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CHAPTER I 

INTRODUCTION 

Puz;:pose 2f ~ study. This study seeks to determine the requirements 

for the office and store occupational opportunities in Blackwell, Oklahoma. 

More specifically, the purpose of the study is as follows: 

l. To ascertain the approximate number of part-time and full-time 

employees in office and store occupations in Blackwell; 

2. To classify the firms as to the number of full-time employees; 

3. To determine the minimum age requirements for both men and women 

for the various office and store occupations; 

4. To detennine the preference for men and women employees in the 

different office and store occupations; 

5. To determine what educational level is required for the various 

positions represented in the study; 

6. To determine whether experience is required for the various posi

tions represented in the study; 

7, To determine the number of new workers employed during the last 

twelve months and the number of workers dropped from the pay roll during 

the l ast twelve months, and thus to determine the number of office and 

store employment opportunities available during the year; 

8. To determine, to some extent, the duties performed by the various 

employees; 

9. To determine the extent to which training in the operation of 

different office machines is required or recommended for various positions ; 

10. To determine the deficiencies in English, spelling, personal ap

pearance, and office manners of the average new employee; 
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11. To estimate the number of Northern Oklahoma Junior College gradu

ates or former students now employed ln the city of :Blackwell in t he selec

ted office and store occupations included in this study. 

Need for~~. Vlhile it is believed that the findings of this 

study will be of help to all agencies that train workers for employment in 

store and office occupations in Blackwell, Oklahoma, the study is under

taken with particular interest in the opportunities that may be available 

to graduates and former students of the Northern Oklahoma Junior College, 

located at Tonkawa, Oklahoma , and with a specific objective of providing 

information tha t will assist the business depar tment of this institution 

in guiding and preparing for employment those students who expect to seek 

employment in store and office occupations in Blackwell. 

During the last three years, the post World Viar II school years. 14.7 

per cent of the students enrolled in Northern Oklahoma Junior College have 

come from Blackwell . Of these, 27.9 per cent have enrolled in the busi

ness department. It is reasonable to believe that many of these students, 

as well as other students whose homes are in the surrounding area, are 

interested in preparing for and obtaining employment in store and office 

occupations in Blackwell. In Table I the enrollment of students from 

Blackwell is compared with the total college enrollment and the total 

business department enrollment for the academic years 1946-1947 to 1948-

1949, inclusive. 

The duaJ. objective of the business department of Northern Oklahoma 

Junior College is: (l) To give all students a cultural appreciation of 

the economic and sociaJ. factors and influences affecting the modern com

plex business organization, and (2) to prepare students for either (a) ad

vanced study toward degrees in the particular fields of business operation 



TABLE I 

STUDENTS FROM BLACKVIELL ENROLLED IN NORTHERN OI<LAHOMA JUNIOR COLLEGE 
DURIN'O THE SCHOOL YEABS 1946-1947 TO 191~8-1949. INCLUSIVE 

Blackwell Students 
Enrolled in 

3 

Blackwell Students Business DeEartment 
Total Enrolled in Colle~e Per cent of 

Total Business Per cent of Business 
College Department Total Department 

Year Enrollment Enrollment Number Enrollment Number Enrollment 

1946-1947 595 157 77 13.0 16 10.2 

1947-1948 517 143 78 15.1 19 13.3 

1948-1949 399 122 67 16.8 19 15.6 

Total 1,511 422 222 14.7 54 12.8 

This table should be read as follows: To t ai college enrollment for the 
year 1946-1947 was 595; total business dep rtment enrollment was 157; 77 , 
or 13 per cent, of the total students were from Black:v,ell. The sixteen 
students from Blackwell who were enrolled in the business department con
stituted 10.2 per cent of the total 1946-1947 enrollment in that depart
ment. 



in a continue,tfon of college training, or (b) to :prepare students for im

mediate employment, follm,ing graduation, in industry· or tr£1,de by a more 

inte:rrnive training i:n the specialized skills required in particular busi

ness o:ff:ice occupations. 

q. 

It is believed thD,t only !:1, ~1m,c".,ll percentuge of the grttdm1,tes of l:To:rth

ern Oklahoma. Jtu1ior College seek higher ed:uca.tion, J\fa,rry of the stud.e:r1 ts 

take vocational and termirn)l courses, expecting to seek and fin.a_ employm.ent 

upon graduation. The avera_ge nge of these ~1tud.ents ttt the time of gre,dua

tion is bet,wee11 nineteen and twenty. It is highly important that in..forma

tion. be avH,ilable concerning what types of work folk of tha,t s.,ge rni:i.y· reanon--

13,bl;;l eJg;1ect to secu:re in Blacln,ell, as well as in other communities in ·bhe 

immediate area served by :N'orther-n. Oklahoma Junior College. The a1:11111-9,l em·

ployee turt..1over e,11.d the number of Northern Oklahoma ,Jun.ior Collec;e g:r'adu~,tes 

e,nd former students in the va,rious types o:f positions shm;J_d a.lso be c1.vail

e1,l.e so ·that there will be some evidence upon which to be,se an esth1Rte of 

the uli.mber of :pod tions annually avc1,ilable. 1.?he d.G.fa, secured. by this study 

should give some insight into the question of whether there are too m,9;ny 

people trained. by lforthern OJ?J.al1oma J1xt1ior College for certain lines of work 

S\!ld not enough for others. 

Age :i:•equ.iremeri:t,s~ sex preferences, educatione.l requirements, e2,,'J)eri

ence :requirements, tv.:.r:noirer in employees, and other facts concerning em

ployment shoul<l be kt101im by the advisers of students who wish to prepare 

for employment. These advisers should .. know to what types of jobs these re

quirements e,p_ply. This :i.nformation shoulcl be available to stua.ents before 

they· st0,rt their training, :rather than after they finish the course of r:itudy 

at this institution, rcmd begin seeking employment. 

~a:n.ce the in.dustries in d.ifferent cities do not coincid.e, neither do 

em:ployment situations. This being true, the only reliable information 
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concerning local employment conditions is to be found in the results of a 

study of the local situation. 

The different types of duties performed by various employees should 

be known if an institution is to give an adequate scope of training to its 

students. It is important that training be given on the types of machines 

in common use and that the number of employees who need to kn.ow how to 

operate these machines be known. It is possible that too many or too few 

students study machine operations. The data in this study should reveal 

this information. 

Often a job is lost because of deficiencies other than in skill or 

subject material. This study attempts to determine these common obstacles. 

It is possible that certain Northern Oklahoma Junior College graduates 

or former students might have secured different types of employment if 

different training had been available, or if they had been given some in-

sight into the business and occupational opportunities in Blackwell by 

their advisers. There is need for a study that will secure facts and re-

liable information to be used in advisory work at Northern Oklahoma Junior 

College. 

Scope~ delimitation. This study does not include all of the firms 

in Blackwell, but it does include all of the reta.il stores, wholesale 

firms, and offices in the following classifications. 

Retail 

Accounting Firms 2 Men's Vlear 2 
Appliance Stores 1 Motor Companies 7 
Attorneys' Offices 9 Municipal Office 1 
Au to Supply and Music Store l 

Accessory Stores 4 Newspaper Office 1 
Baby Shop l Oil Office l 
Banks 2 Optometrist's Office 1 
Clinics and Hospitals 2 Order House 1 
Credit Associations 2 Paint and Wallpaper 
Dentists' Offices 7 Company 1 



Doctors' Offices 6 
Drilling Companies 3 
Drug Stores 4 
Dry Good Stores 4 
Electric Shop l 
Five and Ten Cent Stores 2 
Funeral Home 1 
Furniture Stores l~ 
Grocery Stores 11 
Hardware Store l 
Hatcheries 2 
Hotels 2 
Insurance Offices 
Jewelry Stores 
Ladies' Dress Shops 
Loan Company 
Lumber Companies 

9 
2 
3 
1 
l~ 

Plumbing Company 
Printing and Stationery 

Company 
Public School Offices 
Real Estate Offices 
Shoe Store 
Sporting Goods Shop 
Telephone Office 
Theater 
Utility Companies 

Wholesa.le 

Bottling Works 
Glass Factory 
eat Packing Company 

Zinc Company 

1 

1 
3 
2 
l 
l 
1 
l 
2 

2 
1 
l 
1 

6 

Bakeries, barber shops, beauty shops, ca.fes, cleaning shops and photo-

graph studios , were omitted from the study because they hire, for the most 

part, only skilled employees trained in their particular fields, which are 

not included in the scope of training of business education. The original 

list contained 150 firms; six were eliminated because of duplications, 

leaving 144 firms to be interviewed. These duplications were not apparent 

on the original list because some firms are classified in two different 

categories in the telephone directory. For example: an insurance agency 

and a loan and investment company are the same firm. This was not evident 

until the city directory was checked for exact location. Twenty of the 

144 firms were eliminated for the following reasons: Ten of the firms 

were found to be in undesirable locations, such as those in the poorer 

sections of the business district catering to a caliber of folk und.esira-

ble to be contacted by the interviewer; seven of the firms had either gone 

out of business or moved to another city; the municipal offices, which 

were divided on the original list into four separate firms, were found to 

be handled under one office organization. The 124 firms visited employ 

427 :f'ul.1-time employees and 33 part-time employees. The majority of the 
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study c.'leals with the 427 :full-time emplo;,recH:1j becnuse the possibilities of 

part-time employment are of very little interest to the jm1ior college 

grad1m,te & 

Procedure. A tentative outline including the purpose, Justification, 

scope, source of data, 1,rocedtu·e, Dn.il a tentative interview schedule were 

d.ravm up after exeJ!lination o:f simUa,r studies made in other commu.nitifn-;. 

9~he schedule was presented to a business education semin:u' at the Oklahom0, 

f\gric1llture,l and. Mechan:i.caJ. College for criticism and suggest:i.ons. After 

nove:r,,:,,,l revisions Here m2,de., th0 final d.rc.ft w:,1s aJ;ip:roved by the cli,J,irman 

o:f the thesis cormnittee. IA C()J?Y of the intervieri7 scheclule used. ie included 

in the Appe:n.clb:. 

A list of firms to 'be i:o.clud.ed in the study ,,:a,s compiled from the 

classified section of the telephone directory. The list was then revised 

by checking it w'i th the city- directory. 

Re:presento.tives of' all the :ftr:rns were interviewed by the investigator. 

\Ti th the excep'Gion of one, employers were very· co-operative and expressed 

the belief that there WHs need for such e. study in their city. 

1:•he de.ta g&,thered Wt'lre firBt groUJ)ecl acct>rding to the types of pos:t

tions rErpresentec1--.vith number of :full-time ;0,nd 1,art-time employees in 

each type of position. 1J:he :f.:l:rms wore then clasr:;ifiecl as to the nTui!ber of 

eruployef1s hired. ~:hese clAssifica;l:,iorrn are treated in ChE,,:pter II. ~:·he 

clata were then clivided into two general cl0,sses: those which have to do 

w:i th selling positions i c';;ad those which concern office workers. 1I1he sell-

ing positions were broken down in.to two cla,sses, retail sales personnel 

c:u1d the wholesale personnel. '.l1he office :positions ·17ere segregated. to cleal 

rd th the following classes of employees: record kee:Pers, stenographers, 

clerks and miscellaneous employees. The data wer6 then analyzed from -~he 

following poJ.xd;s oi' view~ r:,odtio11s represented, with number of emplo~:ees 



in each type of position; firms classified according to the number of' full

time employees; minimum emplo;yment age; preference by sex; education re

quirements; rate of turnover in employees during twelve-month period; 

duties performed by each employee; machines ope.rated; and the general edu

cational deficiencies of the avera~e new employee. 
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G]JWillllAL Hf!lSUI/I'S OF Tmn s TUDY 

The dEita for t;his study were collected by personal interview,1 -r!i th 

representatives of a sel(3Cted grou1J of business firms operating in Blackwell, 

Oklahoma. 

The original list, which rms compiled from the clg,ssified section of 

the telephone directory, cont:-:dned 150 fir.ms. A revinion of the 1:1.st nas 

made by checking with the city directory. ]Jlil'lin;::i,tion of six clupl:i.c1?,tions 

iu the list reduced. the nurf!ber of firms from 150 to 11!.lL Tt:renty of these 

141+ firms were eliminated, for reasons rnentioned in the e.xplanr-:i.tion of the 

scope and. delimi t"'.tion of the study in the precedin[; chapter; therefore, 

124 firms a:t·e a.ctwc1.ll;;r represented in the study, 

FuJ..l-timc and :Part-t~me F,m-plo;y·e.e.~ CJ.e,ssified A.ccord:lng ~ 
l'Jature of !11-siness and T;,,:ee of Pt)si tio!?; 

ll\~1,I~ e:mplo;zees. The ti27 full-time employees inclucled J~n this 

:ln referen.ce to the gathered data, is one in 1r1hich the employee ~oeri'o:r·ms 

the n;:,,jori ty of his a:u.ties and to which he devotes most of his working 

time. 

]'ourteer1 employees are classified as u,ccou.ntc:J1 ts. The banking f'ir1r>s 

employ the grea.test number of accounte,nts. three. shovm in Chapter I , 

there are two banks inclufled .. in the study. :rherc are two accounting fir'I'1s 

in the city, but each errrp1oys only one :full-time t-:.,ccoun trmt. There are 53 

:full-time boolds:eepers, as £hown in 1rrible II. The banks employ the greatest 

number in this ty_pe of po1:1i tion. The ban.king business employs the largest 

11u.mber o:f the total 32 cashiers and S bookkeepint; fllachine opera.tors in-

cl ud .. ed in this study . 



T.1\J3LE II 

FULL-TIME Atm PART-TI!Jif.El ELfilOYEES CLASSDJ'IED ACOOIIDIWG TO UATURE OF Bl,'SIHESS A1m TYPE OF POSITIOH 
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Totals 

Accounting Firms 2 ~!.__ --· 2 --· ____ .,..5 ___ _ 

Ap:Qliance Stores -1___ .. . . .2 ·- _ -·· 6 
Attorne;z:s I Offices l -~ 4 4 -----·-.-2-. _ ··-· 
Auto Supply an.d 
.Accessory Stores ~- --· ___ 1.1 (2)_ 17 (2) __ _ 

Eab~· Sbpp _ . ~ -1..J,bL._. 
Eanks __ 3 $ 4 ··~ S _ 1 1 ---~_15-
Clinics and 
JJo_~Qi tals 2 1 1 4 ~---· Credit 
Associations . . 5 5 

Dmltists' Offices ·-~ 2 --·--------3 .. 1-.-.----· 
?C tors' Offices 2 - ~ _ 1 --~--2 _-=:--_:_ b.. -~ ·· 

Drilling Co:m2anies l 1 1 . "3 
Stores 2 · ~ 25 ( h) - ·----27.....,(,....l~..,,.)--

:ql"/ Goocts_S~-- 2 3B {7J __ . __ -· . ~tf.~-r7~ 
:illleet.ric Sho;p:3 ~---·-- .•. -·--L~ . -------=--~~ 
Jl'ive and. Ten 

Cent Sto!es ·- 1 2 . -~l_-· ,3-___ .. _. ._.?S (2' 
Funeral Home l 1 
:ll'U.rniture Stores 1 --~-- ~--912) ----· -~~ ~-10-rIT- b --- ~~ . -=·~-~---·-,-~--. -



TABLE II 

FU!JL-T!ME AfJD x\4.RT-'1:IME CLASSIFH;D ACGORDIWG TO NATlJ"R11~ O]' BUS1N~";S5 Alm 'l'YP:li1 OF r,osITION 
( CONT!NUF,D) 

Type of Position 
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Totals 

Grocery Stores. 2(2) -· 2 25(1) 10(2) 39()4) _ 
Hardware Stores 1 l 2 
Hatcheries l 1 1~(2) __ . ...,6....,(-2 ..... )-" 
Hotels --- 2 2 l -- 5 
Insurance 
Offices _ •. .. -·- 1 _ 2 _ 5--1: 9 

Jewelry Stores . 6(1) -. ~) 
La,dies 1 Dress - -----· - -

Shops 2 11~(2) 16(2) 
Loan Comminies 1 -· 1 2 -
Lumber Compa!lies 1 --··· 2 . 7(1) ·- - 1oOT--
Men Is ~fear b(2) 6(2) 
Motor Com:,eanies 7(1) ·· ~- 10 - · --·--· ·- 21(1) 
HunicipB,l Offices 1 2 1 -- ~ ti. · 
rfasic Stores 1 _ . .. 2 ___ -~ 
1:ifewspaper Office_____ l _ _l:;__ __ • 
Oil Office 1 ··· l 
Outometrist's Office . 1 . .. ·. . . . .. ... - --~ -

Order HOUS(3$ ---·~-- --------~- 2_ . - - .. -· _ ~ ~·-
Paint and 
-~llJJa1Je:r Co~~- ___ .....] --------·---_i __ _ f--' 

f--' 



TABLE II 

FULL-TIME AND PART-TIME EMPLOYEES CLASSIFIED ACCORDING IJX) NATURE OF BUSINESS AND TYPm OF POSITION 
( CONTINU'ED) 

T~e of Position 
s:t 
Q) 

I'll s 
Jof s:: I'll 
0 (I) Q) Q) 

+> 0 rn El I'll al 
~~ 

.... f/1 H I'll Jof t/l 
rn {I) ct--! I'll ~ 0 Cl) I'll ~ ~ U] 

Nature of Business 
+> H <+-, ~ +> 'ti! : Cl) 

@ Cl) ,,-1 Pt 0 om Q) Cl! .... ~ 
Q) (I) 

Tota.ls Pt P..O Ill IX! 'i:! .... H Ul f..4 f..4 r-l a! +> Q) (I) 1-t a! rn 0 (I) 0 Cl! ,... 0 
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Q) Cl) Q) ,...~ CD on A ,-f +> +> t\O I'll 
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0 .cl (I) (I) ,,-f Q) aS ,... s:: 0 r-l 
() 0 0"' I'll A.-f <+-, f..4 'O t>< +> A 0 Q) .s i 0 0 0 ::ii c$ Q) 0 <+-, 0 ,... 

!Xl Q) ..-1 Q) +> 
< IX! !Xl 0 c!l 0 0 P-t p:. (/) ti) (/) 

Plumbing Companies 1 --~_} 4 
Printing and 

Stationery Companies 1 2(1) _ _ ___ . ___ .1(1) 
Public Schools Offices 3 3 
Real Estate Offices 2 2 
Shoe Store l l 
Sporting Goods Shops 1 3 4 
Telephone Office 3 2 _____ 5 
Theater l 1 
Utility Companies 2 2 2 4 2 1 3 l 
WHOLESALE 
Bottling Works 2(1) 5 7(1) 
Glass Factory 2 2 8 12 
Meat Packing Company 1 1 1 1 4 8 
Zinc Compa.n,y 2 1 2 5 10 20 

TOTALS 14(1) 53(3) g 32 13 6 3 2 205(27) 33 18 13(2) 27 427(33) 

Note: The number of part-time employees is shown in parentheses following the number of full-time employees. 

This table should be read as follows: Accounting firms employ 2 accountants, l bookkeeper, and 2 secretaries. .... 
I\) 
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There are 13 general office clerks, 6 office boys or girls. 3 order 

clerks ar-id 2 P. B. X. operators enrployed; but none of these have aey sig

nificant distribution with reference to the nat1u-e of the business in which 

they are employed. Some :recognition should be given these occupe,tions 

through the inclusion of son1e training ,along these lines i.n the off:i.ce 

training classes. 

It is sie;.?Ili:ficant to note that out of the 427 :full-time employees, 

205, or ~-8.l per cent, are engaged in retail sales positions. The greatest 

number in this type of :position, 38, are employed by the dry goods stores. 

Credit associations and insure.nee offices employ the largest number 

of secretaries. :roach of these grou:ps of firms· employs five secret~ries. 

1l1he other 23 of the total 33 secreta.ries are distributed among :firms in 12 

different types of businesses. 

There are 18 stenographers employed. One wholesale company hires 5, 

or 27.8 per cent~ of the total number of employees in this type of posi

tion.. In order to be classified as a stenographer in this study the em

ployee must use some system of shorthand. 

Twenty-seven full-time wholesaJ.e salesmen are employed. These are 

{listributed among four wholeseJ.e firms. 

Part-time employee.s. ~1here a.re 33 part-time employees hired by the 

various firms interviewed. '11wenty-seven, or 81.8 per cent, of these part

time workers a.re engagecl in retail selling positions. 

l!"inns cla.ssified qccording J.2. number .9f full-time employees. q~he 

firms with one full-time employee are the most preve,lent in T3lackwell. 

Table III shows that of the 124 :firms represented, 48, or 3s.7 per cent, 

have only one employee. Forty-eight, 11.3 per cent, of the 427 employees 

included in the study are employed by these 4$ firms. 
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TABLE III 

]'!RMS (.,'LASSIFIED ACCOffi)IfifG TO rl1JIVlBER 01!.., Fl[;L-TIME :mrv1P!,OYT!111;S 

li'irms with Number Number of Percentage Percen t...q,ge 
of Employees Firms of Totl?l,l Total of To te.l. 

