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subject to be introduced into the curriculum. In 1910 shorthand and type­

writing ere added. During the period fro 1912 to 1919, other business 

subjects :f'ound to be in the currlculum ere; occupations, co rcial 

law, court stenography, commercial geography, and junior thematics. 

The f ollo ing subjects are 

Typewriting I 
Office Practice 
Beginning 3lorthand 
Advanced Shorthand 
Bookkeeping 
Diversified Occupations 

being conducted: 

The objective of these subjects are primarily vocational in nature, 

but it is recognized that they have non-vocational values also. 

There was a total enrollment o:f 185 pupils in the di versified occupa­

tions and business education classes for the school year 1948-1949. ny 

of these pupils ere seniors and needed e loym nt upon graduation. The 

problem here ia to determine the number of job opportunities in nett 

that may be expected to be open to h~h school grad tes ho are preparing 

for business occupations. 

According to alters, the first jobs of most business education pupils 

are in the co unity in 1hich they attend school. He gives the i'ollo ing 

reasons; 

Partly because of fa 1y ties, partly because of th youth 
of school graduates am partly because the beginning wages are 
.frequently so lo 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 hich they attend school. Only 
a small minority immediately seeks employment elsewhere, and 

ny 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 prep ring students 
for loo l jobs. After local jobs are considered, the school may, 
as far as it is able, prepare students for .ork that is not avail­
able in the local community but is to be found else here.I 

1 R. G. alters, ~ Comnm.nity Survey, onograpb 58, South-Western 
Publishing Go., (December 1942), p. 5. 
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If thia 1$. trm ot • putifflllar position• then it is the ·lm.td.ess ct th& 

school to help studenta·._.. the experieDee and tra~ n~ry to 

till ~ p$ai:Uoa. 

.,_,t1.se of th&· ma'iue ot tae ~' tae:re ilN ,._. Joos tw mtoh a 

high ~l edillea.t.lon h. ~Aftlcd.$l!lt,., l(;M .JON reqilia at least two 

7es.rs ot ~. work; oti.rs. few ~a.. It is the drt7. of the achool 

to 1•tl'U(J\ JPUpila u 'to what jo'b4if the }dgh school can trab. ·them for. 

Whieh pcsi;Uou are open to. people wi\b a ~ sc~l ~atiml and whieh 

peaitiou aqld.:re taoll$ie tratldltgt 

!h• employees a the ett~s or 1n the retail a~s of Bonett per ... 

.torm varu.us duties., &iay or ~ net oaly do retail aelUrlg but do 

offiee work as well., :rew .of the jebs are specialised,, requiribg only a 

tew· skllla iJa the .performance of the- dd.11.work., ~ ,empl~ees in their 

dailf work must 'iJpe, f"lls, .. tab· 41.ete.Ucm and transcribe on the type­

writer • .meep the ree('4'da ot tb.e bud.Bea, and operate some otti.ft mat:hiaea .. 

lhe'.Nt(osre,, i..t is neceaacy t0 ~ what Jol>s require auoh skills. !he 

guidasce pngram can. ·be set. up to ~ s ~at.a uto these suJec1.s. U 

~•SU7, tile CV!'i-1a emtld be ehafflH to meet ·tJae. ~~llmta of 

theae poaitio~a h o.r4.ar to give sutticient ~ lo•ll;r to prepare 

the 1*Pila £or th..ese positions. 

kcori:blg to Walters,, a ~1 ~,- sh~ 1- ••ed u a basis tor 

gu:idi-« ·~t.• and. nv1-. tlaiet naben ~inlum: 

A lonl ~· is •t enJ;, desirable .la revisbg the bwainess 
eurrieul.lUl,- in <ieeidi~ on eq~,, .-a in aettiltg vp standards 
of aclde¥ement, ba\ it 1a al• •blo1it imlispeaa~le ht weaticnal 
guidanee,. lor a &ehoel. to 1-ugurate a pi"O-
g~ witbou.t. .Im.ow~ng 'lfhat hitW .jok u-e a: . . . , what 
the reqld.rements tor tmse jobs are. and what the ~ties 
tor ~nt an .. ~. be a.s sensible c11s baupra,t1mg an !Sb!­
C@'tioml GUI¥! pre~ w~. attempts to give. iltudente advi.ee 
aboiat ~pwin,g .tor var~ colleges nthout knoi.li.n,g the entrance 

! 

~! 



requirements or the coD.e es concerned. Perh ps the ost impor­
tant factor 1n a vocational guidance progr , as it applies to 
business vocations, is the kno· ledge of local job, eir require­
ments, and the possibi¥ties of advance nt. A local survey will 
give this inf'or~ tio. 

5 

For the next school year, 1949-1950, nett High School is planning 

to met the qualifications set up by the State Department in Jefferson City, 

Missouri, to meet the requirements tor AAA cla sification. nett High 

School, 1.mder this classif'ic tion, will be entitled to a f\111-tioo school 

gui nee eoun~elor. 

The following article as published · in the nett Times during the 

month of pril, 1949: 

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

Scope and Delimitations. This study does not include all of the 

.firms 1n nett. It does not consider those fir s which are owned and 

operated by one fa ly, because if they do not employ a:rry 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 follows: 

Agricultural implement agencies 
Attorneys' offices 
Auto supply stores 
Automobile agencies 
Banks 
Bookkeeping service 
Bottling establishments 
Chiropractors' offices 

2 Walters, 21?• ,ill., pp .. 6 and 7. 

Grocery retail stores 
Grocers-- holesale 
Hard.ware--retail stores 
Hatche!"ies 
Insurance & loan Company 
Interior decorator's office 
Jewelry stores 
ledies ready-to- ear stores 

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



City officos 
Clothing manuf·cturer 
Clothing ret il s:.o oa 
Crea ry 
Credit bure~u 
Dentists• of fices 
.Department stores 
Doctors I off ices 
Drug stores 
Electr:tc appliance agencies 
Fe ret 11 stores 
Fruit --wholesale markets 

une1·al directci .. s I establishments 
Furnicure stores 
Garag1.:s 
Gas company 
Government office 

Illm.bcr yards 
'- at rkets 

n•s turnis... o 
Ne spaper office 
Office suppl1os 
Printers 
Public school office 
Real estate of!iees 
Shoe manufacturer 
Shoes--ratail sto~s 
elegraph Co ny 

T'ne tre 
Trausportatiou Company 
Variety stores 
all paper stores 
el.tare organizations 

6 

Thia survey is limited to the occupational opportunities in selling 

and office occupations. So types of businesses ere omitted from the 

study becaus they ere believed to be undesirable places for students 

to ork. Others e!"EI omitted because of the difficulty of classifying 

the employees and because the type of work done as not within the scope 

or business du tion. 

No attempt as made to determine the laries p id £or the different 

types of rk. It is believed th t for the purpose of this study, the 

salaries paid are relatively unimportant. 

mes of individual firms included in the study do not appear 1n the 

report. 

hod g1, Re ... eh,. At'ter reading a discussion by ~alters, the 

riter deci~ed to use the intervic techniq e of the normative-survey 

method of research for the follo ing re sons, ,hich he expresses very 

clearly: 

1 . The interviewer c n give an oral explanation of the 
purpose of the survey. This is desirable because it takes less 
effort to listen to an oral explanation, than to read a letter. 

2. There is always the possibility that a lett r of explana­
tion may not be so clear as it should be, or that the recipient may 
not take time to read it care.fully, or may- even thro · it away unread. 

-
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avoid inWl"rupting the. bufilimsli men at the p$ak or their da,-•s work. 

1:he· imrestigator ezpl..a!ned the purpose of tM sm-ver ·'to ea® em,lo1er, 

and .WJ:7t;)l'la -~ w:ll.JJ.»g to co,..operate. She visited· lo; plans ot 

business. out of thail\ ~, 25 place, did JaOt. ue ..,. .• lo;es other 

than the~ of the owner's tald.l,y. 

On A~il 6, 1949, the hvest..igator emm.ued tbe permanent reeords 

in the Qffiee of .the b1gh school to dew~ the &a.te(}ftwhi@.ws1ness 

subjects were first intndueed,. the f1nti1Dga·· nre · not atistaetor,-. On 

April 7, the writer visited tias Mellie tills in~,. She isa Niired 

teacher who was 1n th• btisimulls departan:it of ~t f'.igh ~Ql. unUl 

ah.e re~ a few 1eara ago,. the histericsl. UlfOl'fiilatioa eJ.re.at:b' related 

in thia· .~ wu wry graeiow,lJr givn b7 her. 

!he date wue then t.abulawd into \hree gderal elaasea; those which 

oonean otttee poaiUou, those *ieh haft w ® with S'krre ~sitions, 

.and those which co.an mt:u•gerial pcud.ti&ns.. The o.tti• ~e:es were 

th• seg~ted int. \he tollovd.ag e~s: ~rd ~re,,· eeere~ 

emplo.y•••, clerks, and.· miscellaueeua et"tiee amployue,.., .fbe pcs1t1oas for 

store employees were divided illto nlli.ng am mseellaneeus store positions .. 

These data were~ treated·fram the followi»g pc,1:nts of view; munber 

emp~, •sex :preference, minitm.m age requtnmnts, experiencs requirements, 

educatio~l req~ments., tur~r, .and selecvd dut.ies performed .. 

Da.ta for ea.eh gsner.al el.ass of employees were. ta'wlated according · 

to the l"J.Umber ot empl.o7ees. pwformi• these speoitie duties: t;rpe,. file, 

take die'be.tion · and. transeript1oa, flP?q' lm.ewledge ot ooolckeeping prino.ipl.es 

and praetleea, sell, and operate the f ollowi11g lm.eineas l!llaehillSs: ~ 

mad:.w!e, W..~nph, liquid process d:u.plicat.or, ~o:taphone or Mipbcne, 

calculator, comptoater., eae register, daeok writer, am. addressblg 

Jr1Midne .. 
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10 

Selling positions are those in which the individual sells directly 

to the consumer or retailer. 

Miscellaneous office positions are those in which the individuals 

cannot be classified as record keeping, secretarial, or clerical employees. 

Such positions include: cashiers, bank tellers, bus agent, purchasing 

gent, collectors, and deputy. 

scellanoous store positions are those in which the individuals 

perform 3Ucb duties as cashier in the sto7'"~, and delivery man. 

Record keeping positions are those 1n hich the individuals are 

engaged as accountants or bookkeepers. 

Full-time emplo:y;mentt An individual is considered to be employed 

tull.-time it he works thirty or more hours per week f or pay. 

Part-time employment: An individual is considered to be employed 

part-time if he works less than thirty hours per week tor pay. 

Position: In this study the terms position and job are used inter­

changeably to ean any definite work undertaken for a fixed price. 

~ turnover: The number of persons hired within a given period 

to replace those leaving or dropped; also, the r-tio of this number to 

that of the average force maintained.5 

5 ebster's Collegiate Dictionary, Fifth F.d.ition, G. & c. rriam Co., 
Springfield, ~ssachusetts, 1941, p. 1080. 

--
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in the business oceupations were small llt size. One-halt of the firms 

employed on)Jr one, two, or threo persons. 

In vie of this condition, probably the business education department 

should teach the students v-arious duties and skills tor occupations in 

the sne.11 offices. and stores. Einployees 11ill probabl,y have close personal 

relationships w:ith the employer. ith this assumption, instruction should 

be given in human relations. 

Table II, similar to Table I, shows the eighty firms included in the 

stu~ elassii'ied nocording to number of employees. 

Classit1oation ~ Firms Aceor4!!!g ]2 Nature g! Business.. The data in 

the questiom:iairea were tabulated to determine how many persona were 

employed bf each type of firm.. The results are shown ill Table III... Th.is 

table shows 41 kinds, or class.es, of firms and offices, classified according 

to the nature or business. There were 291 eR1Ploy-ees 1n these different. 

firms, and of t.his number, 141 were males and 150 ware females. 

Number~ Sex gt .§J!!llozees !s Occu.stions SµtveY§d. Table IV shows 

the number and sex ot the 291 employees in the occupations sUl"'Veyed. 

In '.?able v, the 291 employees .are classified in three cstegorie.s, 

office,_ store, and matiagerial employees,_ with the numbar of full-time and 

part•tim.0 employees of each sex indic tad. 

Table VI represents a rearrangement. of data already presented in 

Table IV. In Table VI, the various occupations were g:rouped in elassif'iea• 

tions that identified them as offi~e., stare, ancl mallagerial occupations. 

As in fable IV., each emp1oyee was cla .. s..t1ed by occupation and sex. 

Table VI shows 106 otfice employees. Of th1-s number, 82 were female 

employees and 24 were tr.ale employees. This ind1eated that opportunities 

for office employment were better i'or omen than for men. i'he predominance 

o.r women was in bookkeeping and secretarial positions. There were 158 
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TABLE III 

CLASSIFICATION OF FI .SAS TO ATURE OF BUSINESS, 
TH NUMBER AND SEX OF EMPLOYEES EfltAGED IN EACH TYPE 

Number or Number of Employees 

15 

Nature ot Business Firms Male Female Total 

Agricultural Imple nt l 
Attorneys• O£f ices .3 
Automobile Supply Stores 4 
Automobile Agencies 3 
Banks 2 
Bookkeeping Service 1 
Bottling Establishment 1 
City Offices 2 
Contractor's Office l 
Clothing Manufacturer 1 
Clothing Ret il Stores 2 
Creameries & ilk Plant 2 
Credit Bureau 1 
Dentists• & Doctors' Offices 3 
Drug Stores 3 
Electric Appliance Agencies 3 
Feed Retail Stores 2 
Forest Product's Office 1 
Funeral Ho l 
Furniture Stores 2 

as Company l 
Gover ent Office 1 
Grocery stores & t kets 9 
Hardware Retail Stores l 
Hatchery l 
Insurance, loan• & Real Estate Fi.rJ:ls 4 
Je elry store 1 
Ladies Ready-to- ear stores 2 
locker Plant l 
Lumbar Yards 2 

n's Furnishings 2 
Newspaper & Printing Shops 3 
Public School Office 1 
Shoe !anuf cturer 1 
Shoes--Retail stores 2 
Telegraph & Telephone Offices 2 
Theatre 1 
Transportation Co pany 1 
Variety Stores 2 
all Paper store 1 

Wholesale Grocery Establishments 2 

Total 80 

1 
0 

10 
7 
3 
2 
1 
0 
0 
0 
7 
5 
0 
0 
7 
5 

15 
0 
0 
8 
3 
l 

31 
1 
1 
4 
0 
0 
1 
5 
4 
0 
0 
I+ 
3 
0 
1 
1 
3 
l 
6 

141 

0 
4 
1 
2 

12 
1 
1 
2 
1 
1 

16 
5 
1 
3 
9 
2 
4 
1 
1 
l 
l 
3 
8 
0 
2 
5 
l 

10 
1 
1 
1 
.3 
3 
6 
3 
3 
2 
l 

24 
2 
2 

150 

1 
4 

11 
9 

15 
3 
2 
2 
1 
1 

23 
10 

1 
3 

16 
7 

19 
1 
1 
9 
4 
4 

39 
l 
3 
9 
1 

10 
2 
6 
5 
3 
3 

10 
6 
.3 
3 
2 

27 
3 
8 

291 
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2 
2 
l 
0 
0 
1 
o· 
l 

79 
0 
0 
() 

0 
l4 . 
2 
0 
0 

.. 2 
6 
2 
8 
s 
4 
2 
l 
5 
l 
1 
2 

;r. 
33 

0 
l 
l 
1 
3 
8 

60 
6 
9 

12 
s 
) 
3 
l 
l 
l 
0 
0 
0 
o. 
1 
o· 
0 
0 
0 
0 
0 

lSO 

3 ,, 
l 
l 
l 
2 
3 
9 

139 
6 
9 

12 
; 

17 

' l 
l 
) 

' 2 
. ·s 
s 
s 
2 
l 

·5 

16 

. l. 
l 
2 

291 
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TABLE VI 

SEX OF EMPlD!El:; IN VARIO US GROUPS OF OFFICE, 
STORE, AND MANAGERIAL OCCUPATIONS 

Occupational Group Male 

Office Positions 

Record Keeping 
Accountant 
Bookkeepers 

Secretarial Positions 
Secretaries 
stenographers 
Typists 

Clerical Positions 
Billing Clerk 
Order Clerks 
Payroll Clerks 
General O!'f'iee Clerks 
Shipping Clerks 
stock Clerks 
Chief Clerk 
Receiving Clerk 

Miscellaneous Oi'f iee Positions 
Cashiers (in offices) 
Bank Tellers 
Bua Agent 
Purchasing Agent 
Collectors 
Deputy 
Bookkeeping chine Operator 
Comptoi.1Er!.er Operator 
Insurance Salesmen 

Total Office Employees 

2 
2 

0 
0 
0 

0 
1 
0 
1 
2 
6 
l 
1 

0 
2 
0 
0 
2 
1 
1 
0 
2 

24 

Store Positions 

Selling Positions 
Retail Salesmen in Stores 

olesale Salesmen 
Soda Fountain orkers 

tl.scellaneous Store Positions 
Cashiers (in stores) 
Delivery n 

Total Store Employees 

79 
8 
2 

0 
5 

94 

Female 

1 
33 

9 
12 

5 

1 
1 
3 
8 
0 
0 
0 
0 

3 
3 
l 
1 
0 
0 
0 
1 
0 

82 

60 
0 
l 

3 
0 

64 

Total 

3 
35 

9 
12 

5 

1 
2 
3 
9 
2 
6 
1 
1 

3 
5 
1 
l 
2 
1 
1 
l 
2 

106 

139 
8 
3 

3 
5 

158 

18 
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Full-time ~ Part-time Employees. Table VI1 sho s the number of' 

male a f-, le e~ployevs engaaed in full-time and part-tj~e positions. 

