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Wit.bin the p• t .. ~ · .. ;md cont.1mnng into · the present., mu.eh l:tas ~ 
,···· . ' ' ' ' 

said alltl wrltt.ea about: difiw~ -ed.ating .~en th• ~r«1&nta of voc,a

t.ional business eacation courses and the. reqo.1"ffllenta ot· l:Nainetffl tor bagi~ 

emplo7HG. · A:rir~ of :moh diff'n-e:ncee hd_,_generaU.," -brnugb.-t a'bou~ a desire 

on t.he part ot acbool. adainilltraton and bwllm..tnet1 to co-operat.e nth om 
. . 

anoth•-. and. t.hrcugh nt.u.al effort., t.o ascertain holw' thee (ti..f'lennem might 

be reconciled. . In the past, a aetltod trequently \1Sed 1n at~Ung ·. tQ rcnedT 

:,ucb pro~ h8lf -been £int._. t.o detemae mat busiaaa nr.quiN'J.d ot· Us ~ 

giJlning e11Plo:ire•s and sfiflOnd, to adjust the school eurriculua. eo tbat ~tee 

wow.d ~ nea:rl;r -~ t.hoae requiN!tlllnta. 

From. following such a ~-. am pro~a bM becta ude in dt-•inl 
. . . 

bwsineu arui the achool. into Clos.-. ~rat~ :tn 1lmlf' il)St.MCC!JS s t.b.1fl eo,... 

operat:la.n has. resul.uld in the ae\t.ing up ot JAGre n:ti<mal at.andards- standards 

which lff!re accept,a?,l,e to both tJ.1.e. acb.o&l and·. bllJBitHtl:8,... In all 1mltaMa1 DOll8'f'Gr• 

it hn indicated that. t..hD two were _..avoring to set.ti.. their d1.t'f'el"elleee. 

Thu study- emee:mra. to find wha:t d1t£erences aiet oatween sebOol. a~ 

. and -.p~\ at.amiarm tor a apeeial group ~- stu.deata - those who a. 

. training to becae &Ml."etaria am •~b~ am·wno · are plamli- ta a-ii. 

~,-nt. with oti 009pames in the Stat,e. lfOre QelCiticaU.,• ~ a.t.ud;f ••lat 
to d&t~ how the high schools and college• in the $tats -,., tbro• tb$lir 
sec_ret.ariB.l office practice coursea, m.t- etfeetivelf tr'a.Ut' llt.lidants to. ?Net 

anplo~ atands:rds ·requ.1r.s bf' oil eoapmrtea ·r:ar beginning 880Nva'i.N. encl 



2 

. . . . 

Sta~\ et Pro1'1.em. 'l'be pu.rpoN of W. atu~ is to gatbr data per-• .. ·~.. . . . ,, ' .. 

taining to the. minimma ~,...t. -~ mqui.Nd ot beginning eecret.anal 

and. s~c-aaploye• in •elected oil compam.ea ot ~ &nd_to 

1AW.rpr$t theae data in suoh a ~ wt they ~- be belpM to imtr=ton 

ot college aee.retarial orr1oe p .. ectiee 00\U"See •'ld. to teecbera ot ••~tarial. 

. subj.eta in higbsdwola situa:ted :near oU COIIPetVh-.dq~ •.. SpaoU'ieallf",. 

the st.~ aeekS w ~ the toll.om.ng ~ti<>•: 
. . 

1. Doee the i»s~t.ion • training given by· State c~-. Md hip 

echeols loeat.ed -n.ea:r oil ~ beadq.u~ ~~ prllf}U'e students ta 
. . 

entm- e11p~nt. wlth oU ~- • a..-ewies Qt> •~•en? U_not-., 

in what e.reaw · is the tnining :tnadeqiuite? 

2. What $peeial.. bs!n1ng1 tr -,. that. is ~.a:- -~ to \be oil 

indwltly 1 should. be give to prospeotava ottica taploy.,. by'· hi.di schools 1D 

vieinitia or oil ~mu• and bl' coU.g•? 

,. no· oil ~ni- aplo7 a and'J'ioi.nt ··~ or '1'1tlllr eecr~ an4 

•tmognphic fDl'.loyaee: e.aoh yea;: to jutU':7 _speoul insiin1cti4.B being . inclmta4 

111 the of'tice practice counes ·ol State colleg• and hip ~ l.ocat.«1 near 

tAe oil compant•? 

4. flud; are the mrdll\1lt ~atticmal q~icatd.DU reqw.red ot ntfWi 

· s~ariee and atcmag~'t 

$.. 'lib.at. aper1<!nCe quuiticationa, if 11'\J',, are~- of .nmr 

•~1• and •tenogrA1pben? 

6. lllat. du~1• are~~ by beg~~g-$MN~1aland. s~gnpkie · 

·e1191.o7..,? 

7. Are secretarial. · and st.ano&raphie VtiteaflC.ies ftlled b;r; n.r a,plo19• · «! 

are t.hey tilled rr. other olflce ~~ on a p~t1ond. bawis? 



. . . 

Seg am Lbdwtiams. ·1.'he. d3ta uaed in this a~ •n obtained through 
p.-sonal intervieu •1th pet9omtel di.Neton w ot'lic:.e tlanagent- v .~ 

. . - . 

daignRfld b;y th........at !'itteen oU ~lea l.oeatad in 1be std,e oE Oklaboa. 

The oU ~- are aitaatad in the north<eat.nl. Md.~tem ffltiom 
; • • • C 

ot tbe 11tate 8i1d aN ••War• IV ·tiJ!lll tnvoa'tlgator to be ~taUv.e of 

tile maJorit.:, o.f eU coapani• in Ok~. 

Geogr~c locurtiom of the oil c~ inpW 1n thill ~ ue 

u .roll.ows, 

12 

2 

l 

1oca,s.
.lf'uJBa 

. Bart.uaville 

. Poma Cit,' 

Inforut.im .·~ t.na the ~el ·C>l" Q!fil,e ...._ •• 

deald.gn,ated 'r:¥J' ~. tbfl :Lntert'i_. ~Nd~ ta·ottwe·~ 

el.ahlt'ied by the ... am.• • aenwiw ~ a~aphera.. ~ ~tatl.Ol\ 

a the acope: or th& •tudy ... ditcidfllll ··upm after l~ ot iae. ,-rt~ 

atandar«. ~ ol 1-Nr office arken. 11te ~18\.1 u deNril'.led 

a ,uw. nictiorarz ·ot Qcc9atio-1 ritt. • . -~ ., • ...i ·e~el ••rk DO\ 
Ill I J el _tu 4illl · ......... · ,!>ii , I . rW• · trffl If I . - ~ , . .... , 

reqw.ring •i,eeid _ acbo&ling o,, trm,n!ng • .;. .•1 s~ the p~e of this 

• • • ••• • • • • • ' • • •••• c"• .' 

.. . . ·- - . ' .. · ' . 
. . 

. ~ at n~ '.t1~1'4rls1oa of~~· ·ar,4· 
~~Uii~fia··· m~i~· . · • u». p •. l.M.-



training, l,'MlUIUR' job c~ifio:i:tions of office wtu:its-a ere ~Umi1111rted .ind 

th$ ~twly •• contin~d to ~ ~lo~1t. s~~ TBq<.1ired o:t h~ginni.ni 

a~~- and s~graph«nB. 

itmtr ~ta obtail.\8d in the ~~ are limited to opini~ or th~ pm!'scnnel 

dirisctors or o.ff.iee wt.nas;...s in~iffed. S:i.nce th@! pe~ int,~• was 

Wied for gatherin,a th6' data, no at.t..~t •• .ude w ascertain b'0$1 the: 

:,eer~ial ~nd a1.em)gnpbie ~,io;r .. wI:mt thq eo~ider~. to be shortcoming• 

in their Pl'~~~t. t.raining. It ..- recogni.~c the:t eueb inf'omation iu 

valu.!lba; ~.-, the~ which wodd h~ve bMn r~q1.dr«:l t.o c:,~t pl\'$r&~ 

in~tf.i.'lffl with a. repr'ffl-Htnt..a.tive number ot employ_. W$S considered to bEa so 

g~..at ~3 to 1Mkii! t5~ M undertaking ~a.ctic~ble. 

lo atta"ipt wu ~~ in thla att'ld;,J w ii;ei o.p er de!iM at;r particular 

-~ !or Wtllehi~ soor~U'irlal o:!!icit p:ractiee, u there ta .~ li t,gi;rstu.r:e 

availabltt ~n the subjee\ ~. lrllich btwi~s «lueat.ion teachers cM ~t t.hG 

uthod best wit.ed to t,bf: pt.rlieular n~ 0£ th~ir stud<ffl.ts. 

the 01.et.io~rz !3! ~~!f~t+owu tit.lea were fo'W.ld to ·oa all-1nclusivti arid, 

tberef on, w:~ "Witd. VWh~tia il2 t.hia st.ooy to id.Einti!7 · th:t!t to job 

S,~r,e~ - :Pa-fo,nB g~r•l o,ttie~ work i.n rWft'l~ ~ut.ivetii 
mid o r c~D,T @ffici.ua N'. .Jtlincr ~u.t.ive s.M c1-ric.al ®tJ..•u 
!&~ dictation"·· um, sheifmand or a Stelmtyp• m~ineJ tl"'a!li1ieri~ 
dictation or t.hl ~onb~ 1.n!erut.i.m. r .. pr~oed. on a v~oi.ng 
~ineJ ~k• appocin~ntelii, tot· ~tive l!Wd r~ h:ia of th.a:ai; 
.1,nten'ina ~le coming i.nta of'fie:Ga dir:r.ectlng tfl:I. ot.ba work~ 
t..lli•• who de nof;wral'r;mt t;;8"ing tu ~$Cttt:i;vce; mnen &nd ukes' 
~e e~;. bandld ~er.iot14l ~mi 1.mportemt ~, ffl"iting rout.ine 
eo~po~e or.t ow.t1 initlij.t.iv•·• .lttf su:perrti,e cthm" clerie.d 
lt'O:ll'kers • 2 

21',,,.A.3; "" QA\. .... -., r• ~ .. -



S'tellltlf!Rher - Tuu. di~tat.icm 1n shorthand or eorreaponde11e·e, reporte , 
and- otber··.:atter aad tcranscribes dicta t ed ma:t.et<:lal1 writi.ng it ou.t JA 
laraghand or using· a tnewri tar. . ~ay be requl:red to be versed in the 
technical language tild- term& tuted .in a pari\.tcular proteesi.on. liq 
pt,rtqra a ~~ril!t8 ot -~td.4~:cl.i!7f10:3l &lfJ.e,.. uay tok• diet.tion oa 
a SwnotnH::, ·l;lla.'chine ol' ·iU)' .tt-.anscrit>e 1ntonut.1an .&Qa. a S'QttM 
prodnc:ing rec.ord.J · 

s 

• ' . ,I, - .. '' • .- ... ...,...~ ' ~n..;. .!! tJi• s~~: ~;fit hil)~~ .~tale 41 0~ are: locat.ed head-
,' • ~ • < ·' ~ .. ~ -~ .. ~ 't / • • ; -~·-~ ' ' .. ~· ·'. • . ... 

quarters. for many o-U cot1paniea~ U'sqy ef.:.'tbese .'JComp:miee .-a· urge·, \and the 

diTersiti, or their i.Jlterea'.'fa uke it neceas.ary tor·-them' te maintain l arg« 

tmd. etti.ci.ent ot"f1ce atBt,fJJ. 

No't a em:.u.l ital .in the e.f'.f1:c1ent. t~t.ion:1ug of an oftiee ie the p.,._ 

forJUnee or its seeretarl.td and. •~hie ~. 

· If t.be Q:J;)PO'rttmities tor eaployamt ot aecre:t.ari.es and stenognphere with 

oil cosrpamea are great enough. it. ..,. be adv'i:aable tor .c..-t«Ut. hi,.gh achoola 

and c:oU.gea in the at.ate to pl"fl'ide training in their eeeretarl.al ot'ti-oa · 

practice coars.es which would )et~ equip thetr gJ>-adutttea to perfors the duties 

of aecretaries and :tteagrephQ'S witll oil coapaniee. 
, 

Wl't,h reference t.o occu;pa.t1onal opportunities and -.plo;yaeat standards 

r~u.ired t,y' bw,,i .ness in a r~~ c~!7 ~. B~~.-. ank. · ~ saya1 

~ ~ ~""-
If gr-.auates,/ot . -.-ati o'M"l b'Wll~s progl"QII I.U'9- to aecur:e emplQ~~. 
the kinds ~t :v.oc.atlonal. bwJi.n-. vain1iag· 'ef:f ~ in MT senool. •.bould 
l:le dleterminecl ~7 ,the~ or· bwsin..- occup&tieria ill the school 
aettto. . ...,, th•t are ~Cl to padlla'tea ot the . ._ «lid edaca.t.ional 
In-els: or th<,se beio& t-ralmd. In ot.lMtlf ·wordi, it ia· nec•sar., that 
there be a close relnt1en 'b&twflll the mabc- of t.rai~ anq tl\JJ ·1c1iida 
ot training and th.e eq,~ o,port:tmi tt• 1n the 9~iV ., More
ov,er .. th~ -a~!,J~et. ma"8f' ehoul.4 be, ccmttauows]J" ad3111'Ulcl,. t!~oo."1 
job analyses; · to the p~odar occ..,'t1:c;,u tw trhiml \raining 1a 
ll>eing given. U vocut.~i.-onal ws1n.-. -ar~~&tes ·ar-ce. · to render 
.sat.is:.fe.cwry service in t.he initt.u. Job, the · training standards in 

) 
~-.. p. 686 •. 



< < < 

H~ and ~ • .-111e t.i. ~- oE ,._Ul"Ch ia ~ru.ng 

the content. or aa ott'ioe ~ct1ce ~. 'U.:, ••• 

Since ottiee. pJ;"Htice 1B a t:Otlf'M' •:a~ ·11 .. to.•~ i~at&l.J 
before tn• -~ fihti' -.1.._. srld,. oontt.--,, l"fli.ae~. in 1.h1II auoject 
u vital .. to·tw ~ti-1 aft.cu~. ,·«r~~*·~, -~ 
Ml ot.beN.1 llWft, ·DOt. lag behiml the pne:ttees. of. bwl~.. · 

• < 

· Ala ~1.ainft the ~~ of e.mtA:~ ~ in oftice pracUc..-,, 

J .... Jt. ~04 .... 

Con~ :ru&U'Cb 1a Q~ in· otfice praetta lb ~. ttiatt t-he · 
~ 111W' ~ p!'fWa1Ua1 l:NS1nae ._..._.,now·.- tratrJ.111 should 
be· .g1•• ill ·e:acb. · pbNe · of ~tiee IIOl')q. the ot.fiM Mehi!liM ·t,o mMJ the 
wka that .-,. be ·~ •on tb8: joi.•, ,rs Ute _,_. ot ts- to be 
4-o\ed a each r,h•• ,4· the 6.ftice en. . 

In n• of the t~ *IV' of ttl8 4':ct~.f.al ~tea troe ~ 

Agn.cultunl, and g~ eou.c~ doubU..., .... gradwli'M ot other 

coll~• &.'1d hidl ~i. in the s~ ~ with oil eompatd•, 

tbe problea ot de~~ mp~-~~- oZ ~nninc. •~ 

\arid am a~rapllio ~.,_ a'ld. t1w ~\un .. ·tiea ..uable tor -S8b. 

