw Census of the U. S. 1940 Population, U. S. Government
Printing Offics, #ashington, 1943, Volume ill, p. 76.
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Per Cent

Full-time Part-time of Total
Fositlons Employees Employees Full- Part-

¥ -r 7 2. r. 2 time time

Accountants - o . g .0 8 100. 0
Bookkeepers 2 .29 3 | Wt S 88,6 11.4
Total 4 30 34 0 4 4 89.5 10,5

This table should be read as followss

Two males and one female, or a

total of three full-time employees, were employed as accountants,

TABLE XXI

EMPIOYER SEX PREFERENCE FOR RECORD KEEPERS

Position

No
M F Pref, Total M F Pref, Total
Accountants g | 0 2 2 1 0 3
Bookkeepers 222 5 29 228 5 35
Total 323 5 31 4 29 5 38

This table should be read as follows:
for male accountants,
preferred male accountants

One employer expressed a preference

Two accountants were employed by the employer who



A

keepers and 34 female record keepers actually employed. The women record

keepers empleyed Mw red the men reeord keepers about 8 to 1,

Steinle found in Seminmole a total of 99 preferences, and 66 of these

wers for women, l’he employars prsferred women record keepars 2 to 1. The
women record kaep@rs esgsl@yed were 94 ard the men record keepers employed
- wers 42, The women recerd kaepars emplayed outnumbered men meord kaepers-
about 2 to 1.2 | | |
Silverthorn found that in Pomca City in ’1941 the sex preference for
record keepers was rather evenly div:m?e;dg, Of a total of &7 pmfarences,
32 were for womén.. The women record keepers employed were 71 and the men
recard mpers amployed wore 277, The men record kespers employed out~
nmbared women record keepers about 4 teo 1 3 N
inimen dge Bequirements for Becord Keepers, Employers required a
mintmum employment age of 18 or under of their employees for 22 positions
(Table XXII), Employers gave the minimum employment age of 19 to 21,

inelugive, for 6 of the positions., Employers gave the minimum erployment

age over 21 for 1 position. No minimum sge was specified by employers for
¢ record-keeping pasiﬁiem; |

' Twenty of the 38 record-

keeping positions 61& not require experience ag a requisite for es:ployment,‘

but for the other 18 experience was e requirement (Table XXIII), For 2
gecountanis, experience mas mqnimé, ‘buf, for 1 mecountant experience was
' zx.éﬁ required, For ’16 or 45,7 per ecent, of the booklkeeping ﬁesi‘biﬁns
ezperieme was requirad; but for 19, or 54.3 per cent, of the bookkeepim

positions experience was not required,

2 zam Steinle, "Business Ocoupational Opportunity Survey of Seminole,”
Unpublished Haster's Thesis, Oklahoma &gricultural and Mechanical College,
Stillmater, leahama, 1948,

3 James Hdwin Silverthorn, "Business @mupatmnal @pportmaity Survey
of Pongca Gity," Unpublished Masterts Thesis, Oklahoma Agricultnral and
ﬁeebanical College, stmmw, Oklahoma, 1941,




TABLE XXIX

45

MOM AGE REQUIREMERTS FOR REGORD KEEPERS

&‘ i — LT
el Minimum Age 16 17 18 19 21 45
Position Sp%if?ﬁm?ﬁsﬁﬁ'a?ﬁfmf
Accountants S 1 2
Bookkeepers = ‘ 9 2 3 2312 1 5 1
Total 9 3 3 4 12 1 5 1

This table should be read as follows: In one position of ascountant

held by a womean, the minjmuz age requirement for new women amp}.oyees is

16 years.

' ' Exporience ~Experiencs
Poaition ' Requived Bot Required

. L B_F_T B F T
Aecountants v 2 ¢ 2 c 1 1
Bookkeepers | 2 4 16 0 19 19
Total 4L 18 0 20 20

This table should be read as mllawsz In two positiuns of aecoun‘tant ‘

held by men, experiema is required of new ewployees,




,\&

scational Regqui: ements, Table XXIV shows the educational require-

ments for new record keepers. Thirty-three, or 87 per cent, of the positions

for record keepers required high school ﬁm&ﬁmﬁgw a8 the minimum educa-
ﬁgﬁ. ﬂﬁggﬂ&o Employers for thres rscord keeping vomwﬁg_m required
- some college training ﬁw.»wﬁ mawwawmﬁm for two record m@%ﬁﬁ positions
required less than high schocl graduation as the minimum educational
requirement.,

Turmover, Table XiV gives the mmber of record keepers newly
maﬁun%wm».eww number separated from their Jobs, and the mm&ama&mmm of
turnover for the last 12 months, Thirteen nga keepers were gﬁ%
smployed and six were separated from their Jobs, Hmmmw,ﬁ.um in 6 replace-

ments, or a 17.4 per cent turnover of record keepers,

Selected Duties Performed by Becord Esspers. Table XXVI shows the
pumber of record keepers performing selected duties in the 80 offices and
 gtores surveyed. Of ithe total 38 record keepsrs reported, .mf or mu_. per
cent, wﬁo@m. 38, or 100 per cent, file; 17, or 45 per cent, take dictation
and transeribe; 38, or 100 per eent, apply krowledge of bookkeeping
‘wﬁuﬁwwmm and practices; and 25, or 66 per eent, sell.

Table XIVII gives the number of resord keepers operating various
types of btusiness machines in the 80 offices and stores surveyed. Of the
38 record keepers reported, 36, or 95 per cent, operate the adding @mawg@w
wu or 5 per cent, operate the Mimeograph; 7, or 18 per cent, ,@mwwwwm the
' caleulator; 3, or 8 per cent, operate the comptometer; 20, or 59 per cent,
operate the cash regiater; 15, or 39 per cent, operate the check writer; ‘
and one, or 3 per cent, operates the addressing machine, ., o

~ In view of the duties performed by ;wmgu.m wg@wwmn it would be waluable
for a student plamning to enter the field of .woeww_mmwgm also to be able to
perform the ma‘wwog aw%wm@ or store duties: type, wwwm«, sell, operate
the adding mwogn. and operate the cash register, |
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TABLE XXIV

MINIMUE EDUCATIONAL REQUIREHERTS
FOR NEW RECORD KEEPERS

i Grade  High School College  Business

e adl I 8. A  OCellsge
M F M F F M F M F X F
Accountants 2 3
Bookkeepers 1 12 2 1 1
Total 1 1l 4 29 1 1 1

This table should be read as follows: In two positions of accountant
held by men, high school graduation is required for new employees.

TABLE XXV

NUMBER OF RECORD KEEPERS NEWLY EMPIOYED. NUMBER SEPARATED FROM
THEIR JOBS, AND PERCENTAGE OF TURNOVER FOR THE LAST 12 MONTHS

Position Newly Employed Separated Total Turrover

.0 ¢ . % ¥ 2 No, Per cent

Aceountants - (I RN - ;s Rl SR < 0 0

Bookkeepers 1 12 13 0 6 6 6 19,
Total l1 12 13 0 "6 " 6 6 17.4

Thia table should be read as follows: One male and 12 female book-
keepers were newly employed in the last 12 months; 6 female bookkeepers

were separated from their jobs, There were 6 replacements, or a 19 per
cent turnover of bookkeepers,
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WUMBER OF RECORD KEEPERS PERFORMING m‘fﬁi} DUTIES
1IN THE 80 OFFICES AND STOHES SUBVEYE

Iotal  Type F13.§ mﬂﬁm mﬁfé}% Sell
Pogitio ¢ n k ge ¢
osibion ‘ Ewloyees and of -

Accountants 3 2 '
Bookkeepers : 35 22 35 16 35 23

Total 38 2% 38 17 ® 25

This table sheuld be reed as followss Of the three sceountanis, two type.