There were 248, or 85 par cent, of the employees engaged in 1:'ull-ti 

position • Oi' thi:.:: number, 128 .,ere , le c.:nploye s nd :UO • re i: , le 

employees . There ~ere 43, or 15 per ce.at., of ·l,h em.ployea"' in part- irue 

posi ... i-0ns. Of this number, 13, ere male employees am 30 ere female 

employ es . 

nimum Age &3guirements for ~ Em:plo;yees. Table VIII sho s the 

min:unwn age requirements for male employees for the positions in this 

survey. For the 141 positions of male employees, employers gave the 

minimum employment age of 18 or belo for 75, or 53. 2 per cent, of the 

positions. Employers gave the minimum employment age of 19 to 21, inclu­

sive for 28, or 19.8 per cent, of the positions. Employers gave the 

minimum e ploymont age over 21 for 10, or 7.1 per cent or the positions. 

No 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 as specified 

for nearly halt of the 141 positions held by male employees indicated that 

mal~ high school gr auates ere ~cceptable as replace~ents in tr..::1ny of the 

141 positions for men incluled in the study. 

nimum b,ge Reguiremants £,2!: Fonial ployees. Table IX sho s the 

minimum age require ,enta for fe.tZ!..ale empJosees for the ~~itiona i.11 this 

study. For the 150 positions where omen ere employed, employers gave 

the minimum employment age of 18 or below for 93, or 62 per cent of the 

positions. Etlployers gave the miniouru employment age of 19 to 21, inclusive, 

for 2?, or 18 per cent, of the positions. Employers gave the minimum 

employment age ov~r 21 fer six, or 4 per cent, or the positions. No 

minimum age was specified for 24, or 16 per ceut, of the positions. 



TABLE VII 

NU ER OF MALE AND FEMAIE 1'.i a>I.OYEES ENGAGED 
Ix .FUU...'l:I AfiD P Am- I POSITI0!'46 

o 1tion 

Uocord Keeping 
Accountants 
Bookkeepers 

Secret;.rlal Posi t:l ,..n,2 
Secretaries 
Stenographers (Shorthand) 
Typists 

qleric~l Positions 
Billine Clerk 
Ord.er Clerks 
Pay:-oll lerko 
General Office Clcrka 
Shipping Clerks 
Stock Cler ks 
Chief Clerk 
Receiving Clerk 

2 l 
2 29 

0 8 
0 12 
0 3 

0 0 
0 4 

0 1 
0 0 
0 2 

0 1 0 O 
1 1 0 0 
0 3 0 0 
l 7 0 1 
2 0 O 0 
4 0 2 0 
l O O 0 
1 0 0 0 

sc 1:L.n ous Office Positions 
Cashiers {in offices) 0 
Bank ':ellers 2 
.Bus Agent 0 
Purclul.sing !.gent, 0 
Collector 1 
iJcputy 1 
Bookkeeping chine Oper-.ltor l 
Cor:iptor .. eter Oper tor 0 

Sell g Position§ 

2 0 1 
.3 0 0 
l O 0 
1 0 O 
0 1 0 
0 0 0 
0 0 0 
1 0 0 

Ret 11 Se.lesffien in stores 
Wholesale Salesrnen 
Insurance Salesmen 
fuel.a Fountain • orkers 

69 .39 
8 0 
2 0 
2 l 

10 21 
0 0 
0 0 
0 0 

~ scellanaou store Positions 
Cashiers (in ~s) 0 .3 O O 
Delivery en 5 O O 0 

4 1 0 0 
14 3 O O 

5 0 0 O 

3 
31 

8 
12 
3 

l 
2 
3 
8 
2 
4 
1 
l 

2 
5 
1 
1 
l 
l 
l 
l 

108 
8 
2 
.3 

3 
5 

5 
17 

5 

Total 128 120 13 30 248 

0 
4 

1 
0 
2 

0 
0 
0 
l 
0 
2 
0 
0 

1 
0 
0 
0 
1 
0 
0 
0 

31 
0 
0 
0 

0 
0 

0 
0 

0 

T tal 
Employee 

3 
35 

9 
12 

5 

1 
2 
3 
9 
2 
6 
1 
1 

3 
5 
l 
1 
2 
1 
l 
1 

139 
8 
2 
3 

3 
5 

5 
17 

5 

291 
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TABLE VIII 

DISl'RIBUTIO J OF POSITI01'1::.> HELD :aY 141 . ALE E PI.OYEES IN STORE AND 
OFFICE OCCUP .A'rIO S ACCORDING TO MINIMml EMPI.OYMENT AGES 

SPECIFIED BY EMPIOYERS 

22 

Position NoAMin .. MinimUlll Age Specified by E ployer Total 
s:ee~Uied 16 17 18 19 20 21 22 23 24 25 30 Positions 

~ o;>d Keau1re 
Accountants 2 2 
Bookkeepers 2 2 

Clerical Positions 
Order Clerk 1 1 
Ger~ral Office Clerk 1 1 
Ship) ing Clerk 1 1 2 
stock Clerks 6 6 
Chief Clerk 1 1 
Hecei ving Clark 1 1 

. ocella eoua Office 
Positions 

Bank Tellers 2 2 
Collectors 1 1 2 
Deputy 1 1 
.Boo.kite ping • chine 1 1 
Operator 

Selligg Positions 
hetail Sl l s · en iu 

Stores 18 17 2 29 6 3 2 2 79 
AJicle ... ule Sales.nen 4 3 1 8 
InS'-..l.r·nce Salesmen 2 2 
Sod ... lountain Worl ers 2 2 

U.scellaneous filQ!£ 
Positions 

D livery f' n 2 1 2 5 

nagsrial Positions 
Office liana.gers 1 1 2 4 

nagers (retail store)3 8 3 14 
Assistant Iwiunagers 

(retail store) 1 4 5 

Total 28 .31 2 42 1 2 25 3 2 5 141 

This -1- blc should be real as follo s· In two positions of accountant 
held by men the minimum age requirement for ne~ en employees is 18 years. 
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DIS'i'RIBTJT.,..OU OF FOSITIO.i"S rniLD ~ I 150 F L\IE · ' IPID!BE3 I ' STORE AND 
OFJICE OCCUPA'rIONS ACGORDHG TO n r,:m E'lPIDYIIENr AGES 

SPEC! I t?;) :;m>IOYERS 

Position 
Jo !!in. 

,..e 
~ooclried 

g3CQ-d Kee12.i r~ 
Accountant; 
Bookkeepers 

Secre k~:!"ial P si·Lions 
Secretarie 
stenographe s 

( orthand) 
Typists 

Clerical Posit!ons 
Billing Clerks 
Order Clerk 
ayroll Olerk:J 

General Offica Clerks 

~cellaneous Office 
P sitions 

Cashte~s (in offices) 
n ellers 

Bus J.gent 
Purchasing Agent 
Co-pto eter Operator 

!!§~ q;aria]: Positions 
Office · nager 

nag rs (ret~il 
tore) 

To·~al 

9 

4 

1 

s 

l 

1 

24 

1 
2 3 12 1 5 

1 3 1 

., 6 2 1 ,, 

2 2 1 

1 
1 
1 1 1 

1 l 3 

2 1 
3 

1 
1 
1 

22 3 16 2 8 1 
1 

2 

1 

38 10 45 4 1112 

l 

2 1 

l l 

3 1 1 1 

Total 
osi~ions 

1 
33 

9 

12 
5 

1 
1 
3 
8 

3 
3 
1 
1 
1 

60 
1 

J 

1 

3 

150 

This t able should be read as follows: In one position of accountant held 
by a oman, the minimum age requirement for new women employees i s 16 
years. 



The fact that mini empl.:>:,r.nent ag of 18 or balo w s specified 

for n· · 1y -thir s of the 150 positions h ld by omen e.mployt;.le indicated 

that re le high school graduate ere ace pt ble as replace nts in st 

of the 150 positions for vo n inoluded in the study. 

~ Pr f'erence. The datu in Tcbl9 X :±011' th:;it 81 ,..,loyers p ... cforred 

·•·lo e loyees. The n ber of posit.ions ffec·ted by ·t;his preference as 

139. Seventy-ti o e loyers preferred f le employees. The number of 

positions fected by this preference as 124. Eighteen employers exprosaed 

no ex pr ference. Twenty-eight positions were fected. 

Tabl s n, nr, and XIII present dat 

pert in~ to experi nee r·quire ants. Of 291 positions, 190, or 65 per 

c nt, did not r quire experience of e new e loyee; hile 101, or J5 

per cant, did require so experience of the new employee. Those po"'ition 

ich r _ u xperience tor e new mployee in each group or oceupa-

tio s er a rollo as record keeper J , or 4 7 per cent; cretarial 

positior::s: 7, or 27 per cent; clerical po itions: 5, or 20 por cont; 

misc llaneous office positions: 4, or 27 per eent; selli f'.I positions: 

45, or 30 per cent; miseellan ous store Positions: 1, or 13 per cent, and 

managerial po it.ion. 21, or 78 p-er cent . 

:Educ tior..al ~.e9uir~mnts. Table XIV' sho s th t in 74 positions 

employers required less than hig 1 school grad, tion as the minimum eduea­

tio. l u1re nt . £.u.'Ployers st ted t t they required high school gradua­

tion for 185 positions. In thirty-three sitions, high school graduation 

as a requirement for record-keeping positions; in 2.3 positions high school 

g uation z a r~uirement for sr.,cre~rial positions; in 22 positions 

high school grad tion s required for clerical positions; in 13 positions 

high school graduation as required tor miscellaneo office positions; 1n 

72 positions high school gr duation s require ent for selling positions• 

Four poaitions required high school gr duation tor seellaneous store 



TABLE I 

PIEFIUNGI roa m DPI.OYEU BI SEX AS DPllSSQ II 80 MIDYERS, ANll DISf.aIBUTIOI 
or 291 OFFICE AID SfOM P0Slll0NS ACCORDING TO SR FBIF:s.ftENC& EXPRESSID BY EMPlOYDS 

IRnr gt l&Ja;rers .. , 

Pc,sitiell ' 

... 4 '1 Wt Felt. Is ttifl 12'11 -1· f'em,•. lt·"W1 ~+.>,: (,p~+-

beom f-;~1-
Aao~W'.ll . nts l l 0 2 2 l 0 
Booldtttpers 2 22 ; 29 2 ag ' !ot'al 3 23 5 )l 4 29 5 

ba1~.1on1 
Secret ea 0 8 0 s 0 9 0 
Stenographers (Shorthand) 0 10 0 10 0 12 0 
!1pid$ 0 4 0 4 0 s 0 

'lel)tal 0 22 0 :a2 0 26 0 

IJ.lfhaj 1>011M&aa 
iDC Clerk 0 l 0 l 0 l 0 

Or4e:r Gle2•ks l l 0 2 l l 0 
Payrell Clerks 0 2 l 3 0 2 l 
CktneJ"al .Off iee Clerks 0 4 2 6 0 5 4 
Shipping Qlerks 2 0 0 a 2 0 0 
$tock Qlerka s 0 0 s 6 0 0 
Qb.:lef Olerk l 0 0 l l 0 0 
.Reoeiving Cl.wk l 0 0 l 1 0 0 

Total 10 8 3 21 ll 9 ' l~ag9l~!«?'!• 9rt),ee tysi!i;o~! 
Cashiers (in otfioes 0 2 0 2 0 3 0 
hnk f•llers l 0 0 l 5 0 0 
Bus Agent 0 0 1 l 0 0 l 
h~obasirlg Agent 0 l 0 l 0 1 0 
Collectors 2 0 0 2 2 0 0 
Deput1 l 0 0 l 1 0 0 
Bookkeeping lachim Qp~ator 0 0 l l 0 0 l 
Comptometer Operator 0 l 0 l 0 l 0 

Total 4 4 2 10 s ; 2 

'ti!&l 

' '' JS 

9 
12 

5 
26 

l 
2 
; 
9 
2 
6 
1 
l 

2!> 

3 

' 1 
l 
2 
l I\) 

1 Vi 

1 
15 

I 



TABLE X (CONTINUED) 

PREFERENCE FOR EMPIOYEES BY SEX AS EXPRESSED BY 80 E WYERS, AND DISTRIBUTION 
OF 291 OFFICE AND sroRE POSITIOns ACCORDIOO TO SEX PREFERENCE EXPRESSED BY EMPIOYERS 

Number of Em~lolers Number of Positions 
Position 

le Female lb Pref, Total le Female No Pref, Total 

Selling Positions 
Retail Salesmen in Stores 30 10 5 4; 76 50 13 1.39 
Whole..,ale Salosmen 4 0 0 4 8 0 0 8 
I surance Salesmen l 0 0 l 2 0 0 2 
Soda Fountain Workers l 1 0 2 2 1 0 .3 

rotal 36 11 5 52 88 51 13 152 

0 3 0 3 0 3 0 3 
5 0 0 5 5 0 0 5 
5 3 0 8 ; 3 0 8 

M§nager1f\~ Position@ 
Office nagers 3 0 2 5 3 0 2 5 
J!,inagers (in retail stores) 15 1 l 17 15 1 1 17 
A siata tr. nagers (in retail 

stores) 5 0 0 5 5 0 0 5 
Total 23 l 3 27 23 1 3 27 

Total 81 72 18 171 139 124 28 291 

This table shoQld be read as follows: One employer expressed a preference for male accountants. 
Two accountants were employed by the employer ho preferred male accountants. 



; . ·. 