tllfP~ · . ..,.. ccn1d:.der«t ~ autl1c1-' ~no• to ~t u?dag .·this 

· ba ... h6'.nk Kyker• •ractan ni.~ aonvicute to the sAo.td.•afflt ot 
St.an4~ in Vocat.iot.*1 ·~~· '?raimrJC,· 1ttb9 !lhltJ.oaal. :.:t~ ~tioP 
~~~ lJ;I (ffarcb# l9W&), P• 6 . - ..•. ·. '. "". . .. · . 

< Saenj~ a. ·~. and c~ w. ~- Re~~ AaU• l! Bwlis-. 
~lltioa, · 11• Ji). . . · . 

'" .· l>J~ •· ~n, •tJnNi111Ml P>rooleM in i.lU5inou k!duc4tto~• The 
iflltiom&l GlUB:ineN E&wat.ton QU&l'"t.vl.J. l <•· l942h, P• 41,.. . · -
~· 1 1 ill t;' • ·.1Nilf _,_u 7 .... f>--1• 



oU compsni• or.. b&g1Mit11 aecntarl• and stenograph$l"8. 

An inten'i4M' •cbedul•, in the t'ona of a questionnid.re• •• ·. pnpar'ed .tor 
. . 

use in the personal tnt.er,riew~ In .. each instance., tbe ~- \lf'.U c ondu.ctai 

with the penon ll!Oat direcU,1 F&apo.ntd.b.lAI for the aelect.i.on of· 1u1w •~ 

and. stenographic 98J)ln,...--eith.er. tbe pe.nomiel diNle'Yr or ot.fiH ~-

or the ~MT. - • P•I!•. &lsignt't,M by hill. . . . 

~·da._.__...obtained ~ ·li~atur'e am. r•~ •tudiee 1n the 

. tield of ~in•1i edunton. 

hthod ot ~. !be mt.ff'fiw •thod. ~ ~ti~ ~ 
C ~ • .- ' • 

: . . , -

wa nlected • ·.btwlg th~ ._t appnprate r~ ;athC"iQa data neetMllNl*y tor . 

tba stwt;r., 

CU"ter' , .. Good, A.s. !BT, .and Dou&ln 1 .. Scat. • .,• ..... ~tiT.,. 

SU1T«7 1"e1Jeal'Cb 1S dNi~d to 3~ :tntoration 01\ conditions or practices. 

• th• uat.. • 1 or the mmnn aethod ror 1s:ttMt11.fti data,, they eq: 

ay •• ~t the .. ~ .. it. 1a puti:lla to eeo.ura 1HB7 da·u. ~t 
cannot be c~tainal ~ tba 1- pen;oAal ·~ ot diatn.bu;... 
t..in.g a reply bJ.ak.., • • • A~;; the 1nteni• ,_.ta the in~ 
~ to gail\ a ~non o$ the ~ •• 1- giving ·u. tM;t.1J• 
·to .tom aGll8 ~t o.r ·u.. tr1&tll t•.• te:w, .8lfl to •ree4 oetllrND 
the liH81 t1 things that ..- ut. said." . . . 

. . . . . 

om of hi.a ·recoaa~t:ioDS tor using tho CIU:etlt.immaire ha rue~, ~ 

J)08Siole1 it ia pn:t'erabl.e to 8ft tt\1t oftil (!USt.tONlall"Jt, \hat. 1-1 .t,he int.effiew, 

. 1oarter 1'. Oood• A,. s. · Ban-, and. ~. s. Scat.ea" I!!. ~~~Of[ 
.9£ ~~to~ R~g,cb, P• )73. 

811>1d •• P• :,1a. 



8 

. . 

ceeu c .. De'fi&Ylmt coaumting- on _-the i.mport&me or the mt.n'iewer min& 
. . . 

ti.et 384 good ju~t. m-. approaching -aftld, intftn-ievdng bw.d.nt'l:8118l11 ff:ttetu 

In ..-ai.- aost. bw,~ ~ ... interaat.ed ia buuaa edlloa'2.oa 
&:l1d uit •illina to help ou:t.• ill t•t, *2'e_ a lit:tle th"-'• w M · · --_ 
interv'i.ewed it_ oM pa at. it. in th& right 'fft/" ad at,·the right, tJ.ae • ..to 

PrcK:uadure. !be purpeee tor whick t31a -- •t.ttdl' ..... --- to learn. or 
- the aployment i;t-amdarda rGqUirN. lq oil~- in the st.ate·ot ~ 

·ior begiWling •~et.al'i• md atiimo~•, ..... in tae lipt. er· aeh .f'~ 
. : . 

to ~-whethe er mt. spacial tralniag ahould be 1-1.w .ta ortU.ges 

and certain hip ecboola or- "9 state to· prepare atudmt.s tm- -tnaa apeoitur 

Joos. 

After the question& to be ~- bJ' tu •~ -had betim_ epee1f'icalJ3 

ou.tli.ned• related theau Ad other pa-t.1n«it llteratve ftN studied, ~ 

with aaistaQCft &a tbeae mt.rials, m 1ntff'Y'1..- aeh$d.ul• wa d~ AD 
- . 

:interviair guide used by -~th-ff a. BJ,tickC'll w• .tou.nd to be or particular 

help, and liberal use wa nd.e or ~ or- hw quat.1onmd.re. 

A tentative· 1-'berrl• a~ wa p..-ent.«t to a serd.ner ot graduate 

stt.tdellta 1A ~ia~ edu,eat.toa tor cri~~ m'll1 ch:amgs in the se~e 
• I • 

w.-e .-e to ccmtom · to the_ "P,Ue8tit>U Nleeived.. lba l"ft'Ulaci achedide Rllll 

preeen.t.ed t,., tbe cbairun ot 'th-• thetdJJ cmrrdttae tor criticd.sa. ·Fol.laing 
~ 

the third ~ion, ·the intenriw.Mhedule -.. a~bllitted w t.he !tead oE t.t. 

Depatmtfll';$ o£ S~ial .Adrdnistratioa to ~ive hhi- op1uions J and,- to-

9teonard V. ~, fbe: ~dtiOIJW!tir• .1.a &duat.i!!,j P• 161.-. ......... ~ - .. , .......... ·--
- . '. . 

lOceeU c.Drai .. , ·~ial S~Are "'l'bq ~Uet• 
Review !! C~tal .~ot.i!!a 'foll.ta .)7 ( Juq., 1940)" P• lJ. 

ll&athv Bernie•~-., A· · u to o~ the -a.a tor a· 
ottice Pn'tetice Coun 1n ·*- -_ - :,. MM~•,; ~ia~ oir~ 
Iir!culrnt a~ ge;"I,s;J; - - . 



. . . . . . . . . 

ti,!18tber·wltb a roeord ·or his su~atJ.ons;.. tb3 schedule~;~ pro~~ltod te ·.the 
. ' . . 

ebairman or the .. t.llems ·~=ant.tee ·Ear Eiilal a;.provil. ..Thil ·in~ sobedulo 

·. w~· app~ and wu then duplicated on· ti• ~h. _ It ecpy oE the l:'tter

vte.w -,.:bldul~ is ~lud.td in the A~,. 

.. t.. u.at ot-oU.~a to.~itc~";bi tJ:e.~ttQ ~iled 

·~.two-~··· 

L ~es ~~ b.r tm ~ o! t..~ De~" oi' ~owtar-.al · 

hbini1t~ti~ that~ ~ w ha-. pe~~l ~ti#• c~ ottteo ~n 

active ill tbe National crt100: ~ett .l$&Qelli1fflJ am· ' 
· 2.- OQ,;~e ~. qr tbtl ~1~, ·~· or ·the· Ditlsici:n or CMr;erce 

wwe. inoluded ~-. ~!i ~m" .. ~. gl"~tes 0:£ .the IJiY:iri<ilO, of (;~roe. 

gain emplo,-nt witli_ t,he:,e ~:tea. 
' - ,, . . .. 

lt ~ espeei:a.ll;,t ~'1~ ~.t oU ~1.-s id:tb pereoonel. dtrcetonr 

or <>f!ieie . .,~'Ors l»l~ to l~OS .bl i~cluded in \be.· study# for it. ~u 

ocal~ 'tb&t t..~::,e or~Uons ~ higher •umttris or 1»rto~-• of 
. ' . 

their efi"loe. ~1,. ·and ttat; this wcilld ~bebl,;r ts· l:'Q!'l)~ b1 tbs ompJ.o:r-

. a:mt. staldams mam~ by •so ~•a- Also, HOM.\ i• aetiw in ~,~ting 

c~ -~au.on_ 1-~ bUdnsa am .the *1bool. Oak.ab I. J~s .. 'll'hUe , 
. . 

· ~.&ier1t or the N&t.i<m&l. t.ltt"i"i:ee ~~nt.. A~on, ine~ ~ follc!wing 

in ·l'dJif. lin,·ot actl:d.U. ~· IOWA 1lit .~s~ 1n. anetr~ to ~te 

·t.ttar ~ .... ~a·ti(in ~ ~ -~ tbl scboolt 
. '· 

1 .. Iro.tG is u~ w.WW'k •·.all :hnola: ·n.,-htgh;._l.loftll.·. 
the co~._., \1b!ven!ty JMwl, ·ml· ,r1u,· .~·. private school.. · 

21'J ~.t 110* cbapt.,· baa.• ed\ma~ ~ ... ·~. wo3*: is . 
~Bid std .. ~ .. by·. n~tiol1al eo-.nt.tM .and who~ du.tr 
it ia to··~ with tbi ~~~ in the ~\7· . -~. ot too 
.~ o.t ~ ~t.1<m is •to auaist.uta'.bll~ ~t:icmal. 
.and o~ Wi.4,tuttnms-·to. ~t the~. or ~roa·atXJ. ·. 
1ndust.17 11*fa.r· a.~. ~ ot s~ ·g,n •t..,i~ fer a ~-·~·is··~~- ... ~· . 



),. Studies· conoeming opportunit.iee ·and needs ot •il\M'.$ and daaton 
illl. the~ ~ties .._ bet.DC . .«de ·.&Dd p~iabed b.r t.he local 
eo•d:\t.e. .. ... ,.. IOlti a ·•~ns t,bia ... qt acti.-1.ty 1n ·. 
each ffl:Alllll1D1 •• 12 . . . . . . .· 

Prior to BW'"ff7lng the ·fi.H t oU co11p1ut,, the iav•tigator held a trtal 

inteni• with .~e eac.ut,t:n a.er~ o.f the Scnool. o.f. ~~ The 

i.nten'iew Mrutdd~ BU. ~et«i mid t:he app~te tim ~ired :tor Cffll- , 

pletlon 1fU de~c.. Aleo, ·1roa 1:hia trial ~is, tbe inveet:igator 

learned e! cert.in point.a ill ·the ia1Mltnift' ~ •hid would. prooablT 

r~ more detailed «xp~tioc in th• iatern.c,q wb1eh ·ftl"e to ton. than 

bad hem mt.ici-p~ 

1be writer conducted au of the 1ntel'Vi~. IJt ...... ~mv-, the Wl"it.

ulmd to •• the peritonml ~ or office amager, whichever ... in chaqe 

ot selecting mR' ~al 4'ld atenographic eapl.o:,eee. -~u\ t.l!m· 

remainder ot ~ stl.d7, tmt· p.-.ons with aoa the lnt.Yi.._ w_.. held a:N 

ret'CTed to • "P•Hffliel directon-1 • al.Uwqh. a eneral tmJtae• • the 

ffit.m" wm di.reet.ed to o~ per1Hx.,,;,.,dnie.>nated by .. the ~~ diN¢t.On 

or office unagera-mtb wba the 1.m.effiew WC"e h.W. !his «ipluat.ion. 1a 

made at ·t.h.18 t.ime in ords that. UMt more COtWMitm\ identiliea\imt or •p~~ 

director'* U7' be ~ 

<mten1.tJrr.1 . .re held. on data indicated hl the· follO'lfine ~ule; 

WW!lbe'o£·~~z:ed . 
2 

l 

12 

-

~ille ~ 4,. 1949 

Pouc• Cit,7 . ~ 1,,.·19J11 

'fulaa . ·H..-cb 17-18~ 191'9 



Oat.a he'eived .t"l'Qiil t.ba 1n~CQ."'fi-- ...... iabtdated. !a~ -~ theft 

coaetnct.ed. an4 in.ter,r.WUoaa -- bl -Uli vitil tbe ~e.:ot~ the 

•taaT· 

ll 



t1le li~a.ture ~~ i:~ .1tel&W into...~~ ,;ppet~..Jl&- in -~ 

boob~ aniolml 111 b.vilimaa ~Uon •~lnN.- -mul·ni~ ir~simich 

!Jave been. ~~tied.· Tho il&:t4.J'1al which tollms -~ to tho ~~' 

~rit, and aonumt, or ~ c~ .tu ~turial of'.ttoo pn1Ct1c&. ·. 

· Be.lated lnf~n A~'l'"'i'.rlfl' ·1t1. ~,~- and ~-Siu~'1.~ 
_ .• ··-@!:!i'! ___ f§l~!ll._,.,1~-~~;1,,,._~, .·••r u11·· 

. . .· -

!!i.2E:3!!- 'l:be. secN~ia.l orft.O& ~ti~• ~ 1 lfbetbcr tti~ in . too· high. 
. . . 

. . . 

•bco-1.t bu.rd.nose· coll WJ#J: ~ ~ ~~ iu a tini~-c~ t.or ~•eti~ 

atenog,:~,hen L"ld .~es tbat i• USU&ll;f S:S.wn to t..'llte ~ta ~~ 

Wore tbe:r enter the ~ud.- •ld~l As·-~ -~ practi:ces toll~ and 

the a~ mtnta:il'ad m SflOh a ~ llbauld no~ lag ~bind..· tho:,e. de~ 

b,)" l:wdnssa. Ilor_tlla ~ to- te -.t ~ti~ ·\bl& t.uict.r of--~~ 

!I.Ult ~P atJream, or the.~ ~a p;-mti.eea -and· ~;and this 

can 1:a Q,Q,l;lO ..-.t. aatiaf».ot.'-A."1'4 ~b re~b. 
~am;.n R..,i:~- .flmd. Jem• ~--· 1n ~Ung- co t.bo -~- of 

. . . 

. . ,· .- - : . ·. ', ... 

. % -~. ol.·l'O·~~ -~- .at'f1e9'pr~ ~-1'$.ll kn-0# .00,, --h
tr~ should_ te gi~ 14 each-~ -r4 office w~ ~ office 

. ~- should be-~ ,m.tch: tats m,q· be let.mad ·~Jo~"' and 
the rola tift ummt. of ti. that. smul.d bis liven to each division ot 
o.ttlco work•2. · · ·· · · · · . . ·. . · 



l.3 

Researeh also yields 1ntoration which a of vahe to the of'fice pract.1ee . 

. • teacher in counseling am adrlaing students.. fr.om job ~- ·and oceupatilmal 

sun~· ·com data about jc>u which. ma:, btt or aeh help 1n assisting atud«rt.e 

to c noose vec~tions.:1 From ... the eiuYq findinp., a student. mq s• ·htnr h1.8 

qualifications to pe.r!ona a job compare to the quali.t'ieatiom required If" 

bus i~.-.. . He N\Y see what the requ.irantal ot a job are in '(me ..,. or edu

cational background, experience, and so tcrth.) 

.WCICee Fisk st.reases the impor~• .'4• the oftie.e practice eoun, in .f.be 

toll.owing ~1· 

Business education aus\ accept- th• vi~int of busimtas. The abtiJt.rac~ 
objectives· of book l~1 Jlftittt be s:upen«ktd by actttal business practi~ 
in the t.ndnipg · p~ . ·Tb$ nrrinl• 11wst be modilid ~ .adjusted. to 
•et. tbs ae:twd situs.ti.om in which prGpar!.ng f• ini\id ~)!'$tmt is 
t.J:w. chief obrject.ive .~ :vocational ti:1uning. !C•eJ>ing in ·toueh Witb 
bl1$Jinr.5811 co,..op_..ting with emp~at; 11M&gon, .diactrtertng urket-
able standards of aohievtflJlWlt ·l!U."9 11«1auru which bu.sift-. -.:lucg,ttop. 
lllUSt follow luding ~ the. aeeo~llihun't or their objeoti1"es.4 

From the atand:p()in\ of. l)QsiJlea.s, the seletion proe~ toll.awed 1D 

locating amt biring run,. &8Cl"lil1t.ari&S and a ~apbfl'tkant a.itJJ*l priarll;r 

to p..~vide buaineu with efficient of!ice workan. latural.17,. bwsinen .1dll 

select the beet qw,11.tied pe-~ona ffailable. Thare!Gr$,. it ia ·tip tG the 

8cbocl.s to, prcv-ide .adequ4:l'te occupational training Didi will •nabl• the 

stw!ents to. secure .initial poait..iom .• 

John J .. w ... ~unc-. and BenJ-.n R. I~ sq: 

"When all £actors are coml~red• the CO$\ ot. ~ing a newt worker 
ma,- be quite eouiderable •. It this work.- doea not fit into the 
job f'Qi" which he was 11elooted. u.d IUlt \')e t?'a0$!errttd or el!minattM,, 
much ~ .tbis a<mff" is lost; along With the coetl.7 del~ 1"5ul.t1ng 

luarold E. B~t., Principleia of Bmployant Fsyeholog;r, 1942 
(Rffised Edition),.. .p. S®. - . · 

~lee Fisk, . ~ Jlat.imial. 3usimaa E:ducatien ~tlook1 Ninth leltl"oook, 
194.36 P• 223. 



b-oa mistakes or tr• inau!tic1ent ~r or workers. !t, ~o.tore 
beco.ea ~<l'~t probla ~t' ~aent to select, c~t.l.7 .the. 
best qu.ali.d.ed p,enom. .. • • . . 

. . 

. . . 

Irol. Whitmore 3aleie,r, a pruttnting a ,rugguted coun.e ct studf' il\ 

Si9CN1tall."ial of'fice practic:e,. ..,. t 

. . 

The objective. of a $,CNtari.al office practice C'OUJ"S9 sbQuld be ·•t.ne 
d:enlopinmt ot the abUi t., to haudl<t ti"fi.flJieiltl.T · the· r~ibill ties 
and. duties of a S$Cretar1al poaition. • • • . An,aue aho upires to 
a aecreWJ>ial ( steno,rspbic) .pos1t.ioa should •~• · 

(l) dasfrable .work habitu, at.t.ltud38,. .and personal 
characterist.1• · · · 

{ 2) knowledge of 
( a) of'l'1" orgam.aation,, t1t.ape:rd.si~n$ and 

management, 
( b) aecre~al po,$.it.io• as careers 
(c} hank::tag tacUit.iu 

· ( d) techniques: in hMdllng call.$ $ld c~m 
( e) proe.ffllu.¥"• in -~I ·.u 
(t) bws1nd8 etbiefJ · 

(3) skill m · 
( a) til.illg · . 
(b} COll,POSUJi ·routi:M let~ 
( c) use ot dictionfl'JI' am.t otl\wr re!erMce boon 
( d) ffaluating wor'k 
( el use ot tel.~ sernc:ea 
(t) use of tJJlf81T!IPh, c~a, .ud · radio •rvte• 

· · <lrl report anct ~rtr,t wr1t1nc 
{h) Mld.Dg atet.atieel. repo1"'ts,. graphs_. cheia 
( i) travel il'lto.n.atioa· . . . 
(j} un o:t o.t£'1ce aeb!.-. (Uno\ taugbt. in l!ll'WthGl" 

eoune) · 
(k) traa,oription ( if not taught 1n anotb$1". covn) 

(h} job intelligence · 
. ($) at.ill tr to p6roduee ~· USiWll ·tne .tongeing in •f'fctlve 
· comhinst1on.. · . · · 

SJ'~hn J .. w. Mfflmet"' Mld Benjamin R. Rqnes• Oftic.e Man&B!!e!, ~nd 
Pract,1~_, l9b7, P• 480 • 

. 61:Jrol Whitlliore, .·'the ~~~ines• Education Cun-icu 
l.mer1can. !3u.aine11ur ~ation~ ~.,"' rom iV$'1'9i't., P• ·. ·. • 



Bllen :iordvig, tlorence Kah.nke, Jean Trahair, and Helen Schwnacher,7 

r...raduate students in business educat.i.on at Northwestern University during the 

summer of 1944, made a study ot occupational data for studonts planning to 

enter the st.enographic field. 

The m.ost frequently performed dut.iea were found to be: 

1. T,yp1ng le~tere 
2. Answeril'll a.nd using the t.elephone 
). Dictating sit'-',;>le letten., 
h. Transcribing letters 
5. Addres8ing envelope11 
6. Folding letters 
7. Inserting letters in envelopes 
8. Ordering supplioa of vu-ious kinds for the otfice 
9. Taking telephone notations or oth(s1r memoranda 

10. Writing letters not dictated 
ll. S€!nding telegrams 

The training · required to satis.tactorily perform the duties of the 

stenographer included: 

l. A solid general. educational background 
2. !. study' ot general businea subjects, such as economic 

geography', aalemunship, adYert.ising, economics, and 
business la 

J. i-Ughl:.r int.llnsified skill t.raining 

It was found that the aore progressive offices do not generall,y empla., 

persons 1fi th less than a f'our-:.rear high school education. 

The traits mo.st helpful and necenar,y 1n this type o! work are: 

1. to7&lv 
2. Inte-ll1.gence 
J. Dependaoili ti" 
4. Initiative 
5. Promptness 
6. Good 'breedtna 
7. Industriousness 
8.. Ada.ptabUi tq 
9. Judgment. 

10. Forcefulness 

ll. Discrimination 
12. Aecuraey 
l). !leatnua 
14. Memor., 
15. foresigb't 
16. Cheertulnen 
17 ... Ullngneaa 
l.8. Honesty 
19. Thoroughness 
20. Interest in work 
21. Consideration 

7Kll.en Nordv'lg, Florence !CAhnke, Jean Trahair., and Hel.en Schumacher, 
•vooet.lonal Wormation for Prospective St.enogrepbers," ~ ·~usineae 
Educs.tion W~rld1 June, 1945, PP• S57-S60. 



l. In gemru, an averag~ intellig~nce 
2.. To be m.ble to write a. g.oo:d ~in~a lei;tli31" without 

mi!upell.tld wrords,,, gr~tiw ti"l"or'lil,, ar.d matues. in 
pune~tion 

J. Aefrarf!,f,;y .i.n th& fw:td~tal arithmet.it.tal proo•:lll,~ 
k. 'Fe t'ilfl and .find l&tten and other hu.t:t~.:f papers 
S.. 'l'o i'i'Ol"'k under pr$81nU'filh,. 

1"he best aventu1.11S tor promotlt>n 8r0 to the B~itf.llu·'ial poeiti~. 

R4'lat.ed Mss.~ts 'fh~•... &mice .Jonu8 made a :e~ W: steno~ic re

quirmnenta in on@ hundred bMirielJS· f~ .in the st.at.$ of Iowa.. 'It» s·tu.dl' wu 

made for the purpose o! gathering da.ta to be ased in de~rmin.ing the con:tt&n~ 

for a O<>l.U"3i! in 2ecretarlEil e.f!iee praeUe~. D~.ta were ga:th~ad by •am 

of eheck lists which w~ sent. to ottice immagars .. 

The duties ~t tr~tm.tl.J" pertormsd b7 nt<enogl"S:t"lh~a WM"e .found to bH 

l. 'l°rEm3Cr~,t.iM ( Stio1"t..'l\and) 
2 • .Dietat,1QO 
J. ~lting 
b, Keet. the pub.lie 
-'• Imro~e e~,rk 
6.. 1:al.epr~ne duti• 
1.. Fil~ elGrk 
8. 'frLt:taeription. (Dictating uchtae) 
9., Co~e ~ lf\ltters 

10.. Bill clek 

A !our-y~ar high aeho-ol effileatioo wu fen.md to be the :minina edueation 

required by the hjorlt7 of ti:wl firma. Sfferlll of.fie* mll'ln&gen pt"tifm-red t.haft 

the et"tWT ¥1,dicated t.mN.t st~~ sboold have a t.:,pir~ speed or 

~ 50 lllnd 6o worda a minute:, atld sbottld be abl.e to, ~ii d..wt.ation a,t the 
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In the ·study; office manegers lb t.ed the f'ollmd.ng chi~rat1t.eristiee ~nd 
. . 

· trEit0 as ~1ng DIO'st. desirable in stemgrapbic empl.oyeeeu 

i,;: . Intelligence 
2~ /.CCV$.eY 
). Uo.~t.y 
lt. · Dependabillt,;y 
, .. Courws7 
6. Co-oporation 

7. l.o7alt, 
8. J~\. 
9 •. I1lduatry 

10. '!ntArett · 
ll. AppeU-l>JlC41 
