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CHAPTER I 

TI ODUCTION 

13usiness teacher~, in ord r to set more realistic goals in ~he 

classroo , need to bcco. b tter ac uaintcd ·with tho stan ards required of 

beginnin office \ ork rs in the various industries in th st tc an community. 

The final achievement of the student enrolled in s~crctarial cours-s should 

be adequate to fulfill the rcquir ents for boeinners in secretarial and 

stenographic positions in business offices. 

In the past, some usincss teachers have coniplm.ned that the require

ments of business iero unnecessarily sevo~ c for beginnin workers and that 

the new employee uas not given sufficient t· to boco ~ adjusted to his 

duties . Business, on the other hand, criticized the schools for not "iving 

students enou , 1 training in th necessar-,1 kills, traits, and attitu es 

to ard uor!,. 

These differences have, in many instances, en liminatetl. The teacher 

of business cduca-M.on and the businessman, through a mutual de ... ire to help 

each other, th· elves, and th student, have been norld.ng together for 

common standards in the office and the classroo ,1. Hem ver, much research., 

visitation, and discussion must be completed b for the schools and bu ino~s 

can set mutual realistic standards for the cla sroom an the offic . 

In order to aid in setting these common standards in the school s an 

business, this research ,·as conducted to determine what minimum requirem.ents 

are expected of a special group of students- those l ho wish to work as 

- 1 -
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secretaries and stenographers in life insurance companies. This study 

seeks to discover tho areas in which the business education departments in 

high schools and colleges may need to improve training so that students can 

meet the standards expected of bee;ini'tlng secretaries and stenographers em

pl oyed by representat1:ve lj.fe insurance companies in Oklahoma. 

v Statement 0£ Problem. The purpose of this study is to analyze and 

present data concerrdne the minimum employment standards required of begin

ning socretaries and stenographers in selected lif'o insurance companies in 

Okla..1'10.:ma.., and to show the sig;nificru1ce o_f these data in such a lmy tha:t. they 

may aid the business teachers in high schools and colleges in se·tting 

realistic st,andards fo:i: their pupils . This study seeks to a.n.swor the 

folloWing quest·ons: 

1. Do the st.ate colleges and high school secretarial and office 

practice courses offer sufficient preparation to enable the students to enter 

employment as stenographers and secretaries in insurance companies? If not., 

in what areas re improvements necessary? 

2. Do the insurance companies employ enough new secretaries and 

stenographers to just· . the inclusion o.f special instruction in the office 

practic ccm•ses in the state high schools and colleges? 

3. Does the number of stenographers and secretaries employed by life 

insurance compan.i..es at present justify tho tra.i.ro.ng of new workers for this 

business? 

4. Ar employment opportunities as secretaries and stenographers in 

life insurance companies open to both men and women? 

5. Through :1hat agencies or other sources are neu secretaries and 

stenographers obtained? 



6. Are stenographic al'.ld s0c etarial vacancies in life insurance 

companies filled by new employees? 

3 

7. How much previous stenographic or secretarial experience is re

quired of now s creta:! i s and st ,not ·aphors employed in insurance companies? 

8. What are the minimum educational requirements for be inning stono a

phers and sccretari s employed in life insurance companies? 

9. What sp cial t1.~· i.n:i..ne , if arr, vhich . peculiar to life insurance 

co:npanios should be includ d il office practice course"' in high schools and 

colle0 s for st dent 1ho .sh to work for lif insurance companies? 

10. 'What ' ... t:t.Js do b ainning stcnocraphcrs and oe:lcrcta.ries ,nployod in 

l ife insurance companies perfo1-in? 

11. How a:rc th . rates in skill subjects, such an shorthand, typm rit· ~, 

and tra.~scription, dctcrmi11cd by prosp8ctiv employers in the lif insurance 

co::npan:i.os? 

Seo and Deli.'ni tat · on. The cw.ta uere gathered throur.,h personal into 

vie ·n l ith a.r;cnts or rcprcscntati es of forty-five life insurance companies 

l ocated in th"' s~tc of Oklaho,, a . These life insurance companies are 

located in the two largest cities in OkL'.lhoma and arc considered by the 

investigator to be I'C!:>Ie"'ontative of tho majority of the life jnsurancc 

companies in 01:"J.aho . a . 

The treo :raphic locations of life ins11r ce companies included in the 

study arc Oklaho " City, which is located i 1 the c ntral section of Oklahoma, 

and Tulsa, which ts situated in the northeastern ::.ection. 

A totaJ. of forty- five life insurance companies u re surveyed. Tt cnty

one of these companies uerc located in Tulsa, Oklnhoma, and tuenty- four of 

the companies ue c located in Oklahoma City, Oldahoma. 
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The data gathered from the agents or rcp·:-esentatives of the life 

insurance co • anies urveyc pertain only to office 't{orlrors classifi d by 

the companies as secretaries an~ &tcnograph rs. 

S01e of the data gathere in the survey were necessarily limited to the 

opinions of the agents or ropres ntativcs of life insurance cmpanies inclu ed 

in the st dy. 

Ther is no -

xi t b1:rt;w n. re u.i.1 ~.. nts as '"'t,.d:,c by ho v , cs nt ti· cs · n re uiI e-

ent actuall,y obnorv in conipany pract.ic in employing bcgimung stcnocra-

pl er and 0-cr-tarios. It ~t be ad: · ttcd t at iI orta.nt differcncea may 

exist b t,, n pract.lcu as des ribcd by the representatives ~ as actually 

applie in hi ing situations. 

Uo att"" t ·as mad to obtain information iroct from 3ecr ta.rial au 

st gz·aphic employees. 

D,finitions. or the sak of clarity, the fo lmr..wg o_f:!.nitiono lill 

b1,; usv throughout this study". 

ru: - Performs general cff:.c ~orlt L, r liovl.ng c. ccutivc.;) ---i--er company officials of minor oxecutive and clerical duties: 
Takes dictation, uoing ohorthand or a Stenotype ma.chin; transcribes 
dictation or the recorded information reproduced on a transcribi 
nachine; . <:ef> appointment~ for ex cutivo ru1d rcainds him of the .. ; 
intervieus people coming into office, direct,ing to other -workers 
thc~e ;ho o not t,urrant seeing the ex cuti e; ansuc .. s and 
phone calls; han l es personal a.nd important, mail, writing routine 

o .;)pen 11...,1.. on o n :inilii ti:e, ,.ay supo rise ot·1 r ~1crical 
uorkers. l 

Steno ·a her - Takes dictation in shorthand of corrcs_ondencc, 
·eport"' , Sl1.li ot.h ·r rua.t-ter a.nu transcribes dictated 

writing it out in longhand or using typewriter. ~ be re-
quiI d to c v1;;rseJ in the tec:hnical langua0 e and t nns used in a 
particular profession. J..Iay perform a. variety of related clerlcal 
duties. May take dictation on a Stenotype ma.chine or mny- trc.nncribe 
information from a sound produ ing record. 2 

1 Dictionaq: of Occupational Titles, 
United States Goveruncnt. June, l 39, P• 

2 Ibid., P• 886. -
Division of Standa1 
04. 

and Research, 
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Be~ Secreta:i,i: 2£. Stenoer;apheF. - One vho is neuly cmpl oye in or 

newly promoted to the position of secretazy or swnographer in the office 

of a life insurance company. 

~ Insurance Copp:!;! - A field organization under supel-J"iS"on of and 

authorized by the home office of a life insurance company; operated by an 

a.gent or general manager. 

!1!:0rt8;f1C~ !?!_ ~1e., Sj",u$Y:• There are !'.lacy life insurance ccmpan.1.es in 

Oklahoma.. The size of these companies varies grea ~r Evon though ma._--w 

insurance offices house only a very small staff, ot 1er companies ru.>e large 

en.ough to e!@l oy nro.tJY stenographers and secrctartos. 

If l ifo insurance company e."Uployment op ortuni. ties for stenographers 

and secretaries are numerous enough, :.tt might be well for some state high 

schools and colleges to offer special training j th.6:i.r seeroto.riat and 

of'fiee practice courses to those who wish to seok employment in life insur-

ance companies . 

This study should a.id teacheJ!'s o:f office practice and secretarial 

courses in formulating realistic standards based on acre,ual offi.cc pr·a.ctices. 

The importance of this type of research in business education is uell stated 

by Haynes and Humphrey: 

Sin-co offic·e p::t•acticc is a course usually g:i.ven to n u :ents 
inlrl3diatcly before they enter the business world, continual 
research in this subject is vital to :i.ts practical e.ffcetivcness. 
Off:.ce-prn.cticc curs 'S, above all others, must 11ot l ag behind 
the practice of business .... The teacher oi' office practice must 
knou provciling business customs and must baso his knowl edge on 
research.,. e-i ther that done by himself or by o·thers . 3 

mzynes and Graham also recon111end research to proVide a basis :for sett ing 

standards in the business edt1cation courses: 

3 Benjamin R. H.zynes and Clyde W. Humphrey, Research Appli~d !2, 
Business &lttcation., P• li.3• 



By means of r search., the office practice t acher will knm h much 
tia· · should be ·ven in each phas of office t--ork., uhich office 
machine-.;, should be used., rhich t asks ~ be 1 arned • on the job., 
an the rol a:ti ve anolll1t pf time 'tJhich should e · • .::n. t.c each 
diVision 0£ office work. 4 

The student in office practice or secrcto.rial training cours s i , · 11 

so on fit fro,1 research which detox nines · ni.mum empl oyment ..-.tan ards. 

The findings of the study should enable the student to learn the beginninG 

standards required in the business offices. Parker Liles describes the 

effect on the student of the setting of Cor!l! on goals in tho school and the 

office. He believes that as a result of this practice, 

Fail ure in beginning jobs would bo eliminated or mato11 ially 
r e . cod. Th tronoition fromc:'the school situation to the office 
uould be smooth and pl easant. / 

6 

Sources of Data. The interview technique of normati v survey reseru: ch -----
was used to gather data pertaining to mininmm cn:g;,loymont standards re uirod 

of beginning soc ·etaries and stenographers by life insurance COJl!)anies. 

The interview sehc ulc was prepared for us as a euidc in p rsonal 

interviews to be h ld ,ti.th agents or reprcsontativcc in the 0 eiccted life 

insurance companies. In each case ., tho interview was held ti.th the person 

most directly rosponsib for the hi. ine of news crota.rics and stcnoerap rs. 

Other data wore obtain d fro literature and research studies in the 

field of business education and, specifically., in the field o.f office practice 

and secretarial training. 

thod of Res arch. The norm.ativ survey met.hod of research was ---- . 

sel ected for use in gath r-:i.ng data for the study in the belief that it would 

yteld the ost information on conditions as they e ·st in actual practice. 

li Benjamin R. Hczyncs and Jessie Graham., Research in Buuincss Education, 
P• 40. . - . 

5 Parker Ll.les., "Responsibilitios of the City Supervisor for Deter
mining Standaxds,, 11 UDEA Foru:m, Vol. V ( '113y1 1951), P• 20. - ---· 
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:art r V. Goo , A. s. Bai: ... , G.n-... D u as •' . G ates re..::o u 1c; use or 

the noI· ativc-su..-.rcy typ .... of ro 0 C<-.rch 1or a stuo.y of this kind. 

rho lJU..1."'Vcy att~ck i" al eys • ppropriat l:h n info ation con erninf'1' 
current conditions is desired in an::, field, however well expl ored.,. 
in whi l there a:•1.; change'" ct cndition or charl{,~S 0.1. population 
frequency .from time to t.ime. 

In regard to th advantage::; o the use of the int rview technique in 

obtaining data, Carter v. Good, A. s. Darr, d Douglan E. Scates cy: 

By eans of · nterview it is possibl e to secure na.:ny data that 
CC,.;.-110..t-· ::,c 0 .. ·- :r·: n d. th:'OU[,h t.l<.; lc:.LJ ~.J:..'µQ .~ sl"'~00~U:;._~ O.f 

distributinr~ a cply bla.nlc •••• Again, the interviet1 permits 
t~~ i!.tc1 ~rien~cr tc i;.:i:..n :::.:1 ir::p.t s&ion c:,; tJ.1e p 100 :ho ·., 
giving the facts, to form some judem-cnt of ·the truth in tho 
_acte? a.."'l<l .,o 1 cad b -t1.0c the linvs, ' th.in ..... s that, 0 n ·;;. 
said. 

Procedure. After :related theses and other pertinent literature were 

"'tudied,. after th quc-stions to be answered by the st dy had been 

fo ted, a tentative interview schedule ,ras compiled. The in rview 

schedule drafted by Gordon CU1vcr8 contained uch material -which was of 

help and ~ncrous use as made of ideas and materials that appeared in his 

~,cho·ulo. The ton-tative interview schedule was submitted to the Chairman 

of tho Thcsia Conmti.tt e for criticism and sugeostions . The intcrvim1 guide 

as chMgod to conform to the suggestions receiv • and ··as drafted in its 

final. Som.. 

Tho list of im,urence compnni.cs included in the survey · c.s obtained 

_ from the 1 ·uye ... Gui.de Section11 under the headine of Life Insurance in th - -----
6 

Carter v. Good, A. s. a?T, an Do 
of Educat:. nal Rosc3.!.'' , P• 295. 

lao E. Scates, The Hcthodolo - ;;;,;..;.;;.;..;.;,;;.;;.;. ....... 