IDBIR oF :rosmou u mtm mu,y,mr.r mDIIICB :rs :BQVXBD oa 
.IS JOT IIQUIBU 1C1l .ID DPIDYIU· 

lftRr4 .l!!ll!!I .-taas· 
~pera 

i9DiqJal 
Semretartea· 
;.~ 

StenopoapheJ:>a. 
. . 

s~.-tumee · 
31111. Clerk 
Orear oi.k 
fqroll CleJrk 
General Office· 
ltd.ppi»g· .. Cl.en: .· 
... lleli'k . 
·Chui' Clerk 
l.eeeimag Clerk 

en,;i,~ itt!9. f!d»il! 
· Cashiera .· OttiieJ · 

Bank t.llera 
Bus.agent ~---· Colleciion 
».put,- ' . . . ' . 
Bao~ lachine Operator 
~ OparEi'tol-

Se:W,pg Po,a.Yfil! 
w:.d.l aere.Salea•n 
Wholesale a&le.-. 
Iasurame Salesmen 
Soda Fountain Workers 

. 'fetal . 

· &q,eri•nce 
lequu-ed 

I I ·. f 
- '· . 

2 . 0 2 
2 u 16 

0 4 4 
0 l l 

·O 2 2 

0 0 0 
0 0 0 
0 l l 
0 l l 
0 0 0 ... 

l 0 1 
1 0 l 
l 0 1 

0 1 l 
0 0 0 
0 l l 
0 l 1 
1 0 l 
0 0 0 
0 0 0 
0 0 -·O 

22 .18 40 
4 0 4 
0 ·o 0 
0 l l 

0 l l 
0 0 0 

4 0 4 

' 1S 
o· 2 

S2 49101 

'lq,eri.enee 
let leqmnci 
.•. ·., 't 

0 l l 
0 19 19 

0 5 5 
0 4 ·4 
0 10 10 

0 l l 
·l l 2 
0 2 2 
1 7 8 
2 0 ·2 
s 0 s 

.. 0 0 0 
0 0 0 

0 2 2 
i 3 s 
0 0. 0 
0 0 0 
l 0 l 
1 0 l 
l 0 l 
0 l l 

57 42 99 
4 0 4 
2 0 2 
2 0 .2 

0 2 2 
5 0 s 

0 l1 l 
2 0 2 
3 0 3 

891p1190 

27 

·~ 



· TABLE XII 

NUMBER AND PERCENTAGE OF POSITIONS IN WHICH E1lPI0Y·1ENT EXP RIE ;cE 
IS REQUIRED OR IS IDT REJUIRED FOR NEW FE LE EMPIOYEES 

erience erience 
Position Required Ilot uired 

28 

umber .Fer Gent Number Per ent 

Record Keepers 
Accountants 0 0 l 100 
Bookkeepers l4 42, 19 58 

Secretar~l 
Secretaries 4 44 5 56 
Typists l 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 7 88 

Miscellaneous Office Positions 
Cashiers (Office) l 33 2 67 
Bank Tellers 0 0 3 100 
Bus Agent l 100 0 0 
Purchasiog Agent l 100 0 0 
Comptometer Operator 0 0 1 100 

Selling Positions 
Retail store Salesmen 18 30 42 70 
Soda Fountain Workers l 100 0 0 

Miscellaneous Store Positions 
Cashiers {Store) 1 33 2 67 

0 0 l 100 
3 100 0 0 

Total 49 32.7 101 67.J 

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

NU ER D p CE ,IAGE OF POSITior~s IN ij CB E IO UENT EXPE ENCE 
IS REQUIRED OR IS tl>T REQUIRED FOR IE EMPIOYKES 

Position 

Record eeperg 
Accountants 
Bookkeepers 

Clerical Positions 
Order Clerk 
General Office 
Slipping Clerk 
Stock Clerk 
Ch:L Cl rk 
Receiving Clerk 

scellaneoua Office Posit1o 
I:Jank Tell rs 
Collectors 
Deputy . 

okke.eping chine Operator 

Se111ty,; Po 1tions 
Retail St0l"e Sale n 

ole-snle Salesmen 
Inauranc le en 
Soda oun in orker 

scellaneous Store Position 
Delivery e 

Total 

Experie:nc 
quir 

Number Per Cent 

2 
2 

0 
0 
0 
l 
1 
1 

0 
1 
0 
0 

22 
4 
0 
0 

0 

4 
12 

2 

52 

100 
100 

0 
0 
0 

17 
100 
100 

0 
50 
0 
0 

2S 
50 
0 
0 

0 

100 
86 

40 

36.9 

Experience 
Not Required 

N ber Per Cent 

0 
0 

l 
1 
2 
5 
0 
0 

2 
l 
1 
l 

57 
4 
2 
2 

5 

0 
2 

3 

0 
0 

100 
100 
lC-0 

8,3 
0 
0 

100 
50 

100 
100 

72 
50 

100 
100 

100 

0 
14 

60 

63.1 

This table should be re as follows: Into positions of account t 
held by n. experience is required of ne e ployees. 



'\ 

positionsJ andl8 positiou reqUired the same standard for mamgerial 

positions •. · 

30 

Table:·xv shows·the JDird.JDU11l.educat.ional requiNMnts new·ma1e.empl.o7eea 

as, bave eompl.&W tor e111plo7J1ent. For 43 poatt.ions, emplo,-ers required 

leu. than Jd.gh· achQil grachtationJ for 82 poe1Uou, employers required 

ld.Bh sdlool graduation; tor · six positions, employers required some· oollege 

traird.111. 1lo reqm.rementa wre speeitied by employers tor ten positions. 

Table DI shou the· ldniam educatioml requh*aaenta new female emplo,-ea 

raat have eompleted for emplo,-ment •. ror 31 positions, employers required 

less than high school. gractaationJ tor 104 positions, employers required 

higll· school graduation; for eight positions, emplo1ers required soae 

college training. J1o requirements are speei.t"W ·b)r emplo;ref's tor seven 

positions. 

Af4!Wons, l!:e+&!W!li•, tnd 'furnoTer. fable MI shows the mm:ber 
~ newl¥ em.ployed, eeparations, · and the percentage of turnover. Por the 

year, ~ were 224 employees newl3 employed, am. JJl emp~eea separated 

l"8l their jobs *1• gave lJl·Nplacements. !he percentage ot turnover 

for· the year was. ;3.6 per cent. 

the peree13age ·of tur..._ ... .tom:d ill the tollowiDg manner. The 

actual .....,.r et rep1,a~41,._ the laat l2. aontha was represented 

by 'total ew]3 emp~78(1 or~. se,-ated, wld.ehever was smaller. The 

avenge maber ot ent.ploYQs was tGIUld tor the last, l2 l&Ou'ths and. was 

divided into the UWiber of replacements •. · Tlda ,..,._ the· peroentage ot net. 

It. nmst be . meted that ill some et theae pod..'M.ons which have onl.7 one 

employee Vaere. was 100 per cent 'turnover in which there might, be 0111)" one 

new]J' emplo;red.alld one separated from their jeba .. i'his percentage eannot 

be too signiticant ·$.hee there was only one ertpl.$yee in that position. 



TABIE XIV 

, NI 'UM EDUC TTOrAL REQUI .., cr,NTS FOR NE ' "' IOYEES 

lo , e E!Jml0;):80 luot li;lVe Co- ele t~g 
Position Total Requir m nts Grade ___ tligh_8.9.h,20! ____ fol:-1,!g! Bu iness 

Io i ioru: Specified -8- 9 10 ll 12 2 4 Goll ge 
AA F M F F 1 F M F n F F1 F ' F 

3 2 1 
35 l 1 2 29 1 l 

9 6 l 2 
5 5 

12 l2 

gler. cal P9,sit!,ons 
Billing Clerk l l 
Ordor Clerk 2 l 1 
Puy1•oll Clerk 3 :3 
C ner~l Office 9 l 8 
Sbipr,ing Clork 2 2 
St.?ck c.:.e k 6 3 :; 
Chiei' CJ.erk 1 l 
Receiving Clerk 1 l 

Misoa llf!ane t\§ Off !ce 
Posit.i o 

C hiers (Off ice) 3 3 
B~nk Tellers 5 2 3 
Bttt: N:~ent l 1 
f rrchnsing .£.gent 1 1 
Collectcrs 2 2 
Deput 1 1 

okkecping r!iaohine 
Operator l l \..) 

Comptom tr Operator 1 l I-' 



t.A1UiS m (OOffl:BD) 

Mlll'.MUM UJCATIONAL UQl1IIUU1'S 108 ND DPlOI.CU 

Pod.Un Total a..uue.it\11 ~- ......... 
Positions ~i«Kl ' I •. ! is·, l 11 Ji r .. •. l • 1.:1... (I ? .11, , 

"" I I I•• 

-~-'Je¥11-
139 lO 6 2614 4 2 3 l J.2 JS 26 ·ae'6U • -llaleame• .• 1.-.1. SaleUI.IIA .8 s luv••• Slllesmea a a $t)da 1ountaiA lorlc:er• 3 2 l 

Ku ... ~=.:.re) ) l l l 
l>llil'el7 Men s 2 -- J 

!IM1e.1a.,·~-
Ot:fioe Jla:aaae:ra ' l 1 ' llanq•ra (btall· &ton) 17 l 1 9. 2 3 1 
AaiSi11~t •naras 

(Beta.il Sten) ' ,-
total 291 10 7 32 16 4 2 ,4 l ' 12 11 104 14 _l 

111 • 
1!J 

.. • lfl .,1 lt •.. 
This t$ble should be read as tollows, - In two positions as aoc-ountant held by men, M.ch ,ehool 
gra.il)ation is required tor new entpl.oyeea. 

"-------·------

-,1.neaa 
Collec• 
.I . r-.·-

3 

t l9!11l! 



TMLI 1' 

UIIIMUM EDUCATIO&L REQUIREMENTS FOR m .MA.l'B IW?IDms 

No 
Position fetal Requirements Cl:rade Ii~ Scheol · College &.tsiness 

--·-.. -·----.. -·-· .. -' ..... o_a1_t1_·0-~_s_§E!liil<.c· ... t"'9i ..... ~ .. ,e.s ........ -.. ·-·-...... ~--2i:....··---.---I.o .... ··-· .--..,;;;1;;.;:;r._.-_-_ .. .ai.;f_._..,.:;;r..g_._.,-11,..._.. .... a~s .... 1:t_woli!!i.-
i!S!rd.,e~Jl!U 

At>eount.ants 
~kkeepers 

G -

., kbeping lachUle 
Operator 

;t'-'iWHP! 
&'lore Se.lesmen 

Wholema.le Salesmen 
In~vance Salesmen 
Soda Fount,aill W11:>rkers 

p 
~livery Men 

i l ,2~t!q.a~ 
ce Ma:r.i.agers 

lanagers (leta.il st.ore) 
.Assista:n.t Managers 

(Retail. Store) 

tottal 

l 
1 
2 
6 
1 
l 

2 
a 
l 

l 

79 
8 
2 
a 

5 

4 
14 

5 

141 

10 26 4 

l 

10 32 4 

; l 

l 

4 

2 
2 

1 
1 
2 

' 1 
1 

2 
2 
l 

l 

3S 
8 
2 

3 

1 
9 

s 
82 

:3 
3 

.~ 



!AILI M 
IIJttllUK DVCATIOIAL UQt.tlUMO'lS roa .. - ~ UIPID?DS 

' ' .• ' 

total lfq\W'iaerri; s Grade 
. Positions $peoi:tied ·. g 

f J . I r .4 I # ii .- ,, 

'l\t!Qd &eem,a 
AG4QUt~. 
~epers 

. i!B;:::;~es 
Typj.$t1 ' 
&t.•nopaphers 
. ( Shori'Jwld) 

!it.I' ~'1 fl%'i&Qal · Ii · zc ,rk · 
Or<l&r' 01-Jc' 
fayrell CI.erk 
thule7al Offioe 

,, ,, 

IAe!l.lAAM!!! Qtt&tl 
. P2sit1roI 

OaumieJOs ~Ottice) · 
Bank Tellers 
Bus Agent 
Nrchs.f!lir&g Ageni 
Oomptr:>met.er Operator 

§!J:liD& fo;itiswt · .. ·. 
Retail •ore Sales•n 
Soda Foutrtaitl WGi"kera 

1&1otllfin!2q~.~ 
· P tions 

9 
.-5 

l.2 

l 
l 
,; 
8 

3. 

' 1 
l 
l 

60 
l 

Ca$hiers Store) 3 

~~ Po1&!¥ln• 
,e ers l 

Mana,ws {1\eta11 store) 3 

lSO 

6 

l 

'l 

l 

16 

___ Jl!lh !921 ___ · College 
2. W ....... J.&, ..... , .... , 

1 

2 l 

l 
29 

6 1 
s 

12 

l 
l 
l 
8 

j 
:; 
l 

' 
l 

12 a6 
l 

l 

l 
2 

l 

l 

l 

12 itl4 4 1 

Business 
ta?:U.1 

1. 

2 

' 
L--~------~-------·---------· -------~------------------------------ ---------- ------------- ---------------- ------ ----·-··~---·----------·--

le.· 
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.. T ... ~BII 

llfllll.Ol.Df1')1EES i!ILI EEIOID• ltJllBla SIPA~·J'IOM 
ram w, AD nacnr&m 07 fUBR)ftR 10Jt m: usr 12 mms 

Poait1oa lewq illployed Separated 
total fm.o21011tr 

I ! f ' 11 I t ... Per Cent 

~.l!!Pa .~-- 0 0 0 0 0 :0 0 0 
lootkeepnss 1 U·· l). 0 6 6 6 19.,0 

·~1, 
.·~. 0 10 10 0 8 8 a ·100. ~-··· .0 l3 l) 0 .9 9 9 90~ 

t,pista 0 0 0 0 0 0 0 0 

asw~. 
. JWJ.»g Ol.erlt 0 l l 0 l l l 100. 

Or4er Clerk l l 2 0 1 1 l 66.7 
Prqnll tl9t'k o .... 2: 2 ... ,0 0 0 0 0 
•Qeneral otfl.ee 0 7 1 0 2 2 2 J0.8 
IMWJ.rc ai.rtm l 0 l· . 0 0 0 0 O· ---·~ l 0 1 l 0 l l 16.? 
Ctdet .~ 0 0 Q 0 0 0 0 0 
ReoeiYbg Cle.rk l. 0 l l 0 l l 100. 

W!!tlWMtDt Rtfin 
euf~!'fflr1ce) · 0 3 .3 0 2 2 2 so. 
Baak f&U.a. l 0 l 0 0 0 0 0 .. _.. 0 1 1 0 0 0 0 0 
~· Agot 0 0 0 0 0 0 0 0 
Coll.M\on 4 0 4 l 0 1 1 200. 
·Dep1ltq l 0 l l 0 l 1 100. 
Bookkeepin, lachf.ae 

Operator l 0 l 0 0 0 0 0 
Oomptoater Operator 0 l l 0 0 0 0 0 

1111im;~. 
Itet,a1l ~ 77 64 .141. ·38 51 89 89 78.8 
9holeaal4 . laleanlen . 6 0 6 4 0 4 4 5?.l .~.i..- 2 0 ·2 0 () 0 0 0 
Soda· ~in ... ken 2 0 2 2 0 2 2 66..7 

~---::;.:) 0 ) 3 0 2 2 2 so. 
DeliT&l"T·-- 3 0 3 l 0 l l 2S. 
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TAI.L'S Dll (a>fflJVD} 

.. JRD1B&1 OP~· BWtf UP!OtD, IU8IB. SIPAI.WD f.lOJI 
··!DJ:lt toBs. AD PIIISl'tffl OP TtlltlUD mt Bl ta.SI l2 IOfflS 

36 

: = ;, I :: ' :·: : 't .. : : 

fb , y' 

. lle,rly' Diployat 
1.tdl 

:, 0 3 
l O l 
0 -o 0 

hparate4 ·Total~ 

·. I f · I ·· 11.~.IB !ital** 

0 0 0 0 0 
0 0 0 0 0 
0 0 0 o_ 0 

49 sa 1,1 1::,1 ,1~, 

* .4etaa1· nmnber ot· replaoematQ dnrillg lut ·12 ·•at.u,. represented 
· by total mwlJ eaplofed or total separated, wbie~ la emaller •. · 

** P~ of ·net,.~ based n average zmmber ot emplo7Ma·. 
4mi.ng lul 12 ~. · · 

. . 