TABLE XXVII

NUMBER OF RECORD KBEPERS OFERATING VARIOUS TYPES OF BUSIRESS
MACHINES IN THE 80 OFFICES AND STORES SURVEYED

Position ?ﬂ*-al - Adding — Himeo- }é* Comp- “Gheck iidressirg

gister Writer __ Maohine

A@mmﬁmms ’_-~ ' 3 3 1 1 1 : 0 1 0
Bookkeepers 35 33 1l &6 = 2 v 20 14 1
Potal 38 36 2 7 3 20 15 1

This tahla should be read as follows: Three accountants operate the gdding machine in performing their
duties,

67



In this chapter, mretariél positions a&e analyzed, The secre~
tarial positions found in Nonmett were for secretaries, stenographers, and
typists, This‘&apter gives the Mber employed, sex préfex_'éma',. 'minim
age requirements, experience requirements, educational requirements, turn-
over, and selected duties performed,

The 1940 census gives the mumber of stenographers, typistis, and
secretaries in the United States as 1,057,886, Of this mumber, 988,081,
or 93,5 per cent, are mmen; and_éﬁ,&ﬂsg or 6.5 per éent, are aan.l

Number Employed in Seereteriel Positions, Table XXVIII shouws 26
secretarial employees. This was 9 per cent of the total 291 employees,

There were 9 secretaries, 12 stenographers, and 5 typisﬁs. All of these
positions were héld by women,

That women hold & lsrge percentage of the secretarial positions was
shown by the studies made in the three cities of Monett, Seminocle, and
Ponca City where wonmen filled agll of the positions izz the first city, and
94 per cent in the other twe,

Sex Preference go_g, Secretarial W Table XXIX shows that
employers preferred female employees fer all seeretarirl positions, The
findings here lead %o the c¢onclusion thal for local emplmnt in secre-
tarial positions girls should be encouraged to prepare for secretarial
* positions and boys should beAguideé;intn‘othar fields in which there are
opportunities for employment.,

According to the 1940 census, of vt.he stenographers, Vtypists,’ and

secretaries of the United States, ounly 6.5 per cent were male employses,

1op. eit., p. .
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TABLE XXVIII
WUMEER, EMPLOYED IK THE SECRETARIAL POSITIONS

| .~ Full-time Part-tine of Total
Position Employees Employees Full- Pgrt-
. B i, L N S ime

Seerectaries
Stenographers
Typists

[ B W o
whoe
wi e
coo
OO e
1,5 Mol 1)

g

L J

o

+ Total

o
8
-8
o
\¥" ]
W

’ 88;5 11»5

This table should be reed as\falhswga, Fo males and 8 females, or a total
of 8 employees, were employed as full-time seeretaries.

TABLIE XXIX
EWPIOYER SEX PREFERENCE FOR SECRETARTAL POSITIONS

Bunmber of %ﬁtiégg o
Bo

Pogition

Sseretaries 0 8
Stenggraphers 0 10
Typists ] 0

)
Lo we o
wio
SO0
wio

o
B
o
&
o
&

Total 022

This table should be resd as' followss Eight employers ex;:tasaed &
preference for fomale seeretaries. Nine secretaries are employed by the
employers who prefer female secretaries, ,
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It is evident, that unless the male secretariel employee becomes specialiged,

as in eourt reporting, there will be few employment oppdr‘tunitiea for him
outside of Monett, | |

Minimum Age Reguirement for Secretarial ngsi&ién - | Fable XXX shows
that employerg specified the following minimum sge requirements for new
fomale employees in the 26 positions »held.'by female secretarial employees
at the time of the study, BEmployers expressed a minimum age fééuirément
of 18 or below for i‘? gecratarial posiﬁions. Employers apeéified a
minimun age reguirement of 19 to 21, inclusive, for 4 positions, Ko
minimum age was specified for 5 positions, In view of the age require-~
ments specified by employers, it is probable that the seeretarial students
will be able to find work in Honett up;bn high school graduation.

irements for Secretarial Pbsit@m 5. Table XXXI shows

that for the 26 positions for secretarial employees, emplcyei-s required

experience for 7 of the positions and did not require e@erience for 19

of the poaitiozis. hs em;aloyérs did not require experiemce for 73 per |

cent of the posiﬁians, i% is evident that some students mejoring in secre~

tarial work will be able to secure employment or high school graduation, |
Eduga $ional Reg ~'ummx§ts for Secretarial Positions, Table XXXII shows

ﬂmt of the 26 secreterial positions, 23, or 88 per cent, required high

school gradnatimx a8 the minimum educationsl requirement, One position

as secretary rsquired 2 years of college training and 2 positions as
~ secretary reguired busineas eollege tralniug

Turnover., The data in Table XXXIII show that 23 seeretarial emplayees
were hired during the last twelve months, while 17 were separated from their
jobs, The 17 replacements represent a 69,4 per cent turnover of secre- N
tarial employees,




53
TABLE XXX
HINIMUHE AGE REQUIREMENTS FOR SBORRTARIAL POSITIONS
aad ti : mnimm Age 17 18 19 20 21
Position Specified W F K F K F M T M P N T
u__F
Seeretaries 4 1 3 1
Stenographers 1 2 é 2 1
Typists . SRS 2 2 1
Total 5 4 3 10 1 2 1

This table should be read as follows: In 4 positions of

seeretary held

by women, no pinimum age was specified for new women employees

Table XXXT

WUMBER OF POSITIONS IR WEICH EMPIOYMERT EXPER

REQUIRED OR I5 NOT REQUIRE

ENGE IS
ED FOR NEW SECRETARIAL EWPLOYEES

| Experience Bxperience

Position Regquired Fot Bequired

, - 4 F T B F ¥
Seorstaries . 0 4 4 0 5 5
0 1 1 0 4 4

Total 0o 7 7 0 19 19

This table should be read as follows: In 4 positions of
by women, experience is required of new employees,

seoretary held
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TABLE XXXII
MININMUM EDUCATIONAL REQUIREMENTS FOR SECRETARIAL POSITIONS

' Total
, Poai
G Positions
Secretaries 9
Stenographers 12
Typists 5
Total 26 23 1 2

This table should be read as follows: In 6 positions of secretary held
by women, high school graduation is required for new employees,

TABIE XXXIII

NEALY EMPIOYED SEGRETARIAL EMPIOYEES, NUMBER SEPARATED FROM
THEIR JOBS, AND PERCENTAGE OF TURNOVER FOR THE LAST 12 MONTHS

Position Newly Employed Separated _Total Turnover
i S M_F T _ Number Per Cent
Secretariea 0 10 10 0 8 8 8 100,
Stenographers 0 13 13 L O 9 90,
Typists 0 0 © 0 0 0 0 0
. Total 0 23 23 B 2r 17 69.4

This table should be read as follows: During the last 12 months, no males
and 10 females, or a total of 10 secretaries, were newly employed; no
males and 8 females, or a total of 8 secretaries, were separated from
their jobs, There were 8 replacements, or a 100 per cent turnover for
secretaries,
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Selested Dutdes Perforved by Seereteris) Em
ﬁs&r&tarial employses reported, 24, or 92 per cent, type in performing |
their duties; 23, or 88 per seﬂﬁ, file; 25, or 96 per cent, bake dietati@n
and transcribe; 16, or 62 per cent, apply knowleége of bookkeeping prin-
eiples and practices; 3, or 12 per cent, sell. The details conserning
duties performed by the various types of secretarial kemplafy&es are shown
in Table XXXIV, | |