S;2ecified Re_pre sen ted Firms ]ig:Qloyee_~ Egmloyees 

Firms with one employee t~s 38.7 l~g 11.3 

Firms with two employees 16 12.9 32 7 k . :::, 
:&,irms with three employees 23 18.6 69 16.1 

l!,irms with four employees 11 B.9 44 10.3 

Jl'irms with :five employees 4 3.2 20 4.7 
Firms with six employees 5 4.o 30 1.0 

]'inns with seven em1)loyees 6 4.9 42 9.8 

Firms with eight employees 2 1.6 16 3.s 

Firms with nine employees 1 .8 9 2.1 

.Firms tvi th ten employees 2 1.6 20 }~ .. 7 

Firms with eleven employees l ,$ 11 2.6 

Firms with twelve employees 1 .s 12 2.$ 

Firms with fifteen employees 2 1.6 30 7.0 

Firms with ·twenty employees 1 .8 20 t1 .• 7 

Firms with twenty-four employees l .s 24 5.6 __ ... _ ________ ..__ -.-.. _ ..... _ ... 

Total 124 100.0 427 100.0 

== = ·-
This table should be read as follows: Forty-eight, or 38. 7 per cent, of' 
the firms have only one employee each. These firms emplo;y· 4S, or 11.3 
per cent~ of the total number of employees. 
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The largest group .of employees is hired by the 23 firms with three 

full-time employees. These firms hire 69, or 16.1 per cent, of the total 

number of employees included 1n the study. The largest number of employees 

hired by a single firm is 24. 

Preferences £2! ~ !E:.9: ~m~n ~mployeas _!!! various .m,_~ ..2f :QOSi tions. 

The data presented in Table !V show that the firms in.eluded in the study 

prefer men for lS4, or 43.1 per centt of the positions and women for 162. 

or 37 .9 per cent. No sex preference is stated for 81, or 19 per cent, of 

the :positions. 

~ .2.f tu.rn(?ve;: in ~t?lo:zee! dlJ.!,?Ag 12-month period.. During a 12-

month period 133 employees were hired, while 128 employees were dropped 

from the pay roll. As Table V shows. in the total u.wnber of employees 

there was a turnover of 30.2 per cent. 

The formula used for the determination o:f turnover throughout the 

study ls: (1) Present nu.mber of employees plus sepa,rations minus newly 

employed equals number of employees at the beginning 12-month period. 

(2) Present number of employees plus number at beginning of 12-month period, 

divided by 2 equals average number of employees during la.st 12 months. 

Percentage of net turnover is based on average number of employees durtng 

last 12 months. The actual nwnber of replacements during last 12 months 

is represented by total newly employed or tota.l separated, \1hichever is 

smaller. Replacements divided by average number of employees gives per-

. cen t~.ge of turnover • 

.A stuey of Tables VI and VII will show that there is e, 19 .4 per cent 

turnover in the men employees during the 12-month period., tl!J'hile there is 

a 38.6 per cent turnover in the posiUons filled by women. The element 

of marriage is probably one controlling factor in the difference of the 

stability of the positions filled by men and those filled by women. 



TABLE IV 

EMPLOY"N.EI.S I Pff!l1FEF:!ilNCES FOR 
lt1E:N AND WOMEN 1TID!IPLOY1l!r1S IN 
VARIOUS ~'J:}>Jns OF POSIT.ION'S 

:Position 

Accountants 

Total 
Positions 

Per 
No. qeJ?;t 

14 100 

Bookkeepers 53 100 

:Bookkeeping 
Machine Operators 8 100 

Cashiers 32 100 

General 
Office Clerks 

Office '.Boys 
or Girls 

Order Clerks 

PBX Operators 

Retail Salesmen 

13 100 

6 100 

3 100 

2 100 

in Stores 205 100 

Secretaries 33 100 

Stenographers 

Stock Clerks 

Wholesale 
Salesmen 

Total 

Percentage of 
Total Positions 

13 100 

13 100 

27 100 

427 100 

100 

Men 
Preferred 

Per 
No. cent 

10 

1.0 

4 

16 

6 

95 

3 

71.4 

HL9 

50 

50 

l~]. .l 

46.3 

9.1 

13 100 

27 100 

184 

lt3 .1 

Women 
E_eferred 

Per 
No. cent 

37 

3 

15 

7 

2S.6 

69.s 

37.5 

46.9 

53.9 

6 100 

2 66.7 

2 100 

39 

29 

19.1 

S7,9 

18 100 

37.9 

16 

No 
Preference 

----Pe·r 
No. cent 

6 

1 

1 

l 

1 

81 

11.3 

12.5 

3.1 

33.3 

19.0 

This table should be read as follo•rrn: Men ~.re preferred for 10, or 71 J+ 
per cent, of the positions for accountants. 



TABLE V 

RATTI: OF :l.Tf.Il1NOV1iJB IN EMPLOYEES DUR!WG 12-TuIONTH PERIOD 

'~~·..-~-..~.-e::·~--~--
__, _ _,,..,. 

NeWlf J!l!!!ElO;y_:ecl. SeEara tec'l Total Turnover 
Positions Men Women Total Men %7omen Total Employees lifumber* :p -~pr .. ;· 

..:.!}__T. cen .· · 

Accou.ntan ts 1 0 l l 0 l 14 1 7.1 
Bookkeepers 5 13 lS 4 14 lS 53 1$ 34.o 
Bookkeeping 

Me,chine Opera to rs 0 l l 0 1 l g l 12.5 
Cashiers 0 7 7 0 7 7 32 7 21.9 
General Office Clerks 1 2 3 1 1 2 13 2 16 
Office Boys or Girls 0 5 5 0 5 5 6 5 15.3, 3 
Order Clerks 0 0 0 0 1 1 3 0 0 
P:BX Opera.tors 0 2 2 0 2 2 2 2 100 
Retail Salesmen 

in Stores 18 >+o 5g 15 39 51~ 205 54 26.6 
SecretEries 0 14 14 0 14 14 33 14 42.4 
S tenogre.phers 0 6 6 0 G 6 18 6 3' ":{ .) . .,; 
Stock Clerks g 0 B 8 0 g 13 s 61.5 
Wholesale Salesmen 10 0 10 9 0 9 27 9 33.9 

-
Total l~3 90 133 38 90 128 l~27 12S 30.2 

:=:et :;:: E = = .-,-~==== ; -- .. -i""!.' 

* Actual number of replacements during last 12 months, represented by total newly employed. or total 
separe,ted, whichever is sma1ler. 

** Percenta.ge of net turnover ba~ed on average number of employees during last 12 months. 

This table should be read as follows: Du.ring the last 12 months, l new man e,ecountant was hired a,ncl 1 was 
separated from his job, resulting in a 7i per cent tu.mover. 

.... 
-.I 



.... --

__l_gsi tions 

Aecoun tan ts 
Bookkeepers 
J3ook .. 1.ceeping 

TABLE VI 

RA'I'l11 OJY 'I1UEiOV1i!:R IN i\mN EMPLOfETIS 
DURING 12-NOHTTI PERIOD 

Total No. 
Newly Men 

)Enwloye~ Se12ara;ted Em12l_<?;X:ee s 

1 l 9 
5 4 13 

Machine Operators 0 0 lj. 
Cashiers 0 0 12 
GeneraJ. 

Office Clerks 1 1 l+ 
Retail Salesmen 

in Stores 18 15 115 
Secretaries 0 0 2 
Stock Clerks $ g 12 
1J11olesale Salesmen 10 9 27 

Total ~-3 

lS 

1 ll.l 
4 32 

0 0 
0 0 

1 25 

15 13.2 
0 0 
s 66.7 
9 33.9 

3g 19.4 

* Actual number of replacements during lG<,st 12 months. represented by 
total newly employed or total sepa1·t::i.ted, whichever is smaller. 

*111 P~rcentnge of net turnover based on avere.ge number of employees during 
le.st 12 months. 

This table should he read as :follows: During the lc,;,st 12 monthri, 1 new 
mc1.n accountant was hired and o:o.e was se:para.tecl. from his job, resulting in 
a 11..l per cent turnover. 



TA'BL'Ji1 VII 

RA.'111U OF TURNOV'!nR IN WOMEU E}U'LOYJfili:S 
:OURilm 12-·MONTil PERIOD 

Total No. 
Newly Women 

Positions ~loyed Sepa;~.~~d Employees 

.Accountants 0 0 ~· :; 
Bookkeepers 13 14 40 
Bookkeeping 

Dfa,chine Operators l 1 l.j. 
Cashiers 7 7 20 
General Office Clerks 2 l 9 
Office Boys or Girls 5 l-

? 6 
Order Clerks 0 l 3 
PBX Opera to rs 2 2 2 
Retail Salesmen 

in Stores lJ.o 39 90 
Secrets..ries 111. ll~ 31 
S tenogrs,phers 6 6 lS 
Stock Clerks 0 0 l 

-----

19 

Turnover 
Number"' Per cent** -- -- _.,.. 

0 0 
13 32.1 

1 25 
7 35 
1 11.$ 
5 83.3 
0 0 
2 100 

39 43.6 
14 45.2 

6 33.3 
0 0 

,i, Actual nmnber of replacements durinf; last 12 months, rep resented by 
total newly employed o:r tota,l sepa.:ratedt whichever is smaller. 

*'~ Percentage of net turnover based on average number of employees during 
last 12 months. 

This table should be read as follows: During the last 12 months, none of 
the 5 women accountants were replaced. 
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Jf'rom these data. it is 1-1ossible 'to estiraate the number of positions 

which v1ill be open to new employees anm.1.ally. It is recognized, of course, 

that this is only an estimate, and can only be such, because of the number 

of uncontrollable factors which enter into determining the annual turnover 

of employees. The return of veterans to civilian jobs may have caused the 

turnover to be greater than r101·mal during the ps.s t year. 

Minimum ~mplOUEe.n:!! ~es %2.£. ~ ~mplo(l:ee_~. One-hundred. ten men em

ployees, or 55.3 per cent, hold positions for which the minimum a~e re

quirement is 18 years. For 37, or J.S.6 per cent, (>f the ,jobs for men no 

mini1m.m1 1age requirement we1s specified, a,s shown in Table VIII. 

The ed.u.ce,tion.al and experience requirements imtomatically t~ike care 

of an age stipulation for me,ny of the positions. 

R1i~ !?~~ ages !9.! 1wmen _E2.mployees. The tot;al number of 

women employees included in the stud¥, as shown in Table IX, is 228, Of 

tha.t totB.l, 1tis. or 64.9 per cent, hold jobs in which new women employees 

are required to ·oe at least 18 years of ~.ge. Thirty-nine, or 26.3 per 

cent, of the}1e 148 positions a:re in retail selling, and 32, or 21.6 per 

ceut, a:i:·t, for accouutantB. IJ:h:i.rty-five ye~.rs is the highest age require

ment; this requi!·emcnt is mac_e because the employerz w&'lt their employees 

to h,.we several ye2.rs of household experience. Only 2S, or 12.3 pefr cent, 

of the posit;ions included in this study may be filled by fem'3..les at the 

a.ge of 16. Twenty-five, or l!L3 per cent, of these 28 9,re sell:i.ng posi

tions. 

Since over 50 per eent of the positions require 18 as the minimum em

ployment s~e for both men and women employees. the student vrho has finished 

junior college should meet no obstacles in so fa,r as the employn.ent age 

requireuent for the various available post tio:ns is concerned .. 



TABLE VIII 

MilHMm,r EMI'l:OYMJfilifT AGES FOR MEr1 ENPLOIEES ni 
VARIOUS TYPES OF POSITIONS 

·-

16 
Minimum A~e No Age 

18 20 21 Requirement - Per Per Per Per Per 
Positions ~ cent No. cent l'fo. cent !9..:. cent No. cent Total -

Accountants g 7.3 1 2.7 9 
Bookkeepers g 7.3 5 14-.3 13 
Bookkeeping 

Machine 
Operators 4 3.6 4 

Cashiers 10 9.1 2 5.7 12 
General 
Office 

Clerk:s 2 1.$ 2 5.7 4 
Retail 

Salesmen 
in Stores 9 69.2 55 50 4 100 21 60 27 73 116 

Secretaries l 2.9 l 2.7 2 
Stock Clerks 4 30.s 5 1~.5 3 fLl 12 
YlholesaJ.e 

Salesmen 16 16.ti. 4 11.4 5 13 .5 27 

Total 13 100.0 110 100.0 4 100.0 35 100.0 37 100.0 199 
l'ercentage of 

6.5 17.6 lS.6 Total Positions 55.3 2 100 _, -~~-., 
This table should be read as follows: Eighteen years is the minimum age requirement for new men 
employees in 3 :pos:i. tions held by men accountants. 

f\j 
t,-1 



lb 
Per 

Positions 11To. cent 

Accountants 
Bookkeepers 
Bookkeeping 

Machine 
Operators 

Cashiers 
General 
Office 

Clerks 
Office :Boys 

or 'Girls 
Order Clerks 
PBX Operators 
Retail Salesmen 

in Stores 25 89.3 
Secretaries 2 7.1 
Stenographers 
Stock Clerks l 3.6 

Totals 28 100 

Percentage of 
Total :Positions 12.3 

TABLE IX 

MINIMUM EMPLOYM.'ffiT AGES FOR WOMEN EMPLOYEES IN' 
VARIOUS TYPES OF POSITimm 

Minimum.Age 
18 20 21 22 

Per Fer Per Per 
!2.:. ~ No. ~ No. ~ !2..:. cent 

4 2.7 
32 21.6 l 11.1 4 18.2 1 100 

3 2.0 
16 10.$ l 11.l 3 13.6 

9 6.1 

5 3.4 l 4.6 
2 1.4 
2 1.4 

39 26.3 6 66.7 5 22.7 
20 13.5 1 11.1 7 31.s 
16 10.S 2 9 

14$ 100 9 100 22 100 1 100 

64.9 3,9 9,7 .4 

N'o .Age 
Require-

22 ment 
Per Per 

!2..:. ~ tfo. cent Total -
l 5.6 5 
2 11 4o 

1 5.6 4 
20 

9 

6 
1 5,6 3 

2 

2 100 12 66.6 S9 
1 5.6 31 

18 
1 

2 100 lS 100 22$ 

.9 7,9 

This table should be read as follows: Eighteen years is the minimum age requirement for new women employees 
in 4 positions held by ~omen accountants. N 

N 



mxper~~~ce Requirements _for H~ Jllm;rloyee~ in 
Variou~ 'l:zye~ of Positions 

23 

Wo employment experienc,3 is :required of new errrployees in 321. or 75.2 

per cent, of i;he 427 office and st;ore 1-,osi tions included in the study. 

In the case of' order clerks, P. :B. :X. operators, stock clerks ancl 

HholeM,le salesmen. no experience requ:i.rement is specified. Following in 

the high :percent,S1ge range for no experience requirenent nre the genenil 

office clerks~ with 84.6 per cent: the office boys or girls, vd th 83. 3 per 

ma,chine opere,tors, with 75 per cent. 

As shown 'o;f Table X, the largest m:unber of people employed in jobs :i.n 

which there are no eXJ?erience spec:i.fications for new employees &re ret1.:dl 

st•,lesme:n in stores. In this division, 161, or 78.5 per cent, of the 205 

positions for ret,;dl salesmen c1o not require new employees to hr:1:ve employ-

ment experience. 'i.11:l s condition ir~ a definite 0,dv.0m. tRge to the new .joh 

seekex' who has just finished his formal education. 

consideration of major importance fo:r. most of the :positions held by men 

employMs. T8.ble XI reveals that employment experience is not required 

in 153, or 17 .3 per cent, of the positions held by men employees. 

Ex~ience :t'equirements So.E ~ w~ ~rnplolees. :Che experience re-

qui:rement for new vmmen employees is sim:Uar to that for the r<1en. Of 229 

positions fiJ.led by women, only 5lr., or 23 .6 per cent. require experience 

of. the nen employee. 'J:able XII shows that in the remfJ,ining 175 ., or 76 .l!-

per cen:t, of the positions held by women employees experience is not re-

quired of ne,N ernployees. 



Positions 

Accounts 
Bookkeepers 
:Bookkeeping 

Machine 
Operators 

Cashiers 
General Office 

Clerks 
Office Boys 
or Girls 

Order Clerks 
PBX Operators 
Retail Salesmen 
in Stores 

Secretc,ries 
Stenographers 
Stock Clerks 
Wholesale 
Salesmen 

Total 

Percentage of 
Total :P.o si tions 

TABLE X 

JlJXPERIENCE IflllQ.UIRE1::f.ElWTS 
SPECIFIED BY' EMI"'LoYJl..'BS 

FOR HEU! 11lMPLOYEJilS 
nr VARIOUS IDES OF POSITIOlifS 

Total 
Pos.i tion.s 

14 
53 

$ 

32 

13 

6 
3 
2 

205 
33 
lS 
13 

27 

~-27 

100 
100 

100 
100 

100 

100 
100 
100 

100 
100 
100 
100 

100 

100 

Experience 
~equ:lred _ 
Number Per cent . --

6 
19 

2 
15 

2 

l 

~h 
11 
6 

1o6 

42 .• 9 
35.8 

25 
l~G .9 

15.~ 

16.7 

21.5 
33.3 
33.3 

24-

E::i...l)erience 
_ Not Req·cdred _ 
!..'t¥fibe!: Pp_i: cen~ 

g 57.1 
34 64.2 

6 75 
17 53 

11 glj. .t, 

5 g3.3 
3 100 
2 l!DO 

161 71L5 
22 66.7 
12 66.7 
13 100 

27 100 

321 

75.2 

This tabl.e should be read as follows: Experience is reguirea for 6, or 
42.9 per cent, of the positions held. by accou.n.tonts. 



Positions 

Accou.n tents 
Book..ltee:pers 
Bookkeeping 

Machine 
Operators 

Cashiers 
General Office 
Clerks 

Re tail Salesmen 
in Stores 

Secretaries 
Stock Clerks 
Wholesale 
Sa1esmen 

9~otal 

Percentage of 
Total Positions 
Held by Men 

TABLE XI 

EXPERHJ'N'CB BEQ.UIREl1.!E1:'1'.rS 
SPECIFIED BY EMPLoYEitS 
Ji'OH NF.1i1 MEN EMPLOYEES 

m VAIUOUS 'fi'PES OF POSITION'S 

Total Experience 
Positions Re9.uired 

Number Per cent Nm11ber Per cent 

9 100 3 33.3 
13 100 5 3fL5 

4. 100 
12 100 6 50 

4 100 

115 100 30 26.1 
2 100 l 50 

12 100 

27 100 

198 45 

100 22.7 

25 

]bcperience 
Not Reouired 

Number :Per cent 

6 66.7 
s 61.5 

l+ 100 
6 50 

4 100 

s5 73.9 
l 50 

12 100 

27 100 

153 

77.3 

This table should be ree.d as follows: Experience is required for 7. :> ~ or 
33.3 per cent. of the positions held by men accountants. 
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Positions 

Accountants 
Bookkeepers 
:Bookkeeping 

Machine 
Operators 

Ce.shiers 
General Office 

Clerks 
0:f:fice Boys 
or Girls 

Order Clerks 
l?BX Operators 
Re tail Salesmen 
in Stca·es 

Secre·!;.e,ries 
S te:uogre,phe rs 
Stock Clerks 

Totals 

P·ercen ta.ge of 
Total Positions 
Held by il!omen 

TABLE XII 

F..Jtl?ERIEWCE R"IDQUIIDlMEJITTS 
SPECIFIED BY El'.1PLOYEFS 

l?OP. ml111 V!OMEN WJiPLOYF,BS 
rn· VARIOUS TYPES OF POSI'.PIONS 

pt:= - =- == ; I r:r.:.:-~ 

Total Experience 
Positions Reauired 

liumbe:r E..2.!:_ cent Number Per cent 

5 100 3 60 
~.o 100 1~. 65 

4 100 2 50 
20 100 B 40 

9 100 2 22.2 

6 100 1 16 .. 7 
3 100 
2 100 

90 100 8 s.9 
31 100 10 32.3 
18 100 6 33.3 

1 100 

229 54 

100 23.6 

=- ··---=-
Experience 

Not Required 
Number Per cent 

2 40 
26 35 

2 50 
12 60 

7 11.s 
f," :) s3.3 
3 100 
2 100 

S2 91.1 
21 67.7 
12 66.7 

l 100 

175 

This table should be read as follows: Exnerienee is reauirea for 3, or 
60 per cent, of the positions held by women.accountants~ 
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Minimum Education ~eguirements ~ New Emplozee~ 

In determining the minimum education requirements specified by em-

ployers for ne_v.r employees in various types of positions. it was f oun.d thtJ,t 

in 271L or 64 .2 per cent. of the positions it is required that a new em-

ployee have a high school educat:'l.on. One hux1dred three~ or 24.1 per ce:nt 9 
I 

of the positions carry no minimum edu.cation requirement. 

In twenty-one, or 11-.9 per (~ent, of the positions new employees are 

required to have two years of college work. T8.ble XIII gives complete data 

on education requirements for the various types of positions. 

Minimum education req~~nts specified. for~~ eim;>loyees. Table 

XIV show·s that in 121, or 61.1 per cent, of the 191'5 office and store posi.;. 

tions held by men a new employee is required. to be a high school gradu.c.,.+.e. 