~ • In.i ti a tiff 

Off ice. BWn.~gen indi.cated t.bat. · \ypeWl*itinth ehorttuu1d., bookkeep~~ 

o!fiee p:raetice, bus!tl4s• English, 2nd busi.nflss arithl.tetic Rre subjects of 

much velue to .the r.rtenographer and .should be taught in .h1gh school:.. Labor 
. . . 

economics 1 business orga.•iiz.a.\icn~ s;;leeaansh.1p,, business 1.n·, · "i.1ankintb 

advert.bing,. E)COnomies, urketing,. and econos!e g-,~ n;re su.bJects, 

.list«! by ottice manage:n as being_ of some value tiO st.enograpaen,. out t.hase 

courses sho:ald be given at the college lfrVel~ 
. -~- .· : 

Beginning ateoograph_..s ••• fo)md to be delici-ent in the toll01fring 

pba3es of ttainii,gt 

l... ?unc.t.u.a.tion 7. Ini tu tiYe 
2. Spelling 8. Letter Colrpo8itc:ieb 
). Letter aet-ap 9 .. Vocabul.&r.r 
· 4. Ac.-c;o.raq 10. ~ipt.ioa 
S. S.,nt.enee st.ructure ll. At:d.lity to erue neatq 
6.. Or-..aer u. Speed 

Dorot,by Carson L\en1so",l llllde. a atud.f to det.eraine the dutiea p.rt01"med 

by the secntar;,., and the. training ~ui~ to pNperly per!ona thC!Se 4utiea. 

'l'be stud.," imrolvc one hwtdred secntarie,a loe.at.ed in eight large ei ties in 

t.ne .Uni t.ed St.ates. 

From t.he study,_. I.rs. Denison :round that promotion to secNtar., was 



wm.Blly ~de trom a. steoogra:phie position or trom ~th:er Secl:"'etruf.hl posit.ion, 

a.nd that !utu.r~ adv.nnce1r..ent. n~ mJU;alfy to aoothllWr 1.e:crat.tt'inl. poffi tion or 

to a.n exeeut.iv~ position. 

The du.~es 1'1!0$t frequentJ.:, pfJrfo.rmad by m;oeN'tltri:~s 'Ml!;re found to b$; 

l. TnD ll'lt,tert1. from dicti!lt,ie,m 
2.. Tram!erribe am typ~ite t.h~ l.ett.ers 
). f~ dietat.i«l cf' varlou,-s ki.nd$ 
4. TrwmwibEi.and typ~ite this dictat.lon 
5. Use t..'1$ telephone 
6. Mw no.td 0£ tel~ht:me l.Hti$ng~ for emplo;:r¢'11" 
1. Randle iooommg ~il 
8.. li'ake notes on mail for supflriar to tHtll 
9. Handle per8onal 1!lm eonfidilmt.id <rJ.tgQing ··ml. 

lO,.. Fi.le ve.riou JJ!t~n and ct.her ,.a:teriala 
ll. F.end ~i.ng u.il 
12.. K~p a rollow-up·fil.e 
l). Meet call$n 
14. llu!.t appoint~ 
15. teep ~oyer r~n®d o.r engagements, things to do_, etc., 

'lh~ soorftt.arioo ure~ in tm study .er$ agl!'EH.id that. th~ Should hne 

l. Eng,Ual:n 
Orv.mar 
SPfill:ing 
~tuti.cn 
Se:n~e. -e~tru.et.ie.n 
Letter writing 

2.. S00At11rial Practio• 
I. ~l~a of tb~va:rioue dut.ia a 
~rirtar,- s~ perfcn, 

).. ~ning in ~1:.ing· and bandlin« p$0pl.• 
4. A. broad knowledg~ ot· bll$in-:, in generd 
S. ;.· thor~··knwl~e ot the part..icu.lar · 

bul:\ines8 o.f the: ~l.oya 

l •. Intelligence 
2. .Aecureey 
.)., Judgmeni; 
4. ~pendr;J.iility 

5. feraon.&l plessarrt.i1e•s 
6 .. Pat.1~ 
7.. Poise 
8.. Loy&l.ty 



? .. ~tworthineas 
10 .. In.it.intiV$ 
ll. Courtesy 
12. Encut,ive .ability 

l.J .. "~ 
14 .. Tact 
lS,. lt!imtal. aler'ti:iMs 

Esth~r ':?ernice Bricbl";J.O ~de, a SW"'fey of the· otf:we oe:eupt.t,l.;;n'I$ and 
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office equipment of flbnta, Okahcm, .. ~mt a follow....up &:tud;r nt JO gr~du,~td 

or ~owats Hlgh School for the Jl'E1'«m 1944, 194S, l9h6 and 1947, who, wlt.h uo 

turther tr~i:nin~b wmt. to work in of!loes,, Eeaidee tbe )0 grfi<l>,.tttt•, th@ au.tdy' 

in.vol-woo 6o e.mploy«ars ift NCIJrata who employed a tot..u of 98 offiee fi!fflplo~GS .. 

l,. ~t .tffld handle ~opa · 
2., · Jl:wtwar tel~om 
J. 0~1A!'te o£!1:e<12 m~obin• 
h.. Ha~ .. me.il.. 
S. Filinc 
6.. tlom$ typing 
7,,) GfflGf'&l eldical wW'k: mt involving a kn0\1~e of 

booktsl:!!Pi• 
8.. Oompoo$ 1-~tff'e 
9.. General boekk~i.ng 

l.'>,. Some 3hortb.and and· t:rai'1Scription 

l. Ird:t.iatJ.ve 
t. S~e of r!le:poooillillt,' 
) .. AOCUX'iiCT 

!h, Attention to details 
S .. Abilit:, to tab crit.ieisa 
6"' Ability to s~e tt. 
7. Tiact 
8,. S;fl!f t~ t:1nd o~lil'i•s 
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. . 

the .toll.owing subject matter fields and .graduates bel1e¥ed that t hey- should 

have received additional training iU these .s·ubjoots while 1n high schools 

1. "inglish 
2. . Sp:elling 
J. Speech 
~ - Ari~~t.te 
5. Penmtimhip 

'The off·ice mecn1nes most frequently operated by the graduates we~: 

1. 'l'ypeirri ~ 
2. Ad~ maelµnea 
J. Calculatiitg macbin• 
4. Di.eta.phone . 
S. Chec_k writer 

The graduates we.re of the opin:!on that thtV Sh«!lul.d have rece1ired training 

on the fol.lowi~ maeninea wbile in high acmGlt 

l;.. Adding-machine 
2.;. C al.cuJ.!J;ta.r 
3~ Comp~eter 
4• Dic.taphone 

,, 
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Cb,~pter !1! suit'Hlriz• d,'lta ga.thete4 ·~ the ~esti«~tor, in his in~i-. 

wl th -persor.nel direct.on .'Of l., oil ~anies m otlmOBm. 'the cw~ ~rtp..in 

to the irta.t\l$ tmd requir~t, ot sll!Cret:a·id and !lfti!Mt~hic l)t'>6itiims in 

the oil c~an:1159 • 

..... n.u .......... b_-i_bu_. _t.:1. __ ·on ct ~1-.- in ~mp:~~ ... ·. s~:v:c ....... ~ 15 oil compa.'tiea - .,...,...=...,...,.1.ifP!~ ~ 1!fJ-~_Wlldlr 'll,1-, .• 

included in the study' ~loy a tot,&l of l,.~J6 1*«:retari~ <ind 8t"'oog.raphio 

~loyees. Of t''is toual., 328 ~e ~~~ries ~r.d 1,10& are stenogr~ph0n. 

Thirty-oM o.t' the 326 secrttt.ari• C'e ~" GS are el«vm of tbe l 1,L?8 

s teoogr-apJw:ra.. Tabla I shou the dis t.rli:r;,1tion at tu!lere:tarie$ and a~l)"eph$n 

aong thil!f thrft d.ti• in vb~ t.be oil eompiWA(i~ W''EI 1-ocated. 

One comp~ in ?onea Cit,"~~ 31 @m::row•tes Qnd 70 stenographen; 

two c~mprmi• in 3artlesv1.Ue ~lO"'J' ill $OONt:wr-is and. 360 a ~r{ij)bera J 

and twelve e~~ni• itt Tuls~ employ l.80 s~tR~ •d 102 ste;nographen. 

Jtinimua ~s;e; .!!. ~~ !!el&t~ !!!1.2!. rr~. Ei~t or the 15 p61'5oooel 

dir~tora lfidioated that they do not -.ploy n• ~J.oren to till s~tm.'.ial. 

VM~ies; theNf'ox-e, they hl!d no fflinisum Ii!• ~ir~t !or' new 1H10Ntar1•• 

.Aili will-.bQ'..~ in -a l~tc s~tioa. o.r tit& ob3ptGir,. sEIQ:retf!rlal ncruv:tfflf in 

the aompanios er* f'ilW prt-.r.tly ,with pre&erxt 0/!iployeei,. Sevc pti,rso:-.::1ol 

~to~ a~id thE1Y did ~JJ,y oow aool"9tariffli 'Wbmo tb,e, VVJ$rie.ies eould. not be 

till~d by pre&oo.t aplor.re~. ftu~~ minl~ age r(ll(tuit-ed by tu:~e ~~nid 

tor ~um.big ~en seeN\ariec ftt'itid co,:isi~abl:,. Tm:> ll$1"tlonnrd. dirootors 

said th~ 1t0uld nplli:, iaeereta:rios ~ ,u·e 18 ~ars old.; Olle eor.&pany•s 

minllW& age requil:·~en·t. 18· 20 y~t.1:1'1S·J two aompan1ea req1.iir~ ·:.heir :lileet·eta.ri1:;,'II 



,r 

®mt\ t'>fU:C/~ Dl5T8U:Qfi,...0fl_ Si.1C1t.E'rk;"'>" 1.t ,JUW C1?£11ro~ 
~mm.s lli 1$ OIL C01!?Amtl> 
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to be at least 21 years oldJ and the two remaining eompsnies }lave ffliiWlmrll 

age requirementa o! 2) and .··2S years . !or their t>egioni.ng Becretariea,. The 

average minimwil age required for b$gimlit.lg WOJl«l l!UJCNtaries lS 20.8 years. 

Only three Of the 8ffll"eri C:Omp&r.di99 tha\ Yill -,ploy QR S~fttari&S in

dicated t.hat. they emploT 1ltm s:ecretsrtu. · Each .of th.e·t.hr• oompanie 

. maint.&ins a dif'terent mitd-. •&~ for its beginning .men•· aec:retariee. The . 
' , . ' ' ... · 

. . . 

2J 

mini.am age ere l.8$ n, '.am! i) ,-eal".l:l. ft.I• aver-a~ mi~ age requiJ:'.ed !Of' 

beginning men S64.'?:re~es ia 20.6 ,ears .. 

Aa will be shown la.terit these data would se• to im:U.cate that the high 

school graduate cannot hope t.o, 1et initial tlltpl~t • a ·aooretar., nth m. 
. . 

oil eompany immediateq upion• padwlt~ · 

With reference to-~·. allot the com,paniea employ n• \YOmen 

stenographers, .ftnd 6 or the l> compw.es aaplo;r DIIW' men stenographers .. 
.. . . 

One personnel diNctor said the l¥ii.nimua· age ra:plit'aet: for beginning 

women stenographers ib. his com1u1t17 is 17 yeara. Tdl ·person~el, direct.ors in

dicated t.hat. they have mini.mml age requiremnta of 18 ;/~S tor beginning. . . 

wnen. st.enographera. ·· Two companies r,equire ·their beginni.ng woatm: stenographers 

to be a:t lent l9 years old; two COJilpat\188 require minimlrll ages or 20 and 21 

years tor beginning,~ stenographen. The av~agtt m!.nilft11'l ag• for begimrl.ng 

wo111c stenogrsp~ is. 18 ,Years. 

Qf' the 6 COm.pfflliN that employ beginning lr&eft stenographers, S eoap&MG 

require a minimwii age of 18,. One eompmv, 'Which at. ·F•~ emplo1'JI. tfm men 

stenographers, requires it.a beginning men $~era · to •~·.· at l$ast. ~· 

)'ears old •. 'l'h.e·average minima.age for beginning •n stenographers 1a 18.8 -

'these data l'llOU.ld seem to indicate that, a1!Lfar as age is concern~, 

stenographic p03itions with oil companies ofter an area ot emp1oyment for high 

school .grad1.1ates. 



.. 
. , . . ~ . . . . • ·;,. . ' -. . . . : -· · , • ' ~ ' • . ~ . . .. , . ', - - . ·1ai ._ - ' -~ . i ~ -k - ,_ . . 

0- . . " . {:t-·.· lJ.!n, · ·· · . . .... ' ... ··.·. -(~· . . ' 
17-1?! !~20. ii~ if'"tJ; is' Avera~;(i Jigt :i7-1tf ,:;"~ ;;;;)hi i5 . livor~ l:.r;o 

------·-----------------------"""""---.......---------&eol"tttariee 

StenPgrapbers 

1 l 1 20"6 

l . 1 

2 

lO 2 

l 2 l l 20.e 
l ·, l.. l.8 

Tniu table mioultl bo 1,a,ad ;a· ton~, ~ -of tlle tiftetn com,parrlos will employ~ tmero
~.i..eif; one ~any ~qui.l~s .a .ll:iniiq .~ · of J.e1 a?JPtber 2lJ Md tbi · ~ Qot~an.;,., 2:;. 1110 
avcraae ~ agQ· for begtnrtlng man HC1'lt.n."'1,e.s 1s 20-.6 :,-e~•· 



Prev:J.~.u. ~ ' ~nta. the &ta i:.~ ~ m tJhow that e»

perl&'.lCC tc1r -sseret.e.riea .is rt11qtdNd ill lJ ot the l:5 oo.1 cO£Q.ruli~ si:.1rve:,tl;dJ 
/ 

and t.,.l'_mt,_s,ne «w~ p1•ct~ its .n<ffl Bet:~ioD to hnve. •~ ~rev.tous fl.ore,-, 

tar.id. e:.,t'.)el'"1e!'Jeii. ~ p~~l d!reo~ or ~am.es, ~ui1"i.~ e2.:P·ttris\CG 

of tllei.f' $C.oretr.1-:Los, indie~tad kt.· beftb;In:b1g ~~e should have had t~ 

o~ three y~• e~icrum in ~~ '"°l'"lr. 

~ l;r trtJO ~- requiN ~~ ct bo~ng atenograpl}t~UJ nine 

®"~niea 91~ that. ~nntng ~mgrepbe.ra ~ - · ~..erience1 qJld four ~anies 

:intlio~ t..~t. ~ apertmmo :was: .~tcml b.J:t· t.eilmiin& s~~~~ .- ------,.w---... . 
Cue pe:tso.tmel. director, aftf# at.t~ta."lg that ~ouo ~l"icnce, lfaS ~terial 

:er :ewma-aptsn: i~ hie ~lilP~•· ~~ tld.s s~~ qy· :~i-us· ttiat,. 

11~'l"8:V-l0'\l$ L~"l.trrirmee· 1$ ·:U.~~ i.t ~.a0.-at;.i¢:Q; ~ike.$ Up fOl" lack Of ~ri~"lOe•'' 

or t..he t.o: eio~$e ~ring c:ptf.lr1mioe -of t bei~ s:teno$1'~1Q'!s, t..~ pti.rsc~ 

di.rooter o! cmt o! the. ® q~~ . it'ldi~ted -\bat fi"Oa one· to • Z,1'8~ in a 

S.im'~· ~siti.on is ~f.lcient; 'ffldle ·the per110~l di~tor &~ the other 

ni tuation also . ac~oim~ £or: the C~:t tba:t tJll!t avvar;tt ~:t~ ~~c for l:~r,."ioning . . 

~tars.., ootb •n aoo ~n. u;. ·<.>ver :20 :r~ara... '1'.~.,, it ~7 ·bl a,s;~ 

t hat. ,this ~1'6& ·t:.f G!..,Pl¢~tXt iu cli:i:liod· __ ts; t.1~ hieh snool ~ J~1M4, . s."ld, to 

wal~~ -QQl.J.e~ mld ,eol.J&ge ~at~.l/a~fl, unlesa ·th&y Cml &eC""1N •,0;:1~ital"$.U 



...... r sr · 

Pmi:'nD:tm hXP&'ll&Um RE0!11~~15 rou .ma1Rn11,ro 
5Eemll1i.R.1~ AUD ST£l.?/OON .. 'PlmfilS 
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I~..orQl 
Ito~ 
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9 

0 

1'l'd.a table should l:)e. niid as ta~t ~ ~1mel ~tom 
tvported ~Utt, tt~1."'l.ence is· ~ .for ~•$, and ene ~d 
~enco· iu- pre!~. 
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,: . -· -~ : . 
that w.gls wc~i are p:iele1,"l'l8d ·and, fi :rte imiontod tl'!at1 ·~ i ~l sttptus is 

immaterial. 

Peraenuel di~ra o! tz:ro ea;.~ ·~">~'in,g ·raen ~t.eoogr~1,1~, ~:901~ 

that. tb~ uan !iu ·st.ams of tJ:eb- •n is ~-ial. ltw c~le$ pl'\'lftn."· · 

~ atcncgra1:ibe!"G who -~-e s~. ai:d. .ten pe~l dire,o~-s reported toot 

tho ~ :·it.al JtGt-us Qf ..-..:c~ st.cnogr~liors L"l tl:tGil:' c~~i is ~tG-ria:l. 

!la.ta ®.llCorn!nc ~W atatus ~te~ are et~ ~a T.i;iiblP 1'.V,. 

m:a ~ -uta i,'b: ~ lJit; ·COUCllD9iel ·that,. in :~ oU o.oqlllllie,s., t!a 

~ •tal s~:b:ls .f4 be:gJ.~ ~~iaa ~ abmt!)gtoa~$l-J-both ·!JEm .a:ad ,ro..~ 

is ~terial. $) f4r as ~y-ne~\ in th0 .companicu, 1$: ,co~nod •. 

~es '1Ui stenogre.'Pf.Gl"$ ·!J:l tt»~ c~~s.. _ i'i-y~ _ or._ tbe .oov~"t oor.llpW'li.eo 

~~ ntRt ~tarles. reqtr~ at -~ --~-"~~}:~t~~~il~~-<!l' qt ~ 
..... "' 

mgiuning -~~a. 'i:bo ct~r -~ ~e!ll roquil"O at loqt. bu:~s ___ , ____ _ 

eol.JBp @;"aduaUen !_.or ~$%' ~ ---~~1-,., 

Fou....-t.een c~ica ~rtt-~.;.r h3~.~~paplwa'e to oo, high 

. seoocl. el"oo>®.tes:, -and Qne ·eo~ 1.t~)f'S ~ $ten~11heJ?S ,tao -~ at least 

busi.1e-ua aollet,e. gr-.iid-~tca.. l!1ro ~...orJr..e'l ~t.ol·& Wt'.:0$$ c-0::.~.3 1~.ire 
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~ ro:TAL STAT':JS ?~t-P..Rm - na mmmrrr~ 
,SEC""~TI.JU:1£'$ A!JID SU~Pnt.lltS 

_, _ . I' ! .€ · , I.: Pt 

s l! 1 5 

;. t :::: ·• ; · '·. 

• T I 

1 

2 

~· ·Jj,bn,"'Vi aa:ona·i: .. rnnst.1 :'~~'.f i~:;;ititead 

5 

lO· 

.. . ' 

ntis table a}'t:)ttld be, read &l fol.lom,; .~ p(ill'.'$0Iin0l diNc'tonJ1 'ffl'.lOS): 
ceq,anie.s, •ll eq:,lo:, .~ll ~ ~tilt .repor-...cd. thati t'be ma.'¥.'i. t.til. Sot.:t~ 
o! tboir am SGC~....cs. ie. ~ \er,1:All $ ~ f.ed they pre;f«- single 
w~ ~ i OSJ end 10 m:~ tbat ~ital -tw~ o.! Jtl~ ~ 
tal"ies, 1$ 1ta 1a:ter'.i.al. 

~· 

28 



· 29 
at ~ .. high school graduation or their etenogr.ap7-n, r,eparted that tba:, 

r,:re£er thch:· ·steoog,rap:heru to ·haVG hold additJ.oual S'tellograrihic traini..'1g 

e.itber in_ busineu college or college, bnt.·. that .gr~tion _froa these institu

tions is not ~. 

Data indicate t:b.at high school g::raduation ia tho mi~ t\4WU1tion 

recauired of begimrl.J1g ~~as W soono~a;:J~n& 1n Ui:a ;tfflj~ri~Y or oil 

c~es. lfowe~r, it '.\till be to ~ ~rit ot. tho aecn.ta.17· and at.eno~apher. 

to secure additional secreta:d.-1 ~,:~it.bet' ill~- eol.l.ege or co~ce-
.· ."' 

Table V ~ae, de.ta l)(f~ to ~ educational requ~ 

1n•·tbe oil<:,)~~ 

. ' . . ,' . 

. l:a'I ~etaries and s~s d~ a. nor.m.il ~ yeQ.'",. Of thb1-

tot.al, 27 are· seere~es; arid 3$6 are··.stilnographera. SowN.l 0£ the personnel 

directors i'or these c~ies ~ tho "'* l9lt8 n a normal bua:tnocas 

·~ar, mlti gaw ea.ct ti~ on tnc· ~r. &! .eecntarl.es and Dta~.,hG:m 

newly· employed during thilr year. Others as~tad tbs ap~te m.imber ot 

.cretm.e:i. and atenograph&.J'S which ~ m,,ly employed by their ·co~ 

. . . 

T"&hle VI showa the. ie90'&.Phie:al &t.ribstion of the 1Bf" aucrotaries ani 

~hers emp,]J)yed by too JS oil ~s.~ a norml .. bu.s:inect:,t.J ~·- · 

One co,11pany at Pon.ea Cit-.1 conaidsred ~ ~ 1914'3 as a no~ boaims.SJ . 

year. Du:r1J:lg 1946, this ~ employed 2S ·.n,ew s~apbic emplu;eesi 

~ta.rial vaoat~a. m,a lilled by promoting pre~ ~ .. 



110. o~ 
Personnel 
Diroctara 

'Report.mg 

7 

15 

-tna fiiaii. . RJih. S~l. 
H1gn S(:bool Graduat.e 
Oraduata 

, 
lh 

Buineae 
Co.liege 
Ora.dua.t& 

2 

1 

This. tabl.e aboold be read as f ollOW8t Five pGrS(}nnel directors reported 
high eehool graduation required l<'Yt' empl.oynl!Elfft as •ecretary and two 
pers;:mnel dirGctr.,re, reported ~ - college gndwa.~ion required. 



TABI.E Vi 

GlroGR>.PH!C41, .DlS'.i'RIBOTION OP' APmOXDFATE NUU'BER OF 
BW SmRSfARIBS A1iID STEftQRAPHUS ll~u')YBD 

DURIIO A OOlt~&L . m.JSiltiSS !FAR 

. m :i)f 
Loca-U.on Oil C-.paniee 
~ 

A:eroxtmate .Nud>er ot N'n:?,z ·~ . 

Secret:¢>iee Ste~• Total 

Po.l'W& Cit,y · 1 0 2$. 2S 

&rtlasrlJ.le 2 2S 95 120 

2 236 2)8 

- - -
27 JS6 .38) 

This table ehou.l.d be read aa tol.lt:l!iat Euri.ng a :oormal businaas year, one 
oil c ompany located at. Ponca <lit.r ~loye •t>P"'oxim&tely 2$ new ~o
graphers. 

31 



. . . . . ' 

At. 3s-~, whf:l"• ~ ~runes ..-. hne,r.i, 2S 11.~1• d 
' ' ' 

. ., . " . 

9!> swnographen, were. eattm.uted to m t.be' Rim.ma ~ ot acr--1.a am 
' ' 

etenogra~n newly e'll&ployed wring a no1"1fal uiaea ~. · 
Of t}:ie twelve C~ Sw."'ff7a:I ia.f1:d.aa~ ~ OQe. -~ m!rlf t11eere

ta:'i•~ and t.~ at an ..,..age rate· of twci • tear m ~ ~in• 7ean .. 
. . ~ . . . 

The tnl~ cogpantf/8 ~l.n7 app~~teq 2:)6 nn ~~ .,.. 
durinl a ~ husinem Yf!A1!• 

tfbe personnel. di.J."eCW tur om. o.t ·thB· ~_. oil ~- ia Tulsa 

. re~ that -dw:1.r:te··th&. 19ar l9~idJt.Nd by h• to be a·oomd.· bu#t'ineB:i 

year.-...her eoapsny emp~ 98 nti'llf s~ben. 'ftd• ~aJV hae. t>ett.- · the 

a SO per c~ ~-- a •tenogapbic -~ ~- y.-. · The ~one 
- . - . . 

which the pars~• director -~ tQ'I! ·tbla 1-'p ~ ... a the tact. that 

tJte · compffllTt• poliq la ta eq,loy higb sehcol ~tee# 1t t.hq cc aatus

tactori.ly complete tbe empl.vJmfbnt. tests givea t,,r· t.b• coap-,., to fill -~ 

·~e posJ.t.iofflS. · an· ·the ~m~111n .an gtr-i.. mid ~ .ot th• 'i»r:17 