Tatle XXXV shows the number of secretarial employees who operate
verious business machines, Of the 26 secretarial employses, 23, or 88
per csnt, operate the gdding machine; 6, or 23 per cent, operaté the
Mimeograph; 2, or 8 per cent, operale the cal@ulé&ar; 4y Or 15 per cenb,
bbperate the liquid process dupliester; 3, or 12 peﬁ esnt, operate the
cash register; ll, or 42 per cent, aperaté the c¢hsek writer, and 1, or
4 per cent, operate the addressing machine, |

In view of this information, it is desirable for the secrstarial
high school students to gain skill in the followings +{yping, filing,
taking dictation aﬂﬁ’trans@ribing, bookkeeping, and operabing the adding
machine, They should ‘ha.ve some knowledge of the eheck writer, Mimeograph,
and liguid process duplieator,
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TABLE XXXIV
NUMBER OF SECRETARIAL EMPLOYEES PERFORMING SELECTED DUTIES

'}

Take Apply
Position Type File Dictation Knowledge Sell
and of
Iranscribe Bookkeeping
Secretaries 9 9 8 0
Stenographers 10 10 12 5 2
Typists 5 4 4 3 1
Total 24 23 25 16 3

This table should be read as follows: All of the 9 seeretaries included
in the study type, file, and take dictation and transcribe, BEight apply
knowledge of bookkooping principles and practices, and none sell,



TABIE XXXV |
NUMBER OF SEGRETARIAL EMPIOYEES OPERATING VARTOUS BUSINESS MACHINES

Position » Total ' Adding 54 e Qalﬁ'ﬁ-* %:igﬂ Cash ﬁ@ﬁ . Aé.dressim

Rogister TWiriter  Machine

 Seeretaries | 9 9 2 0 1 1
Stencgraphers 12 9 3 2 3 R
1 0 0 0

Q
1
Typlsts 8 5 e

LR

Total 26 23 6 2 4 3 1 1

: This tgble should be r@aé as followss OF the 9 secretaries, 9 operate the adding machine in performing
their duties, ‘

pA
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CLERICAL AND MISCELIANBOUS OFFICE POSITIONS

) ‘Iaamﬁymimmﬁamﬁnﬁmtwhat mﬂﬁi@ﬂ&wmmﬁa
gradoates of Eaman, Penngylvania, High Sehool, it was found that of ‘k&aese
employees in offieaa and shores, 45 per cent were aﬁplayeﬁ in cleriesl
p@sit.iem, 31 per cent were employed in WM@ maitimzs, 12 per eeat
were engaged in m&ail selling, and 12 per cent were employed as ; book~

k&sp@z’ﬁ tl

The 1940 census gives the number of general clerieal workers in the
United States as 1,760,000, Qi’ this number 1,@26;400, or &4 per cent,
are men, and 733,600, or 36 per cent, are women, 2 |

- Bumber of Glericsl and Bigcellaseous Office Wa Of the 291
employees, 25, or 9 per cent, hold elsrical positions, and 15, er 5 per

eent, hold miscellansous office positions, Thirteen of the clerical
employses were females and 12 of the clericsl employses wers males; 10
" of the miscellaneous office positions were held by females, and 5 were
held by males. ITweniy-iwo, or 28 per cent, of the elerical positions ‘
were fulletime while 3, or 12 per cent, of the clerical positions were
| part-time, Thirteen, or 8.7 per cent, of the miscellaneous office posie
tions wers full-time while 2, or 13,3 per cext usre pert~time,

Table XXXVI shows the
office positions.
TIXVIL shem that 10 eaglmrs preferred male omployees for 11 elar%.aal :

muzber employed im clerical and miscellanesus

positions, Eight employers specified that they preferred female empleyeaa
for 9 positions as elerical workers, Three employers expressed no preference
for 5 clerical peositions.
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TABIE XXXVI

. NUNMBER EMPIOYED IN CLERICAL AND
- MIBCELIAEEOUS OFFICE POSITIONS

. v ‘ ' ~ Per Cent
sition : . Full-time Part~tine of Total
Posit: ~ Employees Employees Fulle Parte
Clerical Positiong |
Billing Glerk o 1 1 0 0 © 100, ©
Order Clerk i 1 2 € 0 0 100, 0
Payroll Clerk : 0 3 3 c 0o © 100, 0
General Office Clerk 1 7 8 ¢ 1 1 88,9 11.1
Shipping Glerk 2 0 2 g © 0 100, 0
Stoek Clerk L 0 4 2 & 2 66,7 33.3
Chief Clerk 1 0 1 ¢ 0 o° 100, 9]
Receiving Clerk 10 1 0 0 o 100, ©
Total 10 12 22 2 1 3 g8, 12,
0 2 2 0 1 1 66.7 33.3
2 3 5 0 0 0 100, g
0 1 1 0 0 © 100,
¢ 1 1 0 0 ¢ 100, (4]
i 0 1 i 0 1 50, 50,
i 0 1 0 o O 100, o
Oporator 0 1 1 0o 0 0 100, O
Comptomater Operator 1 1 6 ¢ 0. 100, 8]
Total 4 9 13 1 1 2 86,7 13.3

This table should be read as follows: o males and one female were
employed as full-time billing elerk. | e
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TABLE XXXVII

PREFERENCE BY SEX FOR NEW EMPLOYEES IN CLERICAL AND MISCELLANEOUS
OFFICE POSITIONS AS EXPRESSED BY EMPIOYERS

Hﬂmufimhnm iﬁuofﬁdﬁmu
&ﬁhlﬁﬂ__JLI hﬂl Total

Position

E

Clerical Positions
Billing Clerk
Order Clerk
Payroll Clerk
General Office
Shipping Clerk
Stoek Clerk
Chief Clerk
Receiving Clerk

HMHEOBWOOoOOMO
2 oCcoOoOoOHNHMH
W CoOO0oOOoONMNMHOO
HEHEWMNOVWN
t: HHOONDODOHO
0 OO0 OW N
n OO0+ HOO
MEEOCNYWN -

Total

=
o
M
=
N
Ut

Miscellaneous 0ffice

-Gnshlara'zorfice)

Bank Tellers
Bus Agent
Purchasing Agent
Collectors

Deputy

Bookkeeping HMachine
Operator
Comptometer Operator

Total

> 00 HNOOHO
> MO OOHOON
N oM COCOCHOO

bt b e B B e O
® 00 HNOOWO
W HO ocOoHOOW
N OH OCOOHOO
& e poHEvw

e

This table should be read as follows: One employer expressed a preference
for female billing clerks, One billing clerk was employed by the employer
who preferred female billing clerks,
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Four employers preferred male employees for B miscellansous office
positions while 4 employers preferred female employees for 5 miscellanecus
. office positions. .m_.ﬁ_o employsrs expregsed no preference for 2 nisecel-
wmmmaﬁ office positions, . |

ment, for Clerigal gnd M
Employees, ggﬂ@um wﬁuu.mmu@a a aﬁ&.ﬁm age requirement of u.w or vawea. |
for 15 clerical positions {fable XXXVIII), Eumployers @Nﬁgm@@m & ﬁw&g

age of 19 to mué inclusive, for 6 positiens Eﬁ a minimum age of over MH

for 3 positions, No mi : age was specified by employers for 1 clerical
position,

ninimum sge of 18 or v&@a for 11 miscellaneous

Employers expressed a
office m@m»wwgu mna a ndnimem age of 19 %0 21, inelusive, for 4 positions.