It is worthy of note that only four, or 2 per cent, of the positions ~,vail-

a.ble to men require at least 2 yoars of college and only 3. or l.5 per 

cent t 1·equire a college degree. ]'or 62 of the pod tions no educational 

requirement is designated. 

One hundred fifty-three, or 66.8 per cent, of the 229 women enrployees hold 

positions in which new employees are required to be high school graduates. 

Table XV shows that on.ly 17, or 7 .5 per cent. of the positions demand. at 

least 2 years of college. As hs.s been mentioned, there are positions with 

ce1·ta:i.n tra.ining requirements that automatically demn:n.d. ?.,t least some 

college or business college training. 

Forty-one 9 or 17. 9 J)er cen. t • o:f the total 229 positions do not carry 

all education requirement for women employees. Forty of these 4-1 positions 

are retail selling positions. 



Positions 

Accountants 
Bookkeepers 
Bookkeeping 

Machine 
Operators 

Cashiers 
General Office 

Clerks 
Office Boys 
or Girls 

Order Clerks 
PJ3X Opera to rs 
Retail 

SA.lesmen 
in Stores 

Secretaries 
Stenographers 
Stock Clerks 
Wholes~,le Salesmen 

Total 
Positions 

Per 
lfo. cent -

11.~ 100 
53 100 

g 100 
32 100 

13 100 

6 100 
3 100 
2 100 

205 
33 
18 
13 
27 

100 
100 
100 
100 
100 

TKBLE XIII 

~u;uM:-tJM EDUCATIOW REQUIPEMENTS 
FOR 

N'3TIU JITI,lJ?LOYE1i1S :rnr VARIOUS T'.l?ES O]' rOSITIONS 

iHh Grade 
Per 

!o..!. ~nt 

2 3.s 

2 15 ,l.t, 

5 2.4 

2 15.4 

High 
School 

Gre.d.uation 
Per 

~To..:. eent 

9 64.3 
4o 75.4 

8 100 
29 90.6 

9 69.2 

5 s3.3 
1 33.3 
2 100 

101 
26 
1t~ 

8 
22 

1~9 .3 
78.8 
77.8 
61.5 
Sl.5 

B11.siness 
College 
Training 

Per 
No. ·~ent 

1 7.1 
l l.9 

1 16.7 

5 15.1 
1 5.5 

2 Ye1si.rs 
College 

Per 
ifo. ~ 

1 7 .1 
7 13.2 

3 9.4 

2 15 .t~ 

2 66.7 

1 ,5 
2 6.1 
3 16.7 

Colle?:e 
Gr~a- ia tion. -·--~-...... --Per 
!Jo. ~ 

3 21.5 
2 3.8 

l~ 1.9 

None 
Per 

~~ 

1 1.9 

9).~ 1~5. 9 

3 23.1 
5 1s.5 

~~~~~~~~~~~~~~~~--~~~~~~~-~~~~~~~~~~~~~~~--~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

Total l~27 11 274 9 21 9 103 
Percentages of ~ 
Total Positions 100 2.6 64.2 2.1 4.9 2.1 2I-1-.l 
==================:===============~:=:--============~==========a:=.::=============-======= 
This table should be read as :follows: Of the l~- positions for accountants, 9, or 61~ .• 3 pe:r cent, re-
quire that a new employee be a high school graduate. 

f\.) 
Oil 



Positions 

Accountants 
Bookkeepers 
:Bookkeeping 

Machine 
Operators 

Cashiers 
General Office 

Clerks 
Retail Salesmen 

in Stores 
Secretaries 
Stock Clerks 
Wholesale 

Salesmen 

Total 

Percentages of 
· Total Positions 

Total 
Positions 

Per 
No! ce:o. t 

9 100 
13 100 

4 100 
l'") ,_ 100 

~. 100 

115 100 
,-, 100 C: 

12 100 

27 100 

TABLE XIV 

M!l,UMUM NDUCA'flION R11!Q,UU1:BTiiEHTS 
FOR l\TEW UTJH B".>'.'::fLOYEES 

IN VAnIOUS TYPES OF POSITIONS 

8th Ctrade 
Per 

lifo. cent 

2 15 .li. 

~- 3.5 

2 16.7 

High 
School 

Gre,du::;,tion 
Per 

No. cent -
6 66.7 
g 61.5 

4 100 
12 100 

4 100 

56 48.7 
2 100 
7 5s.3 

22 81.5 

Business 
College 

_Training 
Per 

~ cent 

2 Years 
Collet:e 

Fer 
No. cen~ 

1 11.l 
2 15 .lt 

l .9 

College 
Graduation 

Per 
~ ~ 

2 2?.2 
l 7.7 

lfone 
Per 

!2-:. ~ 

54 lJ6 .9 

3 25 

5 HL5 
~~~~~~~~~~~~~~~,~~~~~~~~~~~~~~~~~~--~~~~~~~~~-~~~~--~~~~~ 

19s 5 121 4 3 62 
--- --

100 l~ .l 61.1 2 .t) 1.5 31.3 

Thia table should be read as follows: Of the 9 positions held by men e,ccou.ntants, 6, or 66.7 per 
cent, require th.at a new employee be a high school graduate. I\) 

\..Q 



TABLE X5l 

MINIMUM EDUCATI01T REQ,UIR:!llMJiTh!TS 
FOR NEV! WOMEN Ei',1PLO:tmEs 

nr V~4,RIOUS TYPES OF POS!TION"S 

High :Bu.siness 
Total School College 2 Years College 

Positions 8th Gre,c'le Graduation Train in~ Colle~ Graduation None 
Per Per Per J?er Per Per Per 

Position,§ No. cent ~ cent No. cent No. cent ~ ~ !Q.;:. cent lfo. ~ - -
Accountants 5 100 3 60 1 20 1 20 
Bookkeepers 40 100 32 80 1 2.5 5 12.5 l 2.5 1 2.5 
Bookkeeping 

Machine 
Operators 4 100 4 100 

Cashiers 20 100 17 S5 3 15 
General Office 

Clerks 9 100 2 22.2 5 55.6 2 2.2 
Office Boys 
or Girls 6 100 5 83.3 1 16.7 

Order Clerks 3 100 1 33.3 2 66.7 
PBX Operators 2 100 2 100 
Retail Salesmen 

in Stores 90 100 l · 11.1 45 50 4 4.4 40 44.5 
Secretaries 31 100 24 77 .1,. 5 16.1 2 6.5 
Stenographers 18 100 14 77.8 1 5.5 3 16.7 
Stock Clerks 1 100 l 100 

Total 229 3 153 9 17 6 41 
Percentage of 

66.is 2.6 Tota1 Positions 100 l.3 3.9 7.5 17.9 

This table should be read as follows: Of the 5 positions held by women aecountD.nts, 3, or 60 per 
cent, require that a new employee be a high school graduate. 

vJ 
0 
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Empl.~-y:ee~ ~formi!:Y'i _a~l§lcte.~ ctui!es -~ various tY;Pe§. 5!i 22..£.!.~~. 

From the data presented in Table XVI it may be concluded that the a:ven;,ge 

employee is required to perform a number of duties. It appears that stu

dents should be prepared 'bo successfully handle some a_uties tho.t a.re not 

closely identified with their major sub,ject. 

Table XVI shows that of the total 427 employees included in the study 

11-3.S per cent type. 45.2 per cent file, 1t~.3 per cent take dictation and 

tra.uscribe. l~5. 4 per ce:n t a,pply knowledge of bookkeeping princ i:ple s ~md 

practices, and 65.33 per cent sell in performing their duties. The fact 

that over two-thirds of the employees have selling duties is especially 

significant. 

Employees operatin~ business machines.!!!: various types of QOsitions. 

Table Xi/II shows the importance of training the fltudents in machine opera

tion in order to better prepare them for their future employment. While 

only one machine, the cash register, is operated by a large percentage of 

the 427 employees, it is significant tiy:lt certain machin.es r;,re operated by 

a large percEmta,ge of the employees engaged in certain specific occupations. 

Training ..!E: English and s;eellin!%. Of the 1211- firms reporting on the 

need of ad.di tional training of English and. spelling, Table XVIII shows 

that 64, or 67 ,7 per cent, of the firms did not feel that the average new 

employee needed more training along these lines. 

T:raini~ in appearance ~ office manners. One hundred eight 1 or 

87.1 per cent. of the 12l~ firms reported that the avers.ge new employee did 

not show an inadequacy in appeare.nce and office manners. as shown in Table 

XIX. 

The employers seem to include these qualifications as prerequisites 

to employment. 



WUMBER A.HD P1'i'Pf"11't:rm 

Pos:i._ti_~~ 

t'j,ccoun t2s11 ts 
:Sookkee:pers 
Bookkeeping Ma-

chine Operators 
Cashiers 
G·enera.l 

Office Clerks 
Office Boys 
or Girls 

Ord.er Clerks 
PBX Ope r&, tors 
Retcdl ::3s,lesmen 
in :Hores 

Secretr,ries 
S ·te11.ogruJpX1ors 

TotBJ. 
]fml)loiees_ 

Per 
1~9.· cent 

1tj. 100 
53 100 

g 10\) 
32 100 

13 100 

6 100 
3 100 
2 100 

205 100 
33 100 
13 1r\r ,.,u 

tock Clerks 15 100 
1/'holesale Salesmen 2"( 100 

T.4."BLE xn 
OF EM1'10YEJI]S PJJID'ORMING SEtECTF,1} Hi VARIOUS TY'P1l:S OF POSITIONS 

Selected Duties,, ana. Number and Percen tege 
------·- of Br4:9lo.;z:~.P:S Performtng J!la.ch Duty __ 

T_~e 

No. 

11 
47 

g 

29 

13 

6 
3 
l 

18 
33 
lS 

Per 
cent 

78.6 
3[5. 7 

100 
90.6 

100 

100 
100 

50 

s.s 
100 
100 

File 
?er 

!2-! cent 

6 42.9 
4t~ g3 

t~ 50 
22 6B.8 

13 100 

6 100 
3 100 
1 50 

lt3 20.9 
33 100 
18 100 

ri1r,_.h:c 
Dic'i;ation 

e .. 11d 
Transcribe 

No. 

2 
12 

2 
lj. 

3 

20 
1$ 

Per 

~ 

11~.3 
22.6 

25 
12.5 

50 

60.6 
100 

1'.ll 
(l) (1) 11.! 
QfJ I r-1 (I) 
'd" )4 'll) p., t) 
(1) O ~ ,,-4 ,,-1 

I>;,.-! O'l"'l O .p 
.-1 ts: r:q P., i.::.1 q 
P-;O <D•,-l'OC\j 
P-;~f-1 

<11 ~Per P-t 

~ --9ent 

j_l.!. 100 
53 100 

s 100 
2)-1- 75 

1• -.I 100 

6 100 
2 66.7 
1 50 

36 17.6 
2S isl!-. 8 
9 50 

Sell 
Per 

i\T O • ~ 

25 ~-7 .1 

1 12.5 
9 28.l 

2 15.4 

1 16,7 
2 66.7 

205 100 

7 53.9 
27 100 

'I"()~r,,l, 4~7 187 193 "61 194 272._ 
11 ercente,';e of 
':i:otal Employees 100 43.s 45.2 l~l .3 45)1 65.3 

1l1l1is table should be re&.d. as follo1.7s: IEleve:.-1 of the 11~ :wco1mt8.nts, o:r 78,6 :per cent, h!:>.,V8 typewriting 
(Ju.t.tes. Six. or 42.9 per cent, perform f:l.ling dnt:i.es; 2, or 1)--f.,3 per cent, ta.ke a.ict!.".tion ancl transcribe; 
J)~, or 100 per cent, ap:ply the knowledge of l'.lookkeeping principles and pre.ct ices. 

\,J.J 
I\) 



TABLE XVII 

liiUM.BE.R AND P11lR.C:DtirTAGE OF EMPLOYEES 
OP:IBRA.iJ1ING- r.'iACHim:JS 

IN VARIOUS TYPES OF POSITIONS 

Selected Office Me.chin.es and Number ana 
_ Percentage of Emp..cl_o....:;Jr...re_e....;;:.s_O ... p_e_r_a_t_i_ng'""""_&_i_"',...:;.'3_h _______ __,,-::,-~--

ll.ddress-
~eotal Adding Mimeo- Liquid Cal cu- Comp- Cash Check fag 

Em21oiees Machine €ira;Qh Process la tor tometer Register Writer Machine 
Per Per Per Per Per Per Per Per Per 

Positions No. cent No. cent No.~ lfo. cent No. cent !2_:. .Q2nt Ifo. ~ No. cent 1fo. cent --- --
Acco1.mtants 14 100 14 100 7 50 3 21.4 1 7.1 9 64.3 
Bookl,;::eepers 53 100 46 86.S 1 13.2 4 7.6 22 iu.2 15 2fL3 
Bool:.:keepi:ng 

\1&cb.ine Operators g 100 8 100 3 37.5 1 12.5 1 12.5 
Cashiers 32 J.00 30 93.s 5 15.6 7 21.9 g 25 
General Office 

Clerks 13 100 10 76.9 4 30.8 1 7.7 2 15.4 2 15.4 2 15.4 2 15.4 
Office Boys 
or Girls 6 100 1 16.7 l 16,7 l 16.7 

Ora.er Clerks 3 100 3 100 
:PBX Oper,3.tors 2 J.00 l 50 
Eetail St::.les:men 
in Stor~s 205 100 78 38.l 1 .4 136 66.3 2 1 

iJecretaries 33 100 22 66.7 8 24.2 4 12.l 6 18.l 1 3 2 6.1 7 21.2 
stenogra.1}her·s 1s 100 13 72.2 s l~u".t1. 2 11.1 2 11.1 1 5.6 1 5.6 1 5.6 
Stock Clerks 13 100 4 30,$ 7 53,9 
.!{holesale Sa.lesrnen 27 100 _ -~---- --·---·-~·---~--
T9. bJ. . i~.27 230 21 o 32 12 l 78 45., 3 . .. 
I'ereenta2e of 
~?:JRB.i1~~~J.oo 51 _,.=}~.9 1.4 _ 7 .5 = 2 .s ~~1. 7 10.5 ----~. 7 
This table should be read as follows: li'ourteen, or 100 per cent of the e,ccountants opere,te the adding \.,,I 

machine. Seven. or 50 per cent, of the a?countinits opera.ta the cr;,lcula.tor; 3, or 21.r~ per cent, the comp- ,...., 
tometer; l, or 7 .1 per cent, the cash register; and 9, or 64.3 per cent, the check writer. 



TABLE XVIII 

Replies of 121~ employers to the question: 

11 DOES YOUR. AVERAGE NEW EMPLOYEE N:P-T©D MOR'li; TRAINING 

IN 

ENGLISH AND SPF.I,L ING? n 

Yes No Total Positions 
Number Per cent Number Per cent Number Per cent 

40 32.3 B4 124 100 

TABLE XIX 

Replies of 12J+ employers to the question: 

ttDOES YOUR AVERAGE NEVI EMPLoYEE NEED MORE TRAINING 

IN 

APPEARANCE AND OFFICE r!T.ili~if.ERS 't 11 

Yes No 
Number Per cent Number l?er cent 

Total Positions 
Number Per cent 

12.9 108 87.l 124 100 
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CHAJ?T]JR III 

l:1°UTI,!!')-~Y.: 2:114 .E..€0. of ~orc1 kee;:p_~_E,,;. Hecord keeptH's :1:n. Blackvvell total 

67, or 13 )1, per cent of thf1 tota1 mrn1be:c of employees included in the 

study. )>fine, or 6lJ.3 :per cent, of the accountants ,3re men,. while 75.5 per 

cent of the booldtee:pers 19.re women. It '!X!1),y be thl"tt employers prefer book

keepers who can do secrete,rial wo:rk as well as bookkeeping, cm.a that they 

hire more women for this rea.son. It wlll be shown later in this cha.pter 

that 8f.L7 per cent of the book .. k:ee:pers list typewrit:rn1g as one of the dutles 

they perform. while 22 .6 per cent report that they tr:i.ke ilict£,.tion and 

transcribe. The fa.ct that the bookkeeping grou:p is so lsrgely made v.p of 

women seems to be in keep:tng with the tendency to use women for secret21,riD,l 

work. 

Preferences f2.E ~ t1ncl women emplOY:~. The sex preference for ac

countants favors the men employees. .A.nal;y-sis of the clata in tfable X:1tI 

shows that 71.4 per cent of the aceou.nting :i;:iosi tions carry a. preference 

for men employ·ees. Women are pref e:rred for 37, or 69. S per cen.t. of the 

total numbe1· of bookkeeping posi tfons. 

~ of ~· rrhere was a 7 .l per cent turnover in the ;:i,.ccount

ing pos:itions ctnr:lng th€ lrtst 12-month J.)eriod, as T2ble XXII shom::i. rrhe 

preferential demand for men as a.ccmmtants is prob8.bly a primo.ry factor :in 

this low turnover rate; since, as was pointed ou.t in Ch~t1Yter II, men em

ployees hold their positions for a longer period of time than do vwme:r.t. 

'1:he tum.over for men bookkee:pers was 32 per cent cluring the p,9,st 

twelve months, as shown in Ta,ble XXIII, which w.as quite similar to the 

32 .1 per cent for women, shown in Table XXIV, Dnd both a.re close to the 

avert-ige of 30.2 per cent for all employees included in the study. 



TABLE XX 

RF.CORD KEEPERS EMPL0YE1) 

Men 1i'Tom.en Total 
Positions Number Per cent Number Per cent lfumber Per cent 

Accountants 9 64.3 5 35.7 14 100 

Bookkeepers 13 24.5 ~.o 75,5 53 100 

Total 22 32.8 45 67.2 67 100 

:f·his tal>le should be read as follows: The firms in Blackwell employ a 
total of 67 accountants and bookkeepers. Of this total, 9 men and 5 women 
are accountants and 13 men and 40 women are bookkeepers. 



-

TABLE XXI 

]JMPL.OIERS ' PBEFEJBENC'ElS 
FOB 

MJiJN AWD WOMEN EMPLOYEES 
IN 

RinCORD KF.EPING POSITIONS 

--·-------------~-----· ---·-- Total -- Men- Viomen 
Positions Preferred .Preferred 

Positions No. Per cent ~ No. Per cent - - -
Accountants 1)-J. 100 10 71.4 4 28.6 

Bookkeepers 53 100 10 18.9 37 69.s 
---

TotaJ. 67 100 20 29.9 >n 61.2 

37 

No 
Preferen~ 

No. Per cent ·- --

6 11.3 

6 !L9 

This table should be read as follo·,'l's: V!hen vacandes for accountants are 
filled, men ere preferred for 10, or 71.4 per cant, of the positions and 
women are preferred for l+, o:r 28.6 per cent, of the positions. 



TABLE XXII 

BATE OF TUF.NOVER IN RECORD ICEJEPERS 
DUB.Il'ifG 12-MOM'TH P111RIOD 

~rurn.over 
Newl;z F~lo;zed Se12ara.ted Total No. Per 

Positions ~ 1fforuen Total ~ Women Total Jl!mJ2.loyees !2..:.'~ cent** -
Accountants 1 0 l 1 0 1 14 1 7,1 

Book.l{eepers 5 13 18 4 14 lS 53 1$ 34.o 

'l1otal 6 13 19 5 14 19 67 19 2$.li-

* . .\ctusJ. number of replacements during last 12 months, represented by 
total newly employed or total separated, whichever is smaller. 

** Percentage of net turnover based on a.verage number of employees 
during last 12 months. 

This table should be rea.d as follows: During a 12-month period one new 
accountant was hil>ed, and one was separated. from his job, resulting in a 
7.l per cent turnover. 



Positions 

Accountants 

:Bookkeepers 

Total 

TA13L E XXII I 

:RATE OF itfTo\fOV.ER IN MEN' RECOF1D KElF.PERS 
DURING 12-MONTH PERIOD 

Total No. 
lfawly lilmpl_o~ed Separated ~lo;y:ees 

1 1 9 

5 4 13 

6 5 22 

39 

Turnover 
Nu.mber* Per cent*~ 

1 11.l 

4 32.0 

5 23.3 

ti.I Act-u.al number of re:placements during last 12 months, represented by 
total newly employed or total separated, whichever is smaller. 

*111 Percentage of net turnover based on a:verage number of employees during 
last 12 months • 

This ta,ble should be read as follows: During a 12-month period one new 
man accountant was hired, v..n.d one vw.s separated from his ,job, resulting in. 
a 11.1 per cent turnover. 