arld leave t..beU: jol.:eJ *-1le othen l&we f4. onnt.mu• the.tr emu:at.im 1A 

college or oos'.lnds college .. 

the majorl..tr or .pcnomel dirt!lcton in:t.erviwc ~t..ed tb.'*t the 

secretarial. and stenogr~hic . tu:movf!r 1a .due-~ to lfoatn l'fmP~'"8 miltt'.YUC 

and 1-ffing their jobs. :Swerai ~t&d th.e.t l'ID#t of_~ Matffl•· ~»YfliS 

WJe their jobs nt.b t.h& oil eO!llp&Jn.a ~ a stopg• be-ttirmffl higb .sekool 

. and/er college gndat.loa, aid lffll'Thtp. 

' ' 

~am.es aun:eyEld. Wffll'G: as.ked -~ itld1caM 1the~r ·or not. thGy an:ticipnted 
' . ,' . . . ~ 



. stco~n .~loyed b.7'. t..be:tr c~-mi~ during a nonml business~. 

Ttt:t>le VII s~z• the data which this ~.Jel'!iti.on yt~. 

· Ol th,f tml flOllJ1Mlla. SUl"Veyed :i.n ~tl•·•'ille; one ~&l\T t.m.ticipatee 

no abRilnges .in the euabe ... or s$0Ntarlea .and steno~en newq w,apl.oyed each 

yad'f while the ·otb@r =~· ·mcp~ .~ blcrNae· 1n the·~ or -~etaries 

m:id Ill tonotraf}t~rs raly . ~luyw eadl ~-

lbe compmv s~• .at Ponca C1:ff' ia:iicaW that. 'the tmaber of pcoaontt 

new]¥ eaployed Neb 7e~· to rill Sl9Cretar:ld and st.cmograpbU. f.l04'itlou 1a 

e:1qmet.oo to·. i.nct'ene n thin the next tift )"Mn. 

Ten ot. the 'bfelva ~- sunqed la .~a. indicated .thiit. no chant• 

are expect.Gd in the mmab«I" 41:' •eereta.rt• nffitq €Gpl.QJ'ed eac'lt 7ar1 uile · 

two oompfflia indicated that tu mal:>S" at·· ~eta'i.es Dft"q ffll:Ployed .MCh; 

J@aJ'· is expected to :b:re~ 

Eight of the twelve ~anim; •peel no chqe t.n·· tbe ~r of ateno

gr&phti'rs n•J.¥ ~ ettCb 1'$1/U"J •ilA f'our cnm;:nml•.· eGC:peC-t 'file nmbe.r' r4· 

stenogr"1lpbm'111 nerly ~loJ'ed: · ~ ve• to imreM-. 

ot the ~lil.nili$ imltlded in tb• suney., ll ~.iet no change tn tbE! 

number o! ·nw· ~«:Ntarl• ~Ytld b,r thaa during- a ~l bu&inN8 ~

Four ~i• .-pect the ma~ of ~1- wmifih the,' •lo:r new each 

ye~ t.o tncn,ase., 

!lime of the c~ • e~ec't no cha."lge in the ~ cf· lWM' 1tenor.ra.pbe:re 

emr,lo:,ed •ach rmtrJ mu. au COl'ii')4ai.es · 11'ldic8t.ed th.at,· the ~ .. •of"· nw 

stanograpbnrs -.,plo,-1 each ~· ·:ta. mp•t41d to ~ •• 

fha reason glV'G ·by' ~- •~ti.QI ~ea in the DW!flb.- ot .na 
. . . . . - ' ·~ . 

· sccN-teritiiS and/or stamgrapha;r$ ap~ y~arly is ·that. ·pl.ans t01t flPSMiotl. 

are undenr&,y by these ~- ·and ·an increpe 1n the ~. or aeeret.~.rial 
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Hilf trill I ._fi. J, , ... )OIi IIH • r ••.. 1' h .l!! tr. ,,_,·9'11 i~--····· 1.l"• . •. . s:::z:.: .IP z~ fl_j(_!IJ.zt" Pd. & .-l .. 

ot ·~~ x...... lc~--td .~. 
tooation in~ Bal.7 ~ted tn· u. ~ ~ ~wtt 1n. 

~i- ~,. !am ~. ·lwly i'a9loyttd ·"* ....... '-1.y 
Year · lmpl01'fld · Y.- &raployed 

~ ~Y\Nll"' kohY._. 
.Yi l!i4!liltUfl.lJQizl.liltfllnll !fr, •. IHI! JIJ; t,-. l 1 Jf.01.1!1'.,,.li:liP l,l!d jj H.11 an ll!lU'.t .M" .t J Ut ."11'"il.lji4s!i ... 1Mfil 

~effilla. 

Poma Oi't.J' 

Tu.la& 

2 

l 

12 

l 

10 -
u 

ft' ' • 

l 

l 

2 -
t Iii ll.i l. f dl I Sbi.lii ~I 11 l!! l ·1 !(. M l 

'3.UM .. !il R II fdll ill l t . £ !Iii J a l 

l 

-
9 

( fi a.• 'i tit. 

l 

l 

L 

6 

1 I ii ill '1101!1 g I' A 11\1 

fide table ~ld 1- N&a •• toU.fMflt Ot the talfo perltOn~tw. ~ined at krtlfl1Wille1 
~ h.dicakt.io that. m·. did not expect the ~ ot mw "6:re~ and •~aphto aplo.,eu 
hired by· his \ti)~ ~ a =~ busiu.• ~ to ona,_, ·one p..-aom.l. .tti.Notor . ..,.., an 

·. · 1~ 1n \he ~ .ot ·s~tU"ie• IIDd atmlolra.pMt'I newly emplo,._ bT hi• COIi?.:~· •oh·~. 

"-----------· ---



and .ste1~r~.;1hLc penor.inal is sure to b&' Me•si~~ .. 

ttone ot th.G CO$fliuli@~ lndieat.ed t,htat. thti!' rva~r ot l1'Ul!Qt'et...'tl"'ief.l Md 

p-roi!int ~ploy~ on. a pr~tion,fll. b,sa, ~ b;r bo't'b., Aaol' p~rtw:mnel dire-cwn; 

wre ~~koo to lndieate tile.~ of proe~·tor· fill~· the Vac$x~i$. 

?rolft!Otioru:il l·~sioilit.1•-. fable n shov.e .!rl'Jm. ~hi.eh of:tice p0$lttons 
. . - ·. · . - '-~- ! ti~ _Iii liC 9 ·.t ,, .. I !WI * 



!Am&. VIII 

DD IN ffll!CH 15 on. OOt&P/dln:., . 
FDJ .. Smam'i\i.!Al , A.ND STE!~:GaAPHlC tACIJfO!ES 

Preeen.t flew Pre$e.at. x.-
EmlufflMJI FaPlPDII irmlv"' :r?.g,lom, 

secretarial 1 

7 a 

'This table shoul d be real as .f o~t When tilling aeeretarial vacano-.1ca, 
all lS ~e• give .Clrat pr,e.tereme to ~ ~plnyees; onl,y 7 

cximpanie:s will,- as a second I4"0tamnce~ hire new axiployees t,o till secre
tarial. ~ancies. 



OFFICE POSITIONS FR.JU. IHIOH S!eRST~RI£S AU& fftOJtiY.rED 
AS ~T!D SY 15 Pim.st!NIEt mRSOTOf'\S 

Office Posi tiona 

l~ 

l 

This table shou:l.d be rea.d as follQlll8: Fifteen peraonnel directors 
reported that. atonof'.;,l"aph(rs in their OOfflP8111es are ;l roootecl. t,o :sacre-
tarial poeit.1orut .. 

)7 



ptll"liotmel ~i:l."{!;Ct.orsi !'11.e clerk&• awnticmed by WO·J ·~. t,r.e~ribel':11 dtk

plleat.ing mMbin@: op.eraU>1"a.- and •il....ele~Mb ~ntiotwd l,;f one pano~l 

but,- thn::nigh !'ttrth1'r s tu~i~ o::, tlt~nding nit.ht. i.,coool or on thtd.r O\ffl 

ir.d t.i~tive--thq had ~....o• qu:ali!i.ad. to do 5 t.Moo~~pbic •ork. 

In 01~d$r to 1~ ot t,hft pr~t..l.ond po$~i.hili'ti('.,s of 1J1.,ac.ratiaries and 

mwnoirraph&ra in tr!-0 oil ~~nies, pe:!l'tmoo.el. d~.Jto'm of 't,be l$ o~~wies 

:p~t«l?~ The&e ~'.ta. a'{'~ ~rt~i!d in Table Xl Md f;11'bl,e xn. 
PersonnE>J. di~cto1"8 ct au the c~~l1i:• r~:rt.~d itiet $ir}C'l'tJti!l'.r i~• 



UBL'! l 

· OFrml POOl"?lo,8 ~:)it 8ICH sr«~· 
ARE Pne*bt&n AS R~m&n B! 8 PiF.St~ ~'tORS 

£ U I A O• .d , 1 . 1J lit P ·11 d II diill l 

Olet'k-t,yplsts 
Typiris 
file Clerks 
·'h"~s 

· Oupli~ llach1na Qpe,ftltora 
wi·c~ 

i I .. Id 111111 11a.-, 

"llliM !Ill .I .A.dl.l·.bs11·1aU\ll.•• ·,1h· l4Lbi*l .. b JI& •. UI l 0 1tLU4fJ!bil" • .,. .... llt IH!Jloft' ·~· ·,nn11uh .,.s· 4 :, '-*ltd$ •. Ptiil!ilfll ..... d1ftllt .J ,, fJ S Ill Mll!dl:11!1;•1.t•. I .. ! .. "it"·•,•• n,.I ,.4,._j 

!his table ~d be read as f'o]Jaqar tiah'·.~• ·~ ~, 
fR9lC70• to~~ •• Perafflm•l:·~·oi lhrae ot ~ . · 
oc:~iea ~te4· tha\ •~• 1n their ooaapmtu ~ ~ 
&Oil. clerk""t,ypuu. · 

iach ~ .... e~d ~aw,y .-11 ~1• 1ta·~ ~· 
~ed ·data . aa~ ottloa pc,ait.iom fl"t$1dsi.• ~pael"8 in .Ma 
~ .., ·be proaoi.ed,.. 



Secretaries - Retd:n title, 'bll:\ 
receive salary ~e 

l 

ho 

Thia table ,s}v,)uld be .road as follws1 PeraOl'JDf!ll directors ot 1$ oil 
~:ipanies reported t.bat. .... w·1e 1n their ~iea are not. Pl'QIQ!>ted 
to o£f1oe . positiOl'lS other than ...:seWirlal posit,ions. but. t.bat. e[,t)ary 
ir.icrem:ants are ,ma.de w ·tho. ~1es.. 



!.l.Jltl llI 
. - . . . 

. . . . ~ 

OFFml Ml'fmlS to umt ftmDamtlRS VA? B ~ 

~s. • 

.locount.ing Clem ~-
j$ . - hl 'illl iii . Mt IU~, 

, · " 1n 
. Hll!rJ 

.lS 
l 

l 

II .' t I. T4 j .. I Ill L _ f 

flns •table ahow.d.ba ~ u f'ollm.t Pan~~~ or·JS oU 
~•• 1"epert.i \bat. flitfflop-a.pben in tbo1r ~1- -, be ~tad 
t.o Meretat'iu .. 



I. 

i 

. . 

office positionih, s~nt.aries '1n this eempai:v are .!Nquantq p~\EKi to 

Leaae Reool"-da Cl.erb. 

One eOllpany _had had oweral of its 'liN41 secretvi• promoted to e,ceeut.i'flJ 

poait.-i~;t but. the peraonml d:irector of the eompaqy indicated that. theae 

wen aeeptiotUS ratJ:u1r tlum nonrtal. ~iorutl. procedure • 

. Aa ··"fflJS· · reported· pn;vtou]¥ re~.- !lill. or ·thGt -~ ·e-cmpMiee tollow Mio 

:practice 0£ pt."Os,ting et.eoogrsaphtm, to tHtCNtui•• One COfllP .. ~ueiin'tq 
. . .· . . -

p~tsa '!.ta stemgraphen to aeeount.:ing elem; aether promotes the to 

bookkeep.en, 

S~leing these data on piosot.t<lnel p;roeedul"\9$ for NCNtLU'ial. a.Ad 

sten~'i.o peraonnel in t.he 15 ell ~i«J; tlw pollcJ' follow~ b7 the 

eompani• ·$$-dltit . to 'be- eltb« to ap~ n• et.Emograpncra .. p~- -piee,mt, 

-~ elss5ified • ~~tn,ut-.'" •t,,ptsta., 111 or· 8 1'114 clerics" to 
. . . 

. . 

stenographic poaitJ.ons. Stenof&'~J.".S .ire t'U'oaot.ed: to ~n\mriee. s~ 

tarlea ere mt.-~ p.romoted to higher of.tin po&iUor'8:, but r49ta1D:tbeil' 

aec1'."etarial titles and 1"'8CtiYe ••~ im~t;s aceor~ to ~ ~-~ 

,pollc:1a. 

Kedia .Y!!!, .!! ~~a:!9 I,~ !!£lm!!!,.. ·. Table lID ~ .the ~- WHld 

.o,r tblit oil eompani.:e f"()!> locating n• Neretw:'lal ·au atanogr;pbte <Uiplo,rees. 
. . . 

On tu quettionnai~ u«r :ln iD~1aiag pC'lonnel ~,_.. -wm:"8 iatsi sill.'. 

~ through which prospective otrtee ellP~ ldgh~ be loc~ted. Pera~ 

·· unag~ were eked to. iudicat& ~ ·~ tW-1 aost. fniqtMmtl1' al'Jd. second ·110St 
. ,. . . r , . 

, ··.. ·. 

~ companies illlintain cotlpaqr -.lb,ment bm'e«w!i ·-= pe:r&onnel 

directora ot twelw of. the ·c~u t't,pOrka. that, t.hese ~al\'f emplo~ 

oltt'GamJ an tbe firaka«l a.- :for l.ocaU.ng pras.pootiw amplo:,eectJ 



TABLE XIII 

BDIA OOFJ) IU LOOATl?Jl PRGSF~TlV,Z 
S!OC;Rl±l'ARI.M~ AND . STWAtfAPHIC 'IIPLOtEES 
AS ntDICKTSl BI 15 PIRSOtl!fEl, D.1~ 

Company -~o;yaent Bureau 

CollQle and/or High SdwOl &niplo,-nt, 
Bureau 

l:1ni ted states Employ:111911t Agenclea 

Personal A.equatntancea, . Friends, 
or Relat.iTea 

l2 l 

l s 
1 4 

4 

1 l 

-
1$ 

Thi& table should be read a:,· follow., Twel w ,..--,nne1 di.rectors reported 
that. ttie fir~t. med111a u..-d 'by eacll or than to. locate proapectiw eecre
t.art&l and stenographic~ 1s their company -etn'f'ltl;yaent bl\lNatl. 
one per o:nnel. dir• ~ inciiccated t.hat. thia 1& the second inediua used by 
hiis comPt11'11 t or l.ooatitt,g px-0,~ive empla,v"ees. 



. ; . - . - . 
. . . -

. .. 

the tbirte&nth · compaqr -• iW . ~~fii.Qt burtui'Cl · a a secondary' .11$n~ · tor 

locating proa~tiTe $ecfttfit·1es .and t:rt,enographeta,. 1ft IIOSt 1nutam:es1 ·ev·-, 
·_· . . . . . . : 

~aDI' ei!plo,~ m~ uintalns a .tile or waiting U.t of J){tJt"$0M ·~·-

airing emplo.'.r~t with the e<apwq- es sGoret.r.riM -er· s~pbe111. 

College $fflJ/or bi·gb. Bcoool. -.lo}'lllent bur'~ w.re ~ted by one 
. . . " . . ., . 

personnel director to be th~ -~ta most. tr~tq 'WJed by· bis compmv 
tor loeaM.nr; n• -.plo~. Five e~t• use· tMa •edum u a aecmmrq 

uaue ror .locm.:tag nar empio,.._. 

~ p1!!ffonnel. dinietor ind.ie.a.biad tb.at h1a c:,capq- ca.tacts .a _pn.v,ata 

eilpl.oyaent · agent17 u a !int step when loQtd.ng tor 1lfflil' illlll.01'$!& ~ Private 

emplo-}'rltln't at~encieswere gi"Nn as •~ndaqmetins £er ~tire 11W eaplo,'eea 

'by toa:r persom»l d~wa. Sws.rd t ..... aoie e~ta, ...... gJ..va '.• 
.. . . 

p«'$CMel director.a tor privste eapl.oyEut agencies_. As 1~.atld ·r,r ~sonnel. 

dinetonl of the-. f'i'lffl comped• aak:1ng trecp1m.t· use o! thefh't agene:i•, each. 

eoapany bas a p:mir~ieular emplo,...ent &£«u1e7 1m.ich it. us•• 'ft» emplo7*a$ 
. . . 

. . ' 

ageiaq .imOWS wmt. the· oil e~ ~a of' a ~ •~Y OJ:" atena-

·. grepher,- Md 80 is able to -~ &a.tutatoz:r · plaeamt of n• employees. 

~ or ~ · COflpanies use tmit.ed 5\e,t. empluflll&t ~--en<.U.M a primaz7 

JMdia tor finding new, $.ecntarial and •~:tc .. layMIIJ howffm-,. four 

eoap&m.d US$ th•e'u· fiGCO~ &!dia. 

One p~ direc~ ~ ~, p.-sonal acquaint.1looea, tri~• er 

reht!ves -~ hie: or· cf cthtr .oo,apsq -~y~ ~eN ·u. tmt,...uaed mmum tar 

loca'ting replaee'enW in~ c~-r• One COfflptq1 tlS-., the88 U secondary 

Mans tcr loe~ting ,n• 11-ecr~ris &1d a~aphers.-

.,_})$.lJ.'&r sdvert.i&~ta are not used .by 11.,;:q or the e~ti:ttl.E!G for 'lDct;tJ.ng 
. . . 

ma se;cn,1.arUl and awmgrapbio •plo,ye:es. Se,reril.ot ·the penom"..el dineton 

e~nt.iid t.bat. th1a me.ms of loea:t.:i.ng n• emplcr,1ooe hrad not b«le~ Xl.Sed :si~ 'the 



These data would seem to indicate that persons desring employment. with 

oil comp:!i.nlOS as secretaries or utenographen, should P.P?l1' direct. to the 

oil companies• employment bu.re-.; .also• t..hat. coll1:ge e.nd/or high school. 

employment oursaus may oo ot r.ru.ch assio~nce in ·placing persons in jobs 111th 

v'> 
Stat.as .,~ Hat.ure ,2! F!J?~t, Tests. (,?t the lS personnel dirrotora 

1nt<!lrvlewad, 12 ir-.dicated that their C0fflpalli.e8 ~iVe tests to i)t?r80rl8 &p;)ly1ng 

for employment. as secl"(!ttlriea or stenogn.phars; three ~Bnias do rot. eive 

aey k1.nd of .f'ormru. empl.oymont. teat.} Table XIV summarise t..~e data. 

Four comp;iru.es t:ive 81'4)lo,Y:lll&nt ~~., that are ~')anT prep~red. Te,aw 

dictation in short.ht.nd• transcribe on the typew:r.iter, ~.nd to spell correctly. 

aoillt,- is tested by one ~span;,, u is the abillt.y to operate the Comptometer. 

CoftlllAreially...prepared t.esta are given to applicants by 8 eoepaniea. 'lests 

given by these companies teat. an applieant•s a'Jil!!l'..~.UPfflttite., truce 
rt'·· 

di.eta:tion in shorthand• t;ranscrlbe on the t.Jpewriter, and-~ his in-
,....._____ __ ·---···· .: . 

t.elli.genoe. Testa given by seven of the c~ies Jud.tie an applicant•• 

persom,lity; cu test spelling aoillt.y; two t.oot f.tling abil.U¥• Several 

of t..~e personnel directors indicz.\ted that some o! the testing of appli.cants 



'l'ABL& XIV 

STATUS A.ND t~1Ul~ OJI' ~L(J!l~ T~TS 
t'OR S3CaaTUIAL .llID .sTmOHJI.PEIC AP.?!.ICUfrS 

A!3 llDICATiID BY 15 PEP.S(ilv~EI. DIRECTORS· 

NQaber 

46 

Abilities and Traits Teated 
ot 

J1 ... ! ' i 
0 

Coapenies I 0 

~ !l 
,... ta ta t ' ~ 0 i ~ Reporting ,.,. 

l Ol'l i t:: ~ :: ~ I !:" i i ( I ::s g 4' 
No Employment. Tuts 

Oiven 

~-Pr~ 
feats Given 4 4 4 4 0 2 h l l 

Commareiall:r-Prepared 
Tests Given 6 8 8 8 8 7 6 2 0 

- - - - - -
Total 15 12 12 12 

•''I. 

9 10 ) 1 j 

Tbis table should be read as follows, Three ,,t the 15 <>ll ~es 
SQl"Ve,yed do not give emp.Lt,paent tut.a to secretarial and stenographic 
applicants. four <"..ompan1es givo employment tests that are CO!'lln~my 
prepared; personmldlrectors of t.heae four c~ies reported that the 
t.e&ta were given tr., aaaure. appll~• abilities in typewriting, short
hand dictation, v.ach1ne transcription, and spellinc; two or the pereomml 
directors nported that tests g1 ven by .their companies ju.deed an appli-
cant ts psroonal1ty; and so on. " · 



!~~~et1¢.~• This ~t.:ton ot ·the 1n~iJm: ques'M.omudra w~ d&itdf;;ned to 

:r~v•l ·the Id~ 1natti .1~uil"i'd of ~inrd.~ ~3~ries in t~iti~1 

'SllortJ1and dictl!ition, ~chine tr~1100:ription ~. S-r~th~ ~i:>~, ar!d ~chit• 

U"a.tlscrt;it.i<>n b-'<a ,,nie& r~d~s.. 'l'oo dat& ~. l"'~~ood !.~ Te.blta IV., 

t~i tir.g, dictation~ Qr, ta-anf'mptton t""ate r~,,:d.r~ •. 

ma1n.iJ")t~ ~nl~, one r~q_uire-~ 111 min~ t~it,ing ;r-ate 

pr,oviood timd ·Wl"ltingiJ 114iicb ~Wl~ ~ed appli(iaxn.•• "t;}'I,lf.MV.dting 

~~illti,q,. .'f>® r,eri~nr~ .. dirfiet~-,, r~.f't.oo tJ- l~:tnuw t~ •rlttugs 

~~N ii ven. to ~ec.reta:d.a1' am. .e~&~ie s~i~ts» il,.?id that. tem ~ ~'Q' 

~e.t.$d £or each tj1t~itinc• ~ s.t~ b:, &p-*"llca.nt..s. ~ ootiv~ J'W.ige.$ 

tbe t:rpi4,g ability of. etdt ~ll~nt fi'011 his ~t.~nts on. 'tnti fo~wu appll• 

·.Qation-r1t:J1 t~t.i.ng \&i$:'t la given tb.e appl1ewrt.. 

~1th regwd t.o Ida~ s.ho~ dicta:tJ,oo rates,,. Ulr~e· ~.pant• ·~nir'e 



., 

TA&.E XV \ 

MitJ'.WUV TYP&Wlll'l'l?(} , SHOH'ffl/JlD D!CTP TI0N1 AND I,\ACH!NE TRA.NSCtU ?T.IOll ttl\.T. 3-~ 
R.~UIRED 01 3mINNINO S&CRS'PJ\RI &~ AND S'I'&HOORA?ll!!US 

· wiii&ir 
ot 

O(Jllll)aniea 
!022~¥ 

7 

lS 

l 

2 

IN 1$ OIL COMPUUES 

l 

l 7 

2 2 l 

4 l 

Dictation . 
~ Wgr4f fer IUQVfdl2 

80 90 100 ll0 ·120 

) l 2 

3 2 6 2 

'l'J"anscription 
il9df Pl£ ?fimik 

2$ Jg,~ 40 
1 

1 l 

Thia table ·~~d l,& r'ead as tollow1 ot ·the 7 comp,anios 'that will GJt1Plo:, new-- ~~iea, l bu 
no minimum tn,.-Mti•, dlctation, · qr· t.raucript!on .au~ N qtdNdJ l c~ riquireJ a 
Jlinir..um ~!ting rate r,f 1.6 wor&i ··per -1tn1teJ 2 requ1re f:IJ words per ~nut.., and ,o on. The· · 
rema:uld. r o!· th.a· \able is road in the ell.ffU) ~. 



10 mtnui..; fl.rid one ~• .accepts tlle stt\:tement& of ~lie.ante. app~ng on 

the applkation form,. 

only one Cf)llpS!V' :requtres a mW-. .~pt.tort· rate of its. ·begin~ 

A:H1.;1er•r1a.. 1:his rate 1a 30 wpaa,. and 1.s 4~~- :qr an ~- t.mt. 

inelu.ded in -the ~eE't'd.~epared tests .t1•tm to applicants ·• the ~. 
. . 

lone- ot th• e~• hffi9 mJ.rdlMa ~ion nws &.oa voice ·re-

. eordlnga, althouglt sscretaries in aOIMt ot the~-•• voiee recording 

C'fqllipuu.mt. 

F• atllnog,phe!'$1 2 of the l5 ~-~ no .mnilMI rate a twPe

writintb short.band., 01' ~pt~ither .trom -~ ~- or voice 

:recordings.· Th~ eomp,mies • have llirl~.t.~itJ.ni sta~ ·ami these 

are as follons ·om· canpan,' requ.ira .. It, 111p11; senn coapa-111 a· NqlliN $'O wpllJ 

tour~~ require60 wpa; and om e~ requiNa •t.15$t6S: ~-