Reguirement for ( u.wmmwwﬁz%t,u. gne
Employees. mmwwm IXXIX shows that experience was not required for 20, or

s Office

80 per cent, of the clerical positions. Bmployers required experience
for 5, or 20 per gﬁ.w of the elerieal positions, ‘

Experience was H@mﬂg for 4 miscellaneous office posiiions. Experience
was not required for 11 miscellaneous office positions. In view of the
requirements, it is evident that many of the clerical and miscellaneous
office positions may be held by high school graduates,

ngl Reguirements for Glerical and Miscellascous Office

Ruployees. Table XL shows the mimimum educational requiremente for clerical
ond miscellaneous office employees, Employers required completion of the
eighth grade for 3 elerlesl positions, and high school graduation for the

other 22 elerical positions,

Employers required high school graduation for 14 of the miscellanecus
office positions, One employer specified 2 years of college training for
the one position of Eﬂagmg agent, Thus, 39, or 97.5 per cent, of the
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st Winfmum Age 16 17 18 19 20 21 25 35
Fosltlon Specified MF HF MF MF KF MF MF MF
u_F | .

I

@grml
Billing Clerk 1
Order Clerk i 1 . :
General 0ffice , 1 1 13 2 1
Shipping Clerk S | '
Stock Clerk 6
Chisf Clerk 1
Receiving €lerk 1 ' o
Payroll Clerk . 1 1 1

Total 1 83 22 114 2 1

B@akheepfing Machine
- Operator 1
Cashiers (0ffice)

Bus Agent

Purchasing Agent
Gomptoneter Opesrator

Total

e N

34 1 21

This table should bs read as follows:t In one position of billing elerk
held by a woman, the minimm age requirement for new women esployees is
- 16 years.
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TABLE XXXIX

NUMBER OF POSITIONS IN WHICH EMPIOYMENT EXPERIENCE IS REQUIRED
OR IS NOT REQUIRED FOR NEW CLERICAL AND MISCELLANEOUS OFFICE

EMPLOYEES
Experience Experience
Position Required Not Required
M F T el
Clerical
Billing Clerk 89 © - e
Order Clerk QP @ < S
Payroll Clerk 9 & ] 0 2 2
General Office et e | 2 ¥ -8
Shipping Clerk 0 0 © 2 9 2
Stock Clerk s XY R 5 0 §
Chief Clerk TR R 0 0 O
Receiving Clerk ) $ I 0 6 9
Total T 9 11 20
HMiscellaneous Office
Po
Gaahinrs!il ’%aﬂm) it S | 8 .2
Bank Tellers o 0 © : 23
Bus Agent S S ] A
Purchasing Agent R R P N 8
Collectors : W S e LR W
Deputy e 0 © - e D
Bookkeeping Machine

Operator e ¢ © X Wk
Comptometer Operator o @ 0 - SRR S
Tobal - Skt M $ % Ix

This table should be read as follows: In one position of billing clerk
held by a woman, experience is not required of new employees.



| Grade High School College
Position g - 12 2
B__F ¥ _F__ ¥_F
1
r Clerk 1 1
Payroll Glerk .3
General Qffice 1 8
Shipping Glerk S 2
Stm:k Slark , 3 3
: 1
m@iﬁm merk 1
Total 3 9 13
3
2 3
1
1
2
ﬁepu‘&y ‘ 1
Bookkeeping Machine Operator 1
Conptometer Operator : 1

Total : 6 8 1

Phis table shonld be read as follows: In one position of billing clerk
held by a women, high scheol graduation is required of new employess.
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40 elerical and misesllaneous office positions may be held by high school
graduates in mo far as minimm educational rsquiremea’s}s are cbncﬁmed,, |

, cous Office Bmployess. Table XLI
shows 15 clerieal employees newly employed and 6 separated from their

jobs, resulting in 6 replacements, or a 29,3 per cent turnover of clerieal

employees.,

There wers 12 newly employed persons in miscellanecus offiece positions,

while only 4 were separated from their jobs, resulting inm 4 replacements,
or a 36,4 psr cent bturnover,

- gelected %m Periorme ,. Of the 25 clericel employees repérted,
16, or 64 per cent, type; 13, or 52 per cent, file; 4, or 16 per cent, |
take dictation and transeribe; 12, or 48 per cent, apply knowledge of book-
keeping principles and practices; 9, or 36 per cent, sell {Table XLIL).

Of the 15 miscellanecus office employess reported, 8, or 53 psr ceni,
type; 8, or 53 per cent, file; 3, or 20 per cent, take dictation and
transeribe; 14, or 93 per cent apply knowledge of bookkeeping primiplea‘ '
and'pmaﬁm; 1, or 7 per cent, sells, _

. Table XLITI shows that of the 25 clerical employees reported, 19

M e

operate the adding machine, 4 operate the sograph, 10 operate the calcu=-
latarv,-' 6 operate the comptometer, 5 operate the cash ’register, 7 operate
the check writer, and / operate the addressing machine, '

Of the 15 miscellaneous office employses reported by Aen_:tplayers, 13
operate the adéiﬁg machine, 3 operate thé iimeograph, 3 operate the calcu~
lator, 2 operate the complomeisr, 1 operates the cash registar, 9 operate

" the check writer, and 1 operates the addressing machine,




TABIE XIX

NUMBER OF NEWLY EMPIOYED CLERICAL AND MISCELLANEQUS OFFICE
EMPIOYEES, NUMBER SEPARATED FROM THEIR JOBS, AND PERCENTAGE
OF TURNOVER FOR THE LAST 12 MONTHS

Position : Newly Employed Separated Jotal Turmover
E F T 5B r T Number Per Cent
% %ﬁk it S e SIS | 1 100,
Order Clerk ke (- - R S | b § 66,7
Payroll Clerk g R~-32 i B PN (0] 0
General Office o. ¥ X 2 2 30.8
Shipping Clerk TR Wy | 0 © © 0 0
Stoeck Clerk gy > RN I | 1 16,7
Chief Clerk Q 0 © 06 0 0 0 0
Receiving Clerk i ot - Nl ¢ £ 9.2 1 100,
Total £ 2L 13 2 4.8 6 29,3
M scellaneous Qffice
Cashiers EOttioo) 89 3 e O 2 80
Bank Tellers R O & © 0 0
Bus Agent AR | 0 0 O© 0 0
Purchasing Agent 8. 0.0 - s - AT ¢ 0 0
Collectors &=y R - ST R | 1 200,
Deputy y S BN 1 R | 1 100,
Bookkeeping Machine
Operator T T 5 L R 0 0
Conmptometer Operator MRS Tol: | 9 -9 0 0 0
Total T 523 R esee 3 4 36.4

This table should read as follows: One female billing clerk was newly
employed and one female billing clerk was separated from the position in
the last 12 months, There was one replacement, or a 100 per cent turnover

for billing clerk,



67

TABIE XLII

NUMBER OF CLERICAL AND MISCLLLANEOUS OFFICE
EMPIOYEES PERFORMING SELECTED DUTIES

Take Apply
Position Type  File ”‘-‘::ﬂm‘ ‘“‘3"8“ Sell
JIrgngeribe Bookkeeping
Glerical Positions
Billing Clerk 1 0 1 0 0
Order Clsrk 2 0 1 1 1
Payroll Clerk | 3 1 3 1
General Office 8 8 1 6 1
Shipping Clerk 1 : | 0 1 0
Stock Clerk 0 0 0 0 5
Chief Clerk 0 1 { 1 1
Receiving Clerk 1 0 0 0] 0
Total 16 13 A 12 9
Miscellaneous Office
Cashier !ﬂtﬁm) 3 3 1 3 0
Bank Tellers 1 0 0 5 0
Bus Agent 0 : | 0 1 0
Purchasing Agent 1 1 1 1 0
Collectors 0 0 0 2 0
Deputy 1 1 0 1 0
Bookkeeping Machine