T.ABLJiJ XJCIV 

RA.1I'E OF TUR~fOVER !W lflOMEN RF.CORD lUM!.lPEBS 
DURING 12-MONTH PEBIOD 

=:::=========================~=··~·--= 

Accounts 

Bookkeepers 

TotaJ. No. 
~Newly Emn~-~ed Se;ee,r.9,ted Empl2_yees 

0 

13 

13 

0 

14 

14 

5 

40 

Turnover 
N\unber* Per cent** 

0 0 

13 32.1 

13 23.6 

* Actual ntunber of reple,cements dnr'.i.ng last 12 months, repi,esented. by 
total newly employed or total separated, whichever is mna,ller, 

** Percentage of net tu.mover based on aver!'.'l,ge number of employees during 
last 12 months . 

This table should be read as follcw s: Du.ring &:!, 12-month period no rrc,men 
accounta.nts were h:lred, and 11one were ~epe.ratod, from th,;dr jcb. 
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keeper the prospect 1m.1st be at ler:ist 1.g yeai:s of ~-e. The av~rnge age re

qub'ement for a1l types (rf :record. keapi:ng work for both men an<l won1en is 

18 .4. '.l.1lbles X.U and ID.'VI reve.t:ll. tlt',.t the .nveraee minimum age for men. and 

is lS. However, as has been pointed out before. the e;irperience and edu.ca,-

tional :requirement often au.tomtJ.tteally de:r,.m.nd ~ higher employment age. 

requirement for the new aeco-untrmt employee in eight. 01· 57 .2 per cent. of 

the l)+ accounting positions included in this Etudy. Thirty-four. or 64.2 

per cent. of the b-ookkeeping positions do not req_uire employment experi

onee, as shown in Table XXVII. Of the 67 recor<l keepil'4.1; position$, only 

25, or 37 .3 :per eent. req:uire experience for the nEw, employee. Some 'busi-

noss :men indieated that they v,ould w.ther have an em_ployee with a general 

education nn.d perhc'lp-s training in the particular :t'ield of employment, and 

than the firm could carry on its own training progr-a.m to toe et the demands 

oi the inclivid:u.al firm 1s routine. 

Minimum education regu.irements. As might be expected~ the education 
"·· .... w.. _, .......... .-...__,_... 

requirements for aeeountants :n,re somewh,4:r,t higher then those for the 'book

keepers. let even in the case of accountingt as shown in Table XXX. 64.3 

per cent of the positions require only a high school education of the new 

employees. 

11-;ourt&en, o,r 63. 7 per cent,. .of the record. keeping positions held by 

:men require the new employee to ha,ve a. high sehool eduea.M.on. Table XXI 

shows that only an eighth gl'ade education is required tor 2. ,or 15 .4 per 

cent. 0£ th.e bookkeeping positi.ons held by men. However. two, or 15.4 

per cent. oi' tho bookkeeping pod tions held by men require tmit new em1)loyeea 

have 2 years of college vsork., o:n.d one. or "T .7 per cent, requires college 



TABLE 1-XV 

;,j!fJ'lh1Ul:;l ~ALrJ~ JtUlt .:_.!U~iJ I(tJEPRRS 

================-=-=:;.'======-=-- ---

Positions 

1\ccou..11 tan ts 

:Bookkeepers 

18 
Per 

I'fo. cent 

c1 
() 