7 
~ - , ~. 378. 

8 Gordon Ii'. Culver., uA Survc or Select; d Oil Companies in Oklahor.m. To 
Determine ·num ~loym nt Standards Required of Begil:minG Secretaries 
and Stcno:::,Ta:>hcr~, 11 Un .. nblished Master •» I1hesis, Oklahooo Agricultural and 
~cha.nical Coll gc, 3tillwltur, Okl ahoma, 1949. 



Directot7 2!_ Oklal1on1a City., and the Jlirecto2.1· ,e!. T'Ulsa.. The companies 

surveyed were further lim:i tcd by elir.una.ting duplications of the sam.e 

company in the same city. 

Prior to ... tl.t'Veying the first insurance company, a trial interview wa.s 

held td th Mr. Leonard Berron, an insurance agent in Stillwater, . Oklahoma. 

From this intem.ew.,. the iIXvestigator learned what parts of the :tnterv'i.ew 

8 

schedule would probably require more explanabion than had been anticipated. 

T;K' investigator personally conducted all interviews. In each iilsur-

ance company, the :inVestigator asked to see the agent or representative 

directly responsible for selecting new secretaries and stenographers in his 

company. 

Interviews were held on dates indicated in the following schedule:. 

Number of COmpanios 
Surve;y:ed 

21 

24 

-
Total 45 

Location 

Tulsa 

Oklahoma City 

Oates of Interviews ---- '. 

Ma3 19-20-.21,. 1952 

May 2 27- 281 1952 

From the data obtained through these interviews, the writer constructed 

tables, made interpi"ctations, drew conclusions, and o£1'ered certain .recom-

mendations in keeping vtlth the pm:pose of th.e study. 
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CHAPI'ER II 

· SURVEY OF SELECTED RELATED LITERATURE 

One of the important developments in business education Will need to 

be the oxtcns·on 0£ the practice o.f surveying business conmrunities and 

analyzing business occupations. 9 

In cognizance of the need for surveys of businc ... s occupations of 

various kinds, this study seeks to discover the areas in whicl't th business 

education depart cnts in ugh scl cols and colleges may need to improve 

training of students uho r.i.sh to seek employment in lif o insurance companies, 

so they can . et the standards e,:pccted of beginning iecrctarie and 

stenographers by such companies. 

The rese.a.rch area .for business education lies in the field of 
business. ij re the n'Ulllber and kind of present an future 
opportunities for empl oyment, exist, the requirements and 
~pecifications tl1erefor are found, the standards of performance 
are cstablishe and tho personal and business qualifications 
necessary for satisfactory adjustments are determined. lo 

In order to gain a background for the study, books,, articles in u n ss 

education periodicalo, and research studies were read. Tho information 

uhich follows shows the irlportancc of and the need for r search concernin.,. 

secretarial offic practice, the nature and objectives of th secretarial 

office practice course, tho content of the secretarial office practice 

9 Ira ,;. Kibby and ldlliam R. Blackler, "The Rel ationship of Business 
to Business Education, 11 National Business Education Outlook, Sixth Yearbook 
of the National Co ercial Teachers Federation, fJ[O, P• • 

10 ~ . , P• 144. 

- 9 -
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course, ana the competcnc·es o~-pectcd of secretaries and stonograph rs in 

business of 'i es. 

Imoo:rtunc o·" a.i, the . ecd for Research in Secretarial Offi ce Practice. ---- - ------ ---- -----
Benjamin ~· I ayn0c .::in Clyclo W. HUM;pl, ... rey, in exp re sing tho :Lmportanc of 

rosea.:ech in eepJ.n:- tho office practice cours u to at e , iirite, 

Since office practice :i.s a, course usually given to ot udents 
immediately befo""' they tor the bu inus · 1orll, cont · ~uous 
r s arch in tlu.: su j<)ct :i.s vital to its pr-a tica.1 _ffectivc
n ss. Office ;;:;. .. actico course , above al othc , , u..,t not lag 
behin t.hu >/·: ~-: l ·co of usi eso. • •• Tho t ,acher of office 
pre ctico mu.o·t knou 1 wail ing bu::.inoso custo.::ns DJlt.. n.P.st l> s . hisll 
kno •l ctgc <m l'Oscc . .:·, ., e5 ther that don by hiJ self or by oth s . 

!h,_ ::at·~·~ an:..· 2,l.1 jortivep cf ~ Course in Socrotaria.1 Office Practice . 

The na.-cur of thu socretru:-ial c,ffj cc pract,icc course l ends i el!' ree. ll.y 

t o roviel of one-.. lc:::rn sl · · ls, habit"' , and attit udas as wel l as the 

acquisition of n 1 c1.:illr:, ~' ,its, and atM.tudes. One administrator describ s 

t he cours au f ollon:; : 

Tho s cc class i s a dress ohearsal f or business 
l ife. H • , c :::·dina.t d as one unit, bu .... incs"' skillo and lmo -
lcdg sand underctQ~a ·ngs must b fused, 7ust bo into~-ratect. There 
a.re tlci.nt,s to c . ,arned, skills to be i-,hippe to to notch level, 
pro1..c ' :ces to b .... a.utor.iatizcd, facts to b master , attitur e to be 
devcl ope'- a lot r.ior0 than dev lopin"' skill :m typinr: 
operatinQ a duplicn:tin"' ac u..r1e . 12 

- The Okla.ho coui•uc of study for the business subject indicates that : 

Office r cticll S\WAJlics the need for efini t e training in routine 
office uo1·k and office ., r.chi..r1es operation. It is pl anned to hel p 
pupil s cliscovcr th-ir personal bil iti sand l irnitutions; to give 
them a foundation for adjustin the sel ves t o a busines environment.; 
ost of all, to "'h opportunities 1n the duti s which ax 

ca .o ·,, 1;, : form d by young .en an women first en'.oring the e iploy 
of busin,A,"'• Opportun:i:t. is given for pupil response to ::iuch office 
conditions as are typico.l of re 1 offic posit-ions. This course 

ll Benjamin R. Haynes and Clyde 
§usinc ~ Education, P• 43• 

• Hu.,uphrey, Resoarch Au l ied to ..... ___ _ 
12 John N. Given, nThe Act.ninist ra.t or Lool:>.S at tho Secretarial ract.ic 

Teacher, r. Business F.ducation World, Vol. XXVIII, No. 6, (I,'ebruacy, 1948), 
P• 335. 



centers ·ound the office. Office Practice inclu es assignmonts in 
nhich the pupil is asked to visit frequently co ercial houses in 
his l09ality there obtain first- hand information about office 
detail and practice. 13 

'l'he objectives fo:r the office practice course as published by the 

State Depart cnt of Education in th Stat of Oklaho . are : 

1. To gain a knowl edge of the vocational opportunities in office 
,rork. 

11 

2. To gain a knowl edec or the mo1 - frequent performed duties which 
a beginner in an offico Jl1ey' be called upon to p rfo , and to 
realize that advance ent is contingent on eff~ iency in these 
simpler dntieo. 

3. To renew by ·practice the skills r lat d to business , hi.ch are 
alreaey develop 

4. To become sldllcd in th use of machines and procedures. 

5. To gain a workabl e lmowlcdge of fill P' • 

6. To learn the various ·a:yo in which tho agencies o:f traru,portation 
and corilillUl'lica.tion contribute to efficient. operation of business, 
and to develop the ability to uso these services intolligunt · 
through practical l earning experiences. 

B. 

To develop habits of n atn ss, accuracy, responsibility,. 
thoroughn ss., and systematic procedure through adaption and 
practice. 

To beco e a of one • s evm l oss pl easing traits and learn 
hov to improve the • 

To develop a usable business vocabulary- through study and 
application of co on business terms • .1.4 

Esther Bernice Bricker, 15 in u recent survey to determi21c the basis 

for an office practice course in Nm at.a, Oklahoma., came to the following 

conclusions on the basis of data obtained in her investigation: 

l3 Course of Stu in Business Education, Bulletin 42-c-4, Department 
of Education, state o oll'ahoma, June,. !943, P• 128. 

14 
!bid., P• 130. -

15 ""ther Bernice Bricker, "A Study to Do·ter-.nine the Basi.; for an 
Office Practice Course in Nowata, Oklahoma, n Unpublished .Jaster•s Thesis, 
01'..lahoma Agricultural and !1echruu.cal College , Stillwater, Oklaho , 19h8, 
P• 97-98. 



1. Th.o of::fieo p1 .. actice c.ow?se t...lioul.d .fit. the community needs .• 

2. The .course should be open to students ,,;lio have had one 
year of tr3Pmrrit.mg. 

3• The coiwo,o sho1u.d include an :urtensi 'ifl) 1~e",tieu., for those who 
:nee<' it, in .English, spelllne, speech, mi.tlun.etic,, ~"'ld jpeni"'ilfll'1""' 
slrip, sfa"0-:JCir1r; their ir,i:portanco :u1. that order. 

!J,. A 1111:tt. on office rMl.chines should be i,lauo.1:.,'tl in connection :rd.th 
e.; gem.DJ.~. -office p:rac·tiae eom."!lo. The n1a..ch1nes to be taught:, 
otbe.r th.t.,,..n the typewriter, a.re tJ10 adding ffi'.:}.ehine; e.nd.t ti' 
poosi1,le,. t;he calculator·. 

6. .A unit on tho ty-pffi.rri"tor and its uso should be pla,.:m:red £or 
~~hoee uho need it. 

7. Porsona.lity traits uhich sh'O'tlld be ~aoized are initiative,, 
s0nso oi~ 1•ospon~ibilit3, acO'll:r-acy, ability -to .save time., ability 
to taka c1.'iticism, attention to detailsl c.}rstnn and O:tderliooss., 
2.;nd toot. 

a. S-pocial abilities to be t.augtat include; :filing, usine the tele
phone; ra.ec-ting the public; compooine; letters; handling nwil; and 
so1:"til1&.,. list,i:ng, and n'Uilibe.ring p~gers:. 

Con"Gent of th(~ Secretarial Office Practice Com"se. The outline of' -----·-- . . 

contcmt for· tl-m offico practice com"'se a.s suggested in Oklahoma.to Course or -----· 
s.tudY; -~ B'q.siness Ji:due.ation16 ha.s beon summa1·ized as follous: 

r. Scou0 of' Sem"etru'i.al Uo1""k 
A .. ~ '?y.1.Jes of' soc:i:•eta1-:tos 
D. Q.ualificat;ions of the secrctru.,y 

II. Dietaticn and Trr..inscription 
A. Systematic h.UJ"'1.dline of tho no·t:.e1:.mok 
Jh Tilld.ng dictation 
a. T:ransm."ibing 

III. D-'IB.ch!.:lll.ica of Lctte1"" lJr-i ting 
A• Statio:nei17 
L. The formal parts of. a business 1-ette.r 
c.. F'orms o:t lottez·s 
JJ. E:nvelopes 



rv. Business Correspondence 
A. Essential qualities of a business letter 
B. The composition of the business letter 
c. '.l'.'ypes of business let:t~s 

v. Attending to the l{ai.J. 
A. Incoming mail 
B. Outgoing rml 

VI. Meeting Callers 
A. Reception by the secreta.t7, personality of the 

receptionist 
B. Making appointments 
o. Reminding of appointments 

VII. Telephone 
A. The seeretacy- and the telephone 
B. Types of telephone 
c. Answering the telephone 

VIII. Telegraph 
A. Selecting the serv:i.c.e 

II. 'I'ransportatio11 of' Goods 
A• Shipping fac'i:Uties 
B. Shipping terms 
c. Shipping department 
n. Freight ship.m.ent,s 
E. Classes or fi~eigbt 
F.. Bills of lnding 
a . Payment or charges 
H. Motiee of' arrival of goods 

x. Transportation of Pe:rscns. 
A.. Plarming itinel"ar.f 
B. Time-tables 
c. Travel by air 
n. Travel agencies 
E. Hotel reservations 
F. T:t·aveler ' s checks 
G. Forijarding mail 

xr. Reference Books 
;.... Dictionaries 
B. Encyclopedias 
c. Gove .nment documents 
D. Secretarial handbooks 
E. Maga7."i.na:, newspaper., a.nd book indexes 
F. Almana.O-.S· 
G, Director.Les 
u. Reference books on handling the mail 
r. Travel reference books 
J . Biographies 
K. Books about words 
Lt Books o.f' quotatiow 

13 



XII. Filir..£ 
A. Types of files 
13.. ... ules for in e'° · , 
c. Polling supplies and ace ssories 
n. Procedures in fil ing 
E. .. thods of filin , 

llII. Machine"' 
A. Duplicat... ma.chines 
n. Dict,ating r:w.chines 
c. Calculatirlg and billing me.chines 

XIV. Flnflll ial Duties of th~ Secretn.ry 
A. Handling onoy 
n. Bro:ild.n procedures 
c. 1oney ordcrn 
n. O'-:.her .cthods of transmitting payments 
E. Eetnblishine credit 
F. us· credit 
G. Dorro..ing and lending money 
H. l:u ' .. · tint, 
I . Invcs cnts 