Operator 1 1 0 1 1
Caomptometer Operator 1 1 1 0 0
Total 8 8 3 1 1

This table should be read as follows:s One billing clerk types in
performing his duties,



TABLE XLIII

:mm OF GLERICAL AND HMISCELLANEOUS OFFICE BMPIOYEES
: OPERATING VARIOUS WSIRESS MACHINES

Total " A&i&iﬁg | ﬁmesd- Qalsmn %mp-— T k{'.?a}ﬁh. ' @wak &ddressim

Ldwy : 1 1 0 1 1 0 1 1
Qrdar 6lerk -2 2 0 2 1 0 1 0
Fayroll ¢lerk 3 3 0 2 1 0 2 1
General 0fflce 9 8 4 4 3 1 2 1
Shipping Glerk 2 2 0 1 0 0 1 1

~ Stock Clerk 6 1 0 0 0 4 0 0
Chief Clerk 1 1 0 0 0 0 o 0
Receiving Glerk 1 1 0 0 0 0 0 0

Total 25 19 & 10 6 5 7 4
@aahiex's "efﬁfiaa) 3 3 3 0 0 1 1 0
Bank Tellers 5 5 0 0 0 0 5 4
Bus Agend - 1 0 0 0 0 0 0 0
Pyrchasing Agent 1 1 0 1 1 0 0 0
Gollectors 2 2 0 0 0 0 1 0

" Beputy 1 ) 0 0 0 0 0 0
Bookkeeping Ememm .

Operatoy 1 i 0 1 0 0 1l 1
Gomptometeor Operator 1 1 0 1 1 0 1 0
Total 15 13 3 -3 2 1 9 1

This table should be read as follows: One billing elerk operates the adding machim.




CHAPTER VI
SELLING AND MISCELLANEOUS STORE POSITIONS -

Haas says concerning the number of people gainfully employed in
selling and store occupationss
Researches and surveys have shown that almost 9,000,000
persons, or one out of every eight persons gainfully employed,
are engaged in distributive occupations.
More than 130,000 youths between the ages of eighteen and

nineteen and 150,000 between the ages of twenty and t!ont.y-fonr
enter employment in the distribution field each year,

Number Employed in Selling and Miscellaneous Store Positions. Table
XLIV shows 152 employees engaged in selling positions and 8 engaged in
miscellaneous store positions, One hundred twenty-one full-time employees
and 31 part-time employees were employed in the 152 selling positions,
Employees in all 8 miscellaneous store positions were full-time employees,.

Sex Preference of Employers for Selling and Miscellaneous Store
Positions, Table XLV shows the employer preference for selling and
miscellaneous store positions by sex, Thirty-six employers specified a
preference for male employees in 88 selling positions, while 11 employers
aspecified a preference for female employees in 51 selling positions. No
preference was specified by employers for 13 selling positions, Five
employers specified a preference for male employees in 5 miscellaneous
store positions while 3 employers specified a preference for female
employees in 3 miscellaneous store positions,

Several employers in retail stores expressed a different sex preference
for different departments of a retall store. If it was a men's clothing
department, then a man was preferred; if it was a women's clothing depart-
ment, then a woman was preferred for that department.

1 Renneth B, Haas, Digtributive Edueation, p. 5.



TABLE XIIV

NUMBER EMPLOYED IN SELLING AND
MISCELLANEOUS STORE POSITIONS

Full-time Part-time of Total
Position Employees Employees Full- Part-
M F T M P T  tine time
Retail %m
(in stores) 69 39 108 10 21 31 7.7 22.3
Wholesale Salesmen 8 - D 8. 0 100, 0
Insurance Salesmen - RO ae AR 100, 0
Soda Fountain Workers e R A A 66.7 33.3
Total 81 40 121 10 21 31 79.6 20,4
g -3 13 3 9 9 100, 0
s I 0.9 @0 100, 0
5 39 2 8 € 100, 0

This table should be read as follows: Sixty-nine males and 39 females,
or a total of 108, were employed as full-time retail salesmen in stores,



TABLE XIN

PREFERENCES FOR NEW SELLING AND STORE
EMPIOYEES BY SEX AS EXPRESSED BY EMPIOYERS

Number of Employers Number of Positions
Position No Yo
M F _Pref Lk Total M F Pref, Totgl
Selling Po
Retail smen
(in stores) 30 10 5 45 76 50 13 139
Wholesale Salesmen &0 (9] A g8 0 0 8
Insurance Salesmen - - 0 1 2 0 0 2
Soda Fountain Workers 2 X 0 2 1 0 3
Total 36 11 5 52 88 51 13 152
Miscellaneous Store
Gad:immm) 0 3 0 3 0O 3 0 3
Delivery Men 5 0 0 5 5 0 0 5
Total 5 3 0 8 ¥ 3 0 8

This table should be read as follows: Thirty employers expressed a
preference for male retail salesmen in stores, Seventy-six retail sales-
men in stores were employed by the employers who preferred male retail
salesnmen,



Minimun Age Requirements for Selling and Miscellaneous Store
Positions, Employers required a minimum employment age of 18 or under
of their employees for 95 selling positions (Table XIVI)., Employers gave
minimum employment ages of 19 to 21, inclusive, for 18 of the positions,
Employers gave the minimum employment ages of over 21 for 7 positions,

No minimum age was specified for 32 selling positions,

Employers aspecified the minimum employment age of 18 or under for 4
miscellaneous office positions, Employers specified a minimum age of 19
to 21, inclusive, for 3 positiocns. No minimum age was specified for 1
miscellaneous office position,.

Experience Requirements for Selling and Miscellaneous Store Positions.
Table XIVII shows the number of positions in which employment experience
was required or was not required for new employees in selling and miscel-
laneous store positions, Employers required experience for 45 selling
positions and 1 miscellaneous store position, Experience was not required
for 107 selling positions and 7 miscellaneous store positions,

Educational Requirements for Selling gnd Miscellaneous Store Positions.
Table XIVIII shows the minimum educational requirements for new selling
and miscellaneous store employees, Employers required high school gradua-
tion as a minimum educational requirement for 72 selling positions.
Employers required less than high school graduation as the minimum educa=
tional requirement for 64 selling positions, No minimum educational
requirement was specified for 16 selling positions, Employers indicated
that they required high school graduation as a minimum educational require-
ment for 4 miscellaneous store positions and a minimum educational require-
ment of less than high school graduation for 3 positions, No minimum
educational requirement was stated by employers for 1 miscellaneous store
position,



TABLE XINI

MIRIMUM AGE REQUIREMENTS FOR SELLING
ARD MISCELIANEOUS STORE POSITIONS

] ¥o )
Posttion Miniwun Age —onimum ied 1o
Specified 16 17 18 19 20 21 24 25 230
N_F MY NYNFMNPMNFHPUFMUFUTF
Selling Positions
Retail Salesmen
(in stores) 12 8 1722329 2 8613 2 2
Wholesale Salesmen 4 3 1
Insurance Salesmen 2
Soda Pountain
Workers : 2 )
Total 2, 8 1922233217 218613 2 2
Miscellaneoup Stors
Poaitions
.Gashiers (Stores) 1 2
Delivery Men 2 1l 2
Total 1l 22 1 2

This table should be read as followss INo wirimum age was apecifisd for
now employees in 18 positions as retall salesmsn that were held by male
employeeas,
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TABLE XINII

NUMBER OF POSITIONS IN WHICH EMPIOYMENT EXPERIEKCE IS REQUIRED
OR IS NOT REQUIRED FOR REW SELIING ARD MISCELLANEOUS STORE FOSITIONS