g 

f5t5.9 

61.5 

llo_~ 
Per 
cent 

~~~~~~~-~~~~~~~~~~~~~~~~~~~---

Total 16 7'2,7 

-
This table shoulcl be rea.d as follows: 
ha,,re a minimum age requirement of 18:. 

25 
Per Per 

Ho. _Qent No. cen:t; --

5 -.1;c- 5 ..,;>,() $ 

~-
'.) 22.7 

l\'.So 
Reaui reme11 t Totals ~=------l?er ---~Per 
No. cent Ho. ce11t 

l 11.1 9 100 

13 100 

~ 

1 4.6 12 100 

./'i.vera~:?,:e 
_ _1;~~e 

1 C' ~o 

19.2 
.----....-.-.·---

- .. ;;· ----...==.;._··-==~:::-:;-~;:;;-=_ =c.::-======= 

Bight, or SiL9 per cent, of the accounting positions filled. by ::1en 
One, o:r 11.1 per cent, of the positions Mrries no f:'lge requirement. 

,._ 
-,-
f\) 



Positions 

Accountants 

J3ookkeeJ?ers 

TABLE XXVI 

1.1II:HMUM EMPLOYMENT AGE FOR \70M1fu\f R1~COIID ICE:EJPERS 

.,,._, ,__ """ ~-,._,, : : -- ,.., .... -_ 

l"Iinimum AfS_e 
lis 20 21 -Per Pe:r Per 

~To. ~ Jfo. cent Mo. cent 

4 so 
..,,.., 
:JC. 30 l 2.5 1• '-t 10 

No. cent -

l 2.5 

No Age 
Requirement 

Per 
l\Jo t cent 

l 20 

2 5 

9.1otals 
Per 

Mo. cent 

5 100 

40 1 f\n _.cJV 

l\vera,ge 
Age 

115 

lf5.6 

------·...-"--...--=--·-------,..-----==---- --·~---------
1:f.lotal 36 70 1 2.2 L~ i:L9 l 2 •'.) .c... 3 6.7 45 100 

' ~-
"""' --- -----------

This taJ)le should be re2,d as follov,s: Ji"'onr, or SO per cen.t, of the accou11ting positions filled bywomen have 
a minimum age requireraent of lS. One, or 20 per cent, of the :posi ticns carries no age requirement. 

-I=" 
l...>J 



Booldrnepers 

EXPEBIF,:,,f'il'CE REQ,UIPJTI:HI~I1!TS FOR 
H1i11Jl RECORD IG11FJ:]:nm ])r,ffl, OYEES 

Total 
Positions 

N"Ultlber Per cent --- ---·-· --
11.J. 100 

53 100 

E:irperience 
Required 

N'u.mber Fer cent 

6 42.S 

19 ~'75 (/. ) .o ~---..:,, 
67 100 25 <7 ., ;) ,) 

-~ 

Eb,."J)erience 
N'ot Req,u:i.red 

Nuniber Percent 
g 57.2 

34 6)~ .• 2 

42 62.7 
-------

r.rhis ta.ble should be reacl as follovrn: Six, or 1+2 .S per CH:mt j of the ac
counting l)Ositions require experience. r~ight, or 57 .2 per cent, of the 
accounting ~positions do not require experience for new employees. 



l?osi tions 

Aacou:n tan ts 

Bookkeepers 

Tote.l 

T.ABLE XXVI I I 

EXPERIENCE RE:Q,UIBEUENTS FOR 
lifir\!i M]!i.~ RECORD KEEPING EMPLOYEES 

Total Experience 
Positions Be9.uir~d 

Number Per cent number Per cent 

9 100 3 33.3 

13 100 5 313.5 

22 100 36.4 

Experience 
Mot Required 

Number Per cent 

6 66.7 

g 61.5 

14 63.6 

This table should be read as follows: Three, or 33.3 per cent, of the 
accounting positions held by men require experience. Six, or 66.7 :per 
cent, of the accounting positions held by men do not require experience 
for new employees. 



E.9.~itious 

JJook:keepe:rs 

Total 

TABLE XXIX 

F:XJ?ERH1WCE HEl1UIRfiltmN1TS FOR 
WOM]JJ.'1 ID1COBD Illi"E.l?IWG EMI'LOYEJlJS 

Tota.l 
1-'osi tions 

l~1.uuber Pe:r cent ----
5 100 

tm 100 

Ex:r~e 1:-i ,311ce 
Required. 

N\tmber !'er cent 

3 60 

14 65 
.,.,,, _____ 

t~5 100 17 37.s 
-

46 

J~Xj?e r i er1 c.e 
Ifo t Requirecl 

Humber Per ee:rit 

2 tio 

26 35 

28 62.2 

This table shcn:iJ.d be read ,='..s follows: Three, o:r 60 ~oer cent, of tha 8.c
cowi.ti:r1@; pcrnitioi1s held by women require experie~1.ce. 1Jlirm, or ho 1'.)er cent, 
of the accounting 11os:ltlomi hel<l by women do not require experience for 
new employees. 



Total 

T.i.IBL'.!il XXX 

MINIVUM F.DUCATIOI'i EEQ,UIR'll!MENTS 
SPEC !::&'HW BY . EMPLOYERS 
FOB. \tmVl RECORD KEEPERS 

High Business 
School College 2 Yea,rs College 

Positions 8th Grade Graduation 'fl • • . _ ra,1n11!~~ College G-radua tion None 
Per Per Per Pe:r Per Per 

J?osi tions No. cent lfo. cent Wo. cent No. cent tfo. cent N'o. cent Mo. - - - - - - - - - - - - -
Accou.n. ta..n ts 14 100 9 61~.3 1 7.1 1 7,1 3 21.t~ 

Bookkeepers 53 100 2 3.g 40 75.5 l 1.9 7 13.2 2 3.B 1 

·-~ 

Total 67 100 2 3 )49 73.1 2 3 g 11.9 5 7.5 1 

This table should be z·ead as follows: Of the 14 positions for e,ccounk.:.1ts, 9. or 64.3 per cent, 
require that a new employee be a high school grad-iw,te. 

Per 
cent -

1.9 

1.5 

£; 



Positions 

Accountants 

Book..k:eepers 

Total 

Total 
Positions 

Per 
Jfo. ~ 

9 

13 

22 

100 

100 

100 

TABX,E YJiXI 

Mil'UMUM ::;mucATION F..EQUIBEMFW'i:S 
SPEC !F IFJ) BY EMPLOYERS 

FOE N.EfiT ~1E!i! RECORD K!lJEPERS 

- ...... " - -- -· ,;.;,=========== 

8th Grade 
Per 

Mo. cent 

2 15.4 

IHgh 
ScJ:.ool 

G,·e.,due,tfon 
-Pe? 
No. -9.tJnt 

6 66.7 

g 61.5 

:Business 
College 
Train ill£ 

Per· 
~~ 

2 Yea.rs 
College 

Per 
~ cent 

J. 11.1 

2 15.~. 

Coll,3ge 
Gr&ilu.."':l. tion 

Per 
~ ~ 

2 22.2 

l 1.1 
-·~·~·~~~~~~~~~--~~~~~~~~~~~~~~~~ -

2 9.1 14 63.7 3 13.6 3 13.6 

None 
Per 

No. cent 

__ :::=:::::::=:;:.:=:::::=::::==:::=:::::==:;=========================== 
This table should be read a.s follows: Of the 9 positions hela. by men e,MountMts, 6, or 66.7 per 
cent. require that a new employee be a high $Chool graduate. 

-I=" 
~ 



g:rcHluation. One, or 11.l per cent, of the accounting :positions held by 

men require the new employee to have 2 yez,rs of college YJOl'.'k 9 and 2. or 

22 .2 pe:r cen:b, require college grad-u,:l.tion. 

Ho new women employees in :recorcl keeping posi tio:ns 1Jdll be hired with 

less thc1,n, a high school education. As f!hown in Ta,ble Kl.XII, five~ or 11.1 

per ceu t, of the :record keeping JXH'iitions held_ by· women require the new 

emplo;vee to have 2 ;yea,rs of college; ?='1.d 2, or lJ)f. l)er cent. require col

lege grad.ua tion. 

Selectsi-c/: dutJ_E:,~ ~~. 1rhe employees in record. keep:tng positions 

b_.ave a, varied nu.niher of duties other th;;:-m their direct book work. Te.ble 

Y.XX!II show\S tluit 7S.6 per cent of the a,ccou.ntants and SS.7 :per cent of 

the bookkeepers are required to use the typernrri ter. ~fue duty of filing is 

rformed by ~.2.9 per cent of the c1,cco1mtants an.ct S3 per cent of the book

keepers. 

H.ach:ines 2,P.er3.,t'?..£!:· Sixty·, o:r 89,6 per cent, of the record keepers 

use the a,dding ma.chine, e,s shown in 'fable xxxrv. Fourteen, or 20. 9 per 

cent use the calculator; 7. or 10.5 per cent, use the comptometer; 23, or 

3t~.3 per cent, use the cash register; and 24, or 35 .IS per cent, use the 

check writer. 

11:hese fa,cts reveal that the students who are tra:i.ning for record 

keeping positions must be given a broa,d. business educa,tion to meet the 

demands of the ma.jori ty of the duties of their future ~posi t:lons. 



Total 
Positions 

Per 
Positions ~ cent -
Accountants 5 100 

Bookkeepers t~o 100 

Total 45 100 

TABLE XX.XII 

MIND.IDM EDUCATION REQ.UI:Rlm.!EtfTS 
$:P:TilCIFIED BY EMPLoYERS 

FOR l'lEY1 . JMJJIT.i RECORD KEF.P:E.RS 

High Business 
School College 

Sth Grade Graduation . Tre,inin~ 
Per Per Per 

~ cent !2.:. cent No. ~ 

3 60 1 20 

32 80 1 2.5 

35 77.'6 2 Li..4 

2 Years College 
Colle~e G ra.d:tll:', ti on lfone 

Per Per Per 
No. cent .~ een.t No. cent - - - ~ -

l 20 

5 12.5 1 2.5 1 2.5 
·-

5 11.1 2 4.4 1 2.2 

This table should be read as follO/Vs: Of the 5 positions held by women aeeou.n.tants, 3~ or 60 per 
cent, require the,t a new emplo;yee be a high school gra.d.uate. 

IJ'I 
0 



Posi~ 

Accountants 

Ilookkeepers 

Total 

TliBLE XXXII I 

Nm:IBER A~ID PEBCF.lNT~~GE OF RECORD IDlrfiJPIMG- EMPLDYEES 
PERFORJ.i1ING SELECTED DUTIES 

Selected. Duties and Number and Percenta.go 

- - of EmE,loyeGs Performing ma~h Dutr 
Take Apply Knowledge 

Dictation of J3oolr,lreeping 
;rotal and Principleg :1.nd. 

Em;eloiees Type File Transcribe Practices 
Per Per Per Fer Per 

~ cent No. ~,t ~ cent No. eel!! No. _cent -
14 100 11 78.6 6 42.9 2 l~-.3 14 100 

53 100 47 88.7 44 83 12 22.6 53 100 

67 100 58 86.6 50 74.7 14 20.9 67 100 

Sell 
Per 

!°£..:. ~ 

25 47,l 

25 37.3 

This table should be read as follows: Eleven of the 14 accountr-~rtts, or 7B.6 per cent, have 
typewriting duties. Six, or 42.9 per cent, per.form filing du.ties; 2, or 14.3 per cent, take 
d.icte.tion e,nd. transcribe; ll{., or 100 y;er cent, apply the knowledge of bookkeeping principles 
and p1~1:;,.ctices. 

'JI 
I-' 



Tcl~LE XXXIif 

MD1vIB1Eil AWD F!:i:IlCFUTAGE OF E}~CORD y2;1;rpnJ1J ::m1J;,>LOYiiilllS 
OPERATPJG MACHIWES 

:::::::::::::::::=:::;:;:::::;;::::;::::::;;;;::::;;::;;::;::::::::::::::::::::::;;;::::::;:::::::::::::::::::::::::::=-::=:::::::=::::::::;::::::::::::-.:::::::~~----- - -- -- --------

Positions 

,ll.ccoun tan ts 

Bookkeepers 

Total 
Jilm.i:iloyees 

:Per 
Ho. cent 

1J+ 100 

53 100 

Sslectetl Office tiaehi11es and WunitJer and 
PercentP,.f;e of Employees Oper~.tfa:w: '!Tiach 
- C:;,.lcu- · Comp- --·"'c'""e--:s_l_1 ______ C_b __ p-,~-l-c-Adding 

Machine 
~?er 

JJo • ~ 

11+ 100 

li6 100 

le,tor tometer Res;ister \tfrj~ 
Per Per Fer ~er 

Ho. ~ ~ ~t ~ ~ !;J. cent 

7 50 3 21.4 1 7.1 9 64.3 

7 13.2 ~- 7,6 22 ~-1.2 15 2s.3 
~-· ---~~~~~~~~~~~~~~~~~~~~~~~--~~~~~~~~~~~~-~~~~~~~~~~~~~~--~~~~~~ 

Total 67 100 60 !39.6 14 20.9 7 10.5 23 ~4.3 .., 24 35.s 

----·-~----··-. -.~-----;:::::;.._.;:;;;:::-====-========· =:::::· ·-=======:= 
This table should be read as :follorrn: I!'ou.rteen, or 100 per cent, of the 2wc01x1t2,nts 
operate the 1"10.ding Tn8,chin.e. 
lator; 3, or 21.4 per cent, 
or. 61~.3 p,ez· cet1t, the ch0ck 

Seven, o:r 50 ·per c~nt,. 0f '~he 2.ccffunt.'-'21ts ope'.:'.'o.t::; the c2olcu
the comptometE:r; 1, or 71 per cent, the c2,sh regi;;;ter: and. 9, 
writer. 

v1 
f\)' 



CI:L'!J?T1l1R IV 

SECRID1rAElf,L ]JfJrPI ... OYEES 

53 

}ihur1be'.'£ e1x1.c~ sex .2f ~~rial ~mplo~ees. .liJ.most all of the secre

tarial positions are hela. b;v women employees. There are 33 secret2,ries 

inclutlec1 in the study and only 2, or 6.1 :per cent, are men. Of the eighteen 

stenographers, as shown in Tt::,ble XXXV, all are women. 

l)refere~~ fO,! me11 ancl ~ ~mployees. There 2,re th:rer;3 of the 

po11i ticm£~ of Becreta:ry that carry a preference for men employees, hu.t 

women are preferred for all positions for stenographers. As wa,s pointed 

out in Cha,pter I I, in order· to be cltM'lsifiect a,;:: a stenographer in this 

study, the employee mu.st h.ave a working knowledge of some system of sho:rt

heind. 

Rate of tu:rnove~. 1.t1here were no 11evrly employed men secretaries or 

stenographers. There were ll:t, women h:i.red as secretaries during the J:X:'l,st 

twelve months emd 14 dropped from the pay roll, ma.king a turnover in. women 

secrett:?tries of l}5 .2 per cent. '11here were six women sten.t)grEtphers hired 

during the past twelve months and. 6 separ,:;•ted from their Jo"bs, resulting 

in a turnover of 33 .3 per cent for women ,,tenogra,phers, The above evi

dence, combined with the preference for women secretarial e:mplo;vees, indi

cates th2,t there f.U~e few OpJ.;ortunities for men in the secretari~ field. 

The rate of' tur11over; as shown in Ta,ble XXXVII, is h:lgh for both 

secretaries a11d stenographers. The turnover for women secretarfa.1 em

ployees during the 12-mon th period was tm. S per cent. B ree,kin{[ this tum

over a.own.. there was a 45, 2 per cent turnover in the positions for secre

taries and a 33 .3 per cent turnover in the positions for stenographers. 

1rhis may be attributed, in part at least, to the number of girls who quit 

their ,jobs to get married. 



TABLE XX.IV 

SECRETARIAL WOEKERS EMPLOUJD 

Men Women Total 
!:9sitions Number Per cent Number :Per cent N1unber Per cent 

Secrero.ries 2 6.1 31 93.9 33 100 

S tenographe :rs 0 lS 100 1$ 100 

Total 2 3.9 11.9 96.1 51 100 
.. _,,_. 

This table should be read as follows: The firms in 131ackwell employ a 
total of 33 secretaries. Of this tota.l, 2, or 6.1 per cent, are men, and. 
31, or 93.9 per cent, are women. 



Positions 

Secretaries 

S tenog:raphers 

Total 

TABLE XXXVI 

EMPLOYERS I PREFERlfilWF.S 
FOR 

MEtf Ai':m WOMEN EMPLOYEES 
IN 

SECRETARIAL POSITIONS 

1~otnl Men 

55 

Women Ifo 
tositions Preferred Preferred Preference 

No. Per cent No. Pe:r cent 1fo -:--Per cent ~ Per cent 

33 100 3 9.1 29 87.9 1 3 

18 100 18 100 

.... -.--------
51 100 3 5.9 47 92.2 1 1.1 

~ ·J::;,.,v-~--..,,::,,..;c. ---~~""'"""~ 
This ts,ble 'Should be read as follows: When secretaria,l V/3,ca.n.ciea are 
filled, men are preferred for 3, or 9 .l :per eent, of t.he positions end 
women are preferred for 29, or 87 .9 per cent, of the positions. One 
position carries no sex preference. 



Positions 

Secretaries 

Total 

Ri'\/l1Jl1 OF TURNOV11JR OF SECRETARUL EMPLOYEES 
:mmnm 12-J.tOlfTH PERIOD 

1:fowly :1!1mployed -·~-~-...t---
Me:n Women :fo tal. Men 

0 JJ:- 1lJ, 0 

0 6 6 0 

Sepa.ra ~ed _ 

111. 111 
..; .. ,. 

6 
,.. 
0 

'l1o t.,,1 lfo • 
Ji1r1p1oyees 

JZ . ) 

18 

Tlu··-rw vo r 
Per 

rk1 • ·~ .£§!.~.:!/ * 
1)-t, ).1.2 -~' 

6 3·.r. ., .) . ) 
---~ 

0 20 20 0 20 20 51 20 39.2 

* Actual r1umher of :re:pla.cemeuts du:dnr; last 12 months, repretien t0rl 'by 
tota1 :newly employed or total separa,ted., whichever is smaller, 

~~• Per·cent.a.ge of net turnover based ox1 a:vera .. ge 111.1.ruber of en1ployees cluring 
last 12 months. 

This table should. be read as follows: During a, 12-month period 1t1 n.ei:, 
secretarial employees were hired, and 14 were separn.ted :from their jobs, 
resulting hi. a ~-2.4 per cent turnover. 



Secretaries 

TABL::8 XXXVI II 

RAil11)1 0]' Ttmwov:mn 01' MFJ.IJ SilC:RE~I1ABL!\L };l':iJ?LOYEBJS 
DURIJJTG 12-J!.IOHTH PERIOD 

0 0 

'110 tal l'fo • 
1Um:plo;:ee_s 

2 0 0 

~ Actual n:rnnber ol' re:i:;lacem3nt~.; dur le,,~~t 12 months, re:p:re::iented. by 
·hota.1 number of employed or total s.epa.ra,tec., whichever is ;'lntaller. 
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,:»i, J?ercent&,ge of net turn.over based. on. nverage number of employees 1'l:u.:rine; 
last 12 months. 

This tH'ble shoulct be rea,d f>,s follows: 1J-.;,'.':'ing a 12-mon th pericd. no men 
secretaries were hired, and none ware sep.si,rated from their ,jobs. 



Positions 

Secretaries 

I'.AJ:iLE x.x:xrx 

P..ATE OJi' ~:tmI'ifOY11lH 0:B' VIOHlilH SEGH:ElT.AIUAL E)!lJ:'LOYifJJ;S 
DTJRIIm. 12-HOTiErH P:BTR.IOD 

~-"-=_.....,.,. ...... -=-.-- ·-~~.._.__,... ... ___ _ 

Total Wo. 
Jllnpl9Zees 

31 

..-, - --~"-7-·_ .. _y.sc~ . .....::....., 

Tu.mover 
Ntmibe'r* Per cent~'* 
..-... ,~ -----~"""' 

Stenographers 6 lt5 6 33.3 

Total 20 20 iH). e 
=----~~=.~=· ;;;::;:. •======·Q·::::· :;:-:::·::::::.:=.::::::.-""::..:-::~::::·::::~·::::""":::·:::-:::· ===-=-==·=· ==·=·:::--::-::::·~;::·=;::·-:::::· --::-::::.::=::~:::~::::-::::·::::·::::::::=== 

* Act-u.e.l mxr:::)cr of 1·eplc.c0montfl du.ring las1; 12 months, represented. by 
tot...-'l.1. nu:mber employed. or toto.l sep2.rrJ.ted., wb:i chever is sm,;,ller. 

>rill Percentage of net turnover ·based on o.ve:re.ge 1nrniber of employeee during 
la,st 12 months. 

This t~,ble should be reaii as follows: During a 12-month period 14 new 
women secretaries were hixecl. a.no ll.! wero •;epE'.r'\'GEH1 from the firms 1 re
s1iU;ing i11 a 45. ~2 Jler cent tumover. 
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Minimum employmen~ age. The :ma,jori ty of the secret2,rial positions 

are open to women at the age of 18. Of the 31 po si t:i.ons held. by women 

secrete,ries, 20, or 61/ .• 5 per cent, require the new employee to be at least 

18 years of age, as shown in Table ilLI. Sixteen. or SS.9 per cent, of the 

positions held by women stenographers require a minimum a.ge of lS years. 

'.l:he average :for the two men secretaries included in the study is 21. 

~er:i.~ requirements fo!: ~ employees. As 18.4 years is the mini

mum average age requirement for the new women employees in the secretarial 

positions, and as 67,7 per cent of the positions for secretaries and. 66.7 

per cent of the :positions for stenographers require no experience, the 

Junior college woman student seeking employment in these particular fields 

should meet no obstacles as far as the age and experience requirements a.re 

co11cerned. ~!'ables XLII, XLIII. a,nd XLIV show the detailed experience re

quirements for new secretririal employees. 

Minimum education requirements. The majority of the positions for 

Decret::.\ries and. stenographers require that the new employee be ~,t least a 

high school graduate. The minimum education requirement for the new em

ployee in the positions held. by men secretaries is a high school education. 

Tiiventy-four, or 77 .4 per cent, of jobs held by women secretaries re

quire a high school education. Fourteen, or 77,S per cent, of the posi

tions for women stenographers require only a high school educa.tion. None 

of the positions for sec:rets,ries or sten.ogrs,phers a,re ava.ilable to em

ployees with less than a high school education, as shown in Te,ble X!'.JV. 

Six, or ll.8 per cent, of the secretarial positions held by women 

require business college training, while 5, or 9.S per cent, require 2 

years of college work. 



: ... ; = = 

Positi~ 

Secretaries 

MIHIHUM ElllPLOYMEH'P AG:m li'OTI 
NE'D1 MI!li'if SECR:W.PARIAt, EMPLOYEES 

Minimum 
Age 

21 '.fo tal 
Pe 1: l?er 

:lfo. cent 

No A.ge 
~\e9.u~ rerr~ 

Per· 
Ho. cent !!£..:_ cent 

1 50 1 50 2 100 

Average 
Age_ 

21 

This te,ble should be read as follows: One of the secretarfo1 
positions held by men has 1:1, minimum age requirement of 21. 
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Tll.Rfilil XL I 

MIWIMUM EMPLOYMEi'iJ''l' AG·E FOR iffl/ WOMlilN SF.CRETARIAL E!'i,!P.f,OYF,Tt]S 

Minimum Age Uo Age 
lb----~~ - 20 21 Requirement Total ----Per ~er Per Per Per Per Average 

Positions ~ ~ !2..!. ~ No. ~ No. cent ~ ~ ?lo. ~t -~e 

Secretaries 2 G.5 20 64,5 1 3.2 7 22.6 l 3.2 31 100 18.6 

S tenogra:phers 16 88.9 2 11.l lS 100 18.1 

Total 2 4.1 36 73.5 l 2 9 18.4 1 2 ~-9 100 18.4 

This table should bo ree,d as follows: :nvo, or 6.5 per cent, of the sec:retarial positio11s held by women have 
a minimum age requirement of 16. Twenty, o:r 6l.1-,5 per cent, of the posi~ions he:ve a minimum age. requirement 
of 1$; one has a minimum age requirement of 20; 7. or 22.6 per cent, have a minimum age requirement of 21. 
One position ca.rries no age requirement, 

~ 



Positions 

Secretaries 

Stenographers 

Total 

TABLE XLII 

EXPERIENCE REQ,UIREMENTS 
SPmCIFIED BY EMPLOYERS 

FOR EVT SECRETARIAL EMPLOYEES 

Total Experience 
Po itions Reg,uired 

Number Per cent Number Per cent 

33 100 11 33.3 

18 100 6 33.3 

51 100 17 33.3 
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Experience 
Not Re9.uired 

Number Per cent 

22 66.7 

12 66.7 

34 66.7 

This t able should be read as follows: Eleven, or 33.3 per cent, of the 
secretarial positions require experience; 22, or 66.7 per cent, of the 
secretarial positions require no experience. 



Positions 

Secretaries 

S tenog:ca;phe rs 

TABL11J XI, IV 

KKPERIJill\fCE R111QJJI RBUTiFfl.18 
SFT£CI1PI:mn :BY EMPLOnms 

:iron ]'f!ll\'7 WOMEH f;1t;CRtih'ARili.L Ervl.PLOYIIE:S 

1roto,l 
Po~itions 

NUEiber"Per··"ceii-t ---·-"'"" ----
31 10() 

18 100 

1hunber Per cent 

1() 32 

-------u·-· -------
100 

This -table should be read as :follows: 1l1en, or 32 -~~; per 
s.ecre tririftl p.o ~i ti en£ he1C. Dy i.-7C1:~~-01~. re e::--t];i~::t·lr::tu.::e: 
cent, of the sect·etar:ial ])Of!i tions hold. by wo,Een (fo no'<'; 
of the new emplo;ree. 

61~ 

:mxperience 

12 66.7 

33 

cent, of the 
..... "'I - r=11- """i' c::.J., er or • , per 
require experience 



Total 
::?osit:i.cus 

Fer 
Positions Ifo. ceni 

Secretaries 33 100 

S te:a.og:raphers lS 100 

Total 51 100 

-- -------

TABLE XL i'f 

:81JUCATI ON 
s:PTI:CH"'Hm BY JJDtf:>I,OYF.RS 
'i'"fnr·r 
11)}13~~ 

High School 
G:radue,tion 
~ 

l\fo ~ ~ 

26 78.3 

14 77.B 

E£.Il?L OY'.'@TIS 

Business 
College 
m • •• rra11ung; 

Per 
No. ~ 

5 15.1 

l 5.5 

2 Years 
College 

Per 
}fo. cent -

2 6.1 

3 16.7 

G-radul'.l, ti on 
Per 

Wo. cent --· 

I:Ione 
Per 

t,io.:.. .£~ 

------------------------------------,.,,,_~,.,--~.,.---
40 78.4 6 11.15 5 9,8 

1:!1his table shoula. be ree,d as follows~ Twenty-six, or 75.8 per cent, of the positions of 
secretary helcl ·b~r women require high school grad11o,tion of the new emplo~,·ee; 5 ,. or 15 .1 per 
cent, :require buei:nees college tra,in.ing; and 2, or 6.1 per cent,. require 2 yea.rs of 
college, 

O'\ 
IJ1 



MINHI\'JM EDUCATI01f TI1il1,TJIRmTTim\TTS 
SPECIFIED BY F..MP.LOYERS 

FOR NEV! MEt:r SECR'ETARIA!, EMPLoYEF..S 

===============================~==- . =-====================== 

:Positions 

Secretaries 

Total 
Fos:ltions 

Ifamber Per cent ---- -------
2 100 

High Schol)l 
GradU£.. tion 

tluraber Per cen. t 

2 100 

This table should. be read as :follows: Two, or 100 per cent. of 
the posi tion.s of secret~.ry held by men require high school graih1-
~i,tion of the new employee. 
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Positions 

Secretaries 

S tenogra.phers 

Total 

TABLE XfJ VI I 

MIIUMTJll EDUCATION REQU!RJJJVF:NTS 
SPECIFIED BY EMPLOYERS 

FOR NEV! WOr,fi:'1!.if SECRF.'11ARIJU, EMl?LOYFJIJS 

High Business 
Tots,1 School College 

Positions Graduation Traini!!£._ 
Per l?er Per 

No. cent !£.:. ~ No. cent - - -
31 100 21.J. 77 .1~ 5 16.1 

18 100 14 77,g 1 5.5 

49 100 38 77,6 6 12.2 

----..-"'-
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2 YM,rs 
Colle~e 

Per 
No. cent 

2 6.5 

3 16.7 

5 10.2 

This table should be reeii as follows:. '.twenty-four, or 77 .l+ per cent. of 
the positions of secretary held by wor,1Gn requ.~.re 11:i.gh school gradUc"J.tion of 
the new employee; 5, or 16.1 per cent, require business college training; 
and 2, or 6 ,5 per cent. require 2 years of' college. 
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Selected duties performed. All secretaries and stenographers a re re

quired to perform the duties of typewriting and filing. All stenographers 

and 60.6 per cent of th3 secretaries are required to take dictation and 

transcribe, as shown in Table XLVIII. The application of the knowledge of 

bookkeeping principles and practices is required of 84.8 per cent of the 

secretaries and 50 per cent of the stenographers. ith this point in view 

it may be assumed that a course in accounting should be one of the require

ments in the training program of the secretarial science department. 

Machines operated. The adding ma.chine is the most widely used office 

machine, as shown in Table XLIX. Twenty-two, or 66.7 per cent, of the 

secretaries and 13, or 72.2 per cent, of the stenographers operate the 

ma.chine. 

The variety of duties performed and the various ma.chines operated by 

the secretaries and stenographers indicate a need for an office training 

and machines course. 



Positions 

Secretaries 

Stenographers 

Total 

TABLE XL VII I 

NUMBER AND PERCF~TAG"ID OF SECRETARIAL EMPLOYEES 
PERFORMING SJi1LECTED DUTIES 

Selected Duties and Number and Percentage 
of Em~loyees Performin~ Each Dutr 

Take Apply Knowledge 
Dictation of Bookkeeping 

Total and Principles and 
Emploi:ees Type FUe Transcribe Practices 

Per Per Per Per Per 
No. cent No. cent No. cent No. cent No. cent 

33 100 33 100 33 100 20 60.6 2$ 84.5 

18 100 18 100 18 100 18 100 9 50 

-
51 100 51 100 51 100 38 74.1 37 72.5 

Sell 
Per 

No. cent 

0 

0 

This table should be read as follows: Thtrty-three, or 100 per cent. of the secretaries have 
typewriting and filing duties; 20, or 60.6 per cent, take dictation and transcribe; and 28, 
or 84.8 per cent, apply the knowledge of bookkeeping principles and practices. 

• 

CT\ 
\.D 



Total 
Employees 

Per 
Positions No. cent 

Secretaries 33 100 

Stenographers 18 100 

Total 51 100 

TABLE XLIX 

NUMBER AND PERCE:tlTAGE OF SECRETARIAL EMPLOYEES 
OPERATING MACHINES 

Adding 
Machine 

Per 
No. cent 

22 66,7 

13 72.2 

35 68.6 

Selected Office Machines and Number and 
Percentage of Employees Operating Each 

Mimeo- Liquid Cal cu- Comp- Cash 
~ra;eh Process la tor tometer Re~ister 

Per Per Per No. Per Per 
No. cent No. cent No.~-~ 'N'o. cent --

g 24.2 li 12.l 6 lS.2 l 3 2 6.1 

g 44.4 2 11.l 2 11.l 1 5.6 

16 31.4 6 11.8 g 15.7 2 3.9 2 3.9 

Address-
Check ing 
Writer Machine 

Per Per 
No. cent No. cent 

7 21.2 

1 5.6 1 5.6 

g 15.7 l 3.9 

This table should be read as follows: Twenty-two, or 66.7 per cent, of the secretaries operate the adding 
machine; 8, or 24.2 per cent, operate the mimeograph; 4, or 12.1 per cent, operate the liquid process; 6, or 
18.2 per cent, operate the calculatoz•; l, or 3 per cent, operate the comptometer; 2, or 6.1 per cent, 
operate the cash register; and 7, or 21.2 per cent operate the addressing machine. 

-.J 
0 



CHAPTER V 

CLERIC.At EMPLOYEES 

Number~ ~.2! clerical employees. There are three different 

classifications of clerks included in the study: general office clerks, 

order clerks, and stock clerks. A majority of the general office clerks' 

duties are along the secretarial lines. There are four men and nine women 

represented in this category of employment. There are three women employed 

as order clerks, and twelve men and one woman classified as stock clerks, 

as shown in Table L. 

Preferences~~ and women employees. The preferences for men and 

women employees for positions as general office clerks are about evenly 

divided. Men are preferred to fill six of the general office clerks' posi

tions and women are preferred to fill seven of the positions. Two of the 

order clerks• positions indicate a preference for women, while one order 

clerk's position carries no preference. Men are preferred for all of the 

stock clerks' positions, as shown in Table LI. The majority of the stock 

clerks' positions are found in the grocery stores. 

~ .2f turnover. There were no new order clerks hired during the 

12-month period, as shown in Table LII. There was an increase of one new 

general office clerk, resulting in a turnover of 16 per cent in the occupa

tion. Replacements of general office clerks consisted of one man, making 

a 25 per cent turnover, and one woma.n, making a 11.8 per cent turnover. 

The fact that these percentages of turnover are smaller than that for 

order clerks indicates that clerical positions involving secretarial duties 

are somewhat above average ,:tn stability. 
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TABLE L 

CLER! CAL WORKERS 

Men Women Total 
Positions Number Per cent Number Per cent Number Per cent 

General Office 
Clerks 4 30.8 9 69.2 13 100 

Order Clerks 3 100 3 100 

Stock Clerks 12 92.3 l 7.7 13 100 

Total 16 55.2 13 44.8 29 100 

This table should be read as follows: The firms in Blackwell employ a 
total of 13 general office clerks. Of this total, 4, or 30.8 per cent, 
are men, and 9, or 69.2 per cent, are women. 



Positions 

General Office 
Clerks 

Order Clerks 

Stock Clerks 

Total 

TABLE LI 

EMPLOYERS' PREFERENCES 
FOR 

MEN AND WO EMPLOYEES 
IN 

CLERICAL POSITIONS 

Total Men 
Positions Preferred 

Per Per 
No. cent ~ cent 

13 100 6 46.2 

3 100 

13 100 13 100 

29 100 19 100 

73 

Women No 
Preferred Preference 

Per Per 
No. cent !2.:. cent 

7 53.s 

2 66.7 1 33.3 

9 31 l 3.5 

This table should be read a s follows: When clerical vacancie c are filled, 
men are preferred for 6, or 46.2 per cent, of the positions, and women are 
preferred for 7, or 53.s per cent, of the positions. 



Positions 

General Office 
Clerks 

Order Clerks 

Stock Clerks 

Total 

TABLE LII 

RATE OF TURNOVER IN CLERICAL EMPLOYEES 
DURING 12-MONTH PERIOD 

Newll Emploi:ed SeEarated Total No. 
Men VTomen Total Men VT omen Total Employees 

1 2 3 l 1 2 13 

0 0 0 0 1 1 3 

g 0 8 g 0 g 13 

9 2 11 9 2 11 29 

74 

Turn.over 
Per 

No~ cent** 

2 16 

0 0 

g 61.5 

10 34.5 

• Actual number of replacements during last 12 months, represented by 
total newly employed or total separated, whichever is smaller. 

** Percentage of net turn.over based on average number of employees during 
last 12 months. 

This table should be read as follows: During a 12-month period one man 
and t o women were hired for clerical positions; one man and one woman 
were separated from their jobs, resulting in a 16 per cent turnover. 
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The position of stock clerk had a large turnover during the last 12 

months. Out of the total number of 12 men employees holding the position 

of stock clerk, 8 men were dropped from the pay roll and 8 were hired, 

making a turnover of 66,7 per cent, as may be seen in Table LIII. This 

high rate of instability of the position may be due to the fact that none 

of the positions carry an experience requirement and tha t four, or 33,3 

per cent, of the positions may be filled by employees 16 years of age. 

For three, or 25 per cent, an age requirement was not designated. 

Minimum employment ~e. General office clerks will not be hired at 

an age less than 18. Two, or 50 per cent, of the positions held by men 

require a minimum age of 21 years. Eighteen is set as the average age of 

employment for order clerks, as shown in Table LVI . 