Offices. J ·abel Struuch17 :r.ia.dc a surv-o of 0ffico duties perfonn by 

empl oyees in tl- i r t tuo of'fic s in t.hc Pekin, I :!.linois area and fmmd that 

steno raphers performed tee shorthand and t;pin0 dut·oz : 

1. Taldng d:..ctat · on in shorthand and transcribing notes on th0 
tnm.Titor 

2. Typ · l ett~rs and other material fro. dir ct dictation 
3. Typing lcttc1~" on lct,terhcad paper 
4. Addressing nvolopc~ 
5. Typing legal docu:icnt~ 
6. Typine lctte:.:s on plain paper 
7. Compo~ine si."1!)lu lctte sat tho typewrltcr 

The mi .. cellan ous offic duties perfo!"i:ied by the st noeraphors and 

other classes of uorkers vere: 

1. Send.in"' regist red letter~ and insured packaees by mail 
2. .Anmrorinc the telcpl one and taking cssares for the mpl oyer 
3. PlP.cin[:; lon~ di .,..•;anco tol pl one callt' 

l7 Juliabcl Strauch., "A Survey of O.f.:'ice Duties and of Employer' s 
EV'aluatio1 • of Offic Enployec:: in Thirty- tuo Busines" Offices in tho Pekin, 
Illinoi Area, 11 Review of To.1sinc"'s Education, 1949 Series, llos. 3 and 4, 
PP• 2 31• -



b Ueij.1.in mail m fli"ll!'ing amount of postuge nocxled 
5. t.\llin.., ou <lopo.sit slips nnd making deposit 
6. H.akin; .np,e>oinwcnt,..; for t 110 mploy r 
1. Chang:1.1. ~ t 10 ~.P '1.ter ribbon 
8. 0 c.ring offico sup lies 
S,. Stuf'fi11c and soi lin~:; envelopes by hand 

10. Kcopin t:im.0 records and prcparine pa.yI olls 
ll. "llin; in busincDa for · by hand 

Tho :1 i.kn~~so· oi: rt,emographors as report by the e _ layers vcre: 

Skills nnd Abilities 

1. Knm l e~ o:f lmsinosn terms 
2. en.ions d.p 
3• Knoulcdec of printed business forms 

Work Habit~ 

1 . r ast.o tmc when they should b , working 
2. Do not nake neat, orru:.ures and corrections in their work 
J . S lirk rcsponsibili ty in oing work 
4. Do not proofread and chock for errors in all c et,ed 

work 
5. Bot.h · oth r :ttq)lo eo uho ar 1orldng 

Por .... ona.l Traits 

1. Lacks lf- control in tense sit tions 
2. Do not. t>,.:Z..pt, casi' · to variou::i situations 
3 • 1.a..ck _ at.icncc 
4. Do not have poi e in meeting an convc1: .... ing with ~ eoplc 

15 

.,, In su1 'VOY conJ.ucte<l by , tell L. Po. ham, 18 a group of business men 

ncre asked t,o lict what, they considered to be minimum eosent,ials of co1upctenc 

for beginn:i.nr of ice o_k•..: · • Th s business en s •gGsted that an efficient 

bcg-lmrl.ng oi.'fic 1orkc • should: 

1. Posccs- skill in ·tlio fundar. ntal p ocosoeo. bce,:l.nnin[; 
uor rcr should be a lo to road directions 1.mde1=tandine:J¥, 
· ... 1. t ~ 1 · 'ib}y, spell corr t,ly., sol vc s:i..mpl ari thn etic 

problG. u.. , euk effectively. In addition, he should 
po•·oc::;c onu b •sincss s dll which has been develop d to an 
ocuupatiorwl le cl f•.: ... houl hav · o.. basic understanding of 
pr1ncipl~s of busin S.u so that ho can s~o his placo in the 
office. 

18 Estelle t . Po ... ham, w ·C" ar.inr· Competency of Students Preparin0 f'or 
Stcnograp lie Posi ·· ox s , 11 Evaluatin,., Co 
American Business Educat · on car oo ... ,..,Vl!!!o"""!,,..--~ 
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Takes dictation in sho:i.-thand 
'l'ra'fl.Scribes sl1.ortlland dictation or the recorded infor:aat..j.on 

rcp?cduccd on o. tr: :nscrib.lll{:'. machine 
Haltes a.ppointncnte :for ~mcutivo and re1mids him 0£ th.0!;1 
In'te~.rie:m mi( directs people coming :irrto of£ioo 
AnSPH:0..:.~ t·Y, :i ,'.·)/,.m3 phon0 calls 
llandles pc:rs:ona.1 and import~m:it :m."1il 
vJrites routine cor..responrlenco on mm initia·tive 
!clay suporviso ot-ner c1orica1 t:ror!rors 
Do.os filine 
:,:Iaintai~ eonficlentia.l .file 
Doos some beo!~ceqpine 

Tak0r:1 dictation 
Transcribes sho~,hc1nd dict,aticn or tho reccrdod information 

:rep:r•odueGd O!l a t.ranscribing rnac.ldue 
Per:fo1,:;1s a stmric~J of l'3lutcd clerical dut.ics 
Dooo £il:i..nes 
Does some bookkeeping 
Types cont1~11.ct,n O'.!' ot.ric1:' lo{sal pr;;:90:.."S 

17 

Ini tia:ti'"vo, arabi tion,. organization of dutit:S1 alertness, in.d1.l.St.cy ,- accuracy, 
' 

attention ·to details, .:>.nd depondabil5.ty. 

The literature reviewed shows that :muc.h has been done in cs·tablishing 

i::.:.zh .school. .ancl colleeo students need assurance .fr.o.m their business teacllors 

.:fields. In 01>der to give these st.ild.onts t.his ruisura:1100, continuous rcsenrch 

must be conduc'ted in various types of businesses and in various localities .. 

?bis stu.ciy seoks to detm.:·mi.llo the minim:um onployment standards required of 
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and guiding students as well as in serving as a basis for improving the 

tra:i.n:ing given in tl1c secretarial practice course to s·l;;udents uho wish -to 

seek employment as secretm"i.es and stenographers in life irururance companies 

ill Oklahoma. 



' 
~"lec1:·o"tcr1.(,D an.c: s-tetwcx·i~pho:t'S by liJ'o insurcnco co:rym.dss ir1 Okla.ho~:w .• 

Di:2tr:lbut.·ion oi' £::;11'.>loyooo in Coi!loanlcs. Su:evavod. __________ .......,.. f:$ -1 ~ ~ 'I Iii I'. 1 

- 19 -
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TABLE I 

GEOGRAPHICAL DISTRIBUl'ION OF SECRETARIAL AND STEHOGRAPIIIC 
Fl PLOYEES I N FORTY-FIVE LIFE INS ~CE CCMPANI ES IN OKLAHCMA 

NUI:1ber of Number of En12lgzee s 
Location Companies Secretaries Stenographers Total 

sur:vemd M~n . li2m.en Men Women . 

Tulsa 21 0 37 0 38 75 

Oklahoma City 24 0 57 0 31 88 

Total 45 0 94 0 69 163 

This table slwuld be read as follows : Twenty-one companie::: in Tulsa empl<T'J 
J7 women secretaries and 38 wo1 en stenograp ers, a total of 75 secre·taries 
and stenographers 



Ma1-:i:tal St~:tus p!, Secretarial ~. ~ic~O{;.::l'aphi~ F..mplo1oes,. In Tulsa.j· 

tuenty-om:c1 oi' the tltli~y-oev-en uon.en er;~loy\':id as sec1.·tT~·i.os ru."'e ;~1:1.ed 

21 

and ten m·o sinft1e. Twenty--thre0 of "1Lh.o ~vhir•ty-oj_zht stenographers en-"@,loycd 

in T-1..1.lria {'.:to tn.arried and fifteen arc single. Table II shows that fortgr-,one 

·Oi: the i'iftjl"-stw·en socrErtaries eL'lployed in lifo inS'IU"P..nce eO?~anies in 

Okl.:i..'loma Cit:'.f .al'e 1uan"ied and sixteen .a:ro single. Out 0£ th0 tot.al 0£ thirt".r

one: 1J001en uo:rld:ng as stcnograp11crs, seventeen are l~l&'Tied and :fourteen ar0 

sil:J.glo. App:roxinia:tel;y' tuo-thi:c'ds of tho total. nurrioo1· of sscrotarlal and 

st,enographic wor1rors ~loyed in lif'e,· insm>anco com;p.an:i cs in Oklahoma City 

ar1d. Tulsa aro nW2·l'.""lad • 

. Previous Socretru:1.al 2£. Stenog-~hic E:feol"i~ce. Six l'e:prosentatives, 

·when asked if they require prtrvious elq;iariencc of secretarial 1:10:1.··kers., l"e

plied that they do require previous secretarial e;:;;perionce. Nineteen of the 

i~epresent:atives of the fort-,1-threo con1Panies that hire employees clae.sif'ied 

as socrata.::1.es,. said ·thoy prefer uorkers t-::rith such experience. Eighteen 

rcpresen·liat:i.i.res indicate.cl that previous sec1--cun.'inl eJrpe:c±enee is ilmna:tci.,ial. 

In Tw.sa,. only t.ti.'O of.' the ti::1eir~y reprosentat,ive:s who hire seeJx:rt.~~iea, 

reqU::.:_ ·.,·; ;;x!··tf".r:ious secr,rtarial oxpe.rience. 1/.:izlrt of the reprem.mt.~;t;ives prefer 

a"rpe:ctcnced soc:rcrtaries and ten said that S",ll.Ch c,:;g,:,01 .... .lonce is :tmiu.atoria.J.. · 0.f 

the tuen't.;)~c.hroe life i."1131ll.~oo e.oxn.pan;y- r01J1•ese11·l;;at,ivos il1 OklW101-1a C.'i"vff 

uho cn11::1oy soc~·eta:rics,. f am" require u:i::perlencc, n.i.neteen prefeJ:• a::rper:'Lenced 

vJ01~ke1'S., tAnd eigh•l;con said previous e~.,erience is ~Tnuatm'i.al. 

'l'hi:i"'ty-onc of tho forty-five life i.nsm:'8J:1ce companies ~1:lriloyed i3!I.cploy 

,:-;·01'"kcrc nho m"C classed as stcnogx·a:plwi"s. Of the thirty-one reprcsent.a:tives 

inte1"'V'iet-md,, none rcqtli:i:-es previous 1::rteno£;r·aphic o:xpcricm .. ~. Seventeen 

m;prccsed a p.1·0:f erence for expBrioncod wol'lro:rs and f oui"'tcen. sta~ed tha:·~ 

p2."'evious e~e:rir:ncc is il1tJm.terial. 



TABLE II 

MARITAL STATUS OF SECRETARIAL MID STEl!OGRAPIIIC 
Et PLOYEES IN FORTY-FIVE LIFE INSURANCE C04:PANIES 

Number Number of Em;elgzees 
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Location of Secretaries Stenographers 
Er.iploy;ee s Married Single Married Sin~le 

Tulsa 75 27 10 23 15 

Oklahoma c_ ty 88 41 16 17 14 

Totals 163 68 26 40 29 

This table should be road as follows : Of' the seventy-five employees in 
Tulsa, 27 secretaries are married and 10 are single . Twenty--!; ce steno
graprers ore narried am. 15 ore single 
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In 1"11..lBa, eigh't. of tho aevorrtoerl rop1"'csontatiVE;S who hi:c>c s"ronographe:rs 

pre:fe:i:· experience and Dino said such eJ~e1'iBuce is ili:Ii:la"t.eriru.. Mine of the 

f'oui-t.ooo corr-'1)anies in Oklahoma Git~y prefer ~::::.901·iencad· trorkcrs and :ttvo do 

not ca1."'0 trll!3thcz• tho employees havo bad previous e.::q)ol."'lence or not. 

· The p1"0f er-onces of omployers in:th ref0x.-ence to previous secrew..rit::;l or 

stenograplu,.c oo.rfHJJ.»-iencc aJ."'6 shoim in Table III. 

Min:L,rum, Jlf~o _!i Which il.'121?1:ees lJilJ. !!2., l1J.rocl. The r:d1li.mu;1 age prci'o:t'TO<l 

.fol." socretm:"'lal and stenographic empJ.o-.1e<:1s l"'CJJ§OO from eie:htcon to tue11ty

five yea.rs. Of tho fo1vcy-thl•ee l'epr·eson:tat:I.v-es who e1vloy secreta..""'ios,, 

faroni;y-fa3-0, a:pp:t'o:::dJ::'!.ato.ly iiw.f, 'M'Ould employ soorotar:i.oo irho are- e:lght,een 

years oltl. T'lU"ee com;pai1ies havo a t:ti.niJrrw.-1 ugo of 11.ineteen '3'0-ri,J;'S; :tive 

companies prof ail· t,o ha-.."'O secre"t,a.r-los twenty yea!"s cf aeo; aight co~es 

:i.ndic .. :tod th.at they :p:i.~:fe:i.-- secret.aJ:'ial ru!{Ployces '\;-;ho are at. lea.St, ·twonty

one; one cori!parq .specified it~ ·sec:c•etru:ies 11rust, be at least tuenty-·threo., 

art.d .f'our oo:1lpanies pre.f ,;l!' 1;.romcn uho are );LJbn:l;;y-five yea1 ... s of a.ge. T"n.o aver

age of those ?idnim.\t·.1 ago r<~quirotllonts ;fe.r b~1t,"ilroing ae:crErt.m.,.los in both 

cities i& tt1i::m:ty .and :J;bc-t.onths yem:::;. 