» Experience Experience
Position Required Not Required
| A M _F T
Positdon
Retail Salesmen (in stores) 22 18 4O 57 L2 99
Fholesale Salesmen L 0O 4 L 0 4
Insurance Salesmen 0 0 O 2 0 2
Soda Fountain Workers 0 1 1 2 0 2
Total 26 19 45 65 L2 107
Miscellancoug Store
n
Cashiers istoro) c 1 1 0 2 2
Delivery Man 6 0 © 5 0 5
Total 0 1 1 5 2 7

This table should be read as follomss In 22 poasitions for retail sales-
men that were held by men, experience is required of new employees.
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TABIE XINIII

MINIMUM EDUCATIONAL REQUIREMENTS FOR NEW SELLING AND MISCELLAREOUS
STORE POSITIONS

Bo
Requirememt G _ _ High School _ _ _
Position Specified 8 §""10 1 1z
¥ _F ¥ ¥ M F M ¥ MF NF

Selling Pogitions

Retail Salesmen l0 6 26 4 4 2 3 112 35 26
(3in stores)

. Wholesale Salesmen 8
Insurance Salesmen : 2
Soda Fountain

Workers 2 1l
Total 10 6 26 M 4 2 3 312 45 27
Mlscellaneous
Poaltions
Cashiers (Store) 1 1 1
Delivery Men 2 3
Total 1 2 1 3 1

This table should be read as follows: No educational requirements were
specified for new employees in 10 positions as retail store salesmen
that were held by mals employses,
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Turnover for Selling and Miscellanecus Store Positions. Table XLIX
shows 151 mewly employed selling employees, Of this number, 1.1 were
retail salesmen, MNinety-five selling employees were separated from their
jobs, which resulted in 95 replacements, or a 76.6 per cent, turnover of
selling employees, There were & newly employed miscellaneocus store
employees and 3 separated from their jobas, which resulted in 3 replacements,
or a 46,2 per cent turncver of miscellanecous store employees,

Selscted Dutles Performed by Selling gnd Miscellaneous Store
EBuployees, Table L shows the number of selling and miscellaneous store
employees performing selected duties, Of 152 employees reported in selling
positions, 10 type, 15 flls, 10 apply knowledge of bookkeeping, and 152
sell, Of & miscellansous store employees, 1 filss, 1 applies knowledge
of bookkeeping, and 8 sell, Table LI shows the number of selling and
miscellaneocus store employees operating various business machines, Of
the 152 selling employees, 68 operate the adding machine, 1 operates the
comptometer, and 118 operate the cash register, Of the 8 miscellanecus
store employees, 5 operate the adding machine, and 6 operate the cash
regiaster,



TABIE XLIX

HUMBER OF SELLING AND MISCELLANEOUS STORE EMPIOYEES, NUMBER
SEPARATED FROM THEIR JOBS, AND PERCENTAGE OF TURNOVER FOR
THE LAST 12 MONIHS

Position - Hewly Employed Sapar:tod _M____m_
 Fr T T __ Fuwber Par

Selling Positions
Retail Salesmen

{in stores) 77 64 141 38 51 89 89 78.8
¥holesale Saleamen 6 0 6 L 0 4 4 57.1
Insurance Salesmen 2 0 2 o 0 o 0 0
Soda Fountain Workers 2 0 2 2 0 2 2 66.7

Total 87 64 151 L4 51 95 95 76.6
Miscellansous Store
ol
Cashiers %store) 0 3 3 0 2 2 2 80,
Delivery Hen 3 ¢ 3 1 0 1 1l 25,
Total 3 3 6 1 2 3 3 46,2

This table should be read as follows: Seventy-seven males and &) females,
or 141 retail salesmen, were newly employed in the last 12 months; 38
males and 51 females, or 89 retail salssmen wers separated from their
jobs in the last 12 months., There were 89 replacements, and a 78,8 per
cent turnover,



TABIE L

NUMBER OF SELLING AND MISCELLANBOUS STORE EMPIOYEES PERFORMING
SEIECTED DUTIES

Total Take Sty
Position © Typ. Hl. Di.etation xm‘l&. &u
Employees and of
Transcribs Bookkeeping
Selling Positions
Retall Salesmen
(in stores) 139 10 1 0 9 139
Wholesnle Salesmen 8 0 0 0 0 8
Insurence Salesmen 2 0 0 0 0 2
Soda Fountaln Workers 3 0 1 0 1 3
Total 152 10 15 0 10 152
Miscellanoous Store
Positions
Cashier (Store) 3 0 1 0 1 3
Delivery Men 5 0 0 0 0 5
Total 8 0 1 0 X 8

This table ghould be read as follows: Of 139 retail salesmen in siores,
10 type and 14 file in performing thelr duties.



TABIE II

NUMBER OF SELLING AND MISCEZLLANEOUS STORE EMPIOYEES OPERATING
VARIOUS BUSIRESS MACHINES

Total Adding Comp- Cash
Position Ewployees  Machine  tomter  Register
Selling Positions
Retall Salesmen
(4in storass) 139 59 1l 107
Wholesale Salesmen 8 8 0 8
Insurance Salesmen 2 0 0 0
Soda Pountein Workers 3 1 0 3
Total 152 68 1 118
Migcellaneous Store
o
Cashiers %Stcre) 3 3 0 3
Delivery Men 5 2 0 3
Total 8 5 0 6

This table should be read as follows: Of 139 retall salesmen in stores,
59 operate the adding machine in performing their duties.



CHAPTER VII
MANAGERIAL POSITIORS

The managerial positions consisted of five office managers, 17
managers in retail stores, and five asalstant managers of retail stores,
ALl 27 were employed full time (Table LIT). |

Sex Preference for Manggerial Positiong:s Table LIII shows the sex
preference of employers, There were 23 employers that preferred male
employees for the following positions: three office managers, 15 managers
in retall stores, five assistant managers in retail atores. One employer
preferred a female employee for one position as retail store manager and
three employers had mo sex preference for two positions as office managers,
and ons mameger in stores, .

Mnimum Age Requirements for Managerial Positions, Table LIV shows
the minimum age requirements for new employees in managerial positions.
Employers required a minimm age of 18 or under for 4 managerial positions,
Employers required a minimmm age of 19 to 21, inclusive, for 1, positions
vwhile other employers required a minimum age of over 21 for 5 positions.
lo minisum age was specified by employers for 4 positions,

Experjence Bequirement for Managsiial Positions, Table L¥ shows the
extent to which experience was required or mot required for managerial
positions, Of the 27 managerial positions, smployers required experience
for 21, or 77.8 per cent, while employers did not require experience for
6, or 22,2 per cent, Of the 21 positions for which employers required
experience, , were office managers, 15 were managers in retail stores, and
2 were assistant managers in stores,

Educgtional Requirements for managerial ggsitiong. Employers required
high school graduation as the minimum educational requirement for 18, or
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TABIE LII
NUMBER EMPIOYED IN MANAGERIAL POSITIONS

Per Cent
Full-tine Part-tine of Total
FPosition - Employees Employees Full- Part-
M_F T M_P T time time
Office Managers L 1 5 0 0 O 100, 0
Nanagers (Retail Stores) 1, 3 17 c 0 ¢ 100, ©
Assistant Mansgers
(in stores) 5 0 5 0O 0 ¢ 100, 0
Total 23 4 27 0 0 © 100, O

This table should be read as followss Four males and one female, or a
total of five office manasgers, were employed as full-time office mansgers.