In aix ccmpan:t•i thee ra.~s are determined t.l'U'Ougb. eom:erclally...pra-. 
. . 

pal"ed tats given to Btienognipbic applicant$. rive compmi• gt,e applicante 

tiad writ.1np nnging tn 1mph fros S m.Umt,e$ to lS minute.-. ·ar.td.deduct 10 
. . ' . 

lllOrds·. tr,r each t.~ting error. sick a appllcan~ aakea. two eomp.!miea 

accept. the applJ.cm1:tt·a at.~ -.ppesrlng · on the. to~ appllc~.tiou with 

ref'ereme to typewriting e.bilitr. 

!bree a_,ani• · require a flinillwl · ahorthliffld diotaticm raw ot 80 wp1 and 

tw eo:q)mli.N require 90 Wf'll• Beginning Gt.enograph«rs , in eu corGp:tmin miat, 

be able to take dietat1on 1n ,shorthand at a lli..Jlbl.ma rate ot l.00 wpm. 'I• 

.c;:omp,uiiu r$quiN a dictation rate of llO wpa. 

' Shortham dictation. aaili t,y ot appllc&nts l~s aetmured in id.x eompanlu 

thro-.1(.h the use 0£ coa,crc1aJ.l;r.prepared. G11Plo,-nt· tests.. ?i~ eoap~nie give 

t.ilMd dictation to ap:plicmw for pertoda- o! t roa J. to 10 minut.u. ii:vo compmi• 



accept the. rtat.emmts of appliermts w:itb ref'eroncl? \a shorihand dictatton ·. 

ability. 

Onll'' ·two. or the .lS Ct»:lp@1- l"~U:U"$ sdniaa ~cript,i.t,n r-at• tt'OB 

•nort?tand mt.48 o_t their beginning stenosraphen. Om ~.requlrea a. 

minimwl tr~ei\lpt;ion n'"° or 2.S wpm and .. on. requiNS a rat. of .h,O wpa. 1A . 

aoob int1~e. the ~pt.ion r1t• k dn$~ ·~ the· ue.ot 

e~ielq...prepsntd teats which are detltpd to auv• thia at>ility. 

11:l.t.~gh. a•ercl ~,s ··-.. use: of voiee .NJCording equi~mt,. none 

or the perao~ dil"l!ffl1\,0ra indicated that.· a 11w:d.ll&ll trawscri.pt.iea F&t.e trom. 

votce. J"fJCordittp. •• r~ .. 

fhett• data would Naa to indicata that' ror. :a JHraon dealrirJg -.10~'·. 

with m oil ~ • aeo-reta17, a ma1am t~t1og t."&fie of r lUlt 60-6$ 

wpm is ncusary, and he ah()\lld ~ Rble to tillite di~ta"tion in &'to~ at a 

~ rate of llO wpa. 

For a sw1~pher,. a minima typ~r-itlng n'4t ·wr &oa ~ wpm a 

necessary• and a dictat.lon rat. or appro~ly- lOO wpm ia dnirat>le. 

For 't)oth saaretll!l"!ea aid -~~ 1 .a.Yeirage tr~ptiOll · at>ilU;v 

tl"O'm@horthend.not.es ill e.utlicient .. 

'fbe ~-u,~to.r 18 aere of th-e tac" that the ~ @ho~ dictation 

ratew required ot. ooth seeretari• am st.ct'~fllPhen· ·are.· rather bip .am ~ 

on-the-job dict&tlon ~uiral$nt'I •• P1')lN.blf' cor•iderabll' i..- t.han· tbeM 

rat.es; hOlfflV«l", penonnel ~ton, <>f ·th$ COl!f!umiMI ia.oluded.in the st,udt' 

indicat.ed that. these are .the __.age mniam dictation r11t.es requ.1.nd of 

secrets:riea and stenographers f.- lnitJ.al muplo,YllEmt in their eo11paniea. . . V 

Minima. Tl'ain'.!- ~tlcatlone cm Ollie$ .... Mac..... _h.ina...,· _ . .......,..• ?able l"VI 
1 :::::Iii·~ J 1tl ...........-. llf Y J!t!I 

' ' 



.OlFICE MAClIIN~~ TiU!NOO 1\KQUIRED 
0'2 fflfJDlNim Sf/'£RE'l'ARIES .um STtNO'.lfUPI00'5 

1 1 1 l $ 

Stenographers l5 21.3 :1 2. 12 

51 

7 

lS 

This table ehow.d be: read u ~ollc•u . M the 7 coi,q,eniea -.p101bg mw 
aecrotarial aapl.oyeee~ none require new ·~taria to h-ave tad training 
in the operation ilf adding 1U.Chine&; l. COJl!P81lY requires its 'begiming 
.secret.ariea to. be · skilled in the <>peration ot dupl,ieatbig macbi&NJ 
aoot.ber ~ uJ:r• :tw new · ~ta.ri:e• to be, Nllli-4killed in the operaUon 
or dnpligating lllllCl'd.nu; and 5 coapaaies do mt .re~1utre t.bair beginnlng 
secnrt.ariea to haff bad tra~ 'in ·the eperat,1on ol duplicating ma.chi.nee. 
Tho n m.ainder or the tabla 1• read 1n the aaae. IINll1tl8r. 



of ~gt.rini ng $~Nw.":"1..• .and atooov~r~ in op~~ti~ the tolli,n:i:lg M®i.n£~; 

Adding 1achin1BSJ cale~t1ng ~ima;: duplieat:tna ~~.chin.ea; &M add:t·~sir41 

' wa~ requil:•$d ·to be idd.~ or s-.t-ekUl~ in th$ oper~t.ion o.f th$' ~eMru.!!!i,. 

or whether oo training v• requlred. 

ns-1....sk:tlled, ~ .as def:tned on t:.-~e in\erview seh~le1 is ~ed. here w 

~d'iml.l 111()%'~ wno l:u11ve a.."l: eli!t~ntiil"J knowJ..eidf!,e o! th~ opel!lt.ion of the 

machine and :ttts fund5~nt.Jll appliai1"&1om, but. ~aa opcr·irt.ing sktll :ts belffll'I 



to be e&m.-ekillad in their. op.~r,rt)iioc~ Twelve oompani• do oot. reqw.re fNl1" 

training on duplicat.1r..g ~ or th~U-. ~ st.emgr~. 

om c~ reqtii:res its aa·· a~ to a,e a-1....ald.lled in oper

ating calow.at:trc :naehin.•J .tourt.~ c~ias .requirf!t no tr,4dning on these · 

mechi.aes. 

r,eglnning .s~rs. 

These data wollld s..a to indicate twat •. in additil>n th the ··~tel"' 

and Dictaphone and/or ~- maol1~, instr.action ad· Ira~ ot a :rathEr 

detailed nature Mould oo provl®d in a :tiacwet.nrul ot.fice. ~t.iD coorae in 

. ' 

nu.t.iea .?eformed·bv $ec~i• and Stenos;9.-. .. ~~ direct.on 
, ...,._ . . . ~. I J L J 

were uk«l to indicate the du.tie perf'o~ ·.tf:I •~n:tariaJ and et.i,nogrnphen in 

th$ir ~w•.......autiea otbftr tun t.bose im,lt~ in t.he def'lniticm or a · 
. . 

· seereta17 · end stenographer" given on the in~1• aclledule.,. · 'Dlis qu~s't1on 11ra 

amked ot personnel dlrectcra w •• it-and 'llh$"$-the m.tiee ot oil COl!lpBfq 

•ecr~ies snd st.en.op-~ differ troa dut.ia pt11rt'Ol"Ud by t.t. ._. type 

oE ~tees in• other ousiffltfle fU'IIIJ,. 

Snm personnel. cU.ftiiCton · r~MWfd ~t. the·· detinit.ion given for a · 

aecr•tay 1mluded all the dut!• pert~ b7 begtnnmg ~rt•· in tb$1r 
. . . -

·~iea. I'Wilonml dil'IICt.o~ of tbs elgh$, r~"ling.compamea repo,r\ed 'th.a~ 
. . 

_s~~rles in their. ~-_-Pdwmed tho· ~.b1g~1-•. 110t. is~ in 

-the .defini t~ Yihich ar-e li.Stl//fd bl t,~ 01'"~ ot the1r' lreq~ency c>t' .ntbfflt' 

Fil.ing ... 
U.1ntQin oonfid.en$~ ru.. 
$om,e bookkeeping 
Pr~Npo:rte 
tua dic~tlon ave-· telAplwm 
· I.new of tnwel. lac:Ui tJ.e# .md wiuce ,rt,aa"f'.atiora 



giv• on the .:tntmivto ~cliewle, ad~uatol;r .~~red till th~ au\l$S pert~ 

'bl'. ste~g:r.apMrs in t,~1r oompm:it~ ... ?-.'1'otUl$l directore tot: the· ·li:<tx ~nning 

c.~mies indic:111~ th~t •'t;~gr¢1il:n in \.hair~~~- also pel"tOli"tlled t.~tl 

rollmring du1.ieii., l~ted in tbs ord.~ of their .fr~iie~ or m$nt.ion. 

Filing 
Se& bookk~ing 
TJrpe eoot,rets m-.4 othew ~gal p~ 
Route ail 
?n,e .~ lliB~rt• 
TJl'P4 H.bw.ated mawrial 
?f',tpM"e $~.ltils .~ ·~~ 3hMtll 

V . 
~l?~4 ~~i~. ·.~ at th• 15 p.-sonnel. dir~to,1.,. itttmivii\l:~ ~ 

of "the opinion that. th~ :ta t~i31 trutd.~g., pecuiiru: onl,y to: th$ oil indwrtr.,, 

personnel dl~i, as trainill.i ffhicih proep~tive oil ~fflll" tjJ,~Cr$fArlffl and 

ste-m,grapherrJ aoo-.w:t t•t. iii th~r high tieb.ool or college oftiee p:r~t1~ e oune. 

'fh~fil ~onnel dll"fl(lt.on reported th11t see:1.~taries and 3~grapMn nl!}i!!Jd ·to 

rgn~~., ~ ® f.c,;rttt., 

'*Tecm:u.eu term ot tlm peti\'rolll.fflffl fmtBJj~-bl)W· to wrlte end t1.'ii! tr..- terufll 

~ ~ial l,a.ekgrouud tr,!,litting sugg~ted l)y• oil~ P'tNO~l di.~w- u,bi.cll ha 

~liffed pros~tive oi.l ~omp-., S«tl"~mf,1• and s~nogn.phen shoQJ.d ~. • f!iW . . 

S~•al. of th.$ p~onnel. di~ton aho imU.oat$d that, oo ap.eeiBl tN!l.ini~ 

pecu.li~r to the oil ~t-117 should~ tiVMl in high •chool or ·co.'U.e.ge otfiee 



' 

TA.BL! XVII 
. '· 

SPE'.CLU. TRA1NOO ~1U CH 7 P&RS~Jt.ffiil.. l)Dt:ECTORS BELIEVE 
SHOULD BE: OIVEN I.I OFFICE PRACTICE COlJR..~~ 

Special Trainbig Suggeitted 

Rmr to write and. interpret. lanr.l 
de8Vipt1ons; that 1a.,. aectlom, 
tmtnships, and so .forth 

Teclmical tar~ or the pe~leua 
industry-how t.o write, andc use· 
tt-..e terms 

A knowledge of the twlct1q,ns and. 
operations oE oll oompar11eit 

· ~ : &l Persot,ml!il. -~-a 
Who .Bf.tliffe Thia Traitd.ng 

Should be OiTen 

h 

2 

l 

Thi$ table ahould. be. read ae tollCM'lll Four persolQll direct,ors bel1we 
t.ba:t student& in office. praet.ice courses., who plan to- lR>X-k ~Qr oil 
comp,mica att.er leaving acl11ool., shoul d be taught. how to write land 
deecrip-t1ons ... 



So·. 

. . . . . 

ffld ~graphic ~:,ees ..... in· need or· good gAJneral. educa.iao'.0$• m:d. 

thorough .-~graphie training •. ·~ .:Ofllieve.t,ha\ 1rritb them• p~ulaitea• 

.• the. 1ndi.Tidwd companies em give ·a\Y iJpeclal trat~ nieb. their ~~lu 
and s~a-pbera n&ed. 

.. ... . 

·Two p~sonw. d~ton ~-·~ .. -~1~ or~· i.n~1•· 5Cbedde 

to report that. at.udfm.'b who pla to nn at"_. 1-Y'in, acbool zleed iutrunion 

ad training in ·bow .to awl1' re Jobs and ·oow to· £iU ·~· ~utlon toftlll,. . 

Samples ot· pN11.c,u~C'Utd ~l.icat.im fOftll ..,. ·aholm .·to the 1.nYut.~atQr 

to illustrate tba poiaw whld\ ·tJ» ~. ,.unaton .bl\ld in. Jdat. ._ ot 

the directions appearing • ·tu epplicat.ion tol!'IB bid •beu dilli:n~ 

eonsequent,\y,, appll.omt. filling tba a\ w-. mt. .ven oomidenid t«I' . ...., . . 

. . 

pl~. ·the .per~ aanaa.-. -~ that U $ppl.1cmta ~· not f'oU. 

tmivuctions wen applttng tdlf ~~t,, they wiQJ.d Pl'obai:u.;Y » jut, • 

vnreliabh when on a job. 

/" 

-· 
) . 



0:1!APTER 1!I 

iWAWJ.'l'lON OF !'fm ffUDUIO 0, B.iOiliN!IG 
51CBf.MW'3 .. OlD STE?l)atUP'tf!BS 

.. Si 

./ v-

in h1&b schools and. 'eollegea in the past.~· ~ •vtl'ieie.ntc '6• ,pnp.-e at.U4Cmta 

for eaplo~t. with oil COIIPMi• u seental"'if14 am s~gi-•l)b.-a. pet'S<tnnel 

direct.on were uk.t to indicate wbethe,r. these b.egi~~ang ·&ftic• aployeee were· 

1.u:iequa.te o~ iudequaw ·· in the tollonag pbuu of lfemretui.al tralningt Office 

machines) subject: ma~tff., Gtficet dutJ.•, ·and persllffl&l traits. 

In ...,_.1ng thia sect1.on Gt tbe 'iftwrt• se~le,, penonnel ~ton 

were asked to consldw the q\lalit,' of vork done by the ujorl fit' ot beginr.dftg 

.a~\a.ries and stenog~ in thea ~id in the pal. .'lbe que-ati:0u 
. . . 

'lftll"e to be amrwered in. the light. ot, ·~ eonaid1t:rat1ou. 

. . 

,!!! new. Secret.aria and ,Ste~~· ot t.n 1 compaiee ~.loying na secr-etarie1., . 

persormel d1rectors o£ two- cmnpmiea reported that, beginning aeent.ari.u do no\ 

ae Dictaphone o~ £-diphona equipant,. .· !50 penonnel. di.NtSton report.ed that new 

aecretartes &r$ sdequatelY traiaed :in:· the •• or ·this equlpiat. ft.tree panu.>mwl. · 

dir9Ctoft indicated that ~ni• tHtONt.Mi.es are i~at.el.y waS.ned ·· 1.n. the 

use or Di,c:tapbone and/GI' Edtphone ~ipment.. 

Adding uehi.nea, are mt. •• by mnr ••re~i• i.n ) cmu,.ames. Two 

personnel. direct.on n.ported that. nw see.ret.u•ta in tbelr compmtea ·are ade

q?.1At.el.y trained in the. use· of addL"!tg mach1neaJ l:.w pa:rs:onnd 4iftleton reported. 

this tn.tntng inadequate. 

Calculating uehlne ,,_... found to be U6ed by beginning •ccreta:tea in . 



·.··sa 

. In no• ot the CtJapanies do e:11Jenwrlu ue ~,1,. -.cnm•• 

Secretaria in.· h COl'llpffllM do Mt. ~t.e duplloattrc ueMaea.. Seema-
, , .. 

Only one ·or the 7 ·;penoooel d~ton reporled U.t.· lMgim:d.ng &effatarl• 

use the tompt.ouwr ~ Imt lq .hnOh 19.Cbinea, &l.1d on both·~. of -.c:hiaea 

~ 8eCNtllri.d _.. ~:at.$1.;r tr:atllfld. 

StAmographem in 9 eompanl• dO or.rt. use Dio\apbone or Mi~ e(ll'd.~. 

fln-N panonmu dil'eetora r~ that Die~ ~for it.di~ ir•ining of 
. . 

. . . 
. . 

l:Mtgbmi.'ftl fl~aphen in tbeh" .et~• had ~- ~a:te1 bowner, porttoMel. 

d.U\.Ctore tor thrtae cc~• reported thta tt'llining uuteh.1qua:t.e tf'II! their 

begi~ etel».papbe/1!'$. 

Add1ng ~hilHlilll a.NJ not uac o,- e~phe.n m ab ~am..•• Sfl'IC 

•~ di..rectora ~ tb&1.. ~· •~ in their eonp3m• 

tr••t.'17 opentte •ddin& 1111®1• and ~ their· tra!.i'UJ:C .on the ~- a 

~-. l'n ~mel dl.rect.on beline4 tibia vatniq 1o ·"be wdequ;te. 

·· l!:lffa ~ ~ ·nport,ed $hat, 1Mrl:1mdug a~ in theQ'. 

COf9mi• did n.ot •• o·~at.ing ~. ~ ~{fflflel d~~ ~\*1 . . . 
. . 

that. the calcul•tina rachiu trairu.ng or thilir ~liMinl att!~•en ta · 

~. oa. persormel. director ~· this trau:d.:ng - J.."V'~. 

In none or tbe e:~• · do oegitrtling ~~hen use a&i~tU.ng 

mac~. 

DQpl1eatillg macb1me are no\• u.t b.r atenogr.aphet'9 1ft nine e~rs.. bi · 

tiw o£ the compani• 111 whioh tbeee •ebJ.aea are used l;Jy" beginning-~--. 
, 



' . .,, - . ' . . - . 

~· J)iU"aomh11 d1Ntet"'1:' r~ that 'be&im1ns ~~wain hia ·e~ an, 

~~ traitWid in thei ~•tcm or ~ca.tin, maeh~ •. · 

The; C~tobtet" and nm·~ Punch ~inee W'fff.il. a11eh ued tq onl.7 om ot 

the l5 oo..-~S., and the pc';;;oa-1 ~~ •t ~ta ~ repcr~ that. 

begirming. stcru,gra:pher$ are tna~wl;r t.nii-4. ht the ~Uon at Meh. 

~ data on oft.ta. !Ud"d.B vaim~·ror 'bo'th .. ~~:a)d -~aphu'• 

lM,U to 1adica" t.•t. t.J.'H): Vairs~ ha~,. in •,:t. inat&neeefi b$en ~-die; 

h~# 1u~etibn a~ tra1ning ~ 1- prmded in MCre~ ot;ttc. 

practice eotli't.iea !:or addlng maet~si l'ict.aphoM 3Dd/or ffipho~ ~~~ 

.and <b,p1.1cat:1Dg 11MhimlB betore pt"OTI.ding training on lWM!t-u."ffld otrice u.old~ •• 

Data pert.a.ining to th~ <tfi'J.n •chtn1ru1 t~lnu,g reqttired Gt· btlg1ooing ~aria 

amt• #MOOtN~a _..· 8~1~ in 'fable XVIII. 
~ 

S11bJi.1c~ Mat;'t4l' 'h'td~ of NB Seer.tariff. am SNRO~.· • ?abl.8 lll 
1·aqJ.l IS. rb:!lt~ ....... ~.MJ iji 'llJI .W~.(e····~·,,~ . 

' . - . . 

~ey of moject. a'tte- t.raming of be(timiDc ~tui• •d s~nop-aphen. 

Pu'aonnsl di~ or fm.tJr of ·the, lffi'lfert ~penie.i,. t.nat m. ll eaplo7 nar 

.secntJar1$e, r~rt.ed Ula\ ·begimd.ng- ~o$at'iea po~aulll adequat• knowledge of' 

~ .mt ~t.ionJ bORftl"# the~ ~1n1ng; pernmlnefl directors re

ported beginning a~hs 1M(r~te b them 11.mbJiact ~titt.1at' areu .. 

Fi- peroonnal di.Yeetol"s indicated that new 4fQ.Cret~iee .aX"e _.q;wite in 

theb- abtl1t.:r to spellJ tao :r$pQJ"ted this a1,1li't;J' inadeqwdt.e ta the.bi ~g:tnri1.ng 

Ari·~tic,,. •~, utd f'ilil)g .. 1Mra· nporl.ed bY IJix pm'Bot.tnetl direct.o1r:s a 

subject ~t wt> aroa in which ·tfujlr ber11nntng $llCNt~ies a,:,e adttqwate. Ol'l$ 

personmu. director repairted t.l-mt beginning s~,~tariei:i in hill ei>:!i~J' .-. 



T~ XVIII 

. . OFl'ICS MAOUIUS TIUINDD QF BIOINHM .. 

. smmARlAL AID STDOORAPUIO ~Pltrrm ?:HAT m RWUDUJ 
AS A'.OEQUATi oa ~UA?E BI lS nn..,~fflmt Dm&c!ORtl 

. . 

-- -- -

• 

.. . s~~~ { 1 ce:2m.~a) . , · 
»;,.Rn ,.._te ~-'-

.s~-r,~J~ .. C~•!,).·.~ 

~:' . .Adof&•te. ~ .... 

Diotapho.• WJ.4/• Wflho•. 

AdtU.1:11 bobima 

~plica.ti.ng llaicb.!.Ml,l ' 

Calcula.ting ·. laohinff 

·compto..-
IlW'· Key.hnoh·~1naa 

Addr,n,aillg JI~ 

2 

3 

b 

6 

6 

6 

7 

! 

2. 

l 

1 

1 

l 

' 
, 3 

6 7 2 

9 s l 

11 3 1 

1Ji l 

14 l 

1S 

·. . . . . . - " - . . - . : . - . . . ' . ·,. .· . . 

ru, table llhow.d be nad u follow, ot tlMt 7 ~ ..,io,-ttlg D$W seeNta-1&1 · ~-·· , . ,-..,=-1 ~tiers ~f 2 ~ rep('a'-.1 ~t. ..... ™ do ao\ _ue D1otaphou an47e fflpht,ne 
~I 2 pet'OO:ml$l dlriotora indicate4·t.bl.t t.hll DiotapboM ad/or ldiph.o:a.e tnitiJtc ot 'Lh• ta.ft'. 
M~a hMl beon ~uate, end. J r~ that; \bu \r~aing had been ina~uata. 

. --·-·-----·-~------------·-·--· ·~--· -------··-----~---------------·-·--· ··-·-~---·--------------~---------·-----~~------------

°'· .. 0 



l'.A, .. ! f -~- p, J - ( _ •• I' &Ji! S ., ~ _.1 . - i.1 

5•aretu-1~a (7 C~•s) !~gra.phers (lS c~~s} 
"'*'il1il'<l·., ... -lli-r_ .a.tar f.wi>t~_.,,_Jt ... lf'II :g·t.· .. tai>M • &.,A •• J: µ· .. 8i ,I JI! A.l,u_,jj¥~!:l!~l1$11 )II~. _ $ __ .I - - . ' L 

Adequate ·rn.d$ql1•t41 &d~\t 
.,._,- "-""-""•~-~.ill ··. r ·•J& ·• tlM .!It~,·---·-~--•-~--•-""'·-•1u-•-•-~1..,,,K ____ , .; __ ,.,.....,-4,.t:_,. ·-•·-·-~-,· ,_1.1,.-.-....,.,i.a!J.fti_,._"'•-• -·-•-w-""'""_.,._.. ---&'* _, ... : , ____ --·---·-' -c,-itjx,\i<V-• ___ 4 _1'*! 

ar~ar 
~tuatioa 
Spell!blg 
Ar1~t.ie 
~hip·. 
Sp~t 
~ .. or Dw.i"lr.-y 
Tonit ~f Voice 
En~!.it.ion 

T~i'Ua:11 
Shorthand 
Tr•soripUon 
11.lillg 

"'1Sl"~W-~-.-- _i!j •Ft .t .~ i'! Tl ! L l _f _, 

u 
4 s 
6 
1 

6 
6 
6 
1 
7 
7 
6 

--~~~- ·b ... z 1, ·, >;!I.ad$ ·.r~IH.!tll>1$12 lt:/llsl 't qf;·:wr,i ,.1"l":'llt~ir<'($.l_i:u: 41_ 

J 
l 
2 
l 

l 
l 
l 

l 

) 
4 
.) 

ll 
lJ 

11 
12 
u 
ll 
l.O 
9 ,, 

12 
11 
12 
4 
'2 

3 
.3 
h 
l 
$ 
6 
6 

¥" _1.,w_lfl•twr,.a .•... ·•-• .. 1$.t@'; 11, ,~ uwwn. __ 1 a..· ... .,.,, r , .. 1111 • .-. * Iii .J1i,. " 

!his tabl.e $h~ld 'be NJi\d u .tollOWll!t Ffflll" or the 7 per~oml$l dir~tor1, o.f' ~~ni~:(t aployir,g 
new ilttffe~"tie1, indica:~d that ~ginning n~w·iu are ad~ate in gr·~; ) p$1'~onne:l 
d~t.ors indicated that b~:ng s~1"iwi•, .,,,an :tnalhi.qmite in p-a.~. !hr~• 0£ the lS' 
companies m1pl.oyilfi .nmr ite~r~~tt, find· ~inning t~lf'~h(fre to ·be ad~uai. in P'~lr.J 
12 .find i'.h$1r beginnir~ ~t~nograpbm-t!I t,o be in.adequate in gra~. 



.· . . L'11> . -'14 

• • ••••• • C ·, • •" •. .• ' •, 

apeedl na divided into ~r of d.U.ver;r. tio1- ol 1r0ae. tm4, em;molatioa.. 

?ers~ ~ton or ell .... oompauii• ~rted th.fit •ast"etarieis are 