Ste.11og1·aph01,s_, accoi•Jing to the repo:rtv given tw the 1•cpJ:-eoe:ntati1N .. s 

of life ilism.'fillce companies,. can he.g:tn t,o 1rork nt u lm;o.r :ninimum ago than 

in Tulsa m1d Oklahoma (ti:ty is m.11.et.cen and nine-te:uths yeat"B• Ninetoe:n 

rep:res!$ntati:vcs, of the -thil'-'ty-o.ne tilio hil.">C sto11ocra:phers_. said that tu.o 

mittimu.11 B{;e a:t uhioh th0y tsocl.d amploy a stcm .. ocGTaphcr is eii;,'1tecn years. 

'1"'£11"-0e repoi·t,od that, thoy do not hire uo.1"ker.s uho ar0 less than n:1.neteon 

years old. Ttm I'Of)rescntatives re<luirC th.cit"' st.onogr~hcrs t.o be tuen:ty, 

1-1hi1B foux p1"Gi"er trwnog:i:,apll01•s 1iho arc ut leust tu011ty-one. Onzy one :i~pre

scntative pref ors his bet;lnning stcnographe1"'n to b0 not less than t1-mnty-throe 

years old, and tr;;o requi1"e their st,enog:r:·aphers to be at 'loast twenty-five. 



Locution 

TvJ.sa 

Oklahoma City 

Totals 

TPJlLE II! 

PREFEP,.EHCES OF E1'i.PLO'l'.SRS COI':'C.81:~U::·?G FRl"NIOUS S'f§;EOC.P.ii.P.d!C OR SJI!CRETJ~UA.t 
EXP11'RIEHCE WHBtT B!i.PLGY:IHG STBW(KiRAPHERS Ort S1I:Cf;J3;TAt1.IE;S 

Pl"'evious 3ecretaria1 o:t" 
*°!'_..._,.~·~-M-0"""~~--....... ~ ........... 

Seorete.ries 
number of l:umber of 
Conprutles Required Pl"efo1 .. rsd Imt~~teric.1 _Eorapa.:-.d.es Required P.refer:red !material 

20 2 $ 10 l'l 0 8 9 

"3 "· 4 11 8 14 0 9 ; 

- - - -
43 6 1C _,,, 18 31 0 17 u .. 

i~' 

This table should be read as :follows: 0£ .:.;he 20 conpanies in Tu.lsD who h1.re ooc1·etBJ."ies, 2 :require 
e::perienced secretaries, 8 prefer such experience, az1d 10 indicate tbc,-;; previous secreto:rie.1 experience is 
i:m,-:mterial. Of the 17 companies in. 'l'uls.c, who hire stenographers, :none require eJ:pe1"ie11ced stenogTo.p'hers, 8 
prefer ei1)a:denced workers, 011d 9 indica"be thnt pt>evious ~te110gr>ephic e::.."];erience is L,m1e.terial. 

l\:J 
4;,;;· 
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Preferred Maritaa S·tatus £!. Secretaries a..,r,&j. Stonoc;:aphcrs,. The marital 

status o:f beginni.nc seerotarios and stenogi~aphe:rs. is :1.m:mater"ial in th€ 

Ci t,y eoncerninr; the marl tal statu.<J of secrotarios a:nd stenographers. 

wo1"'kers as i..viciica:l:icid "t)Y represent&tives ?f forty-five life insm .. ance c.o:apan

ioo in Okltthoma. All employers .of secretarial. and stenographic ~yorkers in 

these jobs. Scvori;:.1 of tho l'CJ?'..resonta.tivos saitl th.at m0n "tend to become 



11 n 

0 

r-1 

0 

N .. 
() 
N 

0 

C·' , .. ) 

0 
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TABLE V 

PREFERENCES OF .i.;u1PlDYERS IN LIFE IllSURArCE CCJ,1PA ITES 
CONCERNil G 1, ARITAL STATUS OF D~GIImnm SECRETARIAL 

AND STENOGRAPHIC WORKERS 

Location Secretarie..., Stenoe!:a:Qhor§ 
Jo . !forri eg, Single I ll1;;10.ter · al tfo , 1arried Sinisle I 

Tulsa. 20 0 3 17 17 1 1 

Oklahoma City 23 2 2 19 14 2 2 

To·tals 43 2 5 36 31 3 3 

27 

•a.terial 

15 

10 

25 

This table s1'ould be read as -"ollows : Of t ~e twent . conpanies in Tulsa that 
hire oecretorien , 3 require sccretorie:J to be sing __ e and 17 in.dico.te t at 
t e mo.ri t al s-ta.tus of secretaries is ir.unaterial . 
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TABLE Vi. 

PICFERRID SEX O ,;,ECRETAL.IAL AND GTEl!OGRAPHIC WO HE- S 
AS INDICATED DY REPR.i:SI:JTATIVES o:r FORTY-FlVE LIFE I: SURAlJCE CG1P ANIES 

Secretaries GvihO s -Locn.tion l:-:.n:11-er of ru:mber of 
Go~ip es Men Yo.en Companieo .1ien Wonen 

Tulsa. 20 0 20 17 0 17 

Oklahoma. City 2:3 0 23 14 0 14 

Totals 43 0 43 31 0 31 
_. .. __ 

This table chould be re,::.d as ::'ollown: Of t :1e t-wmrii conpanies i1 Tulsa who 
hire secretwrieo , 20 pe:..•fer itoPen secretm•ies . Of t 1e 17 coi. pa.11:i.es in Tulsa 
·tho hi.re stenographers., 1 px;·ofer 10:raen steno aphors . 



· .. -+:, .. -_.,.;_~::1.·_ .. ~1_-. __ ·_;·,1 .·,:_:,·~-.• -r:.;,·•f2.,-:~.-.L:.·, ,':rlt~ .. _.1. ""(c.~.,.:-·,;Y•,-"." ··'1l,,·, --:~·r·-·1··,~ ;- · 
_s. .J,___ -- ...... ""--"-""'.3. ~ -'- .~ .... 't .. ~,-.-··~1. ... ·-!._··.·-J\)'.•, ... /,·-"'_·:..• . .. ~, ... of 'i )I" ill ..... _____ .,___ -
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TABLE VII 

MJ:Nn.UM EDUCATIONAL REQUIREMENTS SPECIFIED BY 
EMPLOYERS IN INSURANCE COMPANIES IN OKLAHOMA 

No .. Less" than High -~ Business S02:1e 

30 

Position and of High School School College College College 
Location Cos. Graduation Graduation Graduation Education Graduation 

Secretaries 
Tulsa 

tm GI.., ];iillll' 

20 0 1 9 10 0 
Okla.horm. City 23 l 13 5 4 0 

?tenog£a:ehe;rs 
Tulsa 17 0 ll 5 1 0 
Oklahoma City 14 0 9 3 2 0 

-
Totals 74 1 I;, 2J 8 0 

Thie table should be read a.s follows: Of the 20 companies in Tulsa that 
hire secreto.ries, none tdll bi.re a. secretary with less than a hie,'h school 
education, nine prefer high school graduation of their secretaries, 10 
prefer business college graduates and l prefe_s secretories dth some college 
education. None requires college graduation for its sec_etaria.1 workero. 



Snrvi<Y,'::t" 'J:::ed :Ln Obto.:tn1.n.;-: i'!c11 :fi::n:::lcy,:,ec • 
.... • .... ,, .. "'! ~ ........ J( ........ ~ .I.. - - . Ii Te.blf.', YI!I 



T LE VIII 

PLACE:IENT SERVICES USED DY EMPLOYERS IN 
LIFE DJSURANCE C 1PANIES Il' LOOATUlG NEW 

SECRE'l'ARIAL AND STENOGRAPHIC EMPLOYEES 

Tuen y-one 
fadia · sed Co~,p...nlos 

in Tulsa .... 
Personul Acquaintancao , Rel tives, 

and F.riends of Enployees 14 

Private K::iplcynent .Agencies 8 

Uni tod States E pl~ .ent Service 8 

Business Colle Placement Services 7 

Newspaper Advertise nts 4 

High School Plac...-01. ent Services 3 

Unsolicited Applicntions 2 

32 

12 

7 

18 

6 

6 

8 

1 

This ta.bl sLould be read as f ollo m: Of · he twent -one co~ .. punies surveyed 
in Tulsa , 11.. located new secretcrial and ... tenocraphic e, ployces tbro "'h 
personal &.cquaintoncoo , relativea , and friends of enpl0tJees . Of the twenty
four co ponies aurveyed in Oklahom1 CHy , '2 obtained ne I sec-..t"Otarie.l and 
steno nphic workers through JX3raonoJ. acqucintances , relatives , end friends 
of other e ployees. -
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in Oklahoma (;it.y .. 

business yoar. 



!uUAL- At[} S'f1s:10GRAPHIC WORKER8 

·--------~~--1•~9ll.~ .,..,.-,,,.,•~~~'*""''~s•,---~-""'·m··-,.--•·---i'-.-~~- ,; ,.-n,......,,.-.__....,~~-'l'&ir -, ;ro-@.,: ""'~ ----~·~· --------~~~---···.- ··11~l!;11;e1: or~--~·- -.---~.-..~-- ~-~ 

App!'oxin.c.1,e of He·~rl~/ Er:rplo;yed 
~~-~-·•••--~ ,~~;;.a.-ro_· ! ,uw,·- •aWliY . ..-.. .. ~o;a.-· ·~•4* 

21 21 16 37 

13 ,~ 
-,;,.,.4 2d 
~~-

Totals: 34. 3l 65 

_;,i,,,..,.,_... ................. ....,_.._,.._~-"'-«.\;Ct<x~~"C'fljl'IEf • ~-----... !"-~---~,;_~.;-,~"'"_..._~--.i;);,""""~~ ....... ~ 
___ ... Pri' ____ ...__ ___ ._;t.li/Jfi;.- ...... <!~~----~· ~--..,.;.;· ij ~-·$~<!!,~~~-~---~,,;.;.;._ 

1~<:~s.J1 -nr~ f'o11K1t,ro :· 
:C\>.prt1Gont;:-,:t:.i:i;-1<)G 1.:~1d:tci2:tod 

11e:1,1 s'Go ::1<)t:X" CJllJeJtt; 

·frhJ.1.~tz; .. --t:~cnJeYt tt~1l-.r Gec:t"10-Lr::;i~lefj 



TABLE X 

:JTICIPATED CHANGES I ll lffifilER OF BEGIN!UWG SECRET.ARIES AND 
STENOGRAPHERS TO BE HIRED DORING 'mE NEX! YEAR AS REPORTED 
BY REPRESE11TATI .c;S OF FORTY -!•'I LUE IIJS1JRANCE COMPANIES 

Number of 

35 

Chan,a,.~ .. .!P .. ~Nmber to be Hifed 
Location Conpanies $em·eta.riea _ . St.!3nogra.phers 

s l.U:!..~xed lio UbtJt~ • .Mor.a - No Quange . Hore 

Tulsa 21 19 2 20 1 

Oklahoria City 24 22 2 22 2 

Totals 45 a. 4 l;2 3 

This table shouJ.d be read as follows : In the twenty-one companies ourveyed 
in Tulsa reprosenta:hives of 19 anticipated no change in the number of secre
taries they wouJ.d hi.re du.ring the coming yeer . Two companies expected ·i;o 
hire more oooretories. In the twenty...one companies surveyed in Tulsa, 
representatives of 20 expected no change :tn the nu:rriber of stenographers they 
would hire next yeer. One reprer,entati ve said his compruw would hire more 
stenographers . 



nu.mbor of secr€rcm~ios they 1d'll en1ploy du:t;lng the ncJi'.'c. ye~. Ttro 1"'€':pre

setrt.ativos l;oliovG thDy idll hire moi--e scc1 .. cl(iarios 'Ght:';n they have hired 
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Tt,'1,.mt;y~ representatives o:f companies in Tulsa,- ezp::)ct no change in the 

nmnber of 11s1:rly mi~loyoo stonor.,;z,a1Jhers durin~ tho neirt yofJi::. One :rep1~:onta-, 

tive snticipate.s €!, neod for m:01'0 o-tenogra:phers in his coni,a:ny• Tvro conpi'.:'il'.ij7 

rapresenta:tivos, in 01dahoraa City, eJq>eet an increase in t.ho number -of newly 

employed stom,31."arpooz-s:. 'f\,1en:ty•two. cor,1pa.ni;cs Elltpoct no change :i..n tlle number 

of stenographers to be llired by their companies-. 

Of the fo1•ty-f'ive co!c'ft)anies surveyed, forty-one eJ:poet no ehar1,::~e in the 

number 0£ sccret,&:cics to be hi..."'Od du.rine the 11e::ct:. year,; f'our a1C9ect a11 in

cx~oaoo in the num1JCZ' of" newly omploycd oooreta,rle.D. Mone of the i•ecpresE:t"'lta

tives believe thei:t• companies will hire f ewor 1.'Iecretar-lcs ne:ict yuo:r.. 