TABLE LIII
PREPERENCES FOR NEW MANAGRRIAL EMPIOYRES BY SEX AS RXIPRESSED
BY EMPIOYERS
¥amber of Employers Fumber of Fositions
Position Ko Ko
M F _Fref, ZTotal M F Pref, [Total
Office Managers 30 2 5 30 2 5
Managers (in stores) 15 1 1l 17 15 1 1 17
Assistant Managers
(in stores) 5 0 0 5 5 0 0 5
Total 23 1 3 27 23 1 3 27

This tabls should be read as follows: Three employers expressed a
preference for male office managers, Three office managers were smployed
by the employers mho preferred male office managers.
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TABIE LIV
MINIMUM AGE REQUIREMENTS FOR MAMAGERIAL POSITIONS

No
o Age Mrnrisom Age Specified by Employer

Pogition
Specified 16 17 18 21 25 30
K F N X NF NEF XX NZXRPEF
0ffice Managers 1 11 2
Managers (in stores) 3 1 8 1 31
Assistant Managers
(in stores) 1 4

Total 3 1 2 11 L 1 31

This table should be read as followss In one position of office mmnager
held by a man the minimum age requirement for new men employees is 16

yoéars,

TABIE I¥

NUMBER OF FOSITIONS IN WHICH ENPIOYMENT EXPERIENCE IS REQUIRED
OR IS NOT REQUIRED FOR MANAGERIAL POSITIONS

Experiencs Experience

Position Required Not Required

M ¥ I M F I

0ffice Managers 4 0 4 0O 1 1

Managers (in stores) 12 3 15 2 0 2
Assistant Managers

(in stores) 2 0 2 3 0 3

Total 8 3 21 5 1 6

Thias tabls should be read as follows: Experience is required for 4
positions as office manager that were held by male employees,
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66.7 per cent, of the managerial positions (Table IVI), Beployers
required 2 years of college tralning for 7, or 25.9 per cent, of the
positions,

Turnover, There were 3} office mansgers and 1 manager in stores newly
eaployed in the last 12 months, There were no separations, and there was,
therefore, no turnover,

Selscted Duties Performed by Mansgerisl Employees. Table LVII shows
the selected duties performed by managerial employees, .Of the 27 managerial
employees, 19 type, 20 file, 1 takea dictation and transcribes, 23 apply
knowledge of bookkeeping principles and practices, and 2, ssll, Table
INI1I shows the number of employees who operate various types of business
machines, Of the 27 managerial employees, 24 operate the adding machine,
3 operate the calculator, 2 operate the comptometer, 18 operate the cash
register, 8 operate the check writer, and 1 operates the addressing
machine,

TABLE IVI
MININOM EDUCATIONAL REQUIREMENTS FOR NEW MANAGERIAL EMPIOYEES

Miipy—

Grade High Sochool College
10

Poaition g 12 2
M F M F MT ¥
Office Manegers 11 3
Managers (in stores) 1 1 9 2 3 1
Asgistgnt Managers (in stores) 5
Total 1 1l 15 3 6 1

This table should be read as follows: High school graduation was required
as the minimun educational requirement for one position as office manager
that was held by a male employes.



TABLE IVII
NUMBER OF MANAGERIAL ENPIQYEES PERFORMING SELECTED DUTIES

Take Apply
Position Type  File m":;;“’“ Knowledge g1y
_ of
Iranscribe Bookkeepjug
Office Mansgers 2 2 0 3 2
Managers (in stores) L 15 1 17 18
Asaistant Managers
(in stores) 3 3 4] 3 4
Total 19 20 1 23 24

This table should be read as follows: Two office managers type in
performing their duties,

TABIE IVIII

NUMBER OF MANAGERIAL EMPIOYEES OPERATING VARIOUS TYPES OF
BUSINESS MACHINES

Mding  Calou- Comp- Cash  Cheok  AOQTEES-
Position Mgohine lator tomster Bogister Writer Machime

Office Manager 3 2 1l 1 3 1
Managers (in stores) 17 1 1 13 3 0

Assistant Naregers
(in stores) 4 0 0 A 2 o]
Total 2, 3 2 18 8 1

This table should be read as follows: Three office managers operate the
adding machine in performing their dutles,



CHAPTER VIII
SUMMARY OF FINDINGS, CONCLUSIONS, AND RECOMMENDATIONS

General Findings

The findings of this study are summarized in the following state-
mentss

1, Of the 105 firms on the original list, 25 had mo saployees other
than members of the owners! families, Fifty-three of the 80 firms with
employees other than members of the owner's famlly employed only one, two,
or three persons.

2, Thes 80 firms employed 291 employees who were engaged in office,
store, and managerisl positions, Of the 291 employees, 106 were engaged
in office poaitions, 158 were engaged in store positions, and 27 were
engaged in managerial positions,

3. Of the 291 employed persons, 1,1 were male employees and 150 were
female employees,

4. There were 2,8 full-time employees and 43 part-tims employees,

5. About one-balf of the employees were engaged in retall store
selling, lore male employees were engaged in retail store selling than
female employees,

6. About three-fourths of the office positions were held by female
employees, shile all secretarial positions were held by female employees,

7. Bmployers required a minimum employment age of 18 or under in
168 positions,

8, Righty-one employers expressed a sex preferencs for mals employees
in 139 positions, and 72 employers expressed a sex preference for female
employees in 124 positions. Eighteen employers stated no sex preference

for 28 positions.
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9. Employers required experience of newly employed persons for 101
positions, but experience was not required of newly employed persons for
190 positions,

10, High school graduation or less was the minimum educational require-
ment designated by employers for newly employed persons in 259 positions.
11, For the last 12 months, there were 22, newly employed personss
131 separated from their jobs; and 131 replacements, which resulted in
a 53,6 per cent turnover for all of the employees in this survey.
12, Of the 291 employess, 222 reported that they sell in performing
their duties; 189 operate the adding machine; 171 cperate the cash
register; 118 file; 114 apply knowledge of bookkeeping principles and

practices; and 101 type,

Record Keeping Positlons

1, Of the 291 positions reported, 38, or 13.1, per cent, were
classified as record-keeping positions,

2, Twenty-three employers preferred women employees in 29 record-
keeping positions; three employers preferred men in 4 record-keeping
positions, and 5 employers stated no sex preference for 5 record-keeping
positions,

3., Employers indicated 2 minimum employment age of 18 or below for
22 of the 38 record-keeping positions,

4. BEmployers indicated that experience was mot required for 20
poaitions as record keepers, but experience was required for the other
18 positions,

5. Employers stated that high school graduation or less was required
for 35 positions as record keepers,

6. For the last 12 monthas, thers were 13 newly employed record

keepers, six employees were separated from their jobs, six replacements
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were made, and, as a result, there was a 17,4 per cent turnover of the
record keepers,

7. The selected duties performed by record keepers, named in descending
order of frequency, are as followa: apply knowledge of bookkeeping
principles and practices, file, operate the adding machine, sell, type,

and operate the cash register,

Secretarisl Positions
1, Of the 26 persons employed in secretarial positions, all were

women,

2. Twenty-three of the secretarial positions are full-time poaitions
and three are part-time

3. The 22 employers preferred female employees for all secretarial
positions,

4. Employers indicated that the minimum age of 18 or below was
required for 17 secretarial positions,

5. Employers indicated that experience was required for seven
secretarial positions, and not required for 19 secretarial positions,

6. Employers reported high achool graduation or less as a require-
ment for 23 secretarial positions,

7. Por the last 12 months, there were 23 newly employed secretarial
employees and 17 separated from their jobs; as a result, there was a
69.4 per cent turnover of secretarial employees,

8, The selected duties performed by secretarial employees, named
in descending order of frequency, are as follows: take dictation and
transcribe, type, file, operate the adding machire, apply knowledge of
bookkeeping principles and practices, ard operate the check writer,
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Clerical and Miacellaneous Office Positions
1, There were 25 clerical poasitions and 15 miscellaneous positions

in this study,

2, Twenty-two of the clerical poaitions were full time and three
were part time, Thirteen of the miscellaneous office positions were
full time and two were part time,
| 3. Twenty-one employers required a sex preference for males in 11
clerical positions and 8 employers required a sex preference for females
in 9 clerical positions, Four employers indicated a sex preference for
male employees in 8 miscellaneous office positions, and 4 employers
indicated a sex prefersence for female employees in 5 positions,

4., Employers required a minimum age of 18 or below for 15 clerical
positions and for 11 miscellaneous office positions,

5. Bmployers required experience of new énployees in 5 clerical
positions, but expsrience was not required for 20 clerical positions,
Experience was reguired for 4 miscellaneous office positions and was not
required by employers for 1l miscellansous office positions.