As has been pointed out, one-third of the stock clerks may be hired 

at the age of 16. 

Experience requirements !21: ~ employees. The data show that ex

perience is not a major stipulation for employment in any of the clerical 

positions. Table LVII shows that 84.6 per cent of the general office 

clerks' positions carry an experience requirement. None of the order 

clerks' or stock clerks' positions require experience. 

In view of the above evidence. it would seem that in the clerical 

field there is a good opportunity for young men and women to find initial 

employment and thus to get some work experience. 



TABLE LII! 

MT.ID OF TlJRiiOVER IN M'EN CLERICAL EMPLOYEES 

Total No. Tu.mover 
Positions Newly Employ.~d Separa,teq EmploY:ees Number* Per cent** 

Genera1 Office 
Clerks l l 4 1 25 

Order Clerks 

Stock Clerks 12 66.7 

Total 9 9 16 9 56.3 

* Actual ntunber of repla.cements during last 12 months. represented by 
total newly employed or tota,l separated, whichever is smaller. 

** Percentage of net turnover based on average number o:f employees during 
last 12 months . 

This table should be read lSl,s follows: During a 12-month period. one genera1 
office clerk was hired, and. one was separated. from his job, resu.1 ting in 
a 25 per cent turnover. 



TABLE LV 

AG·E FOR l11fil'.J t:lE\\f CLTi.rn1CAL 

::=::==.::::::=::==:==::==::===:::::::::::::;:;;=:::==::::==~==~-=-=·;:;;;;;:;;;;::;-=::::::::::;:·:=;::~--::~ 

Positions 

General Office 
Clerks 

Order Clerks 

Stock Cler-k:s 

}ft1• P..,,{ 1,'\·1-;..-,,-, It i"'f'O/:!,i 
_ .:•.1l 1, .... ,, __ ,.,..~u._,ca..,,!;;,,..,,'-' ---~----

1~ 1$ 21 
---~ Per -~er 
l:fo. cent no. cent J:fo. cent 

2 50 2 50 

t~ 33.3 5 ill.7 

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

Total 4 25 7 lt 7. "' ·r;J .o 2 12.5 

.~ ,--e:.~-.,;;..,.."';;:;.,.::.;;;;;.:,~~ 

2Jo Age 
Requirement 

Per 
!£!.!. cent 

'7 25 :> 
~-·~·-~--_,_, 

3 13,7 

Totalf:" ·---1?er 1'1:,re r2:.ge 
Ho. cent ~ 

4- 1:10 19.5 

12 100 17.1 

---------
16 100 lfS.3 

This table should be read as follo•.vs: T\m, or 50 per cent, of the gener&l office clerks 1 position;;1 filled 
by men. have D, nnnimum age requirement of 12:; tno, or 50 per cent, of the positions hc:~ve en age requ1.rement 
of 21 for n.ew employees. 

-..i 
01. 
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TABLE LVI 

Mil'UMlJM EMPLOYMEiiT AGE FOB ri.ml'i WOMEN CL:11lRICAL :21HPLO"fEES 

-
Minimum Aeie No Age 

16 1$ Requirem~n. t Totals --Per Per Per Per Average 
J?osi tions .fu?..:. ~ No • cent l'.!o.! cent No. ~ Af!,.,e --
General Office 

Clerks 9 100 9 100 18 

Order Clerks 2 66.7 l 33.3 3 100 J.B 

Stock. Clerks l 100 1 100 16 

---
Total 1 7.7 11 84.6 l 1.1 13 100 17.3 

- .. =. : ................. --..- ... 

This table should. 'be ree,d as follows: Nine, or 100 per cent, of the 
genernl office clerks' :positions filled by women have a min.imu.m age re
quirement of li5. 



Positions 

General Office 
Clerks 

Order Clerks 

Stock Clerks 

Total 

TABLE LVII 

EXPERIENCE REQUIREMENTS 
SPECIFIED BY EMPLOYERS 

FOR NEVI CLERIC.At EMPLOYEES 

Total Experience 
Positions Reg,uired 

Number Per cent Number Per cent 

13 100 2 15.4 

3 100 

13 100 

29 100 2 6.9 
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Experience 
Not Required 

Number Per cent 

11 84.6 

3 100 

13 100 

27 93.1 

This t ble should be read as follows: Two, or 15.4 per cent. of the 
genera1 office clerks' positions require experience; 11, or 84.6 per cent, 
of the general office clerks' positions do not require experience for new 
employees. 



Posi Hons 

General. Off ice 
Clerks 

Stock Clerks 

Total 

TABLE L VI I I 

EXPERIENC, REQUIREMENTS 
SPECIFIED BY EMPLOYERS 

FOR NEV! MEN CLERIC.At EMPLOYEES 

Total 
Positions 

Number Per cent 

4 100 

12 100 

16 100 

Experience 
Required 

Number Per cent 

Sl 

Experien~e 
Not Required 

Number Per cent 

4 100 

12 100 

16 100 

This table should be read as follows: Four, or 100 per cent, of the 
general office clerks' positions filled by men do not require experi.ence 
of nevi employees. 



Positions 

General Office 
Clerks 

Order Clerks 

Stock Clerks 

Total 

TA'BLE LIX 

EXPERH1NCE RE~UIREMEN'TS 
SPECIFIED BY EMPLOYERS 

FOR NEW WOMEN CLEBICAt EMPLOYEES 

Total Experience 
Positions ReQuired 

Number Per cent Number Per cent 

9 100 2 22.2 

3 100 

1 100 

13 100 2 15.4 

S2 

Experience 
Not Reguired 

Number Per cent 

7 11.s 

3 100 

1 100 

11 84.6 

This table should be read as follows: Two, or 22.2 per cent, of the 
general office clerks ' positions filled by women require experience; 7, 
or 77,8 per cent, of the posit ons do not require experience of new em
ployees. 



Minim-wn education reauirements. The education requirements for women 

in clerical positions are approximately the same as for men. All the 

general office clerks' positions for men set as the minimum education 

standard a high school education. For women employees, only 55.6 per cent 

require a high school education; 22.2 per cent set two years of college as 

the minimum education standard, and the same percentage require only an 

eighth grade education. 

Seven, or 58.3 per cent, of the stock clerks' positions filled by 

men, as shown in Table LXI, require high school graduation, while two, or 

16.7 per cent, carry an eighth grade education re uirement. There are no 

education requirements set up for three of the positions. The one stock 

clerk position open to a woman requires a high school education. 

The education standard for the three positions of order clerk is 

higher than for the other clerical jobs. One holder of the position must 

have a high school education, while the other two positions require at 

least two years of college. The reason for this higher education stand

ard, it may be assumed, is that the position of an order clerk is often 

stepping stone for a managerial. position. 

Selected duties performed. The duties of the general office clerks 

are very similar to those of the employees in the secretariaJ. field, as 

shown in Table LXIII. One hundred per cent of the general office clerks 

are required to typewrite, file, and apply a knowledge of bookkeeping prin

ciples and practices. 

Order clerks are required to perform duties similar to those of the 

general office clerks. All order clerks are required to typewrite and to 

do filing work. Two-thirds of them are required to apply a knowledge of 

bookkeeping principles and practices and to sell. The only one of the 



Total 
Positions 

Positions No. Per cent 

General Office Clerks 13 100 

Order Clerks 3 100 

Stock Clerks 13 100 

Total 29 100 

TABLE LX 

MINIMUM EDUCATION RE~UIREMENTS 
SPECIFIED BY EMPLOYF.RS 

FOR NEW CLERICAL 'EMPLOYEES 

High School 
8th Grade Graduation 

No. Per cent No. Per cent 

2 15.4 9 69.2 

1 33.3 

2 15.4 g 61.5 

4 13.s 18 62.1 

2 Years 
Collef;;e None 

!2.:. Per cent No . Per cent 

2 15.4 

2 66.7 

3 23.1 

4 13.s 3 10.3 

This table should be read as follows: Two, or 15.4 per cent, of the general office clerks' positions 
require an eighth grade education; 5, or 69.2 per cent, require high school graduation; 2, or 15.4 per cent, 
require 2 years of college work . 

00. 
+=' 



Positions 

General Office 
Clerks 

Order Clerks 

Stock Clerks 

Total 

TA"BLE LXI 

MINIMUM EDUCATIO REQUIEEME!iTS 
SPECIFIED BY EMPLOYERS 

FOR NE 1 iEN CL'fllRICAL EMPLOYEES 

Total High School 
Positions Sth Grade Graduation 

Per Per Per 
No. ~ No. cent No. ~ 

4 100 4 100 

12 100 2 16.7 7 5fL3 

16 100 2 12.5 11 6s.7 

None 
Per 

No. cent 

3 25 

3 lS.S 

This table should be read as follows: Four, or 100 per cent,, of the 
general office clerks' positions filled by men require high school grad-
ua.tion. 



TABLE LXIII 

NU!1IBEJJ AbfD l'}J;RCENTJ.tiill OF CLElUCAt J11MP.LOYR,1JJS 
P1~BFOBM1lil"G SNf,ECT'&;D DUTIES 

- - - --:.. ·~ ·-- - ---======== 

Pogi tions 

Generel Office 

'.I.'ote,l 
Empl9_;Yo~ 

Per 
Ifo. _£p~1 t 

Clerks 13 100 

Order Clerks 3 100 

S t,ock Clerks 13 100 

__ T_;/JJB_ 
Per 

J!o-;. cent 

13 100 

3 

Selectsd. Du.ties ,3)1cl IJumber and Percentae;e 
of E:::1ployeos F:o:rfomin;,:;; }1!:"d~ _ Duty ~ 

]?ile 
Per 

"' !~!O e --- ~ 
13 100 

3 100 

TaJce A~?ply Kno;'lledge 
Dict8,t:ion oJ' Bookkee:ping 

~ncl 
Pranscribe 

Per 
No. cent 

P:1;i:1ciples a._nd 

Ko, cent -·--

l ;: -· _, 1,::io 

2 66.7 

Sell ----Per 
112...:. cent 

2 1:5 -~-

2 66.7 

7 53.9 
------·---,,,...,-~-----.,....,.~--- -- ----

'.I'oto,l 29 100 26 100 2h 100 15 51.7 11 37.9 
- _.. --===================···--.. --.,, ---

This t:::,ble should be read 1:;,s follows: 'thirteen, or 100 per cent, of the generr:)1 office clor1ts type, 
file, and apply knowledge of bookkeeping p:cinci:ples anfl pra,ctices i11 performins their duties; 2, or 
15.4 per cent. ilo some selling. 

OQ 
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selected. duties designa,ted for the stock clerks is that 7, or 53.9 :per 
' 

cent,! a,re required to sell. 
i -

~achines p~erated. ~1he adding machine is the machine most used by 

the clerical employees, as shown in Table LXIV. All ord,er clerks use the 

adding machine! 10, or 76,9 per cent, of the gexierd..l offi.ce clerks; and 

four, or 30.8 per cent, of the stock clerks operate it in performing their 

duties. 

lUne, or 31 per cent, of all the clerks OlJE:irate the cash register. 

In view of the above fEr,cts ~ it 'llou..ld seem advis2,.ble for all the bu.si-

ness students to ha11e the kv.,:nvledge of typewri ti:ng and at least be familiar 

with the operation of the a,dd.i:ng In!.;;,CM.ne before seeld.ng emp'loy1nent. 



!.2,si tiOil§ 

Gener&l Office 
Clerks 

Orrler Clerks 

Stock Clerks 

Total 
E:rupl e>le~ 

Per 
lfo • _ce1:1t 

13 1{;0 

-, 100 J 

13 100 

TA.BL::: LXIV 

N1TiLBJTIR AWD Fillil.C:EHTAGE OF CLERIC.i-'\L EtU.';)LOYEBS 
013Y1IUt1J:IlTG- t~1:\CiiI1f]}S 

Gslected Office Ifachines and Hurfos:;;- Bnd. 
------·---"~ ___ Perqente:§e of Emnlo::vees <?,~~g Il2,ch 

Adding 
?fa,ch.ine 

l?e:r 
lllo . cent 

10 76,9 

3 l()Q 

ti. "":1("1, {';f 

.. )\} ._o 

Mimeo
i?:!'8Dh 
~ .... ~?--

Per 
liC?.! cen~ 

ti. ){).$ 

', 

CcllCU-
18,tor 

-- Per 
lfo. cent --.~ ---

1 7,7 

Co~
tometer 

Per 
~- ~nt 

2 - l, 1:) ~q-

Cs.sh 
Heg:!,ster 
---Per -

N'o. cent 

2 ., r:: l, 
-i,.:) ...... 

7 ~1.ci 
,.. .,. k ... 

Check 
'iJri ter 

--~- Per 
]Jo. cent 

2 15.l!-

----------------------·--,.___ _____ ,,~ ·-"'-~------· 
Tote.l 29 100 17 58.6 4. 13.i 1 J.4 2 G.9 9 

-,, 
.).J... 

r; 
L 6.9 

Address
ing 
M2,c:hine 

Per 
~~ 

2 15.4 

2 6.9 
"·- -~--.:- - - ,_ -~.::,.::=:::::::::-=~-==-==:::-::=::::::::::::::::::::::::::============== 

This table shoula. be reaa. ;;,,s follows: ·ren, or 76.9 per cent. of the ge:::i.erB'.l office clerks operate the ad.d
ing machine: l.1-, or 30.s per cent, operate the mimeograph; one, or 7 .7 per cen-t, operate the c~.lculator~ 2, 
or 15.4 per cent, operate the com:ptometert cash register, check y,:d.trir, 0.nd th'2! c'."l,c1.dressing machine, 

o;, 
\...0 
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gnged in one sin,~;le pos.ition is the s01e\:1people. There are 116 men t:md S9 

women. salo s persons hicluded in this study, '.1:he tote,l 205 represents 4g .l 

per cent of the total !lumber of emplo;feos in the group of selected office 

men v,:re errrployed as wholesale m-:ileB:men. 

totsJ. number of women. ornplo;rees. The 116 men in 1'.'t!tan relling positions 

mrJ,ke u;p 5s per cent of th<:3 tot;vJ. number of r:ion employee~. ·?hwc; it ma;/ be 

seen tha,t the percei1te,;1;e of women who do selling iti not HO large as the 

pe:ccentr,.ge of mm'. w'.11.o ilo thiG type of vro:rk. 

or 116.3 per cent, of the retail selling poi:dti011s, while 39, or 19.l per 

cent. of' the positions cnr1";Y 8, preference for women. Seventy-0112. or 311 .• 6 

per ceri.tt of t:he pos:1.tions may be filled b;:/ either men o:c women, as shown 

of turnover. -- ----- 1:i:he 58 saJ.espeople e,mployecl in the r(:1tail selling 

months represent n, turn.over o:f 26.6 per cent, as ,fhown in ~:able 1.,JPHI, 

D-0.ring the 1,nst 12 months there were 18 rctn:i.1 salesmen hired and 15 

separ:a,tecl from their ,job, moJdng ?J, 13,2 per c.:ent -;;·o.rnover. There wm'l a 

33.9 per cent ttu·no,rer :i.n the v1holesale salesmen. 



?osi tions 

Retail 
Salesmen 
in Stores 

VT'nolesal.e 
Salesmen 

Total 

TABLE LXiT 

S,.ALF.SPEOPLE 

Men rt omen 
Nu.ruber Per cent 

116 

27 100 

61.6 

91 

Total 
l'iuniber Per cent 

43.4 205 100 

27 100 

38 .l~- 232 100 

This table shoUld be read_ as follows: The firms in Blacb'1ell employ e, 
total of 205 retail salesmen in stores. Of this tota,l t 116 are men, and 
89 a.re women. 



Positions --.-~--
Retail Salesmen 

in Stores 

Wholesale 
Salesmen 

---- .. 

Total 

'Jlci'i."BLTI1 LXVI 

EMPLOYJ11lit1 ' :.PRT:ffJJ'ER:illl\TCES 
]'OH 

M:m\f A.HD WOM1lli:J EM.PL (J:csrms 
IN 

SELLING POSITIOHS 

To t,-9,l Men 
:Pogiti~ Preferred. ----Per Per 
lfo. cent No. cent 

~~05 100 95 ~-6.3 

27 100 27 100 

--·--
232 100 122 52.6 

92 

Women lfo 
Pref errer1 P :.'cf e rence --·--- -'.?e·r Per 
lfo • cent 1!£.:. .£.ElUt 

39 19.1 71 31~.6 

--
39 16.$ 71 30.6 

This table should be read as follows: When vace,ncies in sales :personnel 
are filled., men are preferred for 95. or 1~6.3 per cent, of the posittons: 
women are :preferred for 39, or 19 .l :per cent, of the posl tion$~ f',.nd there 
is no preference for 71, or 34.6 per cent, of the J)Ositions. 
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tn the women retail sales personnel the:re was a turno"1er of 43 .6 per 

cent t114ring the last 12 months, o.s a resu.l t of 4o new employees and 39 em

ployees separated from the :f':trm. The average turnover :for both men and 

women in the :field of :retail selling is 26.6 per cent, as shown in Table 

LXIX. 

fhe employment of the wholesale salesmen is less stable than that of 

retail salesmen. There was a 33.9 :per cent turnover in the positi.on of 

whole~e salesman during the la.st 12 months. 
' 

iiinimum et?J?lO;lll!ent ~. In :fifty-five. or l~7 .4 pex- cent, of the posi

tions held. by retail salesmen replacements are required to be at least lS 

years of age upon accepting the position. Nine, o:t· 7 .g per cent, of the 

retail salesmen may be hi.red at the age of 16. 

The minimum Emq-iloyment age for saleswomen is lowel' than for the sales

men. Twenty-five, or 28.l per cent, of the positions held by reta.il sales

women included in this studJ- require that a. new employee need be 16 years 

of age to meet the mini.inuru employment age requirement. In thirty-nine, or 

43 .. e; per cent, of the positions the new employee must be at le.9.st lS years 

of age. l'.n view of th.e evidence as shown in Tal>le LXX, the employment 

opportunities for boys under eighteen in sales work are few. Girls at this 

age are not ha.rulieapped so much by the age factor. 

In two jobs held by retail saleswomen, the new woman employee is re-

quired to be at lea.st 35 yea.rs of s~e. This age requirement was made 

because household experience is needed to fill the positions most success-

No wholesal.e salesmen. as shown in Table LXXf will. be hired at an age 

less than eighteen. For four, or 14.S per cent, of the positions 



Retail 
Salesmen 

in Stores 

riholesale 
Salesmen 

1.l.1ilBLITI LXVI t 

Bl~Tlli OF :c1mNm.n:;n IN SA11ES}'IDOPT./l!l . 
DURIWG· 12-HO,\fTH PERIOD 

~~Newly Tilmplo;y:ed • 
Men 1i!omen: Tota.! 

18 

10 () 10 

28 1~0 6S 

15 39 

9 0 

39 

9 

Total No. 
.!nr.eloJ{ee~ 

205 

27 

2.32 

=· 

Turnover 
Per 

1f o • * cent** 

26.6 

9 33.9 

27.5 

* Acimnl :number of replaceHH?nts d-11ring lctst 12 months, repre3ented by 
total newly employed or totttl separated, whichever is smaller. 

** Percentage of net tu.mover based on a:vert,t:;e number of em:ployeer, t'JJJ.ril",,g 
last 12 months • 

:i:his table should be read a,:3 follom:::: During a 12-month pe1·iod u: mer1 
H.nd womrm were '.hired ad salespeople, ~,hile 15 men and 39 170:men were 
sepr,.rated from theiT job, resn.lti:ng in a 26.6 :;;mr cent tu.rnover. 



l?osi tions 

'.Retail 
Salesmen 

in. Stores 

Wholesale 
Sal~smen 

'. 

Total 

TABLE LXVII I 

RATE OF TURNOVEB IN SALESMJ!M 
DTlRING 12-MONTH PEBIOD 

Totai No. 
Uewl1 Employe,g. Ser:nrnted Enmlo1GeG 

18 15 115 

10 9 27 

28 24 142 

95 

Turn.over 
Number* :Per ceni** 

15 13.2 

9 33.9 

39 ,27 .9 

• Aet11al number of replacements during last 12 months, represented by 
total newl1" employed o:r total separated, whichever is smaller. 

** :Percentage of net turnover based on average number of employees during 
last 12 mon the • 

:fhis table should be read as follows: During a 12-month period 18 sal.es
men were hired and 15 were separated from their job, resuJ. ting in a. 13 .2 
per cent turnover. 



Pos:i.tions 
- --,-~ -~.~.>;, 

Re tall 
Saleswomen 

in Stores 

1.rABLJJ LXIX 

Bli.'J:f.m OF '.t'llRNO'vlTIR IW SAf.,ESv70:.!IITlllT 
12 -,MmtrlJI .F,GBJOD 

S enara. ted. 
~-.,,- ---,.-.<-- =L·•---=~- ~ <. 

39 

Total lfo, 
:fil?fl?~ ~ye es 

90 

~- ,,,,.._..,._ --•,--,·------···-- __ .,,-.,.~---">_--,-=w,,·_-----·---.- ,_,. ~c_ -"-"""·"-'-.-,. '- ----.L . ..>-~s-..a,..--s-,._ •• ,a.,.- v · ~·-'-'"·+v._-·.,~-.,,--,._ -·--'~ .. ..,,-- ._,,,._.......,,_.....,.-..-____ _ 

Tu:rnove:r 
J.:Tttrnbeir* 2-,er cent** 

39 43.6 

* .Jl.chu.al nu!I.iber of replacements du.rinifs 12lA'lt 12 months, represented by 
tot~l newl;v- (3mployad or tot1:iJ. separated., whichever is smaller. 

f'.,i.:fit :P,1-~cc~~nt~age of JlE~-t tttJ/lt(r,rer ~brts-ed 011 D .. ··vorH.g.e 11.luube1· oi e1nr?lOJlees d.tt:ri11g~ 

lt!Eit 12 months. 

,--~':th~ • 1.,."'' h '1'1 ~ "i '1 r'" "l ··1 ''t"\ • "T, i:J '1- ,,...__ ..... .....,,,':? ;:! \1 f,-\ --,.,;, "'11 c·~r.-'...,. 1.1.'_-].$ "GS·~U.JL·e s Ol2...1..(.t t)8 rett(L £~~ IO~..i..O'ti1TZ~ ,;1n.~~'"-:t1'J.i~; ;:, ..:..c:...-1:HJtl~C.{L .t-J(LL.t.00. .. +·.J }3!;:~,.,L.~.,,~d' 

worn'"m. vmre hired and 39 separated from their job, resuJ.tin.g in a l.i-3.6 per 
cent turl'lo"ler. 



TA13LE LXX 

MIIUJ\1'.TJF El',1P1JOY!fliTITT M.}E FOR J:f":llvJ SATJESi\lJl'J? 

======================-=====-~~~ ...:.~~#"-=~ =·- -~.;':.,;·~~-.:~~== * :e ;z ==~ 

Positions 

Rete,il 
Salesmen 

in Stores 

t!holese..le 
Salesmen 

Total 

6 Minirr~-~e . ··-·---·*·-· __ _ 
1 1$ 20 ~l 

l?er Per - z'er Per 
lfo. cent No. cent No. ~ent. No. cent -·--- -~ --·--· --

9 1.s 55 ~-7 .4 ~\ 3 .l+ 21 lS.l 

18 66.7 4 11L8 

---
9 6.3 73 51 i.1. 2.S 25 17.5 

No Age 
B.ect_utrat1en t 

Per 
!9_:. £~!it 

27 '"13 3 C. •. 

5 lB.5 

32 22.4 

Total - Per 
!I~ ~fil 

116 100 

27 100 

--
143 100 

Average 
Age 

17.5 

18.6 

1$.1 

This table should be read as :follows: Irh,.e, or 7 ,g 1,er cent. of the 1-iositions held by ret:'l,il solesm.en hg,ve 
a minimum a.ge requirement of 16; 55, or 47 .4 per cents oi tho positions h0.vo an c>gA requtreme:nt of 1$; 4, or 
3.4 per cent, of the positions haV'e en ago :requirement of 20:: 21. or lS.l per cent, of the positions h,ave an. 
age requ.i.remen t of 21; 27, o:r 23 .3 per cent, of th8 pod tion:.1 ca.rr;r no m:i.nimt1.m &,_ge requb~ement. 

\.D 
-.i 



TJ:J:1L1'1 L:lCU 

Mil1JMUM :HJMPLOYif/llW'l1 AC'rlil FOR SALESYl'OMEN 

=-=====----=-========-=========="""'"""""""'==--"'·""'·,.,-.~~'".:...,..,.. ... -=--~= -~_t,-·-=--..-""'.,s,-"'_""'·_-::::::r::::::::~;:,-";!~~---i: ;:; = ~ ~-=--====-.... 

Positions 

Retail 
Saleswomen 

1n Stores 

16 -Per 
lfo. eent lfo. -

25 28.l 39 

18 20 
~ ---Fer Fer 

cent No. c:en t -
43.s 6 6.7 

21 ,,_Per-
~fo. cent --

5 5.7 

-~ Per 
No. _£ent 

l'fo .i~e 
:Requirement 
...... !;er 

Ne:. !~~ 

.-, 
c:: 2.2 12 13.5 

To ta?J. 1J 

J?er 
~o. ~ 

g9 100 

Average 
Age 

lS.2 

::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::::=::::::::::::::::::::::::=:::::::::::::::::::::::::::::~,~==:::::~:::;;,=.=:::::::::::-::':::::::::=-~-=-~~==~·==;;:;;:::::;; __ :::::~·=-~::::::-:::·::::::-:::;-:::;·~--~~::::·=-~:::::-~~~-~~. ·•:··~~-::::...~.-.-,:,;-:::::::::::::::::::::::::::::::::::::::::::::::::::::::.:::::::::::::.:::::::::::::::::::::::= 

This table should be read as :follows: 'l'wcnty-f'i:ve, or 23 .l per ce,\t, of the pcH~tMons helct by retB.il sales
women require that a new employee be :it least 16 ye12.rr1 of age. 

\.0 
00 
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replo..cemen. ts a:re required to be 21 yet=J.rs of age. Fi "ffe of the wholesale 

salesnien positions carry no age 1·equ.h~ement. 

:IDJeEeri.ence requirements !2£ ~ em;eloyees. Only tµ}, or 21.5 per cent, 
I 

of thl ;posi tion.s :tncluded in the study- req_uire expodence on the :pa.rt of 

the ratail salespeople in stores. This means that 78.5 :per cent of the 

reta.il selling positions do r1ot require experience. None of the wholesale 

s&J.esmen are req1.lir0d to have eJ~per:i.once u1.1on entering the position, s,s 

' 

1~ighty-five, or 73.9 per cent, of the retail selling position.a held. 

'by men d.o not :require the nEicv employee to have eJq,orier1ce upou accept:lng a 

pof .. d tion. 0111~,· g, or S .9 per cent. of the retail selling positions held 

by women req,::i.ire that the new employee have OXJ)erionce t t,-s shown in Ta,ble 

LXXII. 

cerned, 'hhe l,eg:lm1er w:Ul :p:n:;;be,bly rueo'c. n:lth le.:6 clifficu.1-ty in securing 

an initial :position in this field ·bhan in most bur,iness occupations. 

It m~,y he concluded thc'l,t the opportunities f.or en:ploymcnt in this 

field 8,re numerous for the stud,~n t who has ,just completed his ed.uca,tion, 

since the requirements for beginners are not EW hir.)1. 

Minimum edu.ca.tio:n n:uui re,uents. In 101. or 49 .3 per cent, of the ------~-------
total. rrumbe1· of positions for ret;dl s.o1espeople in stores, new employees 

may be hirecl with ·the completion of a high ;:;chool ed.ucation. JHve, or 2.4 

per cent. of the J?OSi tions nay be filled by employees with only en eighth 

grade education. As shown i:a Table L:\Dl""V, 9t1., or 45. 9 per cent, of the re-

tc.~il selling po si tlons carry no educe,M.on requ:1 remen ts. 

'.High school graduation is the minimu.111 oduca.tional lovel for wholesale 

sale m:uen • 



Positions 

Retail 
Salespeople 
in Stores 

trnoles&.le 
Salesmen 

Total 

TABLE LXXII 

]',XpERIEl.'f OE REQUIPJm1:iEiii11:S 
FOR NIBi/f SPJJESl?EOl?LE 

Total 
Positions 

Nuraber li'er cent 

205 100 

27 100 

232 100 

Experience 
Requir:~~ 

Number Per cent 

44 21.5 

44 19 

100 

Experience 
!lot Required. 

~turtber, Per cent 

161 

27 100 

This table should be read as follows: Forty-four, or 21.5 per cent, of 
the retail selling positions require experience; 161, or 78.5 per cent, of 
the rete,il selling positions do not require experience. 



:Positions 

.Retail 
Salesmen 

.in Stores 

Wholesale 
Salesmen 

Tota1 

T.1'.BLE LXXI I I 

EXPERIENCE FIEQUil'i'.fil!.;]!NTS 
FOR lil'];'lJl SALESEJi'.N 

Total 
l?or!i tions 

Expet·ience 
Reguired 

115 100 30 26.1 

27 100 

142 100 30 21.1 

101 

·rnxperi e:nce 
Not Required 

!~~er Per cent 

73.9 

27 100 

112 

This te.·ble shou.ld be read as follovrn: Thirty, or 26 .1 per cent, of the 
positions held by retail M,lesmen require experience; 85. or 73.9 per 
cent, of the positions require no experience. 



Ret£:),il 
Saleswomen 
in r:; to :res 

TABLE LXXIV 

FOR NF)Jl 

~7otal 
Positions ----· f!_i,~ ~-cen~ 

100 

Experience 
Required 

1:h,m'ber z"'ercent - . 

(') 9 o. 

102 

Experience 
Not Recru.irea --- ~ ~ ... ......._ 

W'l.1rib,3r ~~ 

S2 91.1 

This table shtYu.ld be read. ,;i,s :follov1s: Eight, or S ,9 per cent, of the 
positions held_ by ret&,il mJle~wome:n requ:i.re experience; S2, or 91.l per 
cent, of the :po si tio:ns require no experience . 



Positions 

Retail 
Salespeople 
in Stores 

~1holesale 
Salesmen 

Total 
Positions 
~ l'er cent 

205 100 

27 100 

~~LE LYJN 

MINIMUM JllD'UCATION RmQUIREMEliTS 
SPBCIFD7JD :BY Flr'i?LOYEBS 

J!10R M:!JM SAtESPEOPL 11l 

8th Grade 
fil?..:. Percent 

High School 
G:,re,duation 

I§!. :?er cent 
2 Y~ars 
Colleg~

Mo. Per cent 
..,_. -----

5 2.>~ 101 49.3 1 .5 

22 Sl.5 

College 
GradU<~ tion 

rfo. Per_,.~ 

4 1.9 

Mone 
~ Per cent 

94 45.9 

5 13.5 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~--~~~~~~~~~~~~~~~~~--~~~~~~~~·~,~~~~~~~~~~~~~~~-----~~~~--~~~-

Total 232 100 5 2.2 123 53 l . ;~. 4 1.7 99 l~2. 7 

--
This table should be read. e,8 follows: Five, 01· 2.4 per cent, of the !'et:s.:U selling :positions require e..n 
eighth grade educa,tion; 101, or 49.3 :per cent, require high school g:ro.dm,tion; l, or .5 per cent, require 2 
years of college work; an.a. 4, or 1.9 per cent, require college g:i.-ad.ulc',tion of the new employee; ~nd 94, or 
45.9 per cent, carry no education requirements. 

,.., 
0 

l..1.J 



:l1lffiLE LXXVI 

EDUGATI OJ\! TI1'1Q,U!RE!::!'.fillffTS 
S:P1l}GI:PDW BY rll{PT.On.ms 

FOR "::iEVi SJJ,J;:lSf'IITiTI:1 

:::::::::::::::::::::::::::::::::::::::;::::::;.;=::;::;;::::::::::=::::::::::::::::::::::;:;::::::::::;::-:::::::;::;;:;:::::::::-:;~~~ .. - ,_.,~=-:::--- -----:::.=.;:~· -,~-~~ .. ---:::::~~ 

l?oci tions 

Retail 
Se,lesrnen. 
in Stores 

l1holesale 
Salesmen 

Total 
Posi tion,s 

Nun1ber :Per cent 

115 100 

27 100 

Gth G-:r.r::,.rle --· -·--· -----· H.J.1,iber :Pe:r ee:,).t 
~ ..... - ·--""'-"'""-

ti, 3 i:: 
• .I 

l!igh School 
fl·ra,duation 

m,J:jJJer Per cenE 

r-:G 
j 1+8 .7 

22 Gl,5 

2 Years 
College 

l'~'iliTI_0.'9 r ""'i, ... e-:r-· -C-_,0-,J:1--=t --..-

l q . ~· 

Mone 
Number Per cent --

91r ~-6.9 

5 1s.5 
____ ,... ______ __...,.,,,,,...~=-----~-~--- ~=----~~---·""' ---· ----------------· 

Total 142 100 l, 
'·}· '"'l "' C.. 0 54.9 l 7 

• f 

- ;.;; = 1 - ... -- - ... ~.:.=.~:;:'.'-.;-:;;.;.;..;.;=:;.=-.-... . ,.:-..._• 

59 rn .6 
·~-;."".......,~ 

This table should be read. as follows: Four, or 3 .5 peX' cent~ of the :;:ios:i. tions held by retail salesr.:1en re
quire en eighth gr2,de edu.cation; 56, or ~-8. 7 :per cent, of the positions req1,ire high school {e;r2,dw1tion; 1, 
or .9 per ce:nt, :eequi:re 2 ye;:,u:·s of college work; a.ml 54, or 11.6~9 pr,r cent, ea:rr.;r no educ.atfon req1:drements. 

I'-.., 
() 
..i::-



MIN'IHUM 1~I)UCA11'IO,J 1T8(1UI:HEMEWTS 
BY J't;;.;D?LOYE'RS 

FOR rr:rnt/ 

===========·-===~ ... -':...::::-::: .. ====--=---· -~---::::;::_---. ---·-:·-·-::..;:::-, __ _:.;...,.........,_,,,...__ ... .......: 

Positions 

Retail 
Sale snomen 
in Storec 

Total 
Positio:~ 

Pe,c 
No. cent 

10-L) 

8th G:rs,de 
Per 

1 1.1 

High School 
Graduati<m 
-· Per 

No. _££1t t 

College 
Grn.0.11?.tion ---Pet" 
!::..:. ~~ 

4D 

This table should be read. ::1,s fol:,.ows: One, or 1.1. !~er cent,. of the prrni
tions held by :r0·tail saleswomen require an eighth grn,etn efrucat:icn; 45, or 
50 per cent, of the JlCH:iH;ions require high school gra,ltlD.tion: :four, or 4.4 
per cent .• :requ:i.:ce college grac111F:tio:n; ond. lm~ or 41-L5 })er C<':,1.t~ carry no 
minin111111 education :requ.ir(3mentEl for new em:plo;rees. 
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Selected 513-:::ti~ ~:formed. ';1!he selected duties performed by sales

people a.re not as varied. ~.s in other positions. Eighteen, or 8.9 per cent, 

of the retail salespeople do typewriting work; l~-3. or 20.9 :per cent, per

form the duty of filing; a.nd 36, or 17 .6 per cent, apply the knowled.ge of 

bookkeeping pr:i.n.ciples and practices in their jo'bs, as may be seen in 

Table LXXVII I. 

The wholeoB1e salesmen per£01m nnne of the selected duties other than 

those directly co:-:mected with -aalli.ng. 

Mo,ehines ~:eerrJ,te.q:. One hunc.red thLti,;y-six~ or 66.3 per cent, of the 

tot&.1 retail se.J.eH emplo;yeeE:i v.se the c.:i,sh regis·ter. Seventy-eight 9 or 

3s. l per cent , u l:'l,~ the ltdding nm.chines , as ~hovm. in Tai:;1 e L.XXIX . On.e re

tail sa.les person opera/c;es the mimeograph and ·two oper::,.te the check writer. 

In view of the eviilence in this cha.pte:r concerning the opportu..ni ties 

in reudl e.nd nholeseJ.e selling in Bla.cl!::lvell and also in view of the fact 

that ther~ 8.re no salesmanship courses offered at lforthe:m Oklahoma Junior 

College, it woul6. seem wise to .offer such t;i;'ainlc1g in the business eurricu.

lum, so the students may have an opportur1ity to prepare for thic fiel&. 



Positions 

Retail 
Salesmen 
in Stores 

ifholesa.le 
Salesmen 

TABLE LXXVI I I 

ffl.IBER ~!UID PERCEI-'TTAGE OF S1L1IISPil0PL]l 
PEBirORMING SELECT11ID DUTIES 

Selected Duties and Number end Percentage 

Total 
Employees 

Per 
!2...:. ~ 

205 100 

21 100 

of Employees Performing Each Duty 
Apply Knowledge 

TYEe 
Per 

File 
Per 

of Bookkeeping 
Principles and 

l?ractices 
Per 

!!2.!. ~ No. cent No. cent 

lS s.9 43 20.9 36 17.6 

Sell 
Per 

No. cent --

205 100 

27 100 
~~~~-------~~~~~~~~~~~~~~~~~~~~~~~~~~-~~~~-~~~--~~--~~~~~-~~~~~~ 