Forty-tuo -of -the £01•-'e,y-five compani~ su.rvey-ed anticipate no change in 

the number of: stcenographors to be hired. Three o,;iloct. ..,co bi:ro more steno ..... 

graphers. Nona of tha ro::_):r,-esentative.s of t!tc life :insurance conpa.nies 

mu"Veyed t,elievo thcd.r companies 11ill need rower stenographers nmct year. 

!!.2!. Vacancies a.re. Filled. ~ 1~epreeentatlves oT the £:orty-.fivo 

coilpa..'11ios surveyed ucre ru?Ji:od how sooreta.rial and stenogrBlJ.)lde vc.cancios a.i."e 

filled in t,hci~ co:mpm.iics. The rep-resontatives nez~ asked to i.i1dicate 

t~hother tho pm:d.tionc a:."C fillr.."d by new uorkex•s;, presan:l:i wor?m;i."'D1 or. by both. 

Fourteen COOIJ.Jm-dcn .in 'T"..usa fill sccretai"ie:l vaefJ.ncies by promoting 1;:)Too<ml:. 

quali.fiod 1:-ork0rs. Si...~ of these colip.mies nill hire neu sec:1.~taries if · no 

p:t."e5tint qun.lifiod eraployeo is available. Siz reprosenta;i.ives in Ttu.sa fill 

'their socrot&J:"ial vacancies uith :ne:t-r em.i;_.;l~Jr;es. 

In Oldahona. City, tuehrc reprosontativcs l"epo:r.ted t.hat they- f:ill 

socreterlaJ. positions by Pl"Ort~ting qualified workers 11110 he.ve had e:::r~'.Je1"'ienco 



t • th th--ir co,. anies if such an e:nployee i"' available. Eight of these 

·twel ve r prcsentat ·vcs said t hey ,rill hire ncm secretaries if no present 
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pl yec is a.vaila.blEl. Eleven representatives said they will bire 

so ... etaries when vacancies occur. 

One rcpresenta.ti vc in O tl oma City said he hires only persons who a.re 

qualified for secretarial positions so that secretarial positions can be 

fill on a pro tional basis. 

Seven representatives in Tulsa promote present workers to fill steno

graphic vacancies if qualified iorkcrs are available in the company. Five 

of th se representatives said they will hire new ..,tenographers if no present 

ualified empl oyee is available. Ten of the conipanies usually £ill steno

graphic vacanci s by hiring cw workers. In Oklahoma. City, eight companies 

hire ne steno apher"' when vacancies occur. Eieht companies tcy to fill 

stenoeraphic positions uith present -mrkers, if possibl e .,. but only one 'Will 

hire no new stonographers. Representatives indicated that office jobs 

are filled with mmen having secretarial and stenographic qualifications 

whenover it is at a1J. possible. Tabl e XI shows data on wa:ys in 1hich 

representatives of forty- five life insurance companies fill vacancies which 

occur in secretarial and stenographic positions. 

Promotional 9m>ortunities. In ordor to l earn the positions from which 

secretaries and stenographers ar promoted., each representative was asked., 

nprom what typ.., of office jobs are secretaries and stenographers promoted?" 

The data obtained from the questions a.re summarized in Table XII • 

... elvc representatives of l ife insurance companies in Tulsa said they 

promote their secretaries from stenographic positions. Three promote 

their secretaries from senior clerk positions. Eight companies in Oklahoma 

City pro ote thei r seci·~taries from stenographic positions. Three 

promote cl erks to the position of secreta.Iy and two promote Sld tchboard 
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TABLB XI 

WA S nr W?ICH REPRFScJ TATIVES O FORT -FIVE 
LIFE INS .:1CE CCMPA!'IES FILL VACAPCIES rr SLCRETARIAL 

Airn sTE TCGRAPPIC or.rTro-·s 

Secretaries . .§le or;ranhers 
Location N ber of Uur.1ber of 

Co prunes tlew Preoent Both Con rulie::; New Present Both 

Tulsa 20 6 8 6 17 10 2 5 

Okla.homo. City 2'.3 ll 4 8 14 8 1 7 

Totals 43 17 12 14 18 3 12 

This table nhould be read UH fol1o 1s : Of -~he 20 c014Pimieo surveye ~ in 
Tulsa, six,. iL1 hi e n w ··ecI tc1.ries , 8 co. punie ,,_se pr « 1L uorke ·s to 
fill secretartal vacancies o.m 6 cor. panies uso both old and -w workers to 
fill secret J.rial vaco.ncies . Of the sevent n insurance companies in Tuloa 
.,hich employ stenographers, 10 fill their s-te 1ogrophic vuco.ncies by hiring 
new ·ror1 e:,s, 2 use present e · plo:, eos, and 5 fill stenograp :de vacancies by 
using both oo , and present ,orkers. 



i'XH]S OF OFFICE JOBS FROM UUCH SECRBT!tlUES 
AR:1: PROHO'I'fID TIJ LIFE IUSURA.i?CE cam? AI!IES 

Tulsa 

Stenoernpher 12 

Seri.ior Clerk 3 

0 

0 

8 

0 

2 

::::::::::::::::-~:-:---:.:•:•::::-:•:w:-:•:•k:-:•·:::.:~::: ..... :::_:•.:.:.:.::;::;:::::::.::::_,_::,::,:.,..:::-:::::::::::::::::::::::::::::::::::::::::::::.::::.:.,:.:::-:,-----::: 

Thie tc.blc chouJ.d l;e :..--cud XJ follows: :i:·welve cor1pc'lnies in Tnlsn 1~eported 
tho .. t oteno~:,'l."t,phei .. s are pronoted -to secre:torial positions. .TI:ie:ht 00::ipan:i.es 
in o:u..cl.10nt1 City r~JJJ:i. .. ted t!:r'.t they :proriote ote.nogrc.phic -uor!,~e:rs ·to sec:re-
t £Tial poi:Ji·tions. · 



opsrators if the,;:r aro qualified. S.oru.o 

o:f office posit.ions. ln Tulsa, 13sv011 co:mp&nics promote their st.:inographo:.r·s 

lovol 2 to level J; 

1ihich utcno-

izcd in Tables XIV a:rK:'l :K:V. 

policies of their compaxtlcs. 

secrcta.:d.cs t,o the posit,ion of suporvi.sor fi'.nn~ 

of for promoticmal post,ibili tics t.o nec1~otnr1.os • 



T LE XIII 

TYPES OF OFFICE POSITIONS FRCM WHICH STEMOGRAPllmS 
ARE PROMOTED D~ LIFE IliSURM!CE COMPAlUES 

Position Tulsa Oklnb.oma. City 

File Clerk •• ·• . 7 4 

Mail Clerk ••. . . . .. . . . 0 3 

Level to Level ••. 0 1 

Switchboard •••• 1 0 

This table should be read ao foll0t1s : Seven companies in Tulsa promote file 
clerks to the position of s·tenographer . Four conpanies in Oklahoma City 
obtain stenographers f'ron employees holding file clerk po8"i tions . 



T LE XIV 

POSITIO IS TO WHICH SBCRE'l'ARIES 11AY 31s PR0140TED 
IlI LIFE ll~SURA1 CE COMPANIES 

Position Tulsa Oklaho.1ila City 

Retain Title but Receive Sa.lnry 
Increase • . . . . . . 

Senior Seer tary •.. 

Su rvisor • . . . . . . 
Assistant . . 

9 

1 

6 

0 

5 

0 

5 

1 

This ·table should be read as follous: In rrl.ne Tulsa Life Insurance 
cropan:ies , secretarie retain t ir title bu.t receive a salary increa • 
Secretaries in five Oklru 01110. City conpanies ret n their title of 
nsecret b t receive a sal increase . 



TABLE XV 

POSITIONS TO WHICH STEI!OORAPHERS MAY DE PRCMOTED 
IN LIPE UJSURANCE COMPANIES 

Position Tulsa. Oklahoma City 

Secretary . .. • 

Level to Level. . . ., .. . 
Retain Title but Receive Salary 

Increase • • • . . . 
Underwriter • • • • • • . ,. • . . Ill ... • • 

0 

1 

1 

> · w,,n z -

10 

1 

0 

0 

43 

Thin table should ba read as .follows: Fm:irteen companies in T 1 sa promote 
stenographers to secretarial positions. Ten companies in Oklahoma Oit-y 
promote otenographers to seereta.riol vacancies. 



I 

}44, 

, 11as Gr:ployod the sr1;r.:1c secretary for sc,rernJ. years, promoted his secretct.ry 

.are r>:cm.1,r!;cd tc sccrcto.r:tal pos:i:1:..:tone. One company €Jni-:iloys no ,;,iorkers 

classified as usecreta:.::v, 11 but stcnogrnpho1~ wo:ddng for t.h:ts company 

receive saJ.m.~;r increasos .U1(.i retain the tit-lo of nstcnogra:phor. ,; In 

Oklahona. Cit,y, ten: corr,;panies p:ro:mot.c their c'l;enogr::1phers to sccretc.rirJ. 

pos.itio:r.s. Ouc eon~l'.'lru1Y pro1n.ot,cm its st:EJ.ographers tI:ircu£;h a zorit:s of 

levels and t.h.i'.'sc oonpm-licc 0ff0r no y,rc:nati<.mal opp,>rlur,itics to their 

Stafa1r; £::ml Nn:tu:r-0 :2£ Em;2lo;r11sir~t. Tests. Of tho forty-£i'11"c companies 

whose representatives ue!'o intervicued., t.1-:rcnt.y give tests to prospective 

employt:?es. ::'1.c"lcn cc!1pa...-ues :tn Tulsn. · give sorta ty;f,0 of pre-crrplo:.,.nfint test. 

3-:T"Wn of these c-ompenios give scc1•eta.rial and. stenc51"aphie a:r,pliconts a 

typei:.".'it:L'lr;-dictat:i.on-tran.scr:lption test. These t<:~sto consist c:f one 

1ctt.er dictated by tho rcpresentat::!:v-3. Tho applicrurt. is thzn e;::poctcd to 

transc!":.the the t'l..ictatcd lot:ter on tbe -~ypmn"itor. If she can. do this £1.ccu

rately a:,.--id nently, her skill is c·o11..sidercd sufficient. to mee.rc. thtil .representa

tive •s rec.;:uirer11·;~m.trh Two compc:1.nies ·uhich gtve t.hese d:lctation tc:::;ts also 

administer a personnel test. Pcroonality, C\1ti'tiudc, a11d c1.crlca1 te:rts 

arc GiYen by fom? com;par..ies i:n TuJ.sa. Tnelvc co:npanies in Tulsa give no 

tests to prospecth"o sccret:n:.";:i.al mid stcnog:r:D;;;:ih.1.0 emplo;;irees. 



TABLE XVI 

K!ll>S OF EMPLOYMEllT TESTS GIVEN 
TO SECRETARIAL AND ST£1JOGRAPIIIC APPLIC JTS AS 

INDICATED BY REPRESE ~ATIVES OF LIFE Il S ANCE CCMPANIES 

Kind of 1 ot Givan 

] o Toots Gi"le:i. • . 

ConR§B.Y Prepared Tests 
Typewriting •• 
Dictation. . . . • • . 
Tranocrip·!;ion. • • 

Co."Jnercially Pr·eparec1 Tests 
Personality and Aptitude 
Personnel Test . . • • • . 
ClericaJ. Test ••••••• 

. . . 

. . 

Tuleu 

7 
7 

4 
2 
4 

Oklaho o. Cii;· 

13 

9 
9 
9 

4 
2 
3 

1;5 

Thio tnble should ' read as follows : No enplcrJtlOnt tests are o.dtlinistcred 
to applicants for r.ecretar:..ol and s·~enocraphic positionn b 12 ccri1po.nies in 
Tulsa and by 13 co panies in Okla!•oraa City. 
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spocif"iect fif ~y 

Oklahoma docs not requ.,,i.l.·t) any specific 1Grl.nimu.r11 skill 1,1 t.ypeuriting. 

In bo'th Tulsa and Oklahoma Cit,y, type1rri ting spo\?d requirement,s a:i:.'€ 

st.atod that so lon1:,; .s,s a secretal'Y could finiE>h nll the duties o:t;poc"cod. 

Mi11imum Qualifications in Shorthm1d. In Tulsa., 'tliC!lt,y rep,rl;:'aent~:t.ive::i ------ ... --------· - ------



b 
0 
,·.1 

;' - ~ ~:.:~ 
~ -- ; ~ .__ ~ 

t 4

~ r:1 ,_., . 
l=-! (,') ,~,.,, 

(•! 