. . . 

adeq~te SA pemuahip• t1PewJ!'it.in&, shorthand, end trm.Cl"iption • 

. · .&gimting atenograph•• _._.. rep•t.ed 07 l.2 of the l.S p~ M.net&ra 

to be 1taad,squate in g~ar· ad apeUingJ ~alt ) p@nicmnel. ctireoton r~rt..4. 
,, 

,s~.;,aplm.N adequate 1a ~· subjct utter !iela. 

,-tuaticn . ._ reported 11.r U penot'il'tttl .d~t.ora as .!Ml>j.ct utter- 1n 

which tK,ginn1.ft/t -~ •en .imdequa.te. Fotll' penonnel d:1~t•• 1n,

dioat.ed- ·that. ~g1mti.~ •~gr~ .an· adtwtu•t• ~ punctullittion. 
. . 

. ' 

filing and vaucriptioa 'lNff· listed• inadequW t:or begir&ntng s~ 
. . ' _. ' . . . . . . . . : .· ' ~ 

gr1rphen by a~ p$Mm:mel d~tonJ .ntne.;personnel direewn r~rted tha\ 

these subject ut.t.er area •• adequate. 
. -

Teti ponolUlel dinaton reported. that U1e lmowudge of ehor~ ·porl*•Hd 

J:1T begirud,c 11t.no~ is ~t.J tiff ;r~ ~ skill ~- D 

. begiml.lJ.1g -~raphUll .• 

Slaven peJSctmel ~ in41eaW 1ibat. bag1M1lil at.enograpben,t iii 

th<t1r companies are ~te 1.a m1:t.tmetie and emmQ.iatiml (ape.a) .. 

~ ct dttliver,y; tone.·<# voice, - tn>*':itiag w-. each· nportal b.J'· 
. . . - . . . . . 

U pemormel. dlrectol11 ·• ar_. a which b~~ a~.-a are ~te .. 

th~ ~llfflll -dinctora '~r~ · tllat. begimiiag e~graphen. ea 

adequ:aw in pemta•h.tf>• 

tt· is -llfl'ed that. these uta· a nbject. 11att;er tr:aim.n.g . .z· seen~ 
. . 

. . 

and s~aph*1ii juti.fy the. inc;luia. in &Nn~al. otfiee pl'liiCU&eOffllnM 

of ~al progr>aa in gr~. apelli1.1&; an4· ~twit.ton. ~--F"'i•lml 



6) 

• • ' • • < , 

ahoud be ·.ude to .,quatnt etudtmts · 1n ec:ret.lriau. .ottica priwtice •. courss. 

with the var!A)us .,,at.I et! filing. .U.so, s~cretlrial otticllll praurttce student. 

should hne man., opportunities to tak:e. dicttttion in l'horthand Md. to ~ribe 

on typffln"it.ers .trom their sbortl:umd not.ea. The ·1mpo~.e or faeill~ 1n machine 
. . . 

\rffnaeript1on should be impreoaed upon pi:~,ecti?e •e«•t.an• .and.~_..~ 
• t ' ' ', . . . • 

Data on subject. matt.ff vainiQg or beginning sllC'Ntariu mld. atenograph.-. 

are preoent«t iD detail on T&W.. 1:a. 

Tr~ !.! ~ 5-:retari•. and ~!!!Sr!!!!!!! !! ·!l!! Pert'ol"JbMe 

of Ott'ice Ou\ies. P&notmel direoten;; or ~iea emplo;rlag UEIW 1l~u1.:al ......... -. . . , . . . 

. . . . 

dietation in shorthand. traueriW.ng Oft t1PftT'.tten, typing tl:'Ol!l straighkopy-

u.t.erial,- and placing lcmg-<H.stanee calls., 

Six ot the ae,rea personnel directors teported tut uginntng secnt.ario 
. . . 

. are adequate 1n tUtng1 twin& st.e~ia 4nd muter •h•ts1: edit.ing •t.~ial 

(~g,, revising O,CJPl';. ~ so .rorVJ), ·amt. handl.1ug uU ~ C1>ffupo~. 

Oas personnel di~ ~nod t.bat nft 8$CN~bs al"~ iudequ.w in p•tondng . 

tbeae office dut.i.ee. 

in· perton1d.ng the follard:ng of'tice du\iu1 A~. t.he . tol•hmle,, meeting 

and di:ncrting o!!ih <:u.l$l'Sj, and C~'81Dg bulineaa let.ten of 4 l"'ffll.t.i.ll.9 oat.woe. 

steuoprapb.-. WC"e repQrl..i b7 1.0 psni:mnel directm to b& adeql.latlidT 

tAU.n«l 1n t;~ dit.rtat.1® ill aherttum.d and. trJmaarihing on t.n,ari\ers J howffv., 

live personnel difteton reported tbia traiaiag ~--

All or the 15 p~onnel. di.N!Oton reported tmrt.~aphwa1 .e~litf' to 

tn,,e trca st.night-cop.r uterial. ts a~ai.. 

Eleven penomid d~ rapcrted t.ba'\ ~1m:d.ag at.enogr~G'9 W$ · · 
. . 

adequateq trained in ~ aail and cornepondence·· and. in pl.aci;ug long-. 



I 
! 

dist.a~ cal.is; four personnel. direct.on reprded ~ training as in~dc~uate. 

lfi.M p~e~l d1reetcr,s indicated that. beginning 8 tenographera &N· ~" . 
,· 

nth ms,ee'\ to typing stencils and uater ehata. SU persom:ud dinctora 

indicated .that begi Ming atenographen re. ~qu.at.e in pertot'lling thi& otfiee 

Personnel directo:n ~ isevm eo11panla indiea~ t.!'Jl t _b$g1Ming eteno

~rs are adequate in tilhlg .c1·1s tne a~li.'7 t.• .. ••'- am direct ot.t:tce 

e&J.len. Eipt pereo~el. diN1Cton regarded the tr~ ot new •tenographere 

in the performance of 'these otfi<te du.ties - inadequate: .• 

Onq tour personnel. dirfftors: repol!"ted thafi beai,n.'ling •tenographen · are 

acMqU&tely t:nimJd in amm8l'ing th• fielephGtlCh . !J.nen, pGrltOtm&J. dil'(!tC\ora WrG 

quick t.e. nn:,orl th.ts tl"Bin1ng inadequate. ·· 

Plirsonnel directors of three. companies. :reported that new steuographem 

Jl'ffi -~Wl~ trained in composing bw,inaes urttva· ot a routJ.lae nature ud in 
,' : 

editing .ut.erlal (proof'reading,, nnaing ce,;r, -4 ao 1~); ~~ .. 12 

penonnel directors ntported new e~aphans · to be inad•quate im ~.tcrmi1lg 

these ottice dittlea. 

From th-. data on o!tioe dut., ~ ot magimung aecreta.ri• .. 

ate•grapbera, it. woltld s&a ~ th• hidt Nhool. and college aecret.ariu. oi'fice 

practioe c<tunes lNl'*e providing ~ate trainmg in perf'o,Jliq the tollowi.Qg 

o:ttice duties: 'fn,ing .troa e~aipti-oow ru.tarial.; placing llmg-dia~e can., 

Md transcribing on tlw t,:pewri.ter. lfl>ll'ffa,. in adequate~ providing thitl. training• 

ether important phQea cf office t.t'alning have been negleotad.. - wore tbero~gb. · 

imtruetion and training ahould be 1nclw:led. in aeoratarial. otf'ioe prae:tioe eoursu 
. . . ·. 

in. editinl material., composing routine 'bu$.i:nes11 lett.eu:·s, and in amtBering the 

telephone. .Al.so,: instruction in· filing, anting and. directing of'fie• c..Uers, 



and typing •tiiJtncils md 18Stm' sheets should rec•1ve more a:tt,a,nU~ in secre

tarial office practice 001J.l'Ju•~ 
. . 

Data o.n the per;Cm'.'Unce o£ office d.utie1 by se~taiss .and Gtenographent 

are &W11Urilled in Table IX. 

Table IXI trtml&ariau th• opinions ol P4normel direct.ont wit,. raptet ;to. . 

the adeq-..µ1e;, or inadeqWie:, ol tndning 'in pmonal tralta. tJt begimti.ng 

secretaries .and 11t1mogr~,. 

1t Abillt.y to get &lor..g with people,• •eourt.Hy,. ~ •bon411sty., • •tact,• 

"abilit,y to follow inStru.ct.ict'l:81 " • lo;:al\Y,," m'ld. ~pnuat.ion ot dutiea/' 

. w.-e .reported by all MWffl pet"8o~ di.nctora aa personal nits :tn which. 

beginn.itlg aeeretarl• ar-e ad~te. 

SiX personnel dir~ton repori.ed that bieginning ~tan• •n. adeqaw 

in the .fcllcwicg traits, •At.rAntion to d«ataila"; ·~ing'*; and wd~oility." 

Ou . pft'Sonnel di:reetor- ~eported beginni~ J:Jecretart.• to be inadequat.e in 

these tnti ta. 

•iler-tne$8it and "industr.,• Rra e3Ch 1-eporwd by five personnel diNC~, 

a traits i.n which beginning ·aooretari.u are adequate. two perso~ directors 

regard these traits in o-inn~ s~tm-iu u :inadequat.e • 

. Pour penonnel d1recwn repor~d. "ar>1t.ion,jlt14 •aeeuruy;'* amt •1n1t1&tive'" 

u ~raonal traits in which beginning secnt.:riea U"& adequaieJ wee peno~l 

director'$ ~rt.0<! secretaries 1:n.adequat.e in -tlleGe tr&Ua. 

Stenographers· were reported biJ all l> pt?rrsonmu dinc:ton t,o 'be ad~rn:te 

in t-he folli:n,i:~ traits: •Ability to get al.cing with people," "courtesy,• am. 



m;nrnio rn TUi p;mroRMA.NOl<.:: OF OYi'ICE Dtn'l'.8.11 OF :aa:aminlQ -sscmrr,Ju~; ,\Ur(} STl.{WOORAPimrt5 
THAT IS R~tl\OED BY 15 F\Y~QNMIL DlRJ11'1lf.:tR.'S AS Ott UlADi(J!JA'.l'E 

Ta.ld.ng dictation in short.bani 
Trll:leeribi,t en typ~i t.
Typ:t.ng. b'oill stra.!l.ihkopy 

et.t1:rial 
.fili.ni: 
A~l'Ulg t.tMl telephQM 
~U:ns · .tilnd Du·~trt.ine o.ffice 

~l.$1."$ . 

fJIP.inrt; StM~.ill ~- U.$t,er 
•flltS 

Oompoting {AUtillfftl! l•ttere O.t 
a n:mi:tue natllNJ 

ldit~ ut.•rlal (p.l>~Of'Nadi., 
:revising 001,r, and .o forth} 

Handling ~l ~-nd oorre1PO~ 
Pl.a..eir.g lo~...dis~".lot ow.ls 

A.~uate IMdeqtt$t.$ AdGquk !.nad~u"te 
ft I l I .. • .81\¥••~-. a,,..;c;,. tlit,;JJ . l.,~ 6,'f -,-~ /11,ftlH!,!i ! $b, 3£1~ J ~ j.llt .. 'l!ifiiJl!!llat _-",l , . .II ~'lll'-~..-..ir/;i: iii 

7 
7 

7 
6 l 
s 2 

$ 2 

6 l 

) t 

6 l 
6 l 
1 

10 
lO 

1 

9 

) 

) 
u 
ll 

8 
ll 

8 

6 

12 

12 
u 
4 

'!'hi~ t!l\hllilt ilbould t>e r&M. ~ toUcwtu All ot' thii 7 per,~~ . d.1.ree~s of e,::,mp1.ntliitil e~loyi~ 
~w 1ecr~t.~i.•~, reported. ·~t oogim~ i;&cn,tuies ~- ad@quat•l;r tr~ in t~~ di~tl.tion 
in $.ho.rth&nd., Ten ·of the l, ~ni81 employing nn s~rs.phe:rs find t.he l1fflf st.emg;ritphera 
to he. adequ.at.el;r V(!iill$d in ~ing die~·t,i,m il? &lXlrlh~ds bmvtl)V$1", per·eonnel du'eewrs ()f 5 
eom'P@les NpO:.rtiitd ·t,big train:1.lll o! r~ fte~grapberil to be ina.d$qtu1.w. 



TABL& .Ul 

TRA.'.mm II PERSONAL ?RAI'fS or B!JlIUOO SIORi't'i\lUi<:;} ANfr ~l'fPOORAPHERS 
THAT . 1'$1 &EOA&OlW BY 1$ PER50Wlil'J.. DlREOTORS • AS A:OEQUA Tt OR WDF.QUATE 

no1s,· I IJn u Iii · .. -1 ii ,.1 
. b. ti 1 °1 F .MI _;, rd 1!11.1 111/1 U 

jJ ' . . . . 

. SeQX"9\a- ies (7 ~1e1) 
·Iii; ! f. - Q ~ lfl! . ib 21 1$ I II 1 JU• t* '11 flt 

.l 1 _11f•lill"J J l 

Abllit7to get along wiUl 
people 

Courieq 
~11,7 
Te.et 
AbilJ:t,7 tc. follow 1tUJtrlletim.'1.a · 
l.oya.lt7 · 
oegw.a\ieft of dut..tu 
0~ . 
Att«mt10U · to· d$wd.l.s 
~ility. 
~ 
~tJry 
AOOllftl.C)" 
AaW.Uon 
lni:t.ut.ive 

- $( ·~ '' u '·· 
.. • 1((11£,if:1& ,I.; 

. I~t.e 
• J,8 • U !II 

l 
l 
l 
2 
a 
J 
3 
l 

l J 
.. , it .. 

St.•no~~e· {1$ Companie•) 
I, J llL lF_, I l -~-·jJ :41. i!IJ . 

·,~ta ·l'~uat• . 
• rat t lit II!' L ! UI I UJI! 21 .,., ..,. ...... ,.,... ·;1 ;t•.!I 

,. . . . ' . ', 

,.,:--·. 

thu ~• shmald l>t r•d •• foll(lflt Sb ot the ~nel ~tcNJ -~.- o~,s -.107 .-, 
nCNt.a-1••, :reported that beghining .... at.ariae are ~a.ts in •at,tn:.1td.oa to de'HU.•1 ~" . 
one personnel 41Nctrir rn,orwd that beg:1rm$.ng aeCNJtw i•• m. h!.• •~ had been found to be · •• 
isd~te in thie trait.. · ·· · ··' · · 

\. •-··-·----------·-------~··--~-----

._,, 



in •i.ettt; one personnel dil"ectar npo:rted b$girming stenographer$ to be 

· 1nadequ.at~ in Ula trait. 

•tbilitT t(ifollori instrucrt.l~n,1' "gr0<9fflin~b" and •loy&l:1#:,- •ere each .re

ported by lJ personnel director,- u . ta•a1.ta in wbieb begizmlng $t&110grapberu · 

are a&iquate.. Two personnel· directors reporkd · atenogr31)ber• ·· Ul,1,ldtlqQ&tA · ic 

"Attention to deuils" ··and "dept1Jndabilit7" wer~ ~ted by Dine personnel. 

directon as traits- in wn1ch beginning •teoov~phen are adequate. Su pes-

sonnel direct.on regard sten:ogr•ph:m u ir.a.d4quate in these pe.raonel. \rait&. 

Seven per8or ... '1el d.incton indicated that begirud.ng stenographer.a are 

adequate in •aler~s; ~ l'fl.ndustry., ... and •aec~y11; hoMNer., eipt, pers~ 
. . 

d:treotora reported that begi.Ming atenouaphers in tbelreo-,a.m.e& are iu-

aflequt,e with. ~t to these traitia •. 

Six penon11el. dirooto$ r~ •that. beiinm.ng stenographers ve ad~ate 

in ttorgm1isat.1on cf ·duties• .and •ambit:ton..,,• Wine personnel dincton :reporW 

their.beginning at.mgr~ to be inadeqp.ate 1n thae ·tra1u. 

»Initiative• iS tJw trait ,in '.\flhiob. moat. beginnix)g atenogr-.hen U'e in

Qqttat.8.- 0nq f'iw personnel di:nK?tol'S r~rted that. on t.h• mrap, i')e-

. gil'l!'.ling stenographers pos._., adGqWlt.e initiative., fen. personne1 diree~:ra 

indicated that becginning atecographera Uf& inadequ.ate in initiative~ 

Interp"ting the datil 011 p«n,<mali.t:, tl"ait.B which U(t diBCdSed in t.he 

preceding P&rclF~t>hs, it &ppellr$ to the investigator that tbede'i"elopaat. 

4tf persona1 tni ts 1n s:ecret.anal o.t!"iee. practice QOune should. reaive . 

JltON emphasiS. Alt.hough pefSOMel direetors reported beginning S.Cl'eteriaJ.. 

and ·Stenographic employees adequate 1n sev~al p~.?'StUlU traits. training in . . . . 



~ f.rthtu· trro.ts of' i~1"'t.ffl1ce to .eHi<:r@tffia:.t and atenograph~rs bm,e 

evider1tly oeen ni!g:111:?ett!lid: b:1 tfot o!fiee pra.etw.e eoir••• ,?$r:it,orud traits: 

toot s.hould r~eive additit)rl41 ~~asu in ilfflC:ret.arlal off1c@ pr~ctice coure• 

ar(il.- in the ord~ of t.~ir frequ_ffl'l.ey ot' mention by pl!trsonnel di~ tonu . 

Init:ia.t-1.ve, obit.ion~ erga:n1:aat,ion Q!' drd;,ies., ~ert.··urt$S, induatr.r,- aoeuney, 

attention to deta1lll;, s:md dep,~bili:t.y. 



I 

CHAPTD f 

S~JlR! OF 'II!ltt1UK1S, OON!'JWSIONS~. Mm Ri:::COll:ti?mAT.!ONS 

">I'\ . fV 

The~$ or thiJJ. s\ud.f~ • set tor'th 1n Chapter ! 1 ta -te g•tt..• data_ 

pertaining to. tbe -~ ~o~t a~ required ot b~il'ml.ng aee:r ..... 

tariu and stemO"aphic -~ay.- in ·sel.eet«i oil companies ot Oklahou and t.o 

· ip~ret tbeS(t data itl Sud; a-·~ that: tbe7 llq be· helpful to l.Mt.rl.lCton 

of collegE mid high school secr$tarial. office p.raettoe ecmr11u .. w. 

Data we.re collected -~ pmimnal. .U1terv1ea with personnel direeton 

of 15 oil ~ompanies located in three Ok.l.aboaa uitia. All the mtel'Tim.m were 

he:J.d during the month or l'~h, 1949. Data o:t,tained through the _inteni.-s 

RN prmJented in Cha.pt..-. III. ad 1.'I. 

.~!!!!!7 ,!£" ?'~ 
The .tind.1Dg8 are •~ed. u ~re to ·tne,. spec:U'io queatioa that 

NNl list.ad in the stateent. ot pro:~• in Chapter :t. The saae procedure a 

followed in preaent.u.g the o.onelaiom. 

1. no.~- instruction.!!!'! tnd.!!!5 l!wm ]!t staw eo~es ,!.!! ~a 
schools located _ne•r ,!!! -,9a5t h!!!9!~~ !!!Sua!:!!l V'!I!!,~.-•t.udents _!! 

_ent&r !JIPt!Z!!!nt nth ~ 2,!!2&ni~. !! aeontari.u 2!. ~ten.om~!,? !£ ~! • 
.!! what. areu !! .,!!! ~iy ltllld!9!ate? 

The. section or the intff'Via a-chedule \lb.ich wu dea.igned to yield in-· 

f()l"'M:t.icn answering the abo'lfca qtlast.ic>rlS• .rwealed that the ot.tice m.a.chia• 
. . . . . 

tra1n1.ng·of beginning- .s.ecnt.arl.ea ana .~~html _a,_ on··tbe·w1ole, ~us.i.. _ 

Besidea, the tnmu"iter, otnero:f'.ticeJMChin.ee .frequent.13 used are adding 

machines, duplicating aaobines• .$1.nd Dictaphone and/or Jidiphone equi,pment.. 



Calcitlating 1.1achinea are U;Ad 'by 3'*eretari~ and s.te~s in a t• 

~an:l.es,,, Personnel di.Net.ors bel1eve additional. t.lr'aining: ora metaph~ne 

and &diphone .machines ·aid adding machine$·~ ··t,e pi"Q'Vided .la. tha se~ial 

Beginning &eONttaries ·attd ~~a .3.t"e· toond to ~· qui~ 'inadeq\lat$ 

1n gr~,. spelling, and ~tiMJ and• to a loasw ~. they an itli-. 

adequate in the tol.lowi.ng abj&Qt. ma~ter ·.-.uc Filing~ tr~.eer1ptJ.on, -4 
. . 

imortband. these data nv-.l .• need £or ramedi&l trai.nhg in o--~. 

spe1U.ng1 .md punet.uatioa., and for .further training in tlli~, $horthtt.mi, 

and transeriptionl. 

Begi.n..'l'ling ~tariee .net st.e~. need addi ~tonal training 1n 

performing the follmng office . dutiNt ~ns: ·. buaiuss le \t4rs ot a 

routine nature_,, ·editing uwial (proofreading, rm.sin, copy.,· end eo forth)• 

~ng the ~# · filing• meeting IU1d directing ot1'1" callers" and 

typing stencila and •st.er 11heets.. Other inadequacies qre untioned b7 

pcarsonnel ~tors 'cl.ion indicate that beginnin, ~tarua and st~· 

. need further trainlnC, in t..uang d1ctat1<m 1n sno~, · t;r:~1bing en the 

t:rpowriter, handl.ing mail and corre~r.ce, and placirli lone....ai~ ~ • 

. The parroMl .~ts or ·beginning :s:~riee ad ~graphtte that. 

per.:iOmal d1.reet.ore belieiP& nNd fm'~ developing are_, in the order ot tl'Wdr 

:frequency c,t mention: In1t1.ative1 abition, orgru:d~ation or du.ti«tti, Wle~., 

induttr.Y, a.lerU!(tsa, at.t.c!:ntiot1 to ~ils1 dependability, gl'Qotaing• loyalt.J"• 

ability to t,>llaw iootruct.iona,. and tact.. 

2. .~ ·a!~~ traini9&, !{ Sb· that !! 2!~~ ~1: ·.:2··.!h! g~.!, 

~~!~ . should !!.·· i!;i."fm !t · e~t.iv!l! 9£.t:if!e !!.1!+21!!! 2Z, pie ~°'!l.! .!! 
vicinities !{ oil ~1~ ~nd -~ eolleJ!!?. 



0n1y. so~ 0£ the •rutoa.n ~~l ~tor8··~..fl .or·~ o,~inicf! wt 

special ~ ~ .~·· to tlJe oll ~tr'J,- · .~ 1- .gi-.n ·.i;n ~ 
. . 

.tu-id o~· J*'ac,Uee .~ to ~p,acti'YG oil ~ .~~ie~ .. ~ · 

ster..o.ersS1£-..~• .· o.r ~. ~n ~1 ~ton, C!'.Jt tear~ ~· on 

.· . .ti. ~. \)1>& •. ., ·~ t..'l&t. S,.~t;.,ld be gi\~ ·~ ·~ is ttfbr to ~ta. 

&¥1 in~t ·land de~; that...~. sec~ ~ipa, ~. ac ton~~.• 

rt'll,c!'.;,m.eal wrm. o£ ... ~. ~ti'Olatm indu~halr to wit. ar.11 UM the 

~ .. a ft$.~ ·b:r taro ~1 ~'Ion• ~141 ~ '#11:toh 

· •ahould be ta'ttght to. ~i• .·~ ard ~~ e:~lD'Jmffl in 

111gb; achoo.ls. and. c<>ll•giit ~•!.al ·.~· pr&c'.tieo ·eourss.-
. . 

•A ktX1'6~ ot ~ :nmctiona m»1 oporat.1ona ct oil. co.~~stt 1s; tnd.nbJS 

nuggeated by ·.om per~l ~~. 

·~ ~mel. ~~ e~ that. t!»y·~~ ~'ti:~· 

S$Ct'e:Wieo amt.·~ te ~ .good ~neral .~,::,tlons ~· ti~~h 

~ial t.r'~dng whil.u .in school,,. and'. ··~id tn'dr~ ~ary to thG 

· jcbe ..r-0uld ~· liiwm by th$ eo~teIJ ~ t.1•. ii~lo1"'4!1 betmi liO?'k .. 

J. ·0:o· oil. ~iea,i;t «m't!.1'Nir a w.f.f~ ~ ~ Di.'lf. ~~ atld 
~~.~.~.,._._, ••1i! tJ1;·,41J ,,,_~·~·1Wjra.itt1q&ii •·-•111J"~, 