Ibis W,le al&ou.14 be na.4. as to.U.0.i OM. ma.l.e -1 l2 telllala boo~, 
a \ot.al of l3 -~--- .... ~ eaaplefed i1l ~· lat, 7eu'J no lial.ea 
am sh turaleat ...... $otal °'· .U·~ ..... aepanted from their· 
.jobs 111 tbe ·~.·,.._.. .!ken 11ere a1x ~. red~ in a 19 

. per ..... ~ b bookkeeptng· poaiUoa,s.. 



ltlt!kcl l!t3:ff It Qttae, & 8E! 199DliO!I• !ables mII alld 

m deal with eel.acted. duties ot eaplo1eea in off ice ard. &tore eccupattona. 

fable mn deal.a with the .lDllber o~ employeea who performed the ·followi»g 

du~ea 1a the. ot'tieea and stores:·.. t.yptng, n..l.hlg:, taldltg c11ctaUon and 

tra.mrori.bl.ng~ applyug bowl.edge of .boo.kkeepbg·prhieiplea am practice~, 

... •Ultc• tab1e<m deal.a nth tae_ ~ ot empl&,-Ha co·opmi;te'd 

the vad.otu tne• at Jm.sim,Q ma.ues, ad4ing macta1m, ~, 

calcw.a'ior,. liqllid p~ duplicator, ~1.ert oaah register$ cheok 

11'1'.iter,- amt .~ llflChine. It- w1ll be aoted. that Oil& ~ Jid.pt . 
. . 

perform .-.ra1. of ~- selecW cbtt.te••· 

The d'niu. pert--' ·IV' i,he. ·majerit., of all employees, named in 

de~ 01'de1- or freq--,-, wei:e···aa toll.owe, sel.liDg" ·opent.ing "1le 

a4d1Dg 9*Jhlne, open.the .the eaa repawr,, :tiliz,g, appl.J'ing knowledge 

of boo~ pr!n<dplse am pt'aAiceS, and tJpin,. 

lo-~ .am.~ ftN t~ 1n Monett. - these maohims 

were· emlme4 tna fahl• UX. 

The above data are, a1&Jdii.cant .ia ~ the eapbatds ~ 

· should be giYell to thoae duties f;ba.t are pertGJ!'JJlled by' al.most ail' the. store . 

and of.ti• ·.emploJ'Me. 1'.b1a should ~· bri.ng about a oho&• in the 

~-and equi~ ta··Ul9 -buaiaeu eduea\io». dapQ"~ 1a lloMtt •. 

. \ 

! 



TABLE XVllt 

ffl.TDD. Of Jel.ODES PEU'OaMIIG SILI.CTD m;JTIU 11 SI so orntms ...um STODS ~ 

liO t 

fo-1 
U!!lt 

.. _. 
Or4e:r 0lettk 
,~11 CJ.~k 
Gellt:ral O.f t'ice 
-~i,$.iag Gl.-k 
s'"a Cl~k 
Chief Clerk 
leeeiv:b,g el$l"k 

f~ilal 

l119!Akn~,. Off i@l -

&mployeea 

3 ,, 
,a 

9 
12 - ' 26 

l 
a 
:J 
9 
2 

' l l 
25 

l,Q~-c~umi;;s>o.tf'ice) 3 
BaM fellers 5 
hs Acellt l 
~ohasbg Agarr\ .l 
Oo:llectws 2 
hpui;y l 
Bookkeeping lacbtne Operator 1 
Oomptom.eter Operator l 

total· 15 

ij .• Ht 

'type 

2 
22 
24 

9 
10 

' 24 

1 
2 
3 
8 
l 
0 
0 
l 

l6 

3 
l 
0 
l 
0 
l 
l 
1 
8 

_l!il, 

File 

' IL. 

' '' )S 

9 
10 

4, 
23 

0 
0 

' 8 
l 
0 
1 
0 

lj 

3 
0 
1 
l 
0 
·1 
l 
l 
s 

.. 
' 1'$k$ 

., 

Diots:tiio~ 
trAU!r!!'a an\% 

1 
16 1, 

9 
12 
4 

25 

l 
l 
l 
l 
0 
0 
.0 
0 
4 

l 
0 
0 
l 
0 

·O 
0 
l 
J 

,,,r; bewl•~e····;f 
~eeping pdntiplee 

' 
apd »m(Jtl111 

' JS 
38 

8 

' 3 
16 

0 
l 
:, 
6 
1-
0 
l 
() 

12 

3 
5 
1 
l 
2 
l 
l 
0 

l4 

hll 
!OM 

2 2, 
25 

0 
;a 
l 
3 

0 
l 
l 
l 
0 
5 
l 
0 
9 

0 
0 
0 
0 
0 
0 
l 
0 
1 



TAB.ti XVIII (00ffllffl1D) 

~. OF UPlOlUS PJW'OUIWG SIUBOT:111 DUTIU IN TD 80 OFFICES AID srous savm» 

Tcrli.al fake App e of 
Position lmpl07$eS Type Fil• Dietat:tcn b()okkeepillg principllae Sell. 

'J. !!!d f!ll!~ibe 1m m1iia1 ; .11 t'." 1 ..... 

~lliK ~c~it1e!1@ 
Retail Stere '.&a.l.esmen 1.39 10 l4 0 9 239 
Wholesale Salf l!lffl.tn 8 0 0 0 0 8 
lnsurattCe Salesmen 2 0 0 0 0 2 
~.a.a fowitain ·terkers :; 0 1 0 1 3 

tot&l 152 10 15 0 10 152 

m,sgellane§U! St0;ce 
Posi:ti~ns · · · 

Caib.iers tstore) 3 0 1 0 l 3 
Delivery Men ; 0 0 0 0 ; 

'fetal 8 0 l 0 l 8 

!kuvaser,ial ?ositigns 
Ott'ioe Mat.lagers ' 2 2 0 3 2 
la:nag,e.rs (le,tail. Stores) 17 14 15 l 17 18 
AssicStant Jlanaf&l'S 

(-tail Stores") 5 3 3 0 ' 4 
Total 27 19 20 l 23 24 

Total 291 101 118 ;o 114 222 

This table should be read as :follows: Two aceountants type in performing their d:uties, and three 
acceuntants file. 



TABLE XIX 

ffl1M8ER OF EMPU>!EES OPERATI?G VARIOUS TYPES OF BUSINESS MACBINES 
IN THE 80 OFFICES AND STORES SURVEYED 

Position 

&,co;r;:q ,l~eJ?!!r! 

Total 
Employees 

Aceountantt 3, 
Bookkeepers 35 

Total 38 

Socnto.ri.!! 
Seereter1e 9 
Stenographer a 12 
fyp1sts 5 

Total 26 

g~ertgal f2s.t;\S~ 
Billing Clerk l 
Order Olerks 2 
P~ll Cler 3 
General Ottice Clerks 9 
Shipping Clerks. 2 
stock Clerks 6 
Chief Clerk 1 
Roco1Ying Clerk l 

total 25 
&ese.JJppgoug Qffic& 

Po~ 
Cashi~rs ·(Office) 3 
~nk Telli""'S 5 
Bus ·Agent l 
Purahan~Agent l 
Collectors 2 
Deput1 l 
Bkpg Maobine Operator l 
Oomptomet.or Operator l 

Total 15 

3 
33 
36 

9 
9 
5 

23 

l 
2 
3 
s 
2 
l 
l 
l 

19 

3 
s 
l 
1 
2 
0 
1 
l 

14 

l 
1 
2 

2 
3 
l 
6 

0 
0 
0 
4 
0 
0 
0 
0 
4 

.3 
0 
0 
0 
0 
0 
0 
0 
; 

l 
6 
7 

0 
2 
0 
2 

1 
2 
2 
4 
l 
0 
0 
0 

10 

0 
0 
0 
l 
0 
0 
l 
1 
3 

0 
0 
0 

l 
3 
0 
4 

0 
0 
0 
0 
0 
0 
0 
0 
0 

0 
0 
0 
0 
0 
0 
0 
0 
0 

2 
3 

0 
0 
0 
0 

l 
l 
l 
3 
0 
0 
0 
0 
6 

0 
0 
0 
l 
0 
0 
0 
l 
2 

0 
20 
20 

l 
·2 
0 
3 

0 
0 
0 
l 
0 

'~ 0 
0 
5 

l 
0 
0 
0 
0 
0 
0 
0 
l 

l 
14 
15 

; 
4 
2 

ll 

·1 
1 
2 
2 
l 
0 
0 
0 
7 

l 
s 
0 
0 
l 
0 
l 
l 
9 

0 
l 
l 

0 
1 
0 
1 

l 
0 
1 
l 
l 
0 
0 
0 
4 

0 
0 
0 
0 
0 
0 
1 
0 
l 



TABLE XIX ( CONTI 'D) 

NUMBER OF EMPIOYEES OPERATING V OUS TYPES OF BUSINESS M.CHINES 
I 'l'HE 80 OFFICES AND STORES SURVEYED 

Total Adding . meo- Calcu .. Li.1uid Cash 
Position Employees llacbilt ~ gr ph 1! -or Proces r Regi ter TirHor 

'Plieat or 

Selling Positions 
Retail Salesmen 139 59 0 0 0 1 107 0 
Wholesale -Salesmen 8 8 0 0 0 0 8 0 
I nsurance So.lenmen 2 0 0 0 0 0 0 0 
Soda Fountain ¥Jorkers 3 1 0 0 0 0 3 0 

Total 152 68 0 0 0 1 118 0 

Miscellaneous~ 
Positions 

Cashiers (Store ) 3 3 0 0 0 0 3 0 
Delivery n 5 2 0 0 0 0 3 0 

Total 8 5 0 0 0 0 6 0 

Managerial Positions 
Office Managers 5 3 0 2 0 l 1 3 

nagers (Retail Store) 17 17 0 1 0 1 13 3 
Assistant Managers 

(Retail store) 5 4 0 0 0 0 4 2 
Total 27 24 0 3 0 2 18 8 

Total 291 189 15 25 4 ]l" 171 50 

This table should be read as follows: Three accountants operate the addi ng machine in performing 
their duties. One accountant operates the Mimeograph. 

0 
0 
0 
0 
0 

0 
0 
0 

1 
0 

0 
1 

8 



CHJPfta m 
IIQ)Jm runm lOSITlOIS 

!be a.ta -~. l"NG!'d. keep$ra .. a18l1'H4 in t,bta ehapt.er tor 

tne ~ ot ....... the __. ~, sex p,1'ttlereme, alrd_.. --~ 

~.· and ..._tlomal ~tis. ~ .. am se~ dv:l!ee 

performed. 

The 1940 C$111118 givu the ~ ot bookkeepers and aooountani• 1n 

the 11d.W States•• 8'6,,448. ·· Qf tb1e nwnber 410,243, or 47.9 Pff ·cent, 

are Mn am 446,205, or ,2.1 per cent are ·-.....1 
. . 

IIWr l!Rle:rlA a 1i1!P:4 kfib@· b&YAM• Table xx show• there 

were 38 Ncor4 k8epers eaplofed in the ftru. included ill We atudJ. ·Of 

the Ja., 34• er a,.s• per GeDt., ·WtB"e •rcePd in f'llll•ti• eaplo,-.n,., F.ou.r, 

or 10.5 pn.- eea\, ._. erca,e4 1.n paK•t.lae em,i.,-nt. 

Ia thu stud$' .t.u ttpoaitie• 1a o• ill whioh the emplo,-. peri"Ol"ID84 

.tJ'.te JlaJori.t-7 et lua dRUe8 .aa4 h which the amploJ98 4eYote4 .'lllefl et his 

wrldJii Ume. Ia 'd.M ot t.h1a ela•dt1.oation., JWJ7 &tfl.ee workcirs 1lho are 

not, clanif!.N .a ·'book:keepen Ddgb:t, p,rfOP w l'8001"4-aepl»g dui.es. 

a fn£tDMt• .table m ••• t1Ja1. .three . ..,~ ~-

. pnt-.noe tor .male· eaplo19aa for 4 positiou as ftMltOrd · keepeFa.. herrt,-

tbree. ~ra ~s.a ,ref••tt0e tor f'emale iMIIP•1"• .in 29 poait1oas • 

. fiw ap].o,_. npreaaed •. no sez pnf~ tor S posiUau •. 

the :ratio et preference for .llfm· am· WomeJt neord keepers, 1n tet"lffll 

of the ll1lllber et poa~ons .reecwa, was approximatel,i l position tor men 

to. ?·for women.· "-·· baa· bea sbmm.h .fable XX., there ·were 4 male record 



Positions 

Accountants 
Bookkeepers 

Total 

TABLE XX 

EMPLOYED RECORD KEEPERS 

Full-time Part-tim 
Employees Employees 
14 F 'i' M F T 

2 1 3 0 0 0 
2 29 .31 0 4 4 

4 30 34 0 4 4 

43 

Per Cent 
of Total 

Full- Part-
time time 

100. 0 
88.6 11.4 

89. 5 10.5 

This table should be read as :tollo s: Two males and one female, or a 
total of three full-time employees,, ere employed as accountants. 

TABLE m 
lOYER SEX PREFERENCE FOR REOORD KEEPERS 

Number ot EmPlozers Number of Positions 
Position No No 

M F Pref, Total Iil F Pret, Total 

Accountants 1 l o · 2 2 1 0 3 
Bookkeepers 2 22 5 29 2 28 5 35 

Total 3 2.3 5 31 4 29 5 38 

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



bepers aal 34. temale Neerd lteepen aetualq employed. . !be anm·· record 

_· keeper, employed R\~ tM: men neorci_ bepera abou~ 8 to 1. 

Aeinle t01md 1n SNdaole a total ot 99 pret_....,,. and 66 of the• 
· 11en tor \f0118it.. !he eaploJ'en pnten'ed woma l'Meri keeper& 2 to 1. -th• 

. ' . ' ·. :. . . 

woaa :reeord keepera ea,lored were 94 am the ••-. record keepers nployed 

· were 42.- The· 1'lltlMm no.ord Jr.eepera· ample,- out.~4 _•• reeoi-4· .. t-.pers. · 

-.~ l2, to 1.2 

SU~ .touel that ta ,.._ ctt.7 1n 1941 ·t.he sex pretereme tor 

record keepers was ratker fl'V'fffll.J. divided. Of a totrcl ot 67 preferences,: 

.32 wre __ tor womeri.. the WOBl!IH1_:reccm:t 1reepera·emp~ Nre- 11 and· the· •n 
. : . 

~rd keepers ~le7ed w.-e 271. The men re~ keepers _·emplo,ed out-
. . . 

~ .._ ftcori. keepers abottt; ·4 to 1.J ··-·-~-to~ """........ lmployera-required a 

mhdnm eaplo~ as• of 18 er .Ulldff of "their Mp~-- tar 2.2 podticma 

(!able Ult). lmplo7era gave the mt.rdPUJ ~-~ age· of 19 to 21. 

imluad.ve'" fer 6 of the pesi.Uoaa. Jbtpleyera pw .lhe ld..n1rmm eaplo7J11.9nt 

age ~ !l t.r l. poait.if:dl. • 111.t,.. qe was .,..UW bl' eiaploye:rs for 

9 ~Jraepbg posiU.u. 

~ ~ m 1!1BA flair!• !tnmt,- of ·Iha 38 raeol'd;.. 

1tMp1ag positions 414 no\ 1."eq'fd.nl experience as a nqtda1te fer emploJ:ll82l\., 

mt. fOl" the_ other 18 experi.eme. waa a ~l (Ml.a mn). -,_. 2 

.~. ~---~. -~ tor .l ~ •• ·experience-· 
. . . 