(-j ;r; 
:r2' :j/~ 

,·-J 

·~ 

f ~:'. ~~ 
~-:1 

Gl i1 (Jj r·I ('} l 
() 

~~~ ' (.) 
© r-1 

~:-.:., ; 
ti) ~ f . . (', I 

a v·,\". 
6 · c:i 'l>· 

~~; I ~\'1: C) 
~ i i> 

.::-! ·· c,i 
I J i '-.~_..:· 't 
O .\. r i.,:: .. ,'1. r';) ., ~. 

r l f () ,t C',l 
r· -i '· · ~ ' ' 

l.; r· · li! 
r.,, 

.... ,•· 
rl 

p 
I ' 



1:1.inr:.tc. 

:,1irmtc. 

Th.ese coti--



51 

corapani00 ar-.: nith.in the att,tinment.s of hir;h school students. 
,/ 

ascertain ra'tes i11 t..9'peti1·iting, shorl:Jle.nd, or t:ranscr1ption. Tl1e rop:rcsenta-

tives,, in ull cases, in both Tulsa and 01"..lahcnra. City,, accept thG rate c;iven 

by tho applicant, as a valid ono. 

tion. These data i.ndica:l:.c that persons dosirlne ers-iploymcnt :i.n insw."'"ance -
fift,y 1101"ds po:..:· mi11ut(,l. They sh01lld be able to take shorthm.1d at the rate 

of ei[;lrty to ono htmcb.·ed uords por minute and be ablo to tr•at1scr:ll>e notes 

accura:l:,cly· and neatl;y at, a.."1. a.verago t1·.~mscription rat,e. 

in life i!wurz.1100 coapa.nies is sh.oc11 in Ta.bles XVII, Xi.Ill!, and XIX. 

t,hei:c comjxtnios. This question u~,s asked to ascertain uhether or not 

soore"l:,ariev and st,eno;:::,ra.phers in l:i f'c insurance cor11panies pcrfo~1 the sar,1e 

duties which socrettu"ico ,and stenographers pc.rfona. in o-thor eoll'q?anies. 

Tho duties, as inclicatGtl by employers o.f secretai"ies., a...'l"t.:, listed in 

order of th~ frequency of t,hu:tr occu.1'Te.:.>J.ce. These duties are porfonaed in 
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Six compan:i.os p1"0vido training under 

1:,~z;tnnng s0crErtru:y in an insurance company office in Tulsa ls ~152.00 por 

month. 



ADll!T!O?\f.AL I1IS'rIU1C'l'IO?J lLID 'iTJL11JING PR(JVIDED BEGI~!Hnn 
S1'~GRWl'J.21ES ~ID STEHOOilAPIETID :ret L!IrJ n:rS1.ElAf'1CD COilP!NIE:S 

~, .... .._._ ........ It 15, 121 rt,:~:-,,.-::·:··:::-::·-:;·;·:::-::::·?:;-:::-::-::"":-:-::::::·~:-:::::::~:;:=:;=:::;:::·:-= 
~~~~~ --, ~ 1 ~ ·:rt,0:itt~r-ciie*.~ n II 

I '!~ie~1ty ... four 
Companies in Cot1pnnies in 

:i.'ulB::t ---=· -----· ,.._.___Q_Jf1at~~_ft.l,;,.td£ 

Detailed W:ritt.en lnot:i:•·1.iotio:ns 4 

2 

1 

.. rt:-·-·- - I" I '1P9" 

5!M.~ t,r,Jt1.,P, ~1~m_._1,r1 1J~ 1'.'eN1 n!J f'0ll,:,.u·~,: Ot· tJ:io ?l: c~:r:11xc,:t.0c 1::1~e:rc}a i'fi 

Tttlso..,. it.. Pl"OVida riec1 ... atr:1"it~l ro-irJ stcn1or;rnphic enplq:jees 1-1ith no11tw~ls. 
S~Ytro:.n ,ccc1r~·cw:1..1.es ,rLv:tre~~f i~: 01::tulr.{Y:]t~ {}i~t:tr pi/·o,.J.'..u1e Ge~tuiJ.l.:d t.Y£*!"~t0:n. iI1trhr1.ie-
"':i02:.o for their :101! sec:retm..,ie~ a:ua stenocro,phe2."'f~ ,, 



TABLE DI 

llONTHLY SALARY OR WAGE RECEIVED BI BEGilJUING 
SECRETARIES AND STENOGRAPHERS Ill REPRESEUTAT1VE 

LI FE INSURANCE CG1PANIES IN OKLAHOMA 
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Monthly Tulsa Oklahoma Citr . 
Salary Secr~tro:-ies . Stenozr,a:ehers Secretar~e.s Stenot1,raphe;r~ 

$100 1 2 0 0 
$125 4 3 1 0 
$130 1 l 1 3 
$1.35 0 0 0 0 
$140 2 .3 4 1 
$145 0 0 0 0 
$150 4 2 6 7 
$155 0 0 0 0 
!1';160 0 .3 3 0 
$165 0 0 3 2 
$170 2 1 1 1 
$175 :3 2 2 0 
$180 1 0 1 0 
$185 l 0 0 0 
$190 0 0 0 0 
$195 0 0 0 0 
$200 1 0 l 0 

Average 
Mont uy Salro::v $152. 00 ~-14.3. 82 t 163. 04 $148. 28 

This table should be :read as follows : One company i n Tulsa paid beginning 
secretaries ~~100. 00 a 111onth. 'l\ro coopanies in Tulsa po.id 1Jegimtlng steno
graphers $100. 00 a. month. lfo compal'.W in Oklahoma City paid begimrl.ng 
secretaries and stenographers t~l00. 00 a month . 



t;rro.oo. 

'I'ablc x ... xr. 



/ 

EV .ALUA'l'ION OF !JHLITIES or IrlYJTif!UW{} 
SECRJl.TAR!liS AWD STRNOC--RAPHGltS 

4•·,s11·~~, .. ,..,.. co····=,·11····1 r,"' •• ,.,-.,,., "( .. ,..,,, ... ,, "!".' •pl-Yic··J:·-i ~1k-·1.u.· ~-~ •. k.·.1"",.··,··lr,;Ir .. •.' ."·~~... ,, ......... ·.·.L '"l',7•.r!";+ .. n '1.".·' ...1..!.c.c .C.'-''"""'''" . "''!"'''-'---~'"' ',:;v.lv <:,,o,!(,:...,1.,, •.1. .,.,.,_ .. ~ -·- -., -- .. v. ..,~~-'"-~ =~·. ,,c,, ............ _ U ~ 

do.ficic.nt «'.bilit;y-• 

. Dval:u;::t:ton of Abi 1i·~ irt thc3 Usu of' O.fficn t·fach:lnos. 
-------- --- I P . ~ ...... ~ ....__ ....... __ ., ____ .. ------
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Whi.lc the opi.:"'1..i.o:n.s o:f the reproiseutatives of life insw.•anco cora.pa.."'lies 

surveyed in t)oth Tulsa .and Oklahona City tu·o sl101.m in Table XXll,, the 

difference bet~reen the ci.tios are not eonsidorod. croa.t so only the totals 

are included ·in the cc.n:i.t0xt. 

or ·tho £01-t-y-five companies SUt"'\."a;rcd., 20 per cont indicated a dcf:t:,ioncy 

of ability in -1:,he use of C",alcul.trl.il'1f:: ma.chtnos, &lAi 20 !JCT cent inJJ.cated a 

def'icion~J oJ:' ;.t1)ill:ty in tho use of duplieat.tnq machinos.. Itegim':.ing 

secrotaries and stcnog;re.phers m~o .fr0quontl.3' doficiont in the use of trarun""J.b

ing ma.chines in 15. 5 por cent of' the cOirrfnn'lies s-urveyed. Thirteen &nd one 

half per .cent of' ·t..he represo:rrl:,a·t;;lvos. said 1;,ogitmit1s scc.:t;"O'C/S!l-:lus and steno

graphers ha:vc def-leicnt aldll in the uso o:t the addinl raachino and 6. 3 pe:r.• 

cent o:f the life ins-uraneo co:apanies s1u;rveyed it1dicat~'.fl that. their neu 

secretaries and stonoeraphors aro doi'ic:ient in tlloir ability to use 

addressins machinet{ • 

. / Evaluation 2£ Y,nopled~,e ~ Sllbject Uattel"'• Table XXllI ~izos 

data ·.:.·Ii.:1ch ::Ol"G gathered during intervi011s ·with forty-five li:f'e insurance 

company repr0scmte:tivc.s in Okl.a.homa. fhese data show tho opinionn of tb.o.oo 

representativoo eoncerm.nc d:eficioncios in kncntledgc of subject !J.at.te1" as 

displ:3;red by ber;tnnin.z sec1~ctar1cs and ctono01:·aph.oro in thci.1~ respoc·tive 

of.fi.ccs. 

In the f'orty-.f'ive companies trriose rcp1"0m:m.tativ0s uoro intorv;ic"!,red, 

tho .follouine; def'icioncies in ri\.ibject matter of: bog5.nning secreta1--ies and 

stenogr.aphoro ucre noted; Tttenty--eight noted a deficiency in. spelling. 

'Ttmnty~.f'ive indicated be&4.nni.ng sec1•o'tai ... les and stenographers e.ro dcficierit 

in punctuation. ttlncti:!3en aai.d. deficient ability .in arithme"~ic and grai1m1a:i. .. 

has been displayed by bec'ilmi..Ylg secretaries and r.Jtcnot,Taphera. Ten 1~epre

sentativcs believed prospective sec-..t."'eta.t.""ics and stcnog2."aphers should receive 



M'!5"·p • --- --

{)Y.f.'ICE HACHIIiCS IH HH!Cn nEGIIJ1:~Ii:1G 
St:C;.l?.B\'Ail.IBS AUD STBlJOGflAPIIBHS AP.E J:c!OST· fi'LlQUD '!l'LY 

DillFICimtl' AS fil~POR'l'l'J) BY REPRBSEl~'l'A'l'liT.GS Cl? 
::'Oit'.1':i-i:'!VJ;; LIF:G !HSDR!,lJCL C.OllI' .. '\l-iIES 

lJefic:1.ent Ability in =~- lkJti - ...... li.l:fl -.ii, 'fype of m:w:b.i:r.e 
P<n· cen·l; o:f' ?otal 

t!ur,1l;er 0£ Co!:pmtles ... 

D i<Yt v,phone ::..uil/ or 
Edi phone 

T:1J.s,u Qldaj1ptw, Pi'C;{ Total 

6 9 

4 9 

4 7 

6 0 6 

l 

~l-~d 

20.0 

20.0 

•- i • tv 

Thin tublc should "i.10 :s:ead aa follows: 1'1.lree co:m.panie1:i in Tulrc;n c.1d · 6 
co1J1x:.ni.ec in Okll!l:.o:m::i l"Cported -thc.t ·beghl!.tlnrg cecrctro;•ios euxt s·0ert0c;i~t::.phe1 .. s 
ere frecr::.e:xt.ly Defici0nt in their ability to nse ·~he oDJ.cu1c.:hing z:..mcl:dne. 
A to~Gt:o:.l of 9 eO:('iJ;w.ri.ie:::} 1 c-r 20 poi .. cent,~ indicated th-,t lmcinninc seer,~i;::,i~ies 
Hnr.l ster.1ogre.ph0rs are freqt.:.ontly cef'iciant in the u.se oi' cr.110·,.:iJ . .ating 
:cmchiJ:1es. 





(]. 

sc1"iptiou, mYl l)ookkeeping so th.at those sldlls Hill .not d-ctoi·iorat.e_ by the 

D':Tttl1.1.r:-1t:lo:o. of AhilS.t:v in Porf'onrta:r!.CG of Off'ic:£'l Du:i:.ies. Table XXIV 
"9!~'.¥!Ctll09PU: 1 (I '!l',...._)llll' ,-. tterM ttli t......... - ...... . - ·t Jlci'. (llilo 

Of the fo:irty-fivo companieo StUveyed~ ov01• half indicated that begi..11lling 

dei'ieient j..n their ability to con11,ose bt1.siness lettei'S. Less than one-

personality -of the ar;cut o.ri.d bis staff are definite sollinc; points in t,he 

smilon i:s j~t. as irnportmrt to u life insm•a.nce co:mpaey a.c it is to the 





of concern. 

of 'the telspho:ne 

nh:Lch tho ariili'hy in them 1m,o mcm:tioncd 

a.s deficient 

City aro shmm i[1 Tabl0 XXV., tl:o trends 1ndica'l:,ed iti 'tho t,im cit,ies ar<J so 

simila:t· tha:t only tha: tcrtals ai<E~ included in t;he co:rrte:x'i;. 



1'A~JL.D Xit."'l 

P~r:SOI-TAI, TnAITfj IIJ lf"iICJ~. REPrtr~:~I~~IJl:l~D?ES 
or FOP.?l-J?Tvii! L1ll~ :i:i.mlJSJll:CI: CO~lP!0:::rns IrZDICA'?Ii; 

TILf1T RBGilTI·:rr-:(; S13'CI1-Li?J.~l14i!BS iCJJ s1.~E;J'OJR!ll?I2~J lii~ Fi21;~C&Irf~?lW~- 11EF1Cillt:1T 

, .... • Def'icil:"rn.t,.j\J,il;ty ~ 
Porson...r.:l '£1 .. aita 21 Go:;mer,-i ea in 24 Co:.1pv..niee ilt . Totcl 

. - 1£iil.'1E tddi .-. • e * Ql·;J,p~~1c&W1. Clis:iv (45 om~pr~en.) - ..-.. ~ zt-11 iii If ¥!¥ 1 t ,,._.,, Iii :i t . ..,. V .l 

Attention to Detf'ils 11 10 21 
Initiative 7 ., 4 .i. 21 
Tact ll 9 20 
Ability to Follo11· I1.1t1t1 ... uctiona 7 10 17 
Abillt~,. to (Icr1.i tlon.g uith Others s 6 14 
Accuracy 6 7 l:3 
[c\,•:11::d. tion 3 7 10 
Grooming 3 7 10 
Ol·\znn-t zatio:1 of Duties 5 4 9 
Alertneso 4 4 ..... 