Total 232 100 18 1.rs 43 1g.5 36 15.5 232 100 

This table should be read as follows: Eighteen~ or !'L9 per cent, of the reta.il sBi.les
people li..ave t;y'}?ewri ting duties; ltJ, or 20.9 per cent, h_"lve filing auties; and 36, or 
17.6 per cent, apply knowledge of booldceeping principles and practices. 

r' 
0 
-.! 



TABLE LXXIX 

lf'ul\IBER Arm P1iiRG.Ell5Ei:AGE OF 
OPTIB!i/i:1HTG- F,ACHIHES 

---------•.-----,--.: ..... ____ ----- ~-- tt ... -::--~ ,_ .... :__.. __ ~_:_....~~ - '!t 

:i?osi tion~ 

Retail 
Salesmen. 
in Stores 

Total . ..:"'Sll?]?loyees. 
Humber l'er cent -

205 100 

---~ 

Selected Office l:fa,chines a.11d W11m1".ler 2,nd 
··- .. • • l?ercent;:,,ge of EmJ?lOy~es Operating ~&.ch; -·-------
-~~ding; I'1achine MimeogrE!,ph __ 9ash R~:!.ster_~ Checg: 1Jri ter 
liu.iribe:r Per cent I'Ju.mber Per2nt, Wumber ~~ Humbe:r.: Per cent 

78 3s.1 l .5 1 'h .. J·· -:J 66.3 2 1 

Th:i.s tt,ble shcrulcl ·be rel.),tl. as follows: Seventy-eight, or 3S.l per cent., of the :retdl saJ.es:people ope:r.a:te 
the adding machh1e; 1, or .5 per cent, uses the mimeograph; 136, or 66.3 peroimtt UM the Ct:,sh register; exJ.d. 
2, or l per centr use the check writer. 

i-$ 
0 
~ 
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CHllPTEE. VI I 

MIS CEtLil.i.\fIOOUS Elf.f?LOYPJES 

Number ~ ~ of miscellaneous em"f?.loyees. Bookkeeping machine oper

ators, cashiers, office boys or girls and J?. B. X. operators 1,1,re grouped. 

i:n a. t1iseellaneous category because their du.t:i.es t::1.re of such a nature that 

they could not be classified in any of the other ma,jo:r d.ivisio:,ts of posi

tions. 

There are eight bookkeepin.g t1achine operators employed in ::Blackwell. 

These eight positions a.re equally d.tV'ided between men an.cl women, as ffi;£1,y 'be 

seen in Table LXXX 

Thir'bJ-two employees come un.d.er the classifi.C!:"',tio.n of' ca.shiers. 

Tvrnnty, or 62 .. 5 per cent. cf these employees are women. 

All holders of the office boys I o:e girls I a.ncl the F. ] • X. opera.tors r 

positions are wou1en. 

Preferences £2!: ~ .2.:n.o; women emplc,~e~s. The sex preferences for 

bookkeepin.._c; machine opera,to:t:·s a.re in accordance with th~ p:tesent enployment 

condition, other tha.u that one position carries no sex rreference. As shown 

in Table LXXXI, men a,re preferrecl for :50 per cent of both bookkeeping ma

chine operators• posi t:ton:c1 ~md cashierst positions. All of the of'fi.ce boys' 

e..nd girls' positions ,!ma. the P. 11. X. operators' positions carry a pref

erence for women. 

Rate 2f turnover. :Pb.ere was no tun10ver in em:ploynent of rnen in: the 

positions of bookkeeping m,9,chine operatort r:i.n.d. cashiers during the past 

12 months, as shown fo. Table LXXXIII. From this f?.c-!i, it might be con

cluded that these positions are of a more stable nature, but the student 



Positions 

Bookkeeping 
Ma.chine 
Operators 

Cashier-s 

Office. Girls 

PBX Opera to rs 

'?otal 

MISCELLA1IEOUS El\lIPLOYJilES 

Men 
Number l?er een t 

12 

16 

50 

37.5 

33.3 

Women 
Nw.nber Per cent --

4 50 

20 62.5 

6 100 

2 100 

32 66.7 
...._... 

110 

Total 
Number Per een t 

g 100 

32 100 

6 100 

2 100 

100 

This. table should be read s.s follov,s: The firms in :Blackwell employ a 
total of 8 bookkeeping machine operators. Of' this total, 4 are men. and 
4 are women. 



Posi tiona 

Bookkeeping 
Machine Operators 

Cashiers 

Office Girls 

F.BX Operators 

Tota1 

TABLE LXXXI 

EMPLOYERS I PP.Eli'EPJi1tWES 
FOR 

Mllll\f .AlifD V!Ol\:lEN' ·reM'.!?LOYEFJS 
Il'! 

MIS CELl,Al'TElOUS 'Er:::J?I,OYE'fi'.,S 

Total Men 
Positions Preferred 
-Per J?er 
1io,. cent 1!2..:. C~U1i_ -

g lOt) lf. 50 

32 100 16 50 

6 100 

2 100 

l~S 100 20 ~-1. 7 
- ~ ? ' 

_.__,_ _____ ,,,._ __ ....... ~ 

t7omen 
Preferred 

Per 
!!£.:.. cent 

3 37.5 

15 4-6.9 

6 100 

2 100 

26 51~.2 

111 

No 
Preference 

Per 
No. ~ 

l 12.5 

1 3.1 

2 lt .. 1 

--=-
~his table should be read as follows: When vacancies in positions for 
bookkeeping machine o:porr.J.tors a.re filled, men $,l'e preferred foI' >+, n:r. 50 
per cent, of the positions; women are :preferred for 3, or 37.5 per centt 
of the podtions.i o.nd ·bhere is no preference J:'or l. o:r 12.5 :per cent, of' 
the positions • 



TABLE LX'XXI I 

RATE OF TUFWOV"B1R IN i.m,mm-J'.f,.Mii:EOUS Et;;J:-JJ'.JOY'firES 
DURING· 12-MON~~TI P}l')RIOD 

Position!! 

J3ookkeepi)1g 
Machine 
Operators O l 

Cashiers O 7 

Office Girls O 5 

Total O 15 

1 0 

7 0 

5 0 

2 0 

15 0 

1 l 

7 7 

5 5 

2 2 

15 15 

~!c t~l }~!o • 
1@J!Ployei) s 

g 

32 

6 

2 
.. _._ ____ 

1~8 

112 

Turnover 
--Per· 
No.* cent** -- -

1 12.5 

7 21.9 

5 i3.3 

2 lCO 

15 31.3 

• AcGl.ltll uun1be1· of reph:u1eillc1t1ts du.:ri:n.g lB.st 12 mont:1--,i, :rerxresented.1:l.y 
total newly employed or total se]?~,rt:.:.ted, whichev-e1· ic.: snaJ.l,~r. 

n l?e:rcen tn.ga of r'l.ot fa1rrlO"'r0r b..':).sed on. i,'v·0:r.0{~e •;mmbo1: of employees during 
last 12 months. 

This table should be read as follows: During a J.2-month period, one woman 
was hired as a. bookkeeping machine opero,tor, e.ncl one woman was se:pe.rt1,ted. 
:trom her job, resuJ. ting in a 12 .5 per cen.t turnover. 



Positions 

:Bookk~epi:ri..g 
Ma,chine 

0p(3 I'C, to 1~ S 

Tot~l 

TABLE LXlOCI n: 

RATE OF TUJ1t10VJilR OF ME!:! MISCJJJLLANEOUS EMPLOYEES 
DOPJ:llfG l2-NOI\f 1l1H PER I OD 

Total l'fo. 
lf~-!~~9.Y:~<! ~en~-:.i:7,teg. !¥\el~vee·~ 

0 0 lj. 