· · •t reqund., '"* u •. _. ,4,: .. 1· pe:o .-, of the bile~!nc( pod~u 

_a.pen..,. was _req~f ·but ·tor 191t ·or 54.3 per cent., ot the boo~ 

poaiiiona ~-- was •t Jl'eq$-ei. 

2 Saa ltaial.e» -~ Occupational Opporiurd.t7 I\U'wey of ~Lt,• 
IJlPUl)llshld Maatei,,ts !heats, Oklaboma AgrJ.eultnral and. leoben1oal College, 
St.J.llwater, Oklahoma,- 194,8,. 

3· .l'aaes_ Bina· -.i~ rttwd.•• ~ttoral ~· _lm.-vq 
or Poma••·• ~-lfastel"*a ~ Oklahoma ~ul~ and 
llecmardcal eoh.;, · aillwa'YI",- Oklake-. 1941. · ___ ·_, -.. 



I 

i C 

4S. 

k. le J , 

·1os1_.a ----· l6 17 18 19 21 4S 
s,.uw • r II r • ,, • ' II I • ' I I 

~·. ·, 1 2 
~- 2 3 2 12 1 s l • -

total 9 ' 4 12 .1. 5 

.fiw& table ahow.d benai.aatollom· 'la·ae po:dUon.of ~ 
held b.r a w~., ~ aud.-.. age ·req;m.nueat. .tor _. wam eiaplo7Ms 1a 
16 ,ears. · . . : · . . ·. 

II ,-_ -, ,. 

··total 

!AJll·DUI . . 

2 0 2 
2 l4 16 

0 1 l 
0 19 1, 

· .\*ldJ• iable shoah1 be Nd aa ~-~••- la- ta posi.tioris of, ~- _-
.. hel4 lJy'. men,. •~ .ia ~- of' •• wp-1d;'ee11.. ·· · . · · · 

l 



· ·.' 1 r . , 1 i ".·. · ~.· .. 1 l t ... ! • .1 t J f I. J 1 1 f i t · .· I : t.<· I t ~ ! ( i r1 l ~ ! · :i 1 · · · ( i f 11 !. . . : "" •. 

i. . ! ..... s.· ... '· l. . . . .. !i · :. 0 
:&. . . ,I .. · t.. 1. ·· '· ". · -. . tr. I ,, . ., i,,, l r .. · f. · (.· .·. J 1 I -~ · 

l'i t· 1J''1 ~ ~ ·~ ~ ! 1 ! l ; ~ ! ' i :· 1 i i I .~ 111 ; t r .- · 
. ·~.· l'· r .• ..• • .. ·· .•. ·1.· ~.· .• '.··.· w.·. i.·· ·~.·· '··. [ • ... •.·. ~ .. •• I .. ~ ..... ·~ ... -.-·.·.· I· r ,. f · ·. " 1 . · · , • . ·. -;_. 1 (»· i " 1 .._ ~ , · .r ~ · · . , . 5 . , !-II .. :1 a ., " :- e :i . ,. 1 • • . 11 . . t . . , 

i ! ,. i · · l .. ~ 1 i .· 1 · •.. , r £ r . · ';r a ';r ,. = r ·I , , . · . 
'.p.· r ; i. . ~. 1. , . ,.. . 1 f J. . I t 1 '.· . I! r ·.' 1 .. 1 I · '.. .. 2 ·.. . . l '.· · ·. I ... · :- 1 f I I ! I lit 1• 1· . . B llf 2 t: • 1 :, . I· . i I . tr I ~ . f . ,. • .. , . ·I• t; · • : .. ~ ·. I 5 ·. · 

.. .~. J_ J···· J ! .. · .·§ l .. · '. ·. • i. F e. I .. l .. 1: '.~... • l '·· .f f . ·. ·. ·1· ·.· ... · J.. ! '.11. .'··· · .. · Y · : r , l f l a r :t- I f · 1 · • ·J · . t · . 1 • I i 
· . i. ·. i 1 11- 11 - . ··l·.·.·· . . ,_ .. ·. I· t '· '.·.· .. · .. i · .. I:.. 1 ·.•· .· · · · 1 ._· ...... ~1·· ·i Jt t · · · . • t t .. ! ~ .a '. t: , . ~ ~ . 1 °' · t I . t: l . . . ~ e:. 

- ... . . ~ I .1 . :.t . .~ CJ' ~. ! ! i • . tr f t; . · .· 

i .i .. ·• t ' . 1 •. f l 0
," I ii ~ f f ~ ,. ~ i I ' 11.~ -& ~ .!· I ·.,. " s. . & .·. f·' S' t( .• -· ·. 



Position 

Accountants 
Bookkeepers 

Total 

TABLE XXIV 

MIIUMtF ED CATim L RE-tUIRE JENTS 
FOR NEW RECORD KEEPERS 

47 

Neu employee must have completed 
Grad~ High School College Business 

-~- - 10_ - J:2 _ _ i_ _4_ QoJ:l~~ 
M F F . F M F M F M F 

2 1 
1 l 2 29 1 1 

1 1 4 29 1 l 1 

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

TABLE XXV 

NUMBER OF RECORD KEEPERS .NETILY EMPlOYED NUMBER SEPARATED FROM 
THEIR JOBS, AND PERCENTAGE OF TURIDVER FOR THE LAST 12 WNTHS 

Position Newly Employed Separated Total Turnover 
M F T M F T No, Per cent 

.Accountants 0 0 0 0 0 0 0 0 
Bookkeepers 1 12 13 0 6 6 6 19. 

Total 1 12 13 0 6 6 6 17.4 

This table should be read as follows s 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. 



.tABLI mx . 
IHBli OP aat)U· mftU .. JIBl'OJW'.K .·llll\Dn DfflJS 

. II'. !B ,0 on:ma AD SfOIII,..._ 

. ' .. ,., 

' 2 ' l ' 2 
JS 22 " 16 ,, 23 

a4 17 



Aoctuntant.s 
BoQkkeepers 

fotal 

TABLE XIDl 

NUDER Of ucoan mP!ffli. OPE&?Iffl lARtOOS ffP:U OF BUSINESS 
IACHl'.W IN fill 80 OFf:tOES AW· STORU Stm.Vlmm 

To~l 
llsl!Vt!!. 

.Adc.U.l'!g 
lfleMae 

timec• · a.leu... C.a,._ 
gry)I Jitg;r • ~t.S!.. 

l 
l 

l 
6 

7 

l 
2 

Oaeh · .Ghe•k 
&,gi!,~r . ki,3er 

0 1 
20 14 

15 

Addl-eiHJirtg 
ffl&131&&e 

0 
l 

l 

this table should b$ :r&ad as: follows: ThNe aeoountante oper,i.tfl th• a.d.dilli 1D$ohine in performing their 
duties. 



Cl4ftll. n 
&Cllf.W:&L PO&tff011$ 

Jn '1115 ohapter• 801'etd1al poa!Uou are .-17u4,.. !he. aeon­

tarial podtioM found 1n amett, were te Mm"etariea,, stenop-aphera, and 
• a 

'7Pista,. !ld#I .,,.r pwa the ·maraber. eaplo1ed, ~ ~fer&nae, "1nitua 
• • • ' • . • . ,. • ,.· r , 

age J'eqm.NlleBW, ~-- req~a, educational req~:J t~ 

over" an4· seleeW d.U- pes-1'°"*1•· 

... 1'40 .._. g1...., V. -- ot ~her•, t.Jpists, am 
aeeretariu 1a Ue lnlW aawa as l,OS71886,. Of \Ilia Daber• 988,0Sl, 

or 93.S per- cent,. are ... ., an4. &.l\,.805. OJ:" 6.5 per oen\; ·an ... 1 

ll!i!z ~ a IIBllu:ki l!&'&itu• Table m.tII .sboa 26 

~ employ•a. !Ida •• 9 .per eeat of the total 291 employeea. 

there were 9 aeeretai'iea, 12 stenop-aphers, and S t,yp~a. Allot .'tb$se 

poaltlona •re h6lc11V" •men.. 

!bat, woaea held a large ~'-I• of the ~ posiUoas was 

abown bl the ~s ·a4e 1a _the tbree cd.t.iea ot Monett, 8ead.no1e, and 

Poaoa 01v·where IIOlll(tll tilled allot the positions 1D the .first city, and 

94 per ·1*>.'b 1a the other two. 

§a l.Dft!!M! Is. .ll!l!itrkl: Im~ table mx _.. that 

. emplo7era pref~ .female employeee tor all seeNtarial. poa~~ioaa., The 

findSngs mb-e -lead· "to the eoncl.uioa thai tor local emplo71ent in··__..... 

tarial. posit.ions girl.a abould be e11Couraged to prepare tor secretarial 

po•iu.m. ... boya _sllould·- be guided into other fields in which there an 

epportwd.tf.N ·,or e~itt.. 

jeCOl'diDg to._ the 1940 ceruma, ot the ate:nographera, typi.ts, ,and· 

~iea ot tu Val&ed stat.ea, onl.7 6,.S per a.eat nn 1l&le. empLr,yeee. 



· Sl 

Ull&IDllI 

IUIII& BIIPJODI 11 DI. IICU!AIIA.L PO&n'IOIB 

_./ 

Per Cad 
Pllll-Um.e ~tin ot !o"41 
llaployeea · laph>J'ed lull- ,fari-
I , t I I,, t •_-Mn_ ,ta-
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·Ilda table ahould • read as .t'ollows., JU.stit ea.ploT•n ezpresaed a pre.f••- tor fllNlale __..tar.tea. m.. aeere~ are emp~ IV' tile 
emplo7U'8 • prefer female aontaries. 
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lt 1a evident, that unless t.he Mle seoretariel employee beco•s s:peoi.a.llsed, 

as in eom reporting, there will be t'ew employment oppo.rtunities. for him 

outside of Monett. 

11,JdJP!! J!U, l!Q!kfml,lt te · Secretal'if!l. P2ai~aens,. !able m shows 

that empl<>yere specified the toll.owing minimum age requirements for new 

female employees in the 26 positions held by female secretarial emplopee 

at the time ot the stu.ey. Employers expressed a minimum age requirement 

of 18 or below tor 17 secretarial positions. Employers specified a 

minimum age reqlrl.nment of 19 to 21, inclusive, for 4 positions. Ne 

minimum age was specified tor; positions,. In view Qf the age require­

•nts s.peeitied by emplo,1era, it is probable that the neretarial students 

will be able to t'i:ld work 1n Monett upon high ocheol grad11a:tJ.on. 

Expmrieag~ Btsuk!!!llta tor l,~;tial Posit&t»s .. Table rm shows 

that tor the 26 positions for secretarial employees, employers requ!Nd 

experience tor 7ot the pcsitions·.an.d did not require experienee tor 19 

of the positions. A.a emplo7ers did not :r$quire experie•• for 73 per 

eent·ot the po3itiona, it.is ~nt that some atude:ats ma.Jori~ in secre­

tarial work will be able to seoUN employment on high sehool graduation. 

!'4t.t!.§1i1onal "9tiirem.ent;1 tor §!gretarial Posi tionp.. fable rmI shows 

ti.t of the 26 secretarial positions, 23., or 88 per e•nt, reqtdJ:•ed high · 

school gradttat.lon as the m!niJiliUm educational requirement.., One position 

as secretary required 2 years ot r:().llege training and 2 posit.iou a• 

"'°"tary required burinesa eoll.lege tra~ .. 

~er. 'the data in fable :attII show that 2J seeretarial employees 

wel."e hired during th• last twelve mGnths, while 17 were separated :from their 

jobs,. The 17 replacements represent a 69.4 per cent tU.l"l'lover ot secre­

tarial employees. 
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ABLE XXXII 

NIMUM EDUCATIO L RE~UIREMElfl'S FOR SECRETARIAL POSITIONS 

Total 
New e!!!l2lozee must have co 12leted 

Posit.ion High School College Business 
Positions __ l2.._ __ - _2_ - Qo.!l§E~ 

M F F M F 

Secretaries 9 6 1 2 
Stenographers 12 12 
Typists 5 5 

Total 26 23 1 

This table should be read as follo s: In 6 positions of secretary held 
by men, high school graduation is required for new employees. 

TABLE XXXIII 

NEWU EMPI.OIED SECRE'l.ARIAL EMPLOYEES, NUMBER SEP.ARA.TED FRO 
THEIR JOBS, AND PERCENTAGE OF TURIDVER FOR THE LAST 12 DNTHS 

Position Newly Employed Separated Total Tur over 
M F T M F T Number Per Cent 

Secretarie 0 10 10 0 8 8 s 100. 
Stenographers 0 1.3 1.3 0 9 9 9 90. 
Typists 0 0 0 0 0 0 0 0 

· Total 0 23 2.3 0 17 17 17 69.4 

This t'-lble should be read as i'ollo s: During the last 12 months, no males 
and 10 f'emales, 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 !or 
secret.arias. 
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--.tanal eaplo7eea reported, 24, or 92 .·per· cent.• type h perfoftlirc 

their du.t1ea; 23, or 88 ·i,ar eeni., f"ileJ 25, or 96 per C$nt, kbt dictation . 

ad vanecnbe; 16. ·· • 62 ,-. eat, appl.7 tnow1..- of booldrNping pria­

ii.plea aid pnoU•SJ 3, « 12 per cent, aell.,. !ae detd.la .,~._ . 

Gtiu performed by. tu :f'al'ioua typea ot saeatarial. •mplo,._ .-. shOlff.a · 

·ta ·'fable llIIf. 

Table DD. ahowa the DDbv or secretarial employees wbo opR"ate 

~ h:udaeu raaehinea.. Of the 26 ..-.tar.1al employees, 23, or 88 

per cent, o;era~ the addi»i 111&ch!DeJ 6, or ··23 ,- cent, operate tbe­

~phJ 2, or 8 per cent, ,opera.ta the cal-1&~J 4,, or 15 per cent, 

~ the llqu.id process chlplloa't&rJ 3, or 12 per·· cant, operate \he 

caa re,iaterJ 11, er 42 per cent, opei-ate the cheek writer, and l, or 

4 per cea1, open.\& the. addnHlng maehiae. 

In view of thh informaUon,. it 1a 'dasiftble tor the· amtar1al. . 
high .-..1 st.tdea\a 'to gain akUl h the tolload.JCI · tfld.rc, tUlag, 

tald.ni ~u.a ... t~, bookkaepirc, and. opera,uc the ad.dine 

11actdll8. ..,. «ibcmld haw soae ltDC'lll.fM.ta• ot · \be ehNk Riter, E.IIBE>lftph, 

am· liquid prooeaa d.uplieat.or .. 
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TABLE XXXIV 

mER OF SECRETARIAL fi>IDYEES PE.RFOID SELECTED DUTIES 

Take Apply 
Position Type File Diatation Kno ledg Sell 

and o! 
Tran cribe Bookkeeping 

Secretarie 9 9 9 8 0 
Stenographers 10 10 12 5 2 
Typists 5 4 4 .3 1 

Tot l 24 2.3 25 16 3 

'rhis table should be read as follows: ill of the 9 secretar1. s included 
in the atudy type, file, and take dictation a transcribe. Eight apply 
knowledge of bookkeeping principles and practices, and none sell. 
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seeretuies 
$te.tl.0Papbere 
typists 

r.&111 mv 
IUDlm. OF ~!WAL •xoma OPliAtl& VAJU':013 IWaIBSS MAOHINU 

' ' 2 () l l 
12 ' ' 2 J a 

' ' l 0 0 0 

a, a, 4 

' 0 
4 l 
a e 

11 l 

. fh1• '8W.e should lNJ ~a as tcllM1u Of th• 9 ~re'tarl.es, 9 cpenw the •ddins macl'd.ne in pwto~ 
their dut.:les, 
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cIDI:o..u. • ra~u omaa POSiffOJS 

Ia a s'-1 taat. wu ~ to find out what ,ofdtlf.mS .were ope ·to 

~dltataa of Easton, ~lv~ •. · .tigh ~ol,. it •• fOWI! tbat of these 

~, .. u ottiees, am awn•, 4S- »- .·~ ~ ~784 b e~ 

positi.ou, ll. p$r e.at ·~·.emplo;ed in ~t.arial p&attions, 12 per eea\ 

WHe ._aged bl retail •lll:13g1 am 12 per eent were emp.lo:,ed,as ·bQQ.k,.. 

bep$r&.,l 

fhe 1940 oeuus give$ the ~ .of general eletleal worker-a in the 

vatted Btaiies aa 1,.760,ooo. Ot tht.• ~ 1,026,400, er 64 pao· ce~ 

are •n, and 7",600., or 36 per cent, are wormm.,.2 

l!!PK It SAim~ ufl lilH~ 2':fica l!llil~!• Gt the 291 

employees,, 25, or 9 per cent, hold clerical posiilo!lB~ .&lid 1;, er 5 pe 

cent, hold m..ace1hneous o:t"fin positions.. fhirteen of the clerical 

employees were female• am 12 ot the elwical employees·~·· Bales; 10 

of the. Jd.scellaneoua oft'iee posit.1~ went held by t--1es,. .an.\ 5 Wffft 

held by ma.las., hent,1-ttw,. ·er 88 per eat,, ot t.be clerical poa:ltiou 

were ~time •~ .),. or. J2 per eent1 of th& el~ pofd.t1* were 

~ti•~ ~n, or 86.7 per 4.'Minn., of tu mtseellaiui$U ott1ce peaiJ­

tion:a nre faJ.l,..t1fls8 while .2,. or ll..-3 por ceat ~ ~tia~ 

falwt Intl :mo•• ime mmber empltqed 1JA .clffloal and ~llaneous 

•tfhs poai\iou,. 