~~~oil~es? ---.·~...-....-~·ir· 

the.~·~· inc~ la tbs ,study -.101 ·a ~l ··.~ i,~ · · 

~~-· .and s~aphera* ?~le· It- ~··22• -~ tho· ~tt'*atideal 
.. . . 

disti"imt.ton of thee eap~a. In ·~ ~l~ ~~l. ~~ ot U. 

eo~ie~ es~~ ~t at le&!Jt.·,s3 ~!~a ~.·.d:Uring a ~l. ~- .· 



. ' 

'1'01:f!" > !or which DSil' .employ"s are hired. 

TwEJnty-seven of the total ot )83 are esti.'!1.ated to be new t'Hlleret.u\es 

mid 356 are new· stenographers.. ?s:W.. VI:, pa.ge 28, e~ tmt i~gr:aphical 

distriootion .among oit.iee ot tl'ws<J na secretaries .mld stonog"1ipheris. 

13 

i'our .personml directors· Uldlctited wt··t,be n•ber ct sacre~rl• wbieij 

their COJII»lni• eaplay new: ef!.Ch .yem- is e:xpeet-ed to inol:'INSe l!fi.th:in the nsn . 

five years; au personne-l direct.on indicated. that the •her et stem~~ban, 

newly expl.oyed by their companies each ye.ar itf. expeeted to increase. within the 

rwxt J:ive years. Increatiea in the. n~ of new secreta-.ies and stGnograpnera· 

employed. each year by these c~ni.es .a.rc@).'POOt.et!. u a :-eault or. pl,am, ot 1ihe 

comprudee to ~d, nec«ns.1ta.ting a.Qdi ticn&l aeereurtal ··and steoographlc · 

Mone 0£ the p&r&onnel directors indicated that a d.Hi"tlUt, in the nu.mber·. 

of st1ere~ies and stenogr'1!phen: newi.r emploJmd each ,-ev is anticipa.tcm. 

4. ~ _!£! Jh! m.ntma edueat.i.onal !eal.U'ications !!!ldred !!! ~ 

secretaries . .!!!! 8~~,Ehen? 

Five of 'the eeven CO?lpffllies ~loying MIii' seefftm--iflt8 require at least. 

high achool ~ti.on o.t their beginning secre~r.iea.. T1!IO eompMietJ require , 

bl.utille$s college grad.uation. or their 'beginning secNt.M'1es. 

Fourteen of the fifteen COJiipanies surv•yed. require at least high .achool 

. grs.duntion ot tbtd.r be-ginning. atsnogrephan,.· One COlllp~ riaqui.rd begiMing 

.stenograph«trs to be at leaet b1.1Binees cell~ ~aduatea. 

P41!Nonne.l directortt ot cm~ie& r'9quiring at le.a,et high a chool graduat:l.oa 
. . . . : . . 

. . : . . 

schooling or train.L1i seow•fKi 07 beginning ,eeretarl.s and stenogrepher3 would. 

l>e an advantage of the Bq)lo7ete11 .. 



. . . 

01ven · this minitr#u e&.u..w.ticm, the majority of ~ies nq,uire ~~b'fg 

~tar1e$ and ~~?l*"• to r11•t.·minmllWl!l a~ in typswriti~.,

ah-0rthand dictation, u-a~ipt.ian.1 .. ~ otllee . ffl&ci1imui befors they •n 

w.plo:,ed by- the ecmpanie$. f;t the Sll1V\m c~em ~l~. ·new ~~~, 

one eo~y hu no till~ req~nts in t~i.ti~ mo~ die~Uon 
. " ·' - .· ' . ., 

·· or ~.anscript.1on; hon~, the· NU.i~··eix ·c=pmdes -~ ~ntain min.UliWI 
~1,uir~nt.:J in these &d.U..S.-. t.n &V$l'SS• · minliliWli t.y~iting_ rate. of· f.roa · 

. . 

60-65 words .per simw is required oi bdl;:bt.~ sew-et&rieis. All tl'ler&p 

liiti.nimm short.hand diet..e.U• rate Qf. UO 'ffP!l :ta r~ Only -0• ~ 
· n;q.d.res a .mini.'!iU!I transcription rate of' beginning •~es,, and t.hia i-tJt.e 

ie .30.~ 

Two oft.he 1$ C011p&nies -.ploying new at.enographerffl do .not l'etl~ 

~ifi.e mi.ni.B.W rat.es a t,,....1t.1ng,: m~..Md die~ioo., <r. ~

~iption or t..h&U' ~'i.nnta« .st~~l'S. 1'be rt•td.ning 13 ~1• 

maintain mitd .. mmn. &tandal"'dg in~- eWls u tol..\Ol.lfat An-~~ 

t..y~iting rate ot .rrora So-60 wpm 1s,~&:ary, .attd an awrago .mi~ ah~ 

band diotatioo r~~ of 1.00 ~ its Meeeer.-y. ~ two ot the thirt!!M ~m.u · 

spe~ify r:dnhmm transcrit)tion rates, =. thiase var, considera.bl7; Om. C'*PMV 

requires a tr&"lseriptioa rate of 2S, ~, ·.a.fld. one c~ :reQUU'ei!t a ~~ 

of .40 wpm. Most, ot this P,,l-rrom.1e:l ~tor'• ~ent.ed t.hat. "average" tr~ipt.ion 

abili t7 i& ai.tfticioot tor 8'.Wt~:t'il• 

In addition to the typmrri:ter _,1 Dto~m l'i!Jd/c ·~.· ii&:'!~:, 

pereonneL directors jndicated. that be«.inn~ ~~iea and at~~ 

show.d be thorough11 · ~ in tbe oper~t1on ot'. ~pl.\cating maob1M$, and thl.i 



indieatiGd t.h.at t.b.e bef;innirag s~reuey wu required ·to· be skilled in t.b.e 

opentiott of dupli.ca~ing machines; anothff ind.icated that the beginning 
. . 

aecretF.li1"',1 mst ~ sl!mli,...killed in the operation 0£ duplieating 11Mhinea. 

ione or ·~ eompMies require beginning secretaries to be t;f'.eined 1ft the 

·operation of ·adding u,chi~• oalmuat.ing· ~hims. or a.ddrffB:i.ng machines ... · 
; . ·'· . . 

?wo <it. the 15' eompaniee eaploying ll:ElW stenograp.hen require beg.inning 

stenograp~rs to b~ sai-skilled iri the oper~t.ton. of adding uchines; t.be 

r~g ll co11pM1e& do pot. ~uu·e .any adding machine· training or their 

oog:trming .s~nograpMrs.· Beginning eteoograpbers in one eompiuv 'ffl':bat. be 

&killed in the operation 0£ duplicati..ng uchi.nu, and in. ·two oompam.e tbEf' 

·111wst .be •~mt-skll.~d; twelve c~• do not require th.eir begiMing steno

graphers to. be trained in t:he: operat.ion• 0£ duplieatlng .-c~. ,·~ one 

or the 1$ companies requi..nl& beginr.J.ng $t.enographe:ra t.o be trained la the· 

operation of e:alcul~t.ing m4tlhinu.. Stenographe.rs o:f t.hU company .must be sad;. 

s,killed _in the opert,?t.ion ot caleul!rting uc_hlnea •. · Addressing uehines· are no\ 

· ·used by st(HlOg_raphera in any- ot the eompam.ea. 

5. ~ $5>.!1";~~~ 9.~i.ticat1<m1, •.!! !5[, .. ~.!required.!!!!!! 

aeeret.3rit'J$ ;!:!! .e tenol!:!Ehera? 

Prniftua experieme· iJJ a ~must• £or penons detrirtng ~loy.ment with oU 

companies as seereteri~; howe.v<W, stenographic posltions with . the oompardee 

otter an area of ~loyment .to the p~n b.avin,g · the. ~&'7 sco:ret~rul 

troini.."'lg hut ffllO lm::ll:$experienee • 

. Fourtea ot the l.5 aoapan1- _ :rctq-uire experien(UJ or t.ll~it-· s.ecrc,tarles;·· 

the re.sining comp~ praters th.itt b(!ginning sec:reuri• hsve previous :,ecre

~xial expt:rir.ice, but it is_., not required tor etaplo.)"me:nt.,.. Rost ~!' t.be l"Jel"sonwu 

directors ·did(~t lMnti»n epeci£ic aount.s of' prev1cttS exper-ienee which 
~ .· . 

-------~---- ----- --- - -------- ------------· -------·------· -



that w....m 2 to 3 ~'nl. 

b&r~ ~tar1@Jl4 

iJ:ielUlltive ot tl~ dutJ~oo ~r!o:mmi by aec~~"lu ·in: tb01r a~imi0s... ~·.ffntt.&l 

d.i:roetenJ of tr~ 8 f'(~ffild.nu,t ~~ti ~ported that 1n ad.di tio::. to th~ dut~s 

Filing 
~t.tdr~ coo.i..~t1tia1 .f~ 
,~ ooolkeeping 



Fillr.g 
Som~ bookkeeping 
'fyping eorrt.r~e-ts and otller l~1a1 pap@~ 

1. ~ sooret~rif.l;1 ~':! st~'°..if.!,Eh,tc v~~ne1~, £il.;l;~ El ~ 

!!Pelo:;~ or ~e ~!l !ill«d .!~! £1:P.~ .2.f !ice erson.~l !!. ·:1 .e~moti,o~~ 

b8.Siti? . 

"*elerk-typiat, 41 "*typist_," or "l:tl~ clerk .. ~ TraneoritHt'rs, duplicating 

11 

machine operators, and mail cl~a were ~Aeb Nporwd by one pc"Sormel .dire.'.l'tor 

'fht:rteen .or the 15 oo:mpanioo- ioointain company ,ma"ployment bur:emJ$ th:rrmgh 

W!11eh n.ev €lffiPloyees a.re located., '!'hi:., is the first mediw~ 1..used by 1.2 eompemiefll 
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tor locat,irig prospt."Ot:lve secretarial 3nd ll!~nogri:phic &"lplo;ye!:1$; one eompm17 

umea it as .!l. sec-0nd~q medium for lociiting pro:,pceet:lv~ "1.'lmploy~. 

Coll~~e e.nd/Qr Gchool 8mploy£11ent bttre~u.a arwJ. 1ised by p!'ireonnel 

di;rootora of su COO'!ptmi<&S. 'lhffli>e are usoo. ny on~ c~ aa .. thE:J nrst, mediuli 

through which p1:-ospootiv~ aecrewies artd stenograph~s ar~ loaa~d;. i'ive 

co.mpan.les use trhom as a see.onda:ry ~d.ium tor locating na ~l.o:,eee. 

J:>rivate. employment ;ag!tlr-£105; United St;,.ttl3$ w~plOJ.'D.ent agencies, arid 

person.!!l ooquaintru:ices,. i'riErnda,. or !'191.atives are each U$ed b;r lHiiverd 

personnel directot'S as mc-idi& through. vrhicib pros:r,&ctiva 21~et;irial ar..td fl~rw

graµhic e.¥1plo1~$ may he located; howev•, thtthe:: agenci.• ar~. ut:Hlld. less !r:e

quootly than arft the oom:,t'.Jfd1Y ei:r1plo,1ffl:($nt bul'$a11s and the eollt;ge and/or high 

school ~loyment bur~au .. 

:,y e&Tartising for tht~.m: in ne~pape,rs. 

Pe,tzorniel di!"€:et.or..tt for 12 of the 1:, Clil'Jl:PS?Ue~ ind:teated that the 

eompa11io£j give emplo~nTi te£;ts ·~ pers.ordl ~:;1l;:;ring tox• employmll;lnt Vtith UltJJ 

companias a..s see:eotari.es or atenog:r•aphars. 'l'hree e0,1npMias give no formal 

~lc;rm.ent. tests to applicants .. 

Employment. tests given t.o saer.a'fi;ariru. and stenogr~ph.to ~ppli.cantl!.I 'a:, 

four companil3S are eo:mpan;r-prerJ.iU'~.. 'fhe eight r•alning oomp~niaa give 

a.:pplie1F1ts €1.lployment tests t:hat are eo~rically-p:r~pr.x·oo..,. 

'1:~ts given by· all 12 eanrq.Huiies ~~t aii ~pplioent1s S:11Uitv to tr;i,>ewrit.e. 

take diotiation in shortha.'ld, mh.1 to t.1:'~nseribe on the typRriter. ?e$ts givem 

ey 10 or the ®''ti.pant~ d:atermina im a.pplies.nt•s abili .. t1· to spell coo:Tect.ly;. 

nim.t judge ~ applieant•5 p.erae:i.ality; e,..nd t..elita giY~ eight eo~paniee 

m~su.re an ap-,.,llco..>1t•l!l irit.e:lllgt.Jnee,. EmpltJ,;vme:nt tests given 1-}y 3 comp~niE!!S 



test an epplici~nt•s a:)i.lit.,y t.o fil:a; nhd ··tne employment t§:t,s given o;y OM 

company· determine an a:pplieant•s at>Uity w· operate a Comp~eta. 

On the t>uia at data gatb_... in -tbia- s~, it ia belifllV'ed th~-t b . 

fol1ow1ng conclusions are jmatifiedt 

1. ~- .:!!. tmtruet-um .!!! ~~5 E:'"n !'.l state ~l:81• . .!J!! !!I!. 
schools ·looated peta,r !!! C5?!!2!& I:t•!SSUftr~. !!!!9E:tti:Jl i!,:'!J?&f.!! st,1~den'te !!_ . . . 

enter · !!5!l.az!!:nt with ,.2!! !!!J?M18$ !!. secretaries .2£ st.en0£"!2!1~.? j!, ~t., 

!:! libat areas !! J:!t! 1ra1mn1 inade9u~~~' 

r~eginnint secretaries · and stenographt!l'a are reported by the ujori v 
of ~-15 personnel d1n.ctl)rs to be inadequate in their lmow~e Qf gr~.

sp&lling, tuld µunetuattion. 1)l.e subject utter tr&Uung of secri.e~riee and 

stenographers in filing,,· t.ranseription, -and tJh!>rthand a, to a lesser degr•, 

inadequ.ate. 

o.ff'ice macbines • other than the tJ:pewri ter • .1n which 'beginntng aaore

tarl• and stenographers need furthfl' instruction am training we, in t.he 

order or trequanoy of m$tlt10n by penonnel direetors1 !Jupl.1-cating :macbina, 

Dictapm>ne and/or Sd1phone aachines, adding. MCnines, and cdeul.ating ma.en.ind. 