Q 

Dependabili ~' l 6 7 
Cou:rtecrrJ 3 3 I"._ 

V 

!n(}·c.1;:ri;r.J l 4 5 
Loyclty C 3 ) 
Ifo:.1esty 0 0 0 

mt • • • = 1· .,_ .. • " e> ""' ., 0 -, ~ • '"'1 , .,..t . ~ • ., "' .. "' ~ ;i • J. ~ ' ' • ~ • • 1..U.C ·c;oJJ,.LO (UOi)llJ~ (':;0 ro2u C.;;l .i.O.L!.OW'S: :,; .;;.: .. e -~ coopo.s..u.eo S';.1£~:'V6!Tet: :Ul l ltll'.1':'2, J..l l.1',Cw.CC'.i,,6(1 u!W2'Jj GG:[11,?l,."'l:l,.ll[g 

s,ecretai .. i~s oril steno(:;;:·t::phe:.•:::. m;'O f'l"eq1.iwn'ii:!;r d0fici~rit in the .,.Grait of nc:'G'i.ontion to dettlJ.s.11 o:r the 24 
ccr:prutl.es SlU"Veyed it: 0::..::.1.rl:or:a Cit;/, 10 Co::ipa.."tleo believed. tl1c:t begi:rm~ oecretnries an.d steiwgrcpher:.:; &--e 
ft'EK}tle?:rtJ.:jr d.01icicnt il: -the -trnit oi" 0 nt~Go:-;;tio:n to il.etcils. 11 Oi' the t,ota!,. 21. c0;;l1pc.:"lies iudicr.1 .. 1,ed 
llei'::eie11t abil:ttr i:n the trdt of nuttentior::t to ckrtai:Jl.s. 11 

0 
\,"l 



d07ol:..;.;p:r,1c:c;:i:; s.ccr.:x•di:1.g -to approxima-te].J ono-thi10'l .:::f the Tepi•esent~ti vcs 

i.··rbe1:-dc-1-::ed_. Eo,e:,.ri..ning :~ccrota1•i>i}S <"'~:~. stcno[:i~-.aphers., as indicat<:1d by 
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apprmr.imatcl:,f c.i:n.z-f\:n.n:-1:,h ~f thD rex,1~000nt(rt.iv-os al'\: frequently deficient :ln 

n a.nbitio::i., 11 n gI·co11ling., n ti ~rD.~11im:d:. i<.m: or f1vtJ.;2,~, 11 n aJ.u:r.tness J- tt and ''dopend

abili t;·. 11 Appr•o:dm:it.cly one Edghth or l0r:.s 5!1:licat<:1 that beeinr.in:s: secre

taries and st,eno3.1~.ap}1,:,rs m.""E) freqnc0mtJ.y- defi.eicntly de1telop0d in ncmwtesy, n 

"i:ndustx-;,r, n and ttloyalty •" 

Truits T~hich shcrnld :receive; nc,r3 empha,1:JiS' 5...n. high schools a.rot 

1111:t..tention t,o a.et.ails., n nttH':t., 11 rti11itiativ0,. n t1ab:Uit.y ·to folloi;r in.st.:i:"UC'i;"S.ons,u 

and 11 abili·t;/ to get alone; td th others. u To a lesser deff!•ee., emphasis should 

be placed 0::1 t~1e devolopLne:nt of naccurfl.cy, n "ambition., n ttg1->oorning, 11 a11d 

naJ.e1:•fa:1oss. u 

Since so :m.10~:i of t.he imccess of a li:l"e :lt1stt1~ance c·or~r,,any depends upon 

the pe;esonalit.y of t.11.0 :.:eprononta:tiv,::: and his office force.1 pe-rsorm -who 

wish t.o 1rork as ~ecr.tri:.nries a...nd stcnoet·ap!10rs in life insurance compm.1.i.es 

should try t.o acg_uirG a.s many plear:ing traite a.s possiblo tl-u...l"ine their 



crrn.PTEn v 

Slf.MMARY 01? JJINDnms, CONCLUSIONS, AND RECOliJI·lEtIDAl'IONS 

stand£:rds :fo:;:· their pupils. 

fivo life insuro:nco crnJt,,oan:tes located in Ok:lahona. ThosG data..,. ·baken from 

SUJTI.tWJ:"J" of Findings and. Conclusions ----- . . - ----------

in Oi:1~1:rt.er I. 

Do tho sta.to college and hi~<h school sec1~et-arlal and offico practice ................ ------~- . ·-~--------
-c_o_w.:_";;J_.~""-r.,-s o:f_f.er s1..rl'f:i.c:tcnt prep..."l.ration to onablo ·t;hc students to enter _0_1rr,...,ol_o ... ~ ... -

.. ,_,,p ... i ----- ·-- --- .•• a,. 

ment as secretaries and_. stcno-DTa!.lh.ors? The 1~op:res0nta:tives of fo1:"ty-fivo 
~- · ~ •• •" t ·a· 

ques·tion. 

Appro:::dmately half of' the reproseni::,n-&i'vcs of the lif o insuranc<::t conpanios 
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frequently deficien·i;; in spelling, punctuation, arithraetic, and grammar. 

Approximatozy a fourth OJ." less of the rep1--es0ntatives repo1"ted deficiencies 

il~ filing, penmanship, and speech. As sho,:-111 in Table XXIlI, other de.ficien

cies in subject matter Here mmrtioned by from ·tuo to five representatives 

each. 

Approximatel;y thl"'Be-fourths of the representatives in:tervie'l;rcd reported 

that beginning secretaries a.'11d st,enographers 1:u:.i:ve deficient ability in 

meeting and directing __ callers and in using the · ·telephone. ApproY..imately 

one-half reported that beginning secretaries and stenog-i~aphers have deficient 

abilit.y in composing business letters. As shown in 'fable XXIV, other 

deficiencies in the performance of office duties uere men"t,ioned by from one 

to six representat,ives. 

Appro:idmatel;y half of the forty-five representa:tives interviewed inclica

t,ed that beginning secretaries and stenographers are deficient, in 11a:ttention 

to det;ails, 11 "tact, n and ttinit,iativo. n Approximately one-·third indicated 

deficiencies in "ability to follow inst1•uctions, n 11ability to get along 

with others," and ttaccuracy.11 Approximatezy one-fourth indicated def'icicn

cies in ttamhition," t1grooming,n norganizat,ion of duties.,n ttalertncss,u and 

"dependability." other deficiencies mentioned by from three to six repre

sentatives arc listed in Table XX\7. 

t,,mle t,he majority of the repres0n-t,atives indicated no deficiency in 

the ability of b0ginning secro-1:,aries and stenograJJhers in t,hoir use of office 

machines, addit,ional skill in the use of duplicating machines, calculating 

machines, and transcribing ma.chines uould be quite helpful in some off'ices. 

Some instruction :might be included, if possible, in tho use of the adding 

machine and addressing :machines. 

Conclusion: While there are deficiencies in some areas, state high 

schools and colleges uhich offer secretarial office prac'cice do offer 
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of these employees ·uork in Tulsa a.:nd eighty-oiglr(! arc, e;r~lO"Jed i11 Oklahoma 

Cit,y. Aceordint~ to the -os"G:lraa.t,es or compaey rop1•0sBntati'ves., during a 

'business yeaJ:• those companies hire approm1atc].Jr thirt,y ... sevon new secretarial 

and stenographic uo1"kors in Tulsa &ld approximate]Jr wcnty-eight neH 

secretarios and stonographers in Oklahoma City. 

Conclusions: Siuce there are many insura:c,,cc companies not incl.uc.wd 

in the stu<ly,. and uncloubtodly they, too., need additioneu. 'tiorkers.,, some 

p1"0Vision should be t'.lade £'01" training these employeos. However,. since 

vory little,, if OX!j", s;pocial trainine is 1"eq1.'li-.>.~ in addition to that which 

is requi1-od of al.tUost all secrG·tar:i.es and stenon,;•aphers, the studont.s 

desiring employment as secreta...""ies and st\illographers :ln li.fe insura:nce 

companies ~ 1;ell be trained uith stud~nts uho wlsh to 1mrk a.a secretaries 

and stonoG,-raphe:t"'-.J in other bu!d.11essos, Special emphasis should be placed 

on the development o:t' pleasiJ1r; personal traits and those duties nhich involve 

moet..ing the public, such: as the pl'.•opor use of ·1.;llo telepb,ono and roeet:lng and 

directine callers. 

4. ~ emplol!)1Emt :o;ppor-tunities ~ uecret<.U":lcs and otonor;raplu::r~ ~ 

!!!2. insurance comoanies . OfE;l'.t ~ both ~ ~ lJomen? All the secretarial 

and stenoCTraphic empl<Y,recs covored in this su.rv-rcy Here uot11en,,. and all 

employers of secretarial and stouographic uorke1.·s in li.fe insurancti componi;E)S 

su1veyed reported that they p:t>efer worn.en f"or these positions. 

Conclusion: Since representatives in lifo insurance companies prefer 

nomen secretaries and stenog:t"a.phers, young men L"'l the high schools and 

colloc;es,, according to -tihe data obtained. in tho st,udy, r,hould 11ot be 

oncoura~ed to tuko tr•o.ini:ng desii:,wd for prospective secretaries a11d steno

eraph01-s in life inS'l.11-ance cor.i.pnnies. 

5. '1;fll-0Ugl1 what ar-.:encies 2£ other sources are_~'.!. ,s,pcretar.:L.::;: ~ 

stenor;r::P)101"S. ob"l:,ainc·d.1 Life insurance companies obtain new sooret:al""lul 



'll 

to so:D1e c:y:tont,, 

applica.nts :ln all11of,t half of the life insur,:tr.1ci:.:; co.mpanies. These tos't.s 

porBo:na1.it,;y, a:r:rCitudo, and clerical rt.'bility. 

Conclusio:m: : 

stonogr.srphcrs in life :l.nsru:-& .. nce COi11pa11.ies t,hould 

f'riends of fmiployees, Urn. tod ,States e1,ploymcnt off'iceo, private em,ployment 

a:;encies, 

morrts. 

6. P.:1?0 st,<?-noc;ranhic and sacret;a.rial vacancies in life in.su1~1.ce ........ . ' . _ . ........,. . - ~~------

Eighteen of the thir'ty-one life :i.nsurancc r01presentat,ives Hhci hire 



Secretaries'" lYhen obtained from present enloloyees,, a.re promoted .from 

the fo1lob'i..'1g posit.ions: StenO[.ll:'£.¥.flher, senior cler·k; clex·k, and stiitchboa.rd 

operator. 

Stenot;ra:phic vacancies, uhen :filled by px·oscnt workers, are filled by 

promotions from file clerk; 1,1.ail clerk., lev-els., and the switchboard. 

Conclusion: Since a:-p-pro.:itima:tely half. of' the companies fill st;eno-

graphic and secretm·ial v·acancie.s with neu ert11Jloyees a.'nd appro:x--imateJ.y 

another third of tho represent,ativcs will fill these vacancios with 

ne11 1rorkers if 110 present employees are qualified or a:vaila.hle, it, may be 

concluded that h.igh school secretai:"ial students m.ay- expect, to obtain 

positions as bc1p.nn:i.ng secretaries and steno8raphez·s in life insuri:1.D.ce 

companies even. though they have had no pi•evious e:iq,'.lorience with lil'e 

insurance compm1.ies. 

companies? Only six o.i' t.he f'orty ... ·l:;.b.roe representat,ives who employ workers 

classified as sec1"0'ta.ries require previous secrErtai.,..lal experience. Nino-

teen of tho rcpresentat1 ves pref er such 0:;:rperience and eighteen said 

previous e2~9erionce is imma:terial. 

none of the t;hirty-ono companies uhich <::mrploy Horkers classified as 

stenographers 1".equirc pr0vious stenographic e::rpe:cience. Seventeen 

ropresonta'tives report,ed tJ1a·t they prefer such experience; fourteen said 

such experience is immaterial. 

Conclusion: High school studonts., at. ·tho present, can expect employ-

ment in lif c insure.nee compai-:iics as beginning secretaries and stenographers 
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forty-thx0~1 com9an:t.es sur"'.rcyetl that e:mploy workers classi£iod as secrotari·ec., 

only on0 ccHp=i.riy docs not rcqu:l.:ve hich school £;,1.:aduation; t~1e:nt,y-tuo rcq_uii•e 

high schocl (,71"aduaticn3 fiftoen require b1.winess colleG"• gi .. aduatton; f.ivG 

classified as .stunoe;ro,phers., tucnty req:uii•e h:i.:::;h schcol tsi'aduation; oiuht 

tion. 

Conclu}.:lio::n: 

cor1rpru1i0s f'.>:.:iuld be im~l12dod in o:f:r.':lco ·;)1·a.ctic0 courses in !rl.[~1 schools and __ .. _____ -----,...... ._. . ,b I - ill' ---, _ · - ......._ 



10. 

I:I.a.ko (tcr)t1oi·L£J 
f:U:) 
~;1ttl;:c co:nc; calt~1.1l,2·Gio:ns 
1};_-·)~t~D ~:.,~:;J_~l.Ci();:1 
Prnpare c-::r:r9.:my J:'(::portiD 
1J:"u.f:;~.,1:;::~i.; :pt~~:z"' Cltt.J}~'D 

Do SO'.'lO b-::oldcocp:ln(: 

i:r 1:U''c 

·r::nc0 

:-:.n cf 



in Chapt.e:r. I. 