Is fntfDl:M J:E ~ u4.lleUt11911 2:rr&n lma:!1!0• 1a1>1e 

UDII ._ that 10 EHtpls7ffli preferred. a&ie employGe$ for 11 elerictal 

J*td.U<ms.. at.gb.~ emplo1ff• specified that the;r pret.-red tema.i. employe.ea 

fer 9 pcsit!Ons aa clerical workers. 'lbree employer• expres$ed ao prefeNDCG 

fv 5 el.erieal po!d.tlou., 
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. •~son.ta lOllflOU 

lold.U. Ml-U. .lari-U. .. ~ ·~ 

.. I 
JI ., t I I r t 

91tr!•I~ IUU•: .. 0 l 1 0 0 0 
Order· .Q1ak l l 2 0 0 0 
·ltqnll G'lai-k o; ; ' 0 0 0 
~ Ottlee Clerk l '1 ' 0 l 1 
~'llek 2 0 2 0 0 0 
·Ao*Clwk ' 0 4 2 0 2 
CbW ·Clerk 1 0 l 0 0 0 
Jtaeadng Ile* 1 0 l 0 0 0 

total 10 12 22 2 l ' 
.... IWa • .a;,,.., :;tiau) ·O 2 2 0 i l 

lank tellers 2 ; ' () 0 0 ..... 0 1 l 0 0 0 
·~ .. , fJ 1 1 0 0 0 
~ 1 0 l l 0 l 
. ..,.,. l. 0 l 0 0 0 ..._.Id., •en1na ----. 0 l l 0 0 0 
~··0,..'1>r 0 1 1. 0 0 0 .. 

·•w 4 9 u l l 2 

S9 

100. 0 
100. 0 
100. 0 
88.9 u.1 

100. 0 
66.,7 33.3 

100. 0 
100. 0 

88., 12. 

"·' 
,,., 

100. 0 
100 .. 0 
100 ... 0 
so. so. 

100 .. 0 

·· 100. ·. 0 
,· .100. 0 

86 .. 7 l3.3 

Ilda table ~ lie ·reaa •• follewt Jfo malse ml ••' t..i. ... 
eapleJflCI as . ftti1•U. ldllSD& el.erk. 
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TABLE XXXVII 

PREFERENCE BY SEX FOR EUPIOYEES IN CLERICAL A.ND SCELLANEOUS 
OFFICE POSITIO S AS EXPRESSED BI EIIPI.OYERS 

Number ot Flllployers Number ot Positions 
Position No No 

)I F Pref , Total II F ptef'. Tokl 

Clerical Positions 
Billlng Clerk 0 l 0 1 0 1 0 l 
Order Clerk 1 1 0 2 1 l 0 2 
Payroll Clerk 0 2 l 3 0 2 l 3 
General Office 0 4 2 6 0 5 4 9 
Shipping Clerk 2 0 0 2 2 0 0 2 
stock Clerk 5 0 0 5 6 0 0 6 
Chief' Clerk l 0 0 l 1 0 0 1 
.Receiving Clerk l 0 0 1 l 0 0 1 

Total 10 8 3 21 11 9 5 25 

.Miscellaneous Office 
Positions 

·Ca.shiers {Office) 0 2 0 2 0 3 0 3 
Bank Tellers 1 0 0 1 5 0 0 5 
Bus .Agent 0 0 l l 0 0 1 l 
Purchasing Agent 0 l 0 l 0 1 0 1 
Collectors 2 0 0 2 2 0 0 2 
Deputy 1 0 0 1 1 0 0 1 
Bookkeeping chine 

Oper ator 0 0 1 l 0 0 1 1 
Co.q>tometer Operator 0 1 0 1 0 1 0 1 

Total 4 4 2 10 8 ; 2 15 

This table should be read as fol:Wws: One employer expressed a preference 
tor female billing clerks. One billing clerk was employed by the employer 
who preferred female billing clerks. 
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TABLE XXIII 

NUMBER OF POSITIOT!S IN WHICH E !PI.DY 
OR IS mT REt..!UIRED FOR 1 CLERIC L 

EMPWYEES 

Exper1enc 
Position Required 

F T 

Clerical Positions 
Billing Clerk 0 0 0 
Order Clerk 0 0 0 
Payroll Clerk 0 1 1 
General Office 0 1 1 
Shipping Clerk 0 0 0 
Stock Clerk 1 0 1 
Chief Clerk 1 0 l 
Receiving Clerk 1 0 1 

Total 3 2 5 

Miscellaneous Office 
Positions 

Cashiers (Office) 0 1 l 
Bank Tellers 0 0 0 
Bus Agent 0 l 1 
Purchasing .Agent 0 1 l 
Collectors l 0 l 
Deputy 0 0 0 
Bookkeeping chine 

Operator 0 0 0 
Comptometer Operator 0 0 0 

Total 1 3 4 

EXPERIENCE IS REQUIRED 
SCELLANEOUS OFFICE 

Experienc 

63 

Not Required 
F T 

0 1 1 
1 1 2 
0 2 2 
1 7 8 
2 0 2 
5 0 5 
0 0 0 
0 0 0 

9 11 20 

0 2 2 
2 3 ; 
0 0 0 
0 0 0 
l 0 1 
1 0 1 

1 0 l 
0 1 1 

5 6 11 

This table should be read as f'ollo1ts s In on.e position of billing clerk 
held by a oman, experience is not required of new employees. 
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~ table sbot\14 • :Ntaii as· fol.lo._ la OM J)()sition o.f td.lU• e1-t 
hel4 '7 a wman, b.tgh sehNl p>a4uatlol1. 1- nq~ ot -. employns. 
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40 elerirJal and mtsoelltmeous otf'iee pod.tiou _,.beheld by bilh scheel 

graduates h so far aa ~. ~t1onal requirem&nta are QOncerned. 

ts,mver f..<n: 91!~91 !E I\!•~ Qffi.0$ · li!R:JBNf• !'able IL! 

shot1s 15 clerical• empk,Jreea · new.ly employed and 6 uparated from .their 

jobs, reru~ in 6 replaQ<&m?lta, or a 29.3 per cent tu.r~r of clerical 

employees. 

there wen 12 new!¥ employed ;persoms · 1n !dscellaneous o.t'fiee posit.ions,, 

while only 4 Were sepantted from their jobs1 resulti.ng in 4 Nphcementa, 

or a .36.4 per •nt tiurnov@r,. 

~. ~· bl:t!£!!!1• Of the 25 .elerieal employees report.ed, 

161 or .64 pe-r een't, 't.J'PIIJ 1.31 OI" 52 per· eent,,, file; 4, or 16 per cent,. 

take di~t1on au.i 't~f 121 or 4S per cen"t, applf knowledge of book• 

keepiEg prbleiples allll praetieesJ 9,. or 36 per cent, sill (Table XLII). 

Ot the l.:5 mis•llauou.s e.ff10$ employees nported., 81 or 53 per eent,, 

type; 8, or 53 per~, tile; 3, or 20 per cent. take diet&tion and 

transaibe; 14,·or 93.~· eent appq k.nawledge of bookkeeping prindplea 

and praet.14ea6 1,. or 7 per eentt sells. 

table xtl!I 11hows that ot the 25 clerical employees reported, 19 

operate the adtli.Dg machine, 4 opera.te the ~aph, 10 operate the calcu­

lator, 6 operate the comptoater, 5 operate the oa:m register, 7 operate 

the cheek writer, and 4 operate the ~ssi12g maehill$. 

Qt thel5 miseellamo:us office employees repcl"\ed b7.employ$rs, 13 

operatti the~ machine, 3 opermt.e the Mime~ph, 3 op$]."ate tbe calcu­

lator., 2 open..ie 1;he compwmeter, l. ~pe.r2t•s the cash register,,. 9 operate 

~ ebe\tk writff:1 and l Op$1"&t(tS the ad,dressi:ng machi•.., 
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TABIB XLI 

NUMBE OF I:l EMPIDYED C • C AW) I..I..a.NEOU OFFICE 
EMPIOYEES, NUMB • ARA.TED FROM THEIR JOBS, AND PERCENTAGE 

OF .lUR1t)VER FOR 'I'HE Ufff l2 DlmIS 

Position ated Total Turnover 
T Number Per Cent 

Clerical Positions 
-~lling Clerk 0 1 1 0 1 l l 100. 

Order Clerk 1 1 2 0 l l 1 66.7 
Payroll Clerk 0 2 2 0 0 0 0 0 
General O!f'ice 0 7 7 0 2 2 2 30.8 
Shipping Clerk 1 0 1 0 0 0 0 0 
stock Clerk 1 0 1 1, 0 1 1 16.7 
Chief' Clerk 0 0 0 0 0 0 0 0 
Receiving Clerk l 0 I 1 0 l 1 100. 

Total 4 11 15 2 4 6 6 29 • .3 

sceUaneou Office 
Positions 

Cashiers (Office) 0 3 3 0 2 2 2 80 
Bank Tellers 1 0 1 0 0 0 0 0 
Bus .Agent 0 1 1 0 0 0 0 0 
Pm-chasing Agent 0 0 0 0 0 0 0 
Collectors 4 0 4 1 0 1 1 200. 
Deputy l 0 1 1 0 1 1 100. 
Bookkeeping Machine 

Operator l 0 1 0 0 0 0 0 
Comptometer Operator 0 1 1 0 0 0 0 0 

Total 7 5 12 2 2 4 4 36.4 

This table should read as follo ss One female billing clerk as newly 
employed and one femalo billing clerk was separated from the position in 
the last 12 months. There as one replacement, or a 100 per cent turnover 
for billing clerk. 
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'!'ABLE XLII 

lTUMBD OF CIBRIOAL Alm U:SGEI..l.M EOUS OFFICE 
EMPLOYEES PERFORMING SEIECTED DUTIES 

Take 

Type File Dictation 
and 

Apply 
KnowleQge 

of 
., Transcz:il1~ .Qookkeepipg 

Clerical Positio!Y! 
Billing Clerk l 0 l 0 
Order Cle:r k 2 0 l l 
Payroll Clerk .3 3 l 3 
General Off ic 8 8 l 6 
Shipping Clerk 1 l 0 l 
stock Clerk 0 0 0 0 
Chief Clerk 0 1 ( 1 
Recei ving Clerk 1 0 0 0 

Total 16 13 4 12 

Miscellaneou Of'fiae 
Position. 

Cashier (Off iee) 3 3 l 3 
Bank Tellers l 0 0 5 
Bus Agent 0 1 0 1 
Purchasing Agent 1 l l 1 
Collectors 0 0 0 2 
Deputy l l 0 1 
Bookkeeping Machine 

Operator 1 1 0 1 
Oomptometer Opera.tor 1 l l 0 

Total 8 8 3 lJ .. 

This table should be read as f olloi1s: One billing clerk types in 
performing his duties ... 
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CH.APTER VI 

SELLING AND SCELLANEX>US Sl'ORE POSITIONS . · 

Haas says concerning the number or people gainfully employed in 

selling and store occupations: 

Researches and surveys h ve 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 1501 000 between the ages of twenty and twenty-four 
enter employment in the distribution field each year.l 

=-be=r Employed in Selling J!!!! scellaneous ~ Positions . Table 

XLIV sho s 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 ailing positions. 

Employees in all 8 miscellaneous store position were full-time e loyees • 

.§u Preference ~ Employers for Se]ding am IH.seellaneous ~ 

Positions. Table X1ll shows the employer preference for sell.:1.ng and 

miscellaneous store positions by sex. Thirty-six employers specified a 

preference for le employees in 88 selling positions, while 11 employers 

specified a preference tor female employees 1n 51 selling positions. No 

preference was specified by employers for 13 selling positions. Five 

employers specified a preference for le employees 1n 5 miscellaneous 

store positions while 3 employers specified a preference for fe le 

employees in 3 miscellaneous store positions. 

Several employers in retail stores expressed a different se% preferenc 

for different departments ot a retail store. If it was a men's clothing 

department, then a man as preferred; if it as a women's clothing depart­

ment, then a wo n was preferred for that department. 
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TABLE ILtV 

NID4BER EMPIOYED IN SELLI AND 
MISCELLANEOUS STORE FOSITIONS 

Per Cent 

Position 
Full-time Part-time of Total 
Employees Employees Full- Part-
li F T F T time time 

Selling Positions 
Retail Salesmen 

{in stores) 69 39 108 10 21 .31 7?.7 22 .3 
olesale Sales en 8 0 8 0 0 0 100. 0 

Insurance Salesmen 2 0 2 0 0 0 100. 0 
Soda Fountain Workers 2 1 3 0 0 0 66.7 33.3 

Total 81 40 l2l 10 21 .31 79.6 20.4 

Mi.so ell aneous store 
Positions 

Cashiers (stores) 0 3 3 0 0 0 100. 0 
Deli ry Jlen 5 0 5 0 0 0 100. 0 

Total 5 3 8 0 0 0 100. 0 

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



TABLE XVI 

PREFERENCES FOR MEW SELLING AND STORE 
EMPLOYEES BI SEX AS EXPRESSED Bl' EMPIOYERS 

71 

Number of Employers Number of Positions 
Position No No 

M F Pref., Total M F Pref, Total 

Selling Positions 
Retail Salesmen 

(in stores) 30 10 5 45 76 50 13 1)9 
Wholesale Salesmen 4 0 0 4 8 0 0 8 
Insurance Salesmen 1 0 0 l 2 0 0 2 
Soda Fountain Workers 1 l 0 2 2 l 0 3 

Total 36 ll 5 52 88 51 13 152 

ti sceJJ:!neou.s stor 
Positions 

Cashiers (store) 0 3 0 .3 0 3 0 3 
Delivery Men 5 0 0 5 5 0 0 5 

Total 5 ) 0 8 5 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 e111ployed by the employers who preferred male retail 
salesmen. 



Minimum~ Requirements ill Sellipg and Miscellaneous~ 

Positions. Employers required minimum employ ent age or 18 or under 

or their employees for 95 elling positions (Table XLVI). Employers g ve 

millimum employment ages of 19 to 21, inclusive, tor 18 of the positions. 