~ng· aeeretartea am.t 1Bttem,graphera mJed to &welllp the tollowing 

personal traitsr Init.!atiff, ubitJ.on~ o~ntion ot. duties, alertness, 

induatry, aeeu:ra:ey. attention to dtftails,- and de~Uit.y. 

Office d11tiu in lfhich beginning seor-etariea .and s.t.enographen are ia

ade~ate are: Editing uterl.al (proo:fret;tding, NVi81ng copy, am ao !orbh) 1 

composing t>U.Sirtess let.ters of' a rou:t.ine na.ture. ~ing the telaphone~ filing., 
. . 

1u;ieting and directing of'fice c~n, and typing steneila .-tmd mut.4?r sheets .. 



2 .. !£!mt !.2~;;a~·t:r.1z~!!:ii. l! ,fml~ ~~ ... ~ .!!, 1:.ecul;.!£. o,FJ.z ~ too oil 

fMust:2, .:!.!lOu.l.:! .2,! -'iv~ .~ .2:~e!etiv! cd"i'ice ~ .,3t· !?1~ !e.~~J:! .!! 

vlcinities .2!· ill :.:!::£™~~~ ~.,nd !?z ~clle~u? 

'fher,e ia v~ li ttlfl $poo.ial tr~lrring which. is p@euli.ar ora_y to the 

oil indu.atq which should 'l:>$ gi vai. to s~rei;.$-.ri~-s Md stencgraphti>mt b7. the 

schools er c:oll!Jg~ prior w their employnwnt with oil eomp..mies •. 

nHow ·to write itnd interpret. land dt,~oriptioM,. 1111,:1d .ttwctu1ioa:l teru of 

the petroleum i'ndustl"~' u ·traini~ ~ugge.~ted 't:iy s.u pBI'$·Ont1el d.u•ootors whieb 

should •he given to prospaeti'fte oil comp.any ~~e1,:rtt,:r'ig1s: w:id st~nog,T,y~hers ti;'· 

their schools or co~gee., 

)., Q! 5!!! £~7:E:ill!:1-\~ f:~l~z !! $1J,ff iCil'ilnt !:,~~ :?!. r~~ $001"~.tari~l !!! 

steoo3raphic ~:nploz<i~ .18..~!2 l.e~~ .!e. J.~'r:U.~ s,p~ia! 1nstructioo 'be\nl{ !2-

£_1ud~ , i:!_ ~ soorota.ria1 o!fi~e Eroo~~fi:!e, !2.~:.~~ <lf. ~t:£i,.l:!. _2op .. etii~! ~. hi~ 

sehocls ±s:~a~d n~ oil 5:~!B'!~iN? 

Thoe ru:u:11bm· of U€'!W soor.l!Jt~ies and st.eoog:ri,phe:rs r1e1rly employed ~ oil 

compm:rl.es :ffMiJ:r is bl1'.lieved. gre.'11.t. emugb. t.o jl.1$'.tit.r hig.'1 seheols located 

ne."lr the oil cOJ.llpanie,ll! imd St~t~ eoll*g~ providing the .:(jt,uden:~ who anticip~te 

employment .,,1th oil comp~ni.ea a ~ecr~tttrias and 51.6nograph1:1r:s wt th tho apee!.u 

iristt'uct.ion mentioned a:10ve.. l'hu special training u believed. to be t'urthrtr 

personm~l di~U>rs. 

· 4... mit..t. !_!'~ ~~ miniJimm !2:z?a~iG;taal:, ,!:~~¥,ic~t,~'2,~ Teq_\l~r.~2 .2!. !~~ 
seere,taries and at.eoo~~? 

High ach-ool g.r~du.atioa, ~l-0.ng with the 110-ee.s.emry $tern::igr,:iphic tralnins,, 

u the minimum edue~t1on ~:.ired ot !Je:guu1ing s,,eretari~ and eteoogr~phen .. 

This cot,elil.Si<:m mey be drB'i!tn in vi.mr of thta .tact t,h,!11.t. 5 of the 7 eo111panlea 



$.. /fh~ ,!~P.~.!~~. ~~.~~1e~~1~, !£ ~rg_,, e,r~ ~~~;guil·ee ~ !1!;'! 

seontru>iBs and 5 tenoEQ2fl~;! 

fT<n'1cus ::;;z;cNtaria.l ~rie~101f of & 1,d.tdlar Mture is r~quJ..l"E"!(i of 

beginni~ stlle:ret.0rietJ.. FoUTteen or tbe 15 eo~tfU:rl.~ riaquir,e pr,,,,rioua 

1,eeretarlal ezpt;rience o! th@ir begir:ming aecretaritJs .. 

Previou.s mtperience of R. e.im.ltt n&t'W"'(" 1$ preiE-rred or ~ginning 

l~ companies re9uire p~ous m.parimofJ oi' th:Jll:1.r beginning stliJnog.r~phtn s • 

6. ~ d~itie! !t~ plirto.r:ioo!:'! St ~5i~~:1ins secre.tarlal and $tttH'!?~raeM~ 

empl£>ze•$1 

f3agirmlng soon.rtJ",ries per.form &ll or 50!f~ of tM toll.ow.mg dutieNH 

Gen,,,,ral o:tf ioa work 
Relieves e.xeel.'ltiv!!!i tmd. oth.e:r emnpriri;y c:t'ficiab of 

t'iioor executive ~nd el~rical dutiffl 
T,:k•s dietaltio11 ln shorthand 
Tran.scrit,e.e iihorth.#jJnd dictation or th~ reeordtiHi in!om.atioo 

repri;YJ.il.c~ on a trawsori bing m~chtne 
Ua.iros appo :;.n t'3ent.s for exeeuti voo remlnde b im o! th~ 
In·t,.ei"Vi~w ~nd. dirae'.ts people eomiJ1g int.") ofti.CO' 
Answers ~nd m,a~es phone calls 
H&ndla8 perr1onal and ifflpo,r'ta,'lt lllt.ail 
!"'t:rit0u ro.;i.ttru1 eorr~pon¢.er.ae on own inttiative 
!fq su.pe:n,ri&(j oth'Elr oleric~ ~~8 
r~a .filing 
Maintains ooni'id@tlal fil..e 
Doe$ so~ oookklllHtPinl 

1'iRk.es dictation it'l ~·north$'.nd 
'l'raf',.2;cri~ ~hortrumd dictition or the reeordoo ini'orm.,.,ti® 

ri!iproduetad · on a t.r111.1tHJriblng machine 
Psrfoz•r,,.s .a V?.JrlQty of reltwd clerical duties 
:.:ioe~ filing · 
Doe.q s~ bookk~ping 

. Types eont..raew s.nd ·otrnir let,<!al papen 



steno~~ph4rs in other bWiinfl68a1 .. 

. 1. · Are s~etarial aad st4n&£!P¥:•_ ne~~1.- lW.~ .llZ na !!El.oz"' 
et ~ro ~ t'iU.d fn,,a ot.ber o.fi'i-ee. 2enonnel !a .!. ·2.ro~~~o~ b.1$18? 

Secr&t&rial vacancies 1n the o-U companies a.re tilled by proo»Ung 

present employeu llhO ant CW:Gif'ied 8 "&t.enogr~phera" af:.d who .at"'e. quallt'.ied 

to perfoTa the dut.iu or seeretanu.. Per•onnel direet.:>n or all lS eompani• 

reported thet this' procedure is tollond 1n their eompaniu... · U fff!at'lciea 

cannot he .fill,ed with F•ent 4SPlo.1ns • BOA'I$ ot tba emi:ipani- 4m1ploy new 

SGCretari• t.o till ·th&· "1'$e&neiu. · Seven of t.be i, ccmpffltlea will., u a 

second preference, empla1 nm s.cret.c-iesr .. 

Stenographic vacancies are .filled with both pres1c:-nt 0.mployee• and new 

aploy@es. I~ companiee: in which preaent aplG7ees .ere ?f"01110t..ed to ste:nograpbic 

posit.iOmf,. ~tiona are tram clerlc-t.ypii,t, typist, o:r f1le clerk poa1tJ.ons • 

. 8. -· Wba:t athods .!!:! :to~ed J:e.• hi:ri!j !!! ~retaris !!!! st.enoe:!J?!!!n.~ 
. . . -

?Jost oll. ao:mpanies maintain eoq>an," employment· ~e&Wf whlch servfll i,...s their 

tint iri@di.ma !or locating .l"UiM a.soNt.ari:es and. sten<>grttpr-,.,ers. 

Collet};@ 1uiJ/or high school empl.oymant b\u'e&U:S are used quite frequent.la' 

tq oil ~tdll!S for locating aa sentar.1e• •fl stffllographen. 
. .. . 

~li>,1JIM!nt,/ ~ta are giYc · b.,' the ujority o£ o:11 eo~a too their 

secretarial and a tenographic applic.allts. The abilities .and trai.te moat. 

froquentq tested .by· these employment, ta1ts an t~ititlfb, shorthand · 
. . -

dicution, trt.ma·cri.pt.ion, &Pfil.ll.ntb. personality,. :!'ind .inte.lligence •. 



iiac~idati.om • t·,•.• •. · ~ 111 1111 • ·~uu · ~,_,., 



devoWd to laarnlng to write rkJlii interpret land. deseript:l.omJ,. 

1. 'l'hat, 'in addition to high :r.u:U1col graduirtton,. p~ons pl:um.lng 

to sEJcun ~>lo:niumt wi:th oil comp$sn1El!S 11s seeNtR::ri.(j}a and, etenoiµ,aphert!J 

soon.re addi tianal ed•..wation,, and iai1pacidly ad.ditional ~peci?,,liz!!Jd training 

in i'tenographic $Uhjects; 

8. lli~t high ~cbool :/J,OO ~ll.e~ i,t1Jd--entii who ar~ pu.rs.rui.ng sse.rekria;l 

majors.: be a:d,tt&ed ti.> li!leGUr~ r;liitl't-t.im<i $!!.C~~rillil or f.!t@oograi,nie ~~lc~~nt. 

so as t..o s.atia.f7 tht'l 8Xpori.E!nee r~qui~nts of i~uw employers; 

9. That pi?-Xsons dMiring ~loy.mim1t n tb pU eompanies as S«!tttal"lu 

m:td stenoi-rHpham b-a tidiriaed to a??l'.r di.Not. to the CQmpattiM in lllhlch. :tl'u,iv 

d"s:tre OO'lfllo:vment.; abo., that they- seek place.moot tn oil eo~.ani~ throu.gh 

their high ffchool or eoll411\ge pl.gelffllfflt bun.aue :1.f such bur~..t$ are Min ~~d .. 

10. ffe.ddi tion,ial.. ~tudi• should be mads of th~ ~l0>yi1li:!:nt. raqulr~1ts o:£ 

i:u~,eretarieG and .11roonograr,oof11 in oth0r specialiJic :l.oouatri~~ to determine 

the ~tmt to which the tl"&Jin.lng !"(:'tq,lj,.r@d ~:r s~re~es !&id. stenographen 

in the different induatri es i• aim.:U#. 

ll. A si.~iler ~t.,udy 3noul.d b~ made in wl'.1icb the opb)lons o! .s~·<tretarl• 

and s tenogl'f.lphers in t,he:· oil coll}1li.c.le$' $\N ~rllid with re:fe1:•11uJ..Ce tf.l th~ 

qual.1.f'leatu:nw n~eaaQry to pertorm ·the duties ·ed' s:ecreuriu and. ~teoog~,hen. 

Ink.rest.mg:, a. ~ll. M vnluabl~,, in!o~tion shot.tld r~stlt f'ro~ eo~.ing 

the: fin.dings of such a :stud;y ·nth t,be fin.:inp, of thi~ sti-10,, ,rthieh ,prasente 

the opinions of P£,l":$4;)l:t.'l.e1 d.L~tors *' 
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DEFINITIONS 

Secretary - Performs general office work in relieving executives and other 
company officials of minor executive and clerical duties: Tak.es 
dictation, using shorthand or a Stenotype machine; transcribes 
dictation or the recorded information r~produced on a transcribing 
machine; makes appointments for executive and reminds him of them; 
·interviews people coming into office, directing · to other workers 
those who do not warrant seeing the executive; answers and makes 
phone calls·; handles personal and important mail, writing routine 
correspondence on ·own initiative. May· supervise other clerical 
workers. 

~tenographer - Takes dictation in shorthand of correspondence, ,reports, and 
oth~r~matter and transcribes dictated material, writing it out in 
longhand or using ·.a typewriter. May be ,required to be versed in the 
technical language and terms used in a particular profession. May 
perform a variety of r_elated clerical duties. May take dictation on 
a Stenotype m,achine or may transcribe ;information from· a sound pro
ducing_ record. 

INTERVIEW SCHEDULE 

I. Personal Qualifications. 

Mi • nimum A ge p revious 
Number of at Which Secretarial or Marital Status 
Employees l Employees Stenograpru,,c 

Will be Experience 

- Hired 
Type of ~ 'O Office Enployee 'O (I) ..... 

Q) M M 
M M Q) 

~ i:: ·a Q) +> 
(I) Q) f+..4 It! 

i:: s i:: a O' (l) ~ ~ ~ ~ ~ ~ M 
A.. H 

Secretaries 

l_ ~-··_l_, Stenographers 

I 
II. Educational Qualifications. 

_Minimum EdUClli.QDal C m~l ifications 
Type of 

. Off ice Employee 

Se 

St 

cretaries 

enographers 

--

Less Than High School Business 
High School Graduate College 

Graduate Graduate 

P;referred 
' 

r-1 
Qj ..... 

'O M 
(I) (I) Q) 

'bh ..... +> 
M "' ~ H I ..... ~ f/.l . H 

- -- - ·---,- ... .. 
MiW 

I 

MlW M :w 
I 

I ' I I I 

! ; I 
I I I I 
I • I 
I I • I I 

I I I 
I I 

l ' I I 1 

R, guired 
ColJ-ege· 
Graduate 

-



88 
III. During a normal business year, what is the approximate number of new employees 

hired to fill the following positions: 

1. Secretarial positions ---- 2. Stenographic positions ----

Do you for any reason expect this number to change within the next five years? 
Yes No 

If 11Yes," do you expect the number of secretarial employees to be 
increased~ or decreased~~? 

Do you expect the number of stenographic employees to be 
increased ___ or decreased~? · 

IV. Are secretarial and stenographic vacancies filled by new employees or are they 
filled by present employees on a promotional basis? 

1. Secretarial vacancies 2. Stenographic vacancies 
(Filled by) (Filled by) 
a. New Employees a. New Employees --
b. Present Employees b. Present Employees 

c. Both c. Both 

If filled by promotion of present employees, from which office positions are 
the new secretaries and stenographers promoted? (Give specific job classifi
cations, as "clerk-typist," "clerk, general duty," and so forth; and list in 
the order of frequency.) 

1. Secretaries (Promoted from) 2, Stenographers (Promoted from) 

a. a. 

b. b. 

c. c. 

d. d. 

To what positions are present secretaries and stenographers promoted? 

1. Secretaries (Promoted~) 2. Stenographers (Promoted .tg) 

a. a. 

b. b. 

V. Which of the following ioodia are used in locating prospective secretarial and 
stenographic employees. (Indicate the order of frequency in which the 
agencies are used.) 

1. Company Employment Bureau 5. College and/or High School - Employment Bureaus 
2. Private Employment Agencies~ 

6. Personal acquaintances, 
J. u. s. Employment Agencies Frierrls, or Relatives --
4. Newspaper Advertisements 7. Other: 



• 
89 

VI. Are employment tests given to prospective secretarial and stenographic 
employees? Yes __ No_~-

If "Yes," what is the nature of the tests? (Such as typing tests, intelli
gence tests, aptitude tests, personality tests, dictation tests, and so forth.) 
Indicate after each test whether it is a commercially prepared test (Indicate 
by "A") or a company prepared test (Indicate by "B"). 

1. Prospective Secretarial Employees 
(Tests given to) 

a. 

b. 

c. 

d. 

2. Prospective Stenographic 
Employees (Tests given to) 

a. 

b. 

c. 

d. 

VII. Training Qualifications of Beginning Secretarial and Stenographic Employees. 

1. Stenographic Training. 

a. What minimum typewriting skill from 
straight-copy material is required? 

How is typing skill determined? 

~~~·-~-~----~~-
b. What minimum dictation rate is required? 

How is dictation rate determined? 

c. What minimum transcription rate from short
hand notes is required? 

How is transcription rate determined? 

d. What minimum transcription rate from voice 
recording nachines is required? 

How is this rate determined? 

--------------·---

Required of a 
Secretary ,stenographer 
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VII. · Training Qualifications, Continued. 

2. Office Machines Training. 

What degree ef skill is required in operating the following office 
machines? 

a. Adding machines .•• 

b. Calculating machines . 

c. Duplicating 11Bchines. 

d. Addressing machines • 

e. Other: 

_mdlled 
c Steno 

I -

I 

Semi- No Training 
_...§!cj).l~d* .~~~_g·- · 

Sec Steno Sec S eno 

. . ·---'-----------·----

. . ·----------~-------
. ·1-------+-----+----1~---

f 

I . . ·~-----+--~--~--~-

_,_, _ __,~-----
* Semi-skilled is used here to describe workers 

who have an elementary knowledge of the operation 
of the ma.chine and its fundaroontal applications, 
but whose operating skill is below that required 
of a specialized operator. 

VIII. What duties, other than those included in the definitions of a secretary and 
a stenographer given at the beginning of this questionnaire, are performed by 
beginning secretaries and stenographers employed by your company? 

1. Secretaries' Duties: 2. Stenographers' Duties: 

------

IX. Is there special training, peculiar only to the oil industry, which is~ 
usually given in high school and/or college office practice courses but which 
should be included in such courses? Yes _____ No ____ _ 

If "Yes," of what should such training consist? _______________ ~------

-----------------------------------------
--·-----·----------

--------------·-----·----------------------------------------------
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X. After considering the quality of "10rk done by beginning secretaries and steno
graphers in your company in the past, complete the following questionnaire 
which is an effort to determine whether or not the high school and/or college 
training of the employees has been adequate in preparing students for such 
work in your company. (Answer in terms of duties that beginning secretaries 
and stenographers are expected to be able to perfonn. Whenever a comment does 
not apply to both types of en:ployees, indicate by writing ''Sec" for secretary, 
and 11 Steno11 for stenographer in the appropriate blank.) 

struction Fields of In 
and Trai ning 

1. Office Machines. 
Operating the following machines: 

a. Dictaphone and E diphone. . 
b. Adding Machines. . . . . . 
c. Calculating Mach ines . . . 
d. Duplicating Mach ines . . . 
e. Addressing Machi nes. . . . 
f. Other: - -

--
. 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . • . . . . . . . . . . . . . . . 
--

-- ------
2. Subject Matter. 

a. Grammar. 
b. Punctuation. 
c. Spelling •••• 
d. Arithmetic ••• 
e. Penmanship ••• 
f. Speech: 

(1) Manner of 
( 2) Tone of Vo 
(3) Enunciatio 

g. Typewriting •• , 
h. Shorthand. • • • 
i. Transcription. 
j. Filing ••••• 

• . . . . . . . . . . . 
. . . . . . . . . . . . 
. . . . . . 

Delivery . . 
ice. . . . . 
n. . . . . • . . . . . . . . . . . . 
. . . . . . . . . . . . 

. . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . 

. . . . . . . . 

. . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . 

. . . . . . . . 
k. Other: __ _ -------------

----------
J. Office Duties. 

a. Taking dictation i n shorthand. . . • . . 
b. Transcribing on Typewriter . . . . . . . 
c. Typing from stra ight-copy material . . . 
d. Filipg • • • • • . . . . . . . . . . . . 
e. Answering the ta lephone. . . . . . . . . 
f. Meeting and dire 
g. Typing stencils 

cting office callers . . 
and/or master sheets . . 

h. Composing busi ne ss letters of a routine 
nature ••••• . . . . . . . . . . . . 

i . Editing material 
copy, and so for 

(Proofreading, revising 
th) • • • • • • • 
d j. Handling mail an 

and sorting) • . . 
correspondence 
. . . . . . . 

. . . . 
(Reading . . . . 

. . . . . . 

. . 

. . . . . . 

. . 

. . 

. . 

-
Adequate Inadequate 

---

----..._ ____ 
. 

--
---------·---- --

1---------·--- ·-
--·· ----------.. 

-- ·-
·--

- ·--·------·-·-~----
-

------· 
----
---- ·-
--

·-- ·-
I-• 

·-
L- ----



,. 

X. ( Centinued) 

4. 

Fields of Instruction 
and Training 

Office Duties, Continued. 
k. Placing long distance calls •••••• 
l. Other: 

--------....-----___ ...,.__ ____ , ____ _ 
Personal Traits. 

a. Attention to details •••• • • 
b. Organization of duties • • . • • • • • 
c. Ability to follow instructi ons • • • 
d. Ability to get along with other people ••• 
e. Grooming . . . • . . . . , . . . . . 
f. Tact . . . . . . . . . . . . 
g. Honesty. • • • • • • • 
h . Dependability. • •.••• 
i. Ambition. • ••••. · 
j. Alertness. • • • · • . 
l{ . Indu.str,,. . . . . . . . . 
l , AecuracY • . . . . . • • • . • • . . ~ • 
m. Loyal ty . . . 
n. Courte sY • . . . . . . • • • • • . . • . 
o. Initiative ••••••••••••••• 

. . 

. . 
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dequate nadequat 

----------

--- ----

XI. Please give at least ten w10rds or terms which are peculiar to the oil industry 
and are used frequently in your company's correspondence with which prospective 
secretarial and stenographic employees should become famili ar. 

---------

(Additional words or terms) 

---------
- ----------------------,..---

, ______________ _ 
---. ---------- --------