Use telephone 
:B'ilc 
Handlo mTitchboard 
I'-Jako chm .. c;e 
Hake deposits 
P:cepa:r-o reports 
Typ0 f Ol"'"ClS 

Conclusion: 

graphers in l:lfe insurance corrr:;;i":\nies, a.ro., in tho main., comparable to duties 

secretaries and stenographei•s in other bu,3incssos. 

11. Hou are :rates in ~ill sub;jec·ts, such as shorthand, ~pct1rit,in~,. 

and ·tr2.n.scr:i.:otio:n detc:emined bv n;rospectivo e,·1mloycn·s in life insurance 
wi.i4. ._. -· _. ,H.11111; - u, ........ ._ 

companies? I1Io comJx.m,y interv:i..ewcd duri.11g; this study E;ives any type of ..,cost, 

Tho repre-

senta:tives, 

Them:; 

The applicant 

is tl10n oxpocted to ·t;ranscrfbc tho dictated letter on thG typolJritor. If 

she c2J.--i do th:is accurate};}, a.nd noD:Gly, hor sid.11 is considered. suff'ici0:mt to 

Conclm,lon: Ho:tes of performance in s};5.11 subjects i'.JJ'.'e not de~Ger:r:1inod 

in terms of words per ntlnut,0 through te.st:Lnr;. aonears to be 
..:I, J., 

upon t.he ,J.bilitJ of the applicant to prepare a. S&J,1J.)le of that the 

employer con8iC:ers sa.t,isfact,o.ry 2.nd to do it 1::ithin a tims limit that ho is 

·d.11-i 11g t.o accspt. Principal emphasis is upon accuracy of' i101·k sample 

ra:thc;:e than u:pon spoed of performance. 

to aid than in thsi.r 1rork? 
___.,.... ..,_, .,.-,....jo__..,,...."""'- ·~ 

Of ·i,he f orty-fj:1re life 



,--J 
... , 

{''' 

-:·, u:nd/ 

1-= ·-~.~·· -'. -: ~ /J.i ~ · ... i' r ~I· -: ... i ~.\~ . -
:j·~_··-)t'.. · ... :1t.}1 

-~-,.) /' "t /".'". ''\ .~·-..·) 
... ·- ~ 1,,,'.. \1<,.J 

.. 
',.'l, ,, 

Roc0111.ucndatio:ns 

Stud0nts ::ihould rGCG'ivc a 

p:r·,1.ctico. 



Tl 

on tho d(;1volopm011:t oi: ~kill in 'the- ttse o.f chrplio&ting 1nachines, calculators:,. 

adding r1ac:hin0s, anr:l., if at all possililo, transc:t'ibing machines. 

students t.o p0rf~1et skill in the performance of theso dut,ics: !".i'Geting and 

on ·tho de,.rclopmen:t of tho follouing personal t,rai.ts in stitdents: Atten:t.ion 

some c-.ttJ>loyors. 

7. That studen.ts he advised to seek Bmployment in life insurarwe 

compa:nies titt"Oll(c)1 l:'0eo111111.endations of friends. and relatives of ernployoat1 1-1ho 

uork for i11surance conrp.anios as uoll as tht'Ough the use of the United Stat,es 

8. Tha:t continual resoru.•ch be cond:nc:tod in tho euplo;{l:nent requ:ircmonts 

adequate, up-t;o-date, and mcu:md.ngful coun.s.el ma;y ;;i ven stud.ents in the 
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' "' 

D L' · • '1r-,·r·· o ·· _Oc'c • ),'_, ~ .. ,_2.."''1 ... ;_ ... , _, ~ ,.f ,.._ .. . . .I. K 

~~0~t~t .. tr'"' .... V ~- Pc:"", .. c ..... •s . rcn ril ):t .. ·cc \,J).Cl{ · .. 1 

;.:;;;-,:i--f ... ;vin~ w~ec .. ~ ;,'-, l't1( \)'(,,~,: .J,!J,Etll, ::u'.'t'lds1·: 
o.f r,,ino"r' .J"':Jr·1J.. ·1 · ..,_;31 ,: cr-i c', .. 't,'l ..:') ~ :'r!'C'~" 
d~ C't .. t..1 ),. •, u .. ; '. 10~ t;\;.,Ld I) ,, 1.,~·nr,t. j pe 
mo. '•hir. ; tr-r-w :• · · • e~: di ct:-: t.1 ~·t· <,Ji,:. r~"0r>dt1d. 
i .I [' I '.· •J ~ 1. .. :,rJ { 'ivr l 'Jr~ .. , 1"·rib1.~1~; n1r·c1~J.~-! .. 
'T tc;: "'.f IY'.li.ilrr:., , f Jl · 11. r:'; '"'Ii, . .1ql.i'1.,s 
1'1.lxn Or V 1·1~.n; 5 .. l "i .. i,:•~\: re-' ,at~1 .... : n:=; : ?1t~O 
11'. i C'e, a:·\; r.;t:;_ r to ve,.1 'J: , • ., ::, t.lio:·;e \J1c do 
no., 1: 1::·r-int s0cir·i· the o.·::•cu 5· -:; an:.:H:er.s 2r,.<l 
i!''i~:(:~; pho11c. criJ.J s; htu1d].es u.- .:·0i:1al · ... nd impc,rt:-:nt 
matl,,, \'1!'5t.t·z_1·00t.ir.,,3 eo:..":t'"'; ,•'t.:nre on m-m 
ir::i.t.ii ti ve.. .r1t 1? ~- 11perv:i sc r" ·, .r ,:;lE rical 1.:orke1 .-

91i_~11QJ.'.£}.•h_:::.. - 't, ]· -"S "!.C 1,3\. Yi in ,3}lor t,h .. F' of 
C() t ;.r~p:1nd~1,~e CvP~)r"'t~ ... ,.. ar1d ;·+·,h01. I!tr.:;lt>te • :. C. 
trrinscri.b~. dict,ntea ni'' 0:ci L ~..,...·'Lti.nq: H 01t L 
1on'::hanr4 or usir::...; n type vd.t. .. .c, ~\'Jay be r,,):iu::r- ,; 
to be vers"•d in t!tc tech'1:i.cr;.1 lar1r;·,_.,!'.l _;e and tpr1u..~ 
·1s =-d .:n ,. r:- . .,..,.,_:rc·ul~r • ., ... t') ·c~·,)·1 11,~ ..... 1, n~:)y-r.·,rrr. " •.,\', J.. C ,,..d.:l,./.., C, 1,.1.{) ,_,;,,j,.t<> •ic"J j.t,:;~·t_, • "\ 

v·c1rl<?ty- 0f reL•teci cJ.e:::-·1c:-i. 1 d•..1ti-~<,. r~if1y t~ke 
dictatior~ on ,:, StenctynE. '11D:hine or YJ::iv trc:..n::,~ 
cri~e inf"rm:- tion f'rom t su)lID p1·odu<~in.; i ~cord, 

./ 
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Pre1ri01 s Sec-
I'f" t :1 · .t·,1 '."" Preforred ?.l:i.n ... 
St•· .• o,,raj.,lrl.(:. ir.n.illl fuginning 

~ 01.' Oi'fiCA 1•or,-e:.:' F.,, ~l' ···?--::,~r.3 U:1ri ... ,r.l , t.n\t:3 !_;•r•,rirn1ce 
--··-- - ..... -., --- ! -~- .... - ·~·---t.J.? i•c,1,a~,<l }.U:.lT 

-----i--r-
-.-···---.--·-..,-----r--""----r-------.:-""---.-~,. -- ' 

FelDcile 13d ;0J.?i, .1e I ,rl .. ;al,<3 -. JI' ' •c C\I .r..~ . .. j" - .!-'..2... • Q 1-r~ . I ~ H H I ! ~ ~ IQ) . ·d (I> +> 
r ' .., c,;.i c:, 
I ~ ~ m 
I I ~ t IH 

nor,rapher I _J .. .L I ' I 

I I I l I _ J I 
retary ! __ J __ l_~ ___ L ________ I 
ferred Marital Status: Secretary 

!IJa.rried 
Sinr-lc _--~~- - ---
lnri;l:J. ta r:G:"r' 

.feITed Sex of YJorker j Secretary 
tlale 
:7emale 

Educational Hequi remants 

I.css than 
n:.gh School L ch School 

Ster..or:;ro. pher 
l':Jale 
Female 

~~~,~~~~~~ 

BJS:iness loss tb.an 
Collece College Col~ecc 

e of Office \'forkar Graduaticn Graduation Graduation Graduation Graduation 

I 
I ~ I t· l 

. 

= retary 

nogra;eoor I 
.. What placament services are used in obtaining new secretarial and stenographic 

employees? 

High School Placerrent Offices .vate Employment Bureaus ------ ------
S. Employment Service 

·spaper Advertisements 

,olicited Appllcations 

Employment Opportunities; 

College Placement Offices 

Personal Acquainta.11(;es, aela
tives of ~;mploye~s 
OtheJ" 

Approximately how many new secretaries do you employ each year? -----~~--~--~-
Approximately how many new stenor,raphers do you employ each year? ~----~~~--~-
Do you expect to hire the same number of nev.r secretari~s and stenographers 
during 1952? Yes No 

If "no, 11 do you exi:;ect to hire (more-fewer) stenograpoors? 

If "no," do you expect to hire (more-fewer) secretaries? 
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I I :::Yl,a!" --- . ---- ; --i----------·-,---!1 
0 ---------- ----1---·---- -----·- - . 

n whci.t t ypes of of .fie e j obs 8re secretories cmd steno~raphers pro
ed? 

retarie s pr omoted f r om 

nographers promoted from~-~~~~ --~--·~~~~~~------~~-~~ 

~hat types of office posi t i ons ar c sec~et aries and stenogr aphers 
:noted? 

retari0s promoted to~.~~--~~--~~--~~~-~~~~~~~~~~~ 

no:;raphers promoted to _ _ ____ __________________ _ 

Employment Policies: 

s your company give tests to prospective secretaries and stenographers? 

"yes", what types of tests do you administer? ___________ _ 

secretRrial applicants~-~~~~~~~~--~ 

-------

• Duties performed by secretaries and stenographers in addition to 
ies listed in the definition: 

retaries 

I. Trainin~ standards required of beginning secretaries and 
nographers: 

Typewriting_ 
Minimum Skill for 
Shorthana Transcription Dictaphone 

,e of Worker 

I ' I 

:reta_r~y..__~~~~-+-~- -~~~-+-~~------l~~~---~----+-~~~--~-11 
1nographer 
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' 

>ewriti 1.~~-------·-- _ 
83 - _,, ___ .. _______ ,. ____ _ 

~tati')n ________ "------·--··-·--·-·- - ----

~t special training, if anyP which is peculiar to insurance com-
1ies do you think should be included in office practice courses in 
~h schools and colleges? 

it words or terms 9 5...f any! are :r.eculiar to insurance companies and 
mld be taueht to prospective secretarial and steno.,;raphic employees 

, In ,vtdch of the follm,d.ng skills, knowledges, and traits, do you 
td \ hat beginning stenographers and secretaries are most frequently 
'icient? Indicate the deficiency by placing an~ before the skill, 
1wledge, or trait in which the deficiency occurs. 

MD chines 
Dictaphone, ~diphone 
Duplicating Machine 
f.ddress.ing Machine 
Calculatir:g Machine 

Matter 
Grammar 
Punctuation 
Spelling 
Arithmetic 
Penmanship 
Speech 
Typewriting 
Shortharrl 
Trans~,...'! ,1-t;'f "1' 

Bookkeeping 
Filir:g 
Others 

3., Office 

__ he 

_io 

_j., 
_k. 

Duties 
Taking Dictation 
Transcribing 
Straight-copy Typing 
Filing 
Telephone 
Meeting and Directing 
Callers 
Typing Stencils, Master 
Sheets 
Composing Business 
Letters 
Proofreading, Revising 
:Material 
lbndling Mail 
Others 



c .. 

' .. 
~\ ..... cr~·r1:: ·~ f ) r. j·' 'u.L,J.. .. 1:' - ..._-,UJ. . \. .J\., .., - ..., I, t... ---. 

; bility to FolJ.cw 1.:.:istruct,i rir1s =d .. 
e., 

=:ru 
1'bili::.y to G .... .; t•. 1 or .. < ~·Jit!. 0 r.·e:-- P"orle 
Grooming 

_g .. 
_h .. 
_i. 
_j. 

k~ 
_1. 
__ m., 
_n., 
_o. 
_p. 

'l' r-~ (\ t. 
Honesty 
Dependability 
Ambition 
Alertness 
Industry 
Accuracy 
Loyalty 
Courtesy 
Initiative 
Others 

---------

Xe What company instructions, if any~ are provided beginning 
steno~raphers and secretaries to aid them in their work? 

Manuals 
--- Detailed Written Instructions 

None 
Others 

XIo What monthly salary or *age would a beginning secretary or 
steno~rapher receive? 

Secretary '\ ,; ______ _ 
Stenographer ~ t,i) ______ _ 
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