6. Employers repo&tad high achool graduation or less as a minimum
educational requirement for 38 clerical and mlscellaneous office positions,
7. There were 15 newly employed clerical workers and 6 separated
from their jobs, resulting in 6 replacements, or a 29,3 per cent turnover.

There were 12 newly employed clerical workers and 4 separated from thelr
Jobs, resulting in 4 replacements, or a 36,4 per cent turnover of clerical
employees,

8, Of the 40 clerical and miscellaneous office employees reported,
32 operated the adding machine, 26 applied kmowledge of bookkeeping
principles and practices, 2, typed, 21 filed, 16 operated the check
writer, and 13 operated the calculator.



Selling and Miscellanecus Store Pogitions

1. There were 152 selling positions and 8 miscellaneous siore
positions in this study.

2. One hundred twenty-one selling positions were full time, and 31
gselling positions were part time, All of the miscellaneous store
positions were full time,

3. BEmployers indicated a sex preference for male employees in 88
selling positions and for female employees in 51 selling positions,
Employers indicated a sex preference for male employees in 5 miscel-
laneous office positions and for female employees in three positions.

4. BEmployers specified a minimum gage requirement of 18 or under for
95 selling positions and 5 miscellaneous store positions,

5. Employers required experience of new employees in 45 selling
positions and 1 miscellaneous store positions, Experience was not required
for 197 selling positions and 7 miscellansous store positions,

6. Bmployers required high school graduation or less for 143 selling
and miscellanecus store positions.

7. There were 151 newly employed pérsona in selling positions and 95
separated from their jobs, resulting in 95 replacements, or 76,6 per cent
turnover, In miscellaneous store positions, there was a 46,2 per cent
turnover,

8, Of the 160 selling and miacellaneous store employees reported,
160 sell, 124 operate the cash register, and 73 operate the adding machine.

Manggerigl Positions
1, There were 27 managerial positions included in this study and

all of these positions were full-time positions,
2., Employers reported a sex preference for male employees for 23

of the 27 managerial positions,
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3. Employers indicated that 21 was the minimum employment age for
1, positions and 18 the minimum employment age for only 1 position.

4e Experience was required by employers for 21 managerial positiong.

5. Employers indicated that high school graduation or less was
required for 20 managerial positions,

6. Of the 27 employeses engaged in managerial positions, it was
reported that 24 sell, 2, operate the adding machine, 23 apply knowledge
of bookkeeping primciples and practices, 20 file, 19 type, and 18 operate
the cash register,

7. There were 3 employees engaged in managerial positions who had
been employed in the last 12 montha, There were no separations from

managerial jobs and was, therefore, no turnover,

onclusions

1, As the firms in Monett may be considered small businesses, many
of the employeses will in all probability be required to be able to do
more than one specific job, This probability suggests that the students
in the business education dspartment should be trained to do more than
one job,

2., The fact that employers require a minimum employment age of 18
or under for 168 positiona of the total 291 positions included in the
study indicates that high school graduates are acceptable as replacements
for those positions in so far as minimum age requirements are concerned,

3. The predominance of women in office positions and sspecially in
secretarial positions suggests the need for guiding boys into other oceu-
pations,

4L. The fact that experience 13 not required for 190 positions of the
total 291 positions indicates that high school graduates are acceptable as
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replacemsnts in those positlions in so far as experience requirements are
concerned, |

5, The mumber of persons employed 1n selling oocupations was about
one~-half of the total employees, The other half were engaged in office
and managerial occupations, It would seem desirable, therefore, to give
greater emphasis in the high school to preparing students for aselling
cccupations,

6. The fact that employers of 259 positions specified high school
graduation or less as the minimum education requirement for new employees
indicates that high school graduates are acceptable as replacements for
those positions, in so far as minimum education requirements are concerned,

7. The fact that about three-fourths of the replacements which
occurred in the last 12 months were in selling occupations indicates that
more opportunities for employment will probably be found in selling occu~
pations than in office and mamagerial ooccupations,

8, The fact that 85.2 per cent of the 291 jobs in Monett were full time
indicated that part-time esployment was limited in Monett., The majority
of the part-time Jobs exlsted in retaill selling; few part-time office jobs
were available in Nonett,

9., The majority of employers expressed a sex preference for women
in 29 record-keeping positiocns, and 26 secrsetarial positions, while the
majority of employers preferred men for 19 clerical and mlscellaneous
positiona, 93 selling and miscellaneous store positions, and 23 managerial
;}oaiuohs. |

10, Persons who plan to enter record-ieseping positions in Monett
may be expected to have the knowledge of bookkeeping principles and practices.
The majority of record keepers also performed the following other dutiess
operate the adding machine, sell, type, file, and operate the cash register,
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11, Persons who plan to enter secretarial positions in Moneti should
be sble to take dictation and transeribe on the typewriter. The majority
of secretarial workers also performed the following cther duties: file,
operate the adding machine, and the check writer,

12, The majority of clerical and miscellaneous employees in Monett
operate the adding machine, apply knowledge of bookkeeping principles
and practices, and file, Persons who plan to enter clerical and miscel-
laneous office positions in Moneti ahould be aware of the duties performed
by these employeses,

13, Persons who plan to enter selling positions in Monett should
possess the abllity to sell, The majority of employses in selling
positions also operate the cash reglster and the adding machine,

li. The majority of managerial employees performed the following
dutiess sell, operate the adding machine, apply knowledge of bookkeeping
principles and practices, files, type, and operate the cash register,
Persons who plan to enter mmgei'ial positions in Honett should be aware

of the dutlies performed by these employees,

Begommendations

1, As the number of employed persons who follow selling occupations
in Monett was found to be about one-half of the total employees, it 1s
recommended that greater emphasis in the high school business and diversi-
fied occupations curricula be given to preparing the students for selling
occupations, ‘

2. In view of the fact that operating the adding machine was found
to be necessary in most of the office, store, and managerial occupations
in Monett, it is recommended that an adding machine be added tc the business
education department, Instruction in the operation of ihe adding machine
may be given in the courses in secretarial training, bookkeeping, and

selling



93

3. It is recommemded that. study of the operation of the cash
register te a part of the courses in bookkeeping and selling,

4. It 18 recommended that instruction in filing and typewriting
be included in the bookkeeping, secretarial, and clerical curricula,

5. It 18 recommended that the following surveys be made in Monetts

A survey of the kinds of business machines, especlally typewriters
and adding machines, in general use in Monett,

A follow-up study of high school graduates of the business education
department to determine the cccupations the graduates are engaged in,
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List Others
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Number of employees performing certain duties:
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tbkpg. prin-

and transcribe

ciples and
practices

Sell

|
|
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-
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!
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i
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