Employers gave the minimum employment ges of over 21 !or 7 positions. 

No mini age w s specified for .32 selling positions. 

Employers specified 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 positions. 

misc llaneous office position. 

n1 um ge was specified for l 

Experience Requirements~ Selling~ Mi cellaneous store Positions. 

Table XLVII sho s the number of positions in which employment xperienee 

as required or as not required for new employees in selling and miscel­

laneous store posi tiona. Employers required experiene for 45 selling 

positions and 1 miscellaneous store position. Experience was .not required 

for 107 selling positions and 7 miscellaneous store posi t:1ons. 

F.dueational Requirements ~ Selling 9ind. scellaneous ~ Positions. 

Table XLVIII shows the minimum educational requirements for nel'f selll:ng 

and miscellaneous store employees. Employers required high school gradua­

tion a.s minimum educational require nt. for 72 selling positions. 

Employers required less than high school graduation as the minimum educa­

tional requirement tor 64 selling positions. No minimum educational 

requirement was specified for 16 selling positions. Employers indicated 

that they required high school graduation s a minimum educational require­

ment for 4 miscellaneous store positions and a minimum educational require-

ent of less than high school graduation for 3 positions . No minimum 

educational requirement as stat·ed by employers for 1 miscellaneous store 

position. 



TABLE XIn 

MillI .. .AG.I RIQUI.IIIIDtS roa SILLUD 
AID IIISC&I,I,iD>1JS S1'0B POsrtmlS 

lo mm .. M! Specitied b.y; !!Plazer lllmaa Ac• Position Speo1f1ed 16 17 18 19 20 21 24 2S .30 • l .,.,.,.,.,.,.,.,., 
§!llhg Pggtiog 

Batail Sa.1e8ll9ll 
(11'1 stores) 18 8 17 22 2 32916 2 8613 2 2 

Wholesale lalulll8:a 4 3 l 
Insurance Salesmen 2 
Soda Powlta1D 

Workers 2 1 

Total 24 8 19 22 2 3 321'7 218613 2 2 

lllaoel~1D12!1 It«! 
Pos1N,op 

. O.ab:len (Storea} l 2 
Del1ftl'7 18D 2 l 2 

Total 1 22 1 2 

fld.a table llhould be read as tollowa lo atrdm age was apecitied for 
ll81I emplo7eee in 18 posit.ions aa retail aale.-n that. wre held by male 
empio,,.... 
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!ABLB nnI 

IWIBl'A OP POSITIO.IS ll WBICli DPI.OY.Blf IIP.UIDCB IS .RBQUIUD 
OR IS JOT R&QUIDD IOI. Bl SIWJD AID IISCII,J.AIBOUS SlOU POSI!IOU 

hper1eaae hper1eaae 
Position BequiNd lot Bequiftd 

• r t I 1 r 
§ePiM Poait1op. 

Retail Salesmen (in stores) 22 18 40 57 42 99 
lholesale 881.enn 4 0 4 4 0 4 
Insurance •luam 0 0 0 2 0 2 
Soda Jountain Workers 0 l l 2 0 2 

Total 26 19 45 65 42 10'1 

•e11•neou1 St,qre 
Poai~u Cashierai£ore) 0 l l 0 2 2 

Del1 ffl'7 Jiau 0 0 0 5 0 5 

Total 0 l 1 s 2 7 

!his table ahould he read a• tolloua In 22 poa1tlona tor ntall sales­
men that were hel4 b:,' •n, experieace ia requirecl ot new employees. 
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TA.BU: mnz 
IDIIIIWI EDUCATIONAL REQUIBBIITS FOR Jill.1f SELLUll AND MISQII.I.&JQ!DU 

Sl'O.U 1'0SI!IOJfS 

Bo 
Position laquireaent ~ - - _Jika §.o!!.o21_ - - -

Speci!'ied 9 10 11 12 
I , • , • l I'. ., • 1 • r 

§!lllpg Po5tio;g1 
Bet.ail Salesmen 10 6 26 14 4 2 3 112 .3S 26 

(in stores) 
Wholesale Salesmen 8 
Insurance Se.leaaeJ:l 2 
Soda fountain 

Workers 2 1 

Total 10 6 I 26 14 4 2 3 3 12 45 27 

!112eJJageous Store 
Posi~na 

Gashiers Store) l l 1 
Delivery •n 2 3 

Total l 2 l 3 1 

This table ahou1d be read aa f olloH& lo eduoatioaal requirement• were 
sped.tied tor M1' eploy-eea in 10 positions aa retail store salesmen 
that"" held by aale employee•. 
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tyrnoYer !t£ §tlligr 11¥1 lleJJaneou §lore Pos1t1ona. Table ILlI 

shows 151 newly" emplo7ed selling emplo)'"Ma. Ot this rmaber, l4l were 

retail salesmen. Ninety-five selling employees were separated from their 

jobs, which resulted in 95 replacements, or a 76.6 per cent, turnover o! 

sell1Dg emplo,ees. there were 6 newq employed lliscellaneoua store 

employees and 3 separated from their jobs, which resulted in 3 replace•nts, 

or a 46.2 per cent turnover or miscellaneous store employees. 

Selected DuY,es Perto£!8d R.t Sell.1pg a!!l ll\19•.lJ.a,;geous §tore 

l!PlilW• Table L ahowa the nuabar ot sel.U..ag and miscellaneous store 

employees per.toning selected dutiea. Ot 152 emplo7Ma reported 1n ael.11ng 

positions, 10 t;ype, 15 file, 10 appl;y knowledge or bookkeeping, am 152 

sell. or 8 miscellaneous store emplo7eea, l tU.s, 1 applies knowledge 

of bookkeeping, and 8 Nll. !able LI ahcnra the llWlber of ael.li.Dg and 

ld.aoellaneoua .tore e11plo7eee operating ftrioua 'bwd.neaa aachines. Of 

the 152 ae]Ung e11plo7eea, 68 operate the addhg •chine, l operates the 

comptoater, and 118 operate the cash register. Gt the 8 ld.aoellaneoua 

store employees, 5 operate the adding •chine, and 6 operate the cash 

register. 



IDIBD 01 811,tI!ll .1ID 11.ISOITJ.llll)US 81'0BI DPIDIKES, MDIBD 
SEP.AIU.DD FROM TllEIR JOBS, AND PEit.CE!ffAGE OF TWUl>VD FOR 

TD LAST l2 Jl)l!IS 

Tl 

Position lewl.f l.mploy'ed Separated kkl Tur!W!!.£ 
JI 'I f • p T lpber Per Cent 

Sel]J.pg PoaitiOM 
Retail Salesmen 

(in stores) 77 64141 38 51 89 89 78.8 
Wholesale Salesmen 6 0 6 4 0 4 4 57.1 
Insurance Salesmen 2 0 a 0 0 0 0 0 
Soda Fountain Workers 2 0 2 2 0 2 2 66.7 

Total 87 64151 44 Sl 9S 95 76.6 

lllacel la¥9u1 store 
fosi~u 

Cashiers store) 0 3 3 0 2 2 2 so. 
Delivery Men 3 0 3 1 0 l l 25. 

Total 3 3 6 1 2 3 .3 46.2 

Thia table abould be read aa follow& Sneni7-...,.n •l.u and '4 t--.lea, 
or l4l retail aaleBMll, ure newly emplo,ed in t,he last 12 months; 38 
males and 51 females, or 89 rekil salesman.._.. separated 1'roa ~1r 
jobs 1B the last 12 month.a. !here were 89 replaoementa, alll a 78.8 per 
cent turnover. 



TAB1£ L 

fflJJIBIR 01 SEI,LUli ARD MISCE1.tANIDUS Sl'ORE DPIOIEES PIRl'OJUIIJQ 
SEI.&CDD :tmIIS 

fair. .1pp:q 
Posit.ion total 

T7Pe File Diot.a\ion bowled&• 
lmpJoTeea aal ot 

tragpri.be !ftkk!mPI 
§!lling tu1t1Qns 

Retail Salesmen 
(in stores) 139 ·10 14 0 9 

Wboleaii.le Salesmen 8 0 0 0 0 
Insurance Salesmen 2 0 0 0 0 
Soda J'ountain lforkera ' 0 l 0 1 

Total 152 10 15 0 10 

111.ace]Janeous §.Wre 
Positions 

Cashier (Store) 3 0 1 0 1 
Delivery •n 5 0 0 0 0 

total 8 0 l 0 l 

Sell 

]J9 
8 
2 
3 

152 

' 5 

8 

Th1s table should be read as tollowaa Of l'.39 retail aalelSJlfm in atorea, 
10 type and 14 tile in pertOZ'll1Jtc their dutiea. 



TABm Lt 

mnmER OF SELLI!(t AND MISCEIJ,UfEOUS S'l'ORl!! EMPLOYEES OPJ!:RATIJ11 
V.ARIOUS BUSIBSS MACHIBS 

Total .A.ddiDI Comp- Caah 

79 

Poad.t1oa l!J?l.ozees l!lcbine tometer Register 

S,1J1m Popd.tiona 
.ietail Salesmen 

{in stores} lJ9 S9 l l07 
ttholesale Sales11e11 8 8 0 8 
Insurance Salesmen 2 0 0 0 
Soda Potll'ltain Workers 3 l 0 3 

Total 152 68 l ll8 

l1:119llgneou1 ltore 
Po~u CashiersSiore) 3 3 0 3 

.Delivery Men 5 2 0 3 

Total 8 5 0 6 

This table should be read as tollolfs: Of 1.39 retail salesmen 1n stores, 
59 operate the adding •chine in performing their duties. 



CliPTIR VII 

IAIJGIIIlL POSITIOIS 

'Dae managerial poaitiona conaiated of five ottiee managers, 17 

managers in retail atores, and .tive assistant. lt&Dal•rs ot retail stores. 

All 27 were employed tull t.1me (Table LII). 

!& tr,tmw '2£ 11angpr1a1 Pes:H,oua table Lin ab.owa the sex 

preference ot employera. There were 23 employers that preferred male 

employees tor the tollowbg poaitionaa three office managers, lS managers 

in retail ston,s, five auistant managers in retail stores. One employer 

preferred a female employee tor one position as retail store manager and 

three employers had no aex preference tor two poaiUona as office managers, 

arn one mamger 1n. stores. 

l\ldpm .ti! leguire•nts for H,pagerial Positions. Table UV shows 

the nd.ninma age requirements for new employees in managerial positions. 

Employers required a ad.rdRDI age of 18 or under tor 4 managerial positions. 

Employers required a ldldmma age of 19 to 21, inclusive, tor l4 positions 

while other employers required a minimum age of over 21 tor 5 positions. 

Jfo ldrdma age ••• apecitied b,r employers tor 4 positions. 

lmfti•Mt "9Jlll'!!!M tor llnag:t;·ial PoaitiQns. Table UI shows the 

ext.ant. to which experieme was required or not required tor managerial 

poait1ons. Of 1:.he 27 managerial positiona, employers required experience 

tor 21, or 71 .s per eent, while eaplo;rera did not require experience tor 

6, or 22.2 per cent.. Of the 21 positions tor which employers required 

experience, 4 •re ottice aanagers, 15 were •nas:era in retail stores, and 

2 were asaia~nt. •nacers in stores. 

Educatig.nal Reguire•nts !:2£ managerial positions. Employers required 

high school graduation as the ndn1murn educational requirement tor 18, or 
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T.ABLE tII 

WIBER IIPIOIED IN UllGIIIAL POSITIOBS 

Per Cent 
Position 1ull-time Part-time ot Total 

Emplo;reea lmplo19ea hll- Part-
• ., T • , T time time 

Office Manager• 4 l 5 0 0 0 100. 0 
lanagers (Betail 8torN) 14 3 17 0 0 0 100. 0 
.&asistant ~ers 

(in stores) 5 0 5 0 0 0 100. 0 

Total 23 4 27 0 0 0 100. 0 

Thia table IIDOuld be read as toll.ows1 lour males and one teaale, or a 
total of tin off'iee -.nacera, were employed as full-Um office •nagera. 

TABLE LIII 

PREPIUBCIS POil m IWl&GDI.U, IIIPIOIDS BI SU: AS UPDSSID 
BI EIIPIOYEBS 

Nuber ot llaployera liwlber of Positions 
Position lo J'o . ., rn,. fokl • r rr,t, ToW 

Ottice llanagera 3 0 2 ; ' 0 2 5 
11&.Dagera (in atorea) 15 1 l 17 15 1· 1 17 
J.Nistant llanagers 

(in etores) 5 0 0 5 5 0 0 5 

Total 23 l 3 27 23 1 27 

!bis tabla ahould be nad aa follows, 1'hree employers expressed a 
preference tor •le o.ff1oe llaDllgfl"Se three office •Dager& Were employed, 
by the employers who preferred male office aanagera. 
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TJ.BLI LIV 

lo 
liniwm .ta• Mild- • lptoU1e4 bl lllplo7ez' 
-.uiecl i6 17 18 21 25 ,o 
·1 I I I I l I l I l I l I I 

1 
3 1 

1 

3 l 2 

l 1 2 
8 

4 

1 1 l4 

l 3 1 

1 3 1 

Dia table should 1NI read aa tol.lowaa In one posit.ion of office JlllDal•r 
held. lr a au the wtaf-. age requJ.reJle:5 for mw •n emplo,-s 1a 16 
J'Ml'S• 

TABJ'.B a 
m OP JOstnO• D IBICH DPJOIIDf IXPlaDICI IS IIQU.IDD 

Oll II ID! DQUIBID 10Jl IANAGIIUL l'08IUOD 

BxperJ.enoe ~ 
PoeiUoa leqldnd. ... lllqtdncl 

• L.,: • l % 

Otts.~ ... 4 0 4 0 l 1 
._._.. (111 atorea) l2 3 15 2 0 2 
~~ 

(111 storea) 2 0 2 3 0 ' 
foial 18 J 21 · ' l 6 

ftia table llhould be read as tollowsa lzperin.ce is required tor 4 
positions aa office •naser \hat •re held bJ' male eaplo7Na. 



66. 7 per cent., ot the maD&gerial poa1tiou (Table INI). Elllplo7ers 

required. 2 7eara ot college traiD1ng for 7, or 25.9 per oell't, of the 

poa1Uons. 

83 

i9ir9eY!r. there were 3 otti.ce .lll&n8Cer8 and 1 manager in stores newq 

eaplo7ed 1n the last 12 IIOlltb.a. There wre DO aeparatioas, and there••, 

t.heretore, DO ttlrJIO't9r. 

the selected duties per.toned hr managerial employees. Ot the 27 managerial 

eaployees, 19 type, 20 tile, 1 takes dictation and transcribes, 23 apply 

knowledge of bookkeeping principles and practices, and 24 sell. Table 

LYIII shows the number of employees who operate various typea ot business 

machines. Of the 27 •nagerial employees, 24 operate the adding machine, 

3 operate the calculator., 2 operate the eomptometer, 18 operate the cash 

register, 8 operate the check 11riter, and l operates the addressing 

machi.ne. 

TABLE LVI 

IDIID DUC.&fiOl.&L BQ1JillllllftS 10& 1111' IWIAHRIAL DPJ.OIBES 

Grade B1gh School 
Position e 10 12 

M r II 1 . ., 
Ottice llanagers l 1 
Jlaaapre (1ia stores) l 1 9 2 
J.tt&d.stant •.nacers (i.a stores) 5 

3 
.3 1 

fotal 1 1 lS 3 6 1 

!bis table abou.14 'be read aa followau High achool graduatiea was required 
aa the mn::hmm educational requirement. tor one position as ottice manager 
that waa held Iv' a male employee. 



T.ABI& LVII 

Bllllllll OJ' IIAWDUL IIIPIDIDS PIIFORIIIG Sl&CDD DUTIIS 

Tua .Appq 
l'oai t.Soa DlotaUon lnowledge 

am of 
Tnmrrtbe BooJs!rpjM 

Office Managers 2 2 0 3 
Jlanacezo• (in atGNII) l4 15 l 17 
.Usl&Riant ...... 

(in atuee) 3 3 0 3 

19 20 1 

Thia table llhould be na4 aa tollowas ho ottioe •naeera type in 
perfm"llbg their duties. 

T.ABLI LVIII 

1IUJIBBI CTI IIJUAIRUJ, IIPIODIS OPlti!IJG YAIIOUS ffPIS OP 
BVSDIISS l&OBIIIS 

Sell 

2 
18 

4 

Add!• Calou- Comp- Cub a.ck I.RPIIF 
Position 

!191>1Pt lftor tcpter ltGM: J!jlt,r •ffl• 
Office~- 3 2 1 1 3 1 
....... (in etorea) 17 l 1 l3 3 0 
JN1at.an1; ...... 

(in stores) 4 0 0 4 2 0 

total 24 2 18 8 1 

!bis tabla abould be read aa followac Dine ottioe aanacer• operate the 
add1JW •obiDe 1a perforailJ& their dutiea. 



CJWIDIVllI 

8UIIWLl or nDIJllS, COJIU'JJ&IOIS, AID IICOWIDD4fIOD 

0..,.1 am,,, 
"18 t.bcU.nga of this study are 8IIDIBIU"1aecl 1n the follolliJ:W atat.e­

•lltas 

l. Ot the lOS f1raa OD the ori&S naJ llat, 25 had 11D 911p.ltqeea other 

tllaD IINlbera of t.he own• tand Ues. ftt'7-tbne of the 80 tirma with 

eapJo7eN oiibe than....-. ot the 011Jm"'• taml.q erapl.oJ'9CI. cm.q oae, ao, 
or tbne persona. 

2. Iha 80 t1na eapl.OT94 291 ewploJeea 1llllo were eupge4 in ottioa, 

.-ton, and IIIIIUlgWial. poa1'1ons. Ot the 291 eatploJN8, 106 wre engaged 

in ottioe poaittona, 158 wn enpgecl ill 8'oN poeitiom, aid %7 were 

~ 1n 1111J111181'1al poait4ou • 

.3. Of. the 291 emplefed persons, 141 1181'9 llllle eapl.oJ'•• arac1 lSO WN 

te•le eaplo7••• 

4. There ..,. 248 tall-U. eaployeea ar.vl 43 part;-t.ia eaploJ'eea. 

S. A.bout ODB-balf of the eaploJ'eea _.. 8J11111ed 1n retail at.ore 

aelllng. llore male employee• wre eapgecl in ntall atore •l.l.1.lw than 

fellllle uplcveea. 

6. About t.hree-tourt.bs of the ott1ce pollitiou were held Iv' tellllle 

eaplo,-a, 1bUe all aec:ntar1al poa11.1.oaa .... helAt b7 t..ie ..,1o,.... 
? • SmploJ'era reqllired a Id ni m emploJ'aaJ&' ac• ot l8 or Ulld9r in 

168 poa11;1ona. 

8. Bl.ghV-oDe uploJU'S n:pruaei a NZ pnt_.... tor Jtala eapl.OJMa 

ill 139 poaitiona, and 72 eaple7en upreaecl a aex pnterenc,e for te•la 

9JIIW)79ea in 124 pod.tioDS. J:S.ghteen emplo7en .t&W no au pntereaee 

tor 28 polliU.ona. 
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9. Emplo7era required experience ot nnl,7 eaployed panona for 101 

positions, but experience was m:>t required of nnly employed peraona for 

190 positions. 

10. B1p acbool graduation or leas •• the m:ln:h11111 eduoational require­

•nt. designated bJ' employers.tor nnly employed persona 1n 259 poaitiou. 

11. For the last 12 mntha, there were 224 IIHl.T eaplo,ed peraonaJ 

131 aeparated .troa their JobaJ and 131 replaoeaat.a, which resulted. 1D 

a 53.6 par oen turDoYer tor all of 1ibe emplo7 ... 1a thla IIOl:VflT. 

12. ot the 291 eaplo7 ... , 222 report.ad that. \heJ' Hll in pvfon1Jac 

their dutiuJ l89 operate 1ibe add1na machine; 171 operate the cash 

regiaterJ ll8 tile• ll4 appll' knowledge of bookkeepiltg pr1naiplea art 

practioea1 and 101 t.1J)8. 

11!914 Jtsdw r,.w.on, 
1. Of the 291 pom:tions reported, 38, or 13.1, per cent., were 

ola88tt1ed as record-keeping positions. 

2. Twent7-three aplo;yera preferred wo•n employees 1n 29 record­

keeping poaitionsJ three employers preferred •ll 1n 4 record-keeping 

positions, and 5 employers stated no aex preterenoe tor 5 record-keeping 

positions. 

3. Bmplo;yera bd!.cated a mirdnma emploJ'lle13 age ot l8 or below tor 

22 ot the .38 recard-keepi.ng poai t.1.ou. 

4. lmpJ.oTera 1Dlicated that experieme •a IIOt. required. tor 20 

positions aa ~ keepers, bat. experience waa Nquind tor the- otber 

18 poaitiona. 

S. Employers a\atecl that. h1gb IIObool graduation or lea• •a requ1red 

tor 3S poaitiou aa noord keepers. 

6. Por the last. 12 months, there Hft 13 nn.q employed record 

keeper•, aix emplo7eea wre separated from their joba, ab nplaeementa 
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were ade, and, a• a result, there was a 17.4 per cent turmwr ot the 

record keepers. 

7. The IMt~d duties performed b7 record keepers, named in deacealinc 

order ot frequeJ1117, are aa tollowai appq knowledce ot bookkeeping 

p:rinciplea and pra.Ucea, file, operat.e the add.:lna •chine, aell, t1P9, 

&l'ld operate the caab re,1ater. 

'"";t;arial PoaWpm 

1. ot t.be 26 pereou employed in aecretanal poaitions, all were 

women. 

2. Twenty-three of the secretarial poa1t1ona are tull-t.ima positions 

and three are part-ti• 

3. !he 22 employers preferred female employees for all aecretarial 

positions. 

4. Employers indicated that t.be nd.m.1111111 age ot 18 or below was 

required tor 17 secretarial posit.ions., 

5. lmplo;rera indicated tbat experience•• required tor aeven 

secretar1al positions, and not required tor 19 aecretarial positions. 

6. Bmplo7era reported high aobool graduation or less as a require­

ment tor 23 8NNttlrial positions. 

7. 'lor the last. 12 mon\ha, there wre 23 newl.1' employed sem:wtarial 

811f)lo7eea and 17 separated t.rom their JobaJ aa a Nsul\, there was a 

69.4 per cent turl\Oftl" ot secsretar1al employees. 

8. The aelee\ed duties perf oned b7 seeretarial em.plo;reas, named 

1n c.te809Ddi• order ot trequenoy, are as tollowa1 take dictation and 

transcribe, type, tile, operate the adding •chine, apply bowledp ot 

bookkeeping prtaciples and practices, and operate the check writer. 
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Qlerieal 1!14 liscellaneou O.ti'ioe Positioy 

l. There ware 25 clerical positions and 15 miscellaneous positions 

in 1ihie study. 

2. Twent7-two ot the clerical positions wre tull time and three 

were part time. Thirteen of the nd.ecellaneous office positions were 

full time and two were part, time • 

.3. hent7-one employers required a sex preference tor males in ll 

clerical positions and 8 employers required a sex preference tor females 

1n 9 cl.erioal positions. Pour employers indicated a sex preference tor 

male employees in 8 lliacellaneous ottioe positions, and 4 employers 

indicated a sex preference tor female employees in 5 positions. 

4. Employera required a minimua age ot 18 or below for 15 clerical 

positions and tor 11 miscellaneous office positions. 

;. :&mployers required experience ot new employees in 5 clerical 

positions, but experience was not required for 20 clerical positions. 

lxperience was required tor 4 nd.acellaneoua ottice positions and was not 

required bJ' emplo7ers tor 11 mi~a ottice positions. 

6. Emplo7ffa reported high Hhool graduation or leas as a aim•• 
educational requin•nt. tor 38 clerical am nd.acellaneoua office positions. 

7. rltere were 15 nawq employed clerical worker• and 6 separated 

from their Jobe, resulting in 6 replaceanta, or a 29.3 per cen turnowr. 

!here were 12 new]J' employed clerical workers and 4 eeperat.ed fro• their 

joba, reaul:Ung in 4 replaeements, or a .36.4 per cent turncm,r ot clerical 

emploJ88•• 

8. Ot the 40 clerical and Dd.scellaneoue ottioe empla,na reported, 

32 operated the adding •chine, 26 applied knowledge of bookkeeping 

principles and practices, 24 typed, 21 tiled, 16 operated the cheek 

writer, and l) operated the calculator. 



1., ~re -.ere 152 selling positions and 8 miscellaneous store 

positions in this study. 
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2. One hundred twenty-one selling posit.1oras were tull time, and 31 

selling positions were part time. Allot the miscellaneous store 

positions were f'ul.1 time. 

3. Employers imicated a sex preference f'or male employees in 88 

selling positions and tor female employees in 51 selling positions. 

Employers 1.ldicated a sex preference for male employees in; miscel­

laneous otf'iee positions and f'or female employees in three positions. 

4. Employers specified a min:t mm age requirenent of' 18 or under for 

95 selling positions and 5 miscellaneous store positions. 

5. lmployers required experience of new employees in 45 selling 

positions am l miscellaneous store positions. lxperience was not required 

for 107 selling positions am 7 miscellaneous store positions. 

6. Bmployers required high school graduation or less tor 143 aelliDg 

and miscellaneous store positions. 

7. There were 151 new~ employed persons in selllng positions and 95 

separated from their Jobs, resulting 1n 95 replacements, or 76.6 per cent 

turnover. In miscellaneous store positions, there was a 46.2 per cent 

turnover. 

8. or the 160 sel..littg and miscellaneous store employees reported, 

160 sell, 124 operate the cash register, and 73 operate the adding maehine. 

•werial Positions 

l. There were 27 managerial positions included in this study' and 

all of these posi.tions were .tull-time positions. 

2. Employers reported a sex preference for male employees tor 23 

of the 27 •nagerial positions. 
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3. Bmplo;rers imicated that 21 was the nd.n!llUlt emplo1119ut age tor 

14 positions and 18 the ld.rdlffll emplo;rllent age tor only' l position. 

4. Bxperieace na required b7 employers tor 21 managerial poaitioll{I. 

5. Bmployera inc11cated that high school graduation or leas waa 

required tor 20 •aagerial posit.ions. 

6. Ot the 27 e11plo7aea engaged in managerial positions, it was 

reported that 24 sell, 24 operate the adding machine, 2.3 appl.7 1mo•lec1c• 

ot bookkeephg prhoiplea aJld pracUces, 20 tile, 19 type, and 18 operate 

the caah regia'ter. 

7. 1'.bere wen 3 emplo,yee• engaged 1n managerial positions who had 

been employed 1n the last l2 months-. There wre no separations trom 

managerial Job• and waa, therefore, no turl:lOftr. 

ponclugona 

1. As the firms 1n Monett 1197 be considered small businesses, marv 
ot the employees will in all probability be required to be able to do 

more than one specitic job. Thia probability suggests that the stments 

in the businea eduoa\ion department should be trained to do more than 

one Job. 

2. The tact that employers require a minillWI employment age of 18 

or uDier tor 168 positio?lS or the total 291 positions included in the 

stud7 indicates that high school graduates are acceptable as replaceanta 

tor thoae positions 1n so tar ae ainima age requirements are concerned. 

3. 1'he pred.om:1.na.ll08 or wo•n in office positions and eapeciall.T ill 

secret.a.rial poaiUou auggests the need tor guid:lng boys into other oon­

pations. 

4. The tact tba\ experieace is not required tor 190 positions ot 1.1:te 

total 291 pod.lions indicates that high school graduates are acceptable •• 
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replae41•nta 1D tb.oae positions 1D so far as experience require•nts are 

coneerned. 

5. i.he m:mber of persons employed in sell.ing occupations was about 

one-halt of 1ihe total employeea. The other half were qaged in ottice 

am managerial occupatiou. lt 1101.ll.d aeea desirable, therefore, to give 

greater eu,phaa1a 1n the high school to preparing students for selling 

occupations. 

6. the ta.rt t.bat eaplo7era of 259 podtions specified high school 

graduaUon or leas as the m:Jnimm education reqw.rement. tor new emplo7eea 

1Ddicatea tJiat bigb achool graduates are acceptable aa replacements for 

tho• positions., in so tar as mini.JllfQI education requirements are concerned. 

7. !be tact. that about three-tourths of the replace•nts which 

occurred in the lan 12 months were in selling occupations indicates that. 

mon opportunities for emplo,mnt will probably- be found in selling oooa­

pationa than in office and managerial occupations. 

8. The tact that 8S.2 per cent ot the 291 Joba in Monett were full U.. 

1m1cated that. part-tlaa •11>loyaent was limited in Monett. The majorit,-

ot the part-tille Jobs existed in retail aelli:ngJ few part-time office joba 

were aYailable 1n Monett. 

9. The majority ot employers expressed a sex preference for women 

in 29 record-kaeping poa1:t1ons, and 26 secretarial positions, while the 

majori\y ot eaplo7ers preferred men tor 19 clerical am miscellaneous 

positiou, 93 &el.ling and 111soellaneous store poaiti.ons, and 23 •nagerial 

positions. 

10. Pereona wlto plan to enter record-keeping positions in Monett 

m;r be expected to have the Jmowledge of bootaeping principles and pracUces. 

ftle majorit.7 ot record keepers also performed the toll.owing other dutieau 

operate the acidiag machine, sell, type, file, and operate the cash register. 
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ll. Persona who plan to enter secretarial positions in lo.nett should 

be able to tab dictation am transcribe on the 'typewriter. The majorit7 

ot secretarial workers also performed the following other duties& tile, 

operate the adding machine, and the check writer. 

12. The majori'ty' of clerical and Dd.aoellaneoua employees in Monett 

operate the adding •chine, apply knowledge of bookkeeping principles 

and practices, and f1le. Persons who plan to enter clerical ani miscel­

laneous office positions in Monett should be aware of the duties performed 

b7 these employees. 

13. Persons who plan to enter selling positions in Monett should 

possess the abj.lity to sell. The majority of employees 1n selling 

positions also operate the cash register and the adding machine. 

14,. The maJorit7 ot managerial employees per.formed the following 

duties, sell, operate th• adding machine, apply knowledge ot bookkeeping 

principles and pract.iees, tile, type, and operate the cash re&ister. 

Persona who plan to enter managerial positions in Monett should be aware 

of the duties performed by these employees. 

BNommendatiom 
1. ls the mmber of employed persona who follow selling occupations 

in llonett was .found to be about one-half' of the total employees, it is 

recommended that greater emphasis in the high school business and diversi­

fied occupati.ons curricula be given to preparing the students for aelllng 

occupati.ons. 

2. In view of the fact that operating the adding machine was found 

to be necessary in most or the office, store, and managerial occupations 

in Monett, it is recommended that an &dding B8Chine be added tc the business 

education department. Instruction in the operation of the adding machine 

f111A7 be given int.be courses in secretarial training, bookkeeping, and 

selling 



3. It is recommended that stud3'_J)f the operation of the cash 

register le a part of the courses in bookkeeping and selling. 

4. It is recommended that instruction in filing and t;ypewriting 

be inelnded in the bookkeeping, secretarial, and clerical curricula. 
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5. It is recommended that the following surTe)"S be made in Monetta 

A surve7 of the kinds or business machines, especially typewriters 

and addiDg machines, 1D general use in Monett. 

A follow-up stuco- ot high school gradua t.es of the business education 

department to determine the occupations t.he graduates are engaged in. 
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