0 (; 1.2 

0 0 16 

--·~ = = ! ; ; == 

113 

0 0 

0 0 

0 0 

; ' •;;;;:;.=~ 

* Act1.'t9J. :o:u..mbe:r of :r<.:rplacements dm•ing la~t 12 mont,lrn, representeo. hy 
total. number employed or total separated, whichever is sma.ller. 

** Percentage of net turnover ba,sed on avero.ge nu.mber of employeeg du.ring 
lash 12 mcmths. 

Th:1.fr.l tv.'blc shottld bo ~ccgd aG follo':m: Duri.ng; a 12-month :pe:riod there was 
no t1xt:n,over in men bo,)kkeeping; machlne operators. 



Jns ·t out of junior college might h;we difficulties in obtaintng one of 

these positions. 

~:he:re •:Jl~l'! 8, high percentG.ge of turnover :tn the office girls' positions 

and the P. B, X. operators' positions during the last 12 months. F;i.ve, or 

83,3 I)er cent, of the office gLrls were replacea_, i;1hile a 100 per cent em-

ploymen t turnover took plr:1,ce in the P. J3. X, operfttors, as shown tn Table 

LXXXIV. These positions might serve as a goo cl means for young women to 

obtain experience, but probably only as a stepping ston0 to a more sta,ble 

:position. 

Minimum en_\p~ment age. None of the four occupations included in the 

miscelle,neous ,~rOUJJ C:'tre open to employees at an a,ge less than 18, as shMm 

in '.l}ables LYiXXV and LXXXVI. 1rhe averag;e minimum employr,1ent age for new men 

miscellaneous employees is 18 .3, a.nd the average minimum 2ge for new women 

miscellaneous employees is 18.l years. 

to be a,svi item of concern for the new employee in seeking one of the mi scel-

11),neous :posit.ions included. in this stu.rl,y. Trible LY,.XXVII shows tho,t no ex-

perience is required to obtain 7:5 per cent of the bookkeeping machine 

oi:,erators 1 positions, 53.1 per cent of the cashiers' J)Ositions, S3.3 per 

cent of the office girls' positions, :and 100 per cent of the P. B, X. 

operators' positions. 

M:tnimum education requirernen ts. -·----- ., -

High school greil:nation is the 101 est 

educational level cm which 8.n employee 1.vill be 8.ccepted. for 9,ny of the 

miscellaJ:ieous positions. '.l1he bookkeeping machine O})er:3,tors' posi tionl'l a.net 

the l'. ]3. X. operators' positions D,ll require a min.imUJJ1 education standard 

of high school grad:uation. Three, or 9.1~ per cent, of the positions for 

ca.shiers require at least two years of college and. l, or 16. 7 per cent, of 
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BAT]! OF 1'.i."u:mrov:nm I:N 1JJOLUilI.~ HISCELLANiilOUS Ji:MPLOYEES 
DURING 12-MONTH PERIOD 

... --,. ... 
TottJJ.. Wo. Turnover 

l?os it:lons I~ ewly Employed Sept?,r&,ted Employees Number* Per cent*<I' 

Bookkeeping 
Ma.chine 

Operators l l 4 1 25 

Cashiers 7 7 20 7 35 

Office Gil·ls 5 5 6 5 s3.3 

PBX Operators 2 2 2 2 100 

Total 15 15 32 15 46.9 

* Actual number of replacements during last 12 months, represented by 
total number employed. or tota,l sepa,rateo.~ nhichever is smaller. 

** Pe.rcentage of net turnover based on a~tera.ge number of employees during 
last 12 months • 

This table should be read as follor11s: During a. 12-month period, one woman 
bookkeeping machine operator WRS hired, and one was sepe.r-ated from her ,job, 
resru..ting in a 25 per een t tur.a.over. 



TABLE LXXXV 

MINIMUM EMPLOYMENT AGE FOR NElfl MEN MISCEr..LAliJ'EOUS EMPLOYEllJS 

Positions 

Bo ok-lceepi.n.g 
Machine 
Operators 

Cashiers 

i 
Total 

Minimum ~f\ge 
18 21 Total 

No. Per cent !2..:_ fer cent No. Per ee!!.'!! 

l.i 100 4 100 

10 g3,3 2 16.7 12 100 

14 S4.5 2 12.5 16 100 

' .:;:=::=:== Zt:::":r."'. . ·-- . 

116 

Average 
Age • 

18 

UL5 

1s.3 
·-~ 

This table should be ree,d as follows: Four. or 100 per cent, of the 
positions held by men bookkeeping machine operators have a minimum age re
quirement of 18 for new men employees. 



Positions 

Bookkeeping; 
Machine 
Operators 

Cashiers 

Office Girls 

?BX Opera.tors 

Tota.l 

TA'BtE :!1iOC\."VI 

MINIMUM 111:MPLOYMErlT AGE FOR lffl lflOMEN MISCELL.A.W~OUS mMPLOYEES 

. Minimun .Age 
18 20 21 

l~C?..!- Per cent No. Per cen~ !2..:. Per cent 

1fo Age 
Reaui rem en t 

No., Per cei'i't 

., 
75 ) 

16 BO 

5 '"'3 .., (} . ) 
2 100 

-
2G 81.3 

--· - . - . -· ·-

l ~ ,, 3 

l 

15 

16.7 

1 2i::· 
.) 

~~~~~~~~-~~~~~~~~~~~~~~~~~~~~~~~~~ 

l 3.1 1~ 12.5 1 ·;; ,/ .1 

Total 
g2,-. E_e;-_ cent · 

4 18 

20 lis.l 

6 lB.5 

2 lS 

--
32 lS.l 

Aver~_ge 
Age 

This table should be ref,d as f'ollo,'!S: Three, or 75 per cent. of the bookkeeping machine operators' posi
tions held by women htwe a minimum ~e requ:i.rement of 18; l, or 25 per cent, does not hB.ve a, minimum age 
requirement for ne'., women employee$ . 

I'-" 
r-' 
-.J 
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TABLE LXXXVI ! 

1'!:X.PimIENCE BEQ.tITRiiIMW'l1S 
FOit NEW MISCELLA.l\!EOUS E~ll'LOYF,F,S 

==========~====================================-~~=·==·========= 

Posi ti9.!!.! 

:Bookkeeping 
Machine 

Opera.tors 

Ca.shiers 

Office Girls 

P:BX Opera to rs 

Total 

Tota,l 
Positions 

Number Per oen t --- -··-·- - . 

32 

6 

2 

100 

100 

100 

100 

100 

Experience 
Required 

Nunib~_r. Per cent 

2 

15 

1 

18 

25 

46.9 

16.7 

37.5 

Experience 
Not Reg,ui red 

Number ~er ce'!ll 

6 75 

17 53.1 

5 s3.3 

2 62.5 

30 62.5 
-~ .... r -::;..,_._""=== . _""' ____ ..._-=--=-·-~ -· - --... -:,.,,----=-=·====:========= 

This table should be read as follows: Tv,o, or 25 per cent, of the book
keeping machine operators' positions require experience; 6, or 75 per eent, 
of the bookkeeping machine operators• positions do 11ot require expe:rienee. 



Positions ---..~ 
Bookkeeping 

Me,chine 
Oporutors 

Casl1.loi'"·:J 

Total 

TABLlil LKUV I I 1 
I 

EXl?]lRI1~NCF, REQ,UI REMENTS 
FOR MJul!! MISOEr,LANFlOUS EMPLOYEES 

~10 t.r,1.1 
Pos:1 Uons 

~' 100 

12 J.00 

-""'~ 
J.6 100 

:mxperierwe 
Required 

Number £;~ 

6 r:;;n 
,;! -

6 37.5 

119 

Ji1:i:perience 
Not Required 

~}CE' P~r cent '"'!-___ .,._ ....----

4 100 

6 50 

10 62.5 

This t~bl0 be :r·oo .. d t:!,.s fo1lcru~: Ft:rn.r, or 1.00 per cent,. of tl1e .book-
keeping machine operators I positions held by men (io not require experience. 



Positions 

:Bookkeeping 
Machine 

Opera.tors 

Cashiers 

Office Girls 

l?BX Opera tors 

EXl?ERU1MCJi1 REQ,UIRETME!!lTS 
FOR on WOMEl'T MISCELLANmOUS EtlPLOY1[IDS 

Total 
Positions 

~umber Per cent 

100 

20 100 

6 100 

2 100 

32 100 

F,xperienee 
Required 

Number Per cent 

2 

1 

11 

50 

40 

16.7 

34.4 

120 

Experience 
Mot Reauired 

Number Per cent 

2 

12 

5 

2 

21 

50 

60 

83.3 

100 

This table should be reeil as follows: Twoy o:r 50 per cent, of the book
keeping machine operatorst positions held. by vmmen require experience; 2, 
or 50 per cent, of the bookkeeping ma.chine operators' posi tion.s held by 
women do not require ex_pe:rience of new women employees. 
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the office girls I positions demands business college tre.inin.g beyond high 

school graduation, as shown in Table XC. 

Selected duties ;eerformed. At least o.ne-ha.lf of all the miscellaneous 

employees are required to typew·ri te, file, and a,pply a knowledge of book

keeping principles and practices. Nine, or 18.S per c~nt; of the miscel

laneous employees take dicta.tion and. transcribe, and. 11, or 22.9 per cent, 

do some selling work, as may be seen in Table XCII 

Machines oper~ed. The adding ma.chine is used by 100 per cent of the 

bookkeeping machine opera:tors, 93.8 per cent of the C8,shiers, 16.7 per 

cent of the office girls, and. 50 per cent of the P. 13. X. opera.tors, as 

shown in Table XCIV. 

Three, or 37.5 per cent, of the bookkeeping machine opera.tors opere,te 

the calculator. The machine is operated by 5, or 15 .6 per cent, of the 

cashiers, and by l,. or 16.7 per cent, of the office girls. 

The ca.sh register is used by 1, or 12.5 per cent, o:f the booldteeping 

:machine opera.tors, and by 7, or 21.9 per cent, of the ca.shiers. The check 

writer is a.lso used by on.e booli::keeping machine operator, and by S, or 25 

per cent~ of the cashiers. 

As the stuo..y indicated previously, a general course in office train

ing seems advisable for all men and women students who vtish to prepare to 

perform the selected duties and operate the business machines that are re

quired in so me,ny positions. 



Posit~ 

Bookkeeping 
Machine 
Oper2.tors 

Cashiers 

Office Girls 

P:BX Operators 

MHHMUM EDUGATIOJlr BEQUIR111t~Prs 
$:PECIFI:f.ID J3Y EMPLOYERS 

lPOR N'1!li'J Ei!SCJID:i'.LlJ'rnOUS E.\!PlJOYJfillJ.S 

122 

,...______ ___ _ 
·----- --.:-___...... 

High :Business 
Total School College 2 Years 

Positions Graduation Trainins* Collei$e 
Per Per Per Per 

!2.:. ~ No. cent !£!. ~ No. ~ 

g 100 8 100 

32 100 29 90.6 3 9.4 

6 100 5 83,3 l 16.7 

2 100 2 100 

l4g 100 44 91.7 1 2.l 3 6.2 

-· ...... ------"""-'" -· ~ 

__. ________ 
--- -------

~his table should be read as follows: Eight, or 100 per cent, of the 
bookkeeping ma.chine operators' positions require a high school educi:,,tion 
for new employees. 



TABLE XCI 

MHHMUM EDUOATIOl~ BEQ,UIREM"Eift!TS 
SPECIJi'UlD :BY EMPLOYERS 

lI'OI1 NEW MEl'l MISCELLAitIDOUS EkfJ?LOYEES 

l?osi tions 

Bookkeeping 
Machine 

Operators 

Cashie.rs 

:i'otal 

Tofa1 
Positions 

100 

12 100 

16 100 

High School 
(}radua tion 

4 100 

12 100 

100 

This table should. be read as follows: Four, or 100 per 
cent 1 of 'the 'bookk:eeping machine operators I positions 
held by men require a high school educe,tion for new em
ployees. 

123 



:Soolr,.kee:ping 
Machiu.e 

Operators 

Cashiers 

Office Girls 

J?BX Opera to rs 

Total 

TABLE XCII 

MHHMUM IilDUCATIOU H'JTIQ,UI!U:1Mlill.'1TS 
Sl?ECilnED BY I~MPLOY7llRS 

FO:R lTEV! Vi'OMJ11U MJ.SCELI,AllEOTJS Eifl:?LOYEES 

1:ote.l 
Posi tio:n.s 

:P.9r 
lifo. cent 

1+ 100 

20 100 

6 100 

2 100 

!Ug;h 
School 

G:c1:?sd:uation 
• ·p;;;:c=-
!2· cent 

4 100 

17 n5 () 

5 s3.3 

2 100 

~---
3" L 100 2S s7.5 

C "q;------~--~ 

Bus:i.X!ess 
College 
Trai~i~~~ 

Per 
~ cent 

1 16.7 

1 3.1 
.,..,-.--""<4-_______ 0f• 

2 Years 
Colle~e 

-"·Per 
.!<L:. ~ 

3 15 

5 9.4 

This table should be :t•e,:td. ns follo11s: »'our, or 100 :per cent, of the book
keeping ms.chine operators' positions held by vmmen require a. high school 
education for new employees. 
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TAJ3:LE XCIII 

N1JM.BJi".H ADD P}TIRCEN11AGE O]' MISC:'3IL:t.AWEOU8 EMPLOYT~F:S 
l'EPJl'OPl:mm SEL}W'11ED DUTIES 

Selected. Duties cx1d :tfombcr a:t:d Psrcentage 
of Em:eloyees PerformiI1g Ra.ch Duty · Tako ____ ti.pply Ylli,_o_w_l_r:,_dg ___ e ____ _ 

Posltions 

Bookl{:eeping 
Machine 

Operators 

Ceoshiers 

Office Girls 

PBX Opera, to rs 

Total 

!fo t[:,1 

~,oy~es 
:Per 

]:fo' 

3 

32 

6 

2 

48 

c::;nt 

100 

lt)O 

100 

100 

-....-~r:;m~~ ,.
Per 

Ho 

g 

?0 -J 

6 

l 

t~l,j. 

eent -------,..~"'-

90.6 

\00 

50 

91.7 

F'ile 
Per 

lfo. cent --
v, 5r ""c'y 

22 68 

6 100 

1 50 

-=--
33 68.S 

·--.:, --~--~· 

Di~fa,tion of Bookkeeping 
e:ad I)rtnciples and 

r~r2.n::1cribe ~t't,ctices Sell --r;;;-· l?er Per 
llt) . eent. •\'f 

.f-J0. cent No. cent -----~-- ---

2 25 $ 100 1 12.5 

),;, 12 21t 75 9 28.1 

3 G 100 1 16.7 

1 50 __ .,,_,., __ ----
9 18.3 39 81.3 11 22.9 

This table shouJ.d be reacl as f0Ho,r19: :eight, or 100 per ce,1t, of the 1)ookk:eeping ma.chine operators have 
t;y-perrriting duties; l+, or 50 per cent, l'llwe filing (]ut:i.es; 2, o:c 25 per cent, ·tc:.:rn dicfo.tion aw-I trans
cribe; S, or 100 per cent, ~xppl;r the knowleitge o±' ·bookkeeping p:dnciples rmd l::ir-2ctices; a.nd 1, or 12.5 
per cent, do some selling work. 

I-"' 
[\) 
v'l 
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TABLE XCIV 

NUMBER AtID PEBCENTAGE OF MISCELLANEOUS EMPLOYEES 
OPERATING MACRllTES 

Pgsi tion.s 

Bookkeeping 
Machine 

Operators 

Cashiers 

Office Girls 

P.BX Operators 

Total 

Total 
~loiee~ 

Per 
No. cent ---

g 100 

32 100 

6 100 

2 100 

Selected Office Mucllil'.\...elE a;id. N"1;mb0r rmcl 
_j')_2!£!;.1l,~Ot: ~lozees 0-pere,ting Bach 

Adding Cal cu- Cash Check 
Machine let-or Re~~ter Writer 

Fer Per · - Per Per 
No. cent No. cent No. cen. t lfo • ee:o. t 
.-...-: .....-. ---- ......__,,.._ .,......_. ---- - ........,_. 

g 100 3 37.5 1 12.5 1 12.5 

30 93.s 5 15.6 7 21.9 g 25 

l 16.7 1 16.7 

l 50 
.,.,,.,,._~--.:i: ...... .-.. ~~.;. 

100 lt,O 81 .:3 S 16.7 9 18.3 

This table shou.1d be read as follows: Eight, or 100 per cent, o:f the 
bookkeeping me,chine ope~ators operate the adding machine; 3, or 37.5 per 
cent, use the calClll.ator; and one, or 12.5 per cent, uses the cash register 
and cheek v1rl ter. 
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CHA.PTE VIII 

SUMMARY, CONCLUSIONS, AMD PJilCOvii\1:lirlDATIONS 

It is the purpose of this study to determine the requirements of se

lected office and store occupations in Blackwell, Okla.horn~, with special 

emphasis on the positions available to former students and gmdwi,tes of 

J:forthern. Ok:1.s.homa Junior College. The study recorc1s the approximate nu.mbe:r 

of part-time end full-time employees; the minimum age requirements for 

both men and women; the preferences for men and women employees; the min

imum education required; the experience required; the number of office gnd 

store opportunities availa:ble during the la.st twelve months; selected. 

duties :performed by the various employees; the extent to which training in 

the operation of the different office rrnMhines is required; and the de

ficiencies in English, spelling, personal t:.\ppe,9,rance a.nd office manners of 

the average new employee. 

An. interviei'\' schedule was constructed. and. 1.1w.s employed in collecting 

data. during person.al interviews with a representative of ea.ch of the firms 

included in the s tU{'cy • 

]J'indi~s. The following is a list of the :principal findings of the 

study. 

General 

l. The 121.t fir.ms included. in the study employ 427 full-time ,,;,..nd. 33 

part-time employees. 

2. Men are preferred for 1S4, or 43.1 per ce_nt, and vvomen are :pre

ferred for 162, or 37 .9 per cent, of the 427 full-time positions included. 

in the study. Preference for employees by sex was not expressed. for 81, 

or 19 per cent, of the positions. 
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3. During the last 12 months there was a 30.2 per cent turnover of 

employees included in tho study. 

4. The rate o:f turnover in men employees a.uring the 12-month period 

was 19.4 per cent. 

5. The rate of turn.over in women employees during the 12-month period 

was 3s.6 per cent. 

6. A minimum employment age of 18 years is specified for new men em

ployees in 110, or 55.3 per cent, of the 193 positions held by men em

ployees. 

7. A minimwn employment age of 18 years is specified. :for new women 

employees in 148~ or 64.9 per cent, of the 229 positions held by women em

ployees. 

s. Erperience is required of the new employees for 106, or 24.$ per 

cent, of the 427 positions. 

9. Experience is required of the new men employees for 4-5, or 22.7 

per cent, of the 19$ positions. 

10. Experience is required of the new women. employees for 54, or 

23. 6 per cent, of the 229 positions. 

11. Of the 427 positions, 274, or 6l.J..2 per cent, may ·be filled by 

hig)1 school graduates in so far as mininn.tm education requirements &re con

cerned. If the positions the.t require less than high school gre,d.uation 

are included, the number of positions that m:;,y be held by high school 

graduates is inerea,sed to 2g5, or 66. 7 per cent. 

12. 0:f the 19S positions held by men. 121, or 61.1 per cent, :mriy 'be 

filled by high school graduates in so far as minimum education require

ments a.re concerned. If the posi tio:ns that require less t:b.!.;n high school 

graduation are included, the number of positions that may be held. by high 
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school gr~duates is increased to 129, or 65.2 per cent. 

13. 0:f the positicm.::~ held. by women, 153, or 66.8 per cent~ may 

be f:Uled by high school 5 !'8.duatos in HO fnr 8,H ni:n.imum educ.~.tion require-

mentz 10,re con.ce:cned.. If the pos:i.t:ions thD.t requ.ir·e J.ess thr,.n high school 

gra,d.uation 1:u·e inclu.cled., the m1nber of positions i,b2>t me.y bEJ held by high 

11L Typewriters a.re used 'by 187, or ~J.8 per cent, of the tots,l ~-27 

employees. 

15. Filine; '\70rk is done by 193. or 11.5.2 pe:r cent, of the ti27 em-

;ployees. 

16. Of the 1i27 employees, 191~. or l~5J+ per cent, 11ppl~y their k11owl-

edge of bookkeeping principles and. :practices in their ,Joris. 

17. Some selling is done by 279, or 65.3 per cent, of the ~-27 em-

ployees. 

1 "' O·. 'l'he adtli:ng machine is oper2ctea, by 230, or 511 per cent, of the 

19. One b.mdred seventy-eight, or ltl. 7 per cent. of the 1~27 employees 

use the ca.sh register. 

20. 1I1v1ent;:;r-o:ne" or t: .• 9 per cent, of tho lI27 employees operate the 

mimeograph; 6, or 1)~ per cent, the liquid :process; 32, or 7 .5 per cent, 

the calcitl.8,tor; 12, or 2.8 per cent, the comptometer; l!-5, or 10.5 per 

cent, the check aritcr; am'\ 3, or .7 per cent, the £'.cl.dressing mach:lne. 

21. Forty. or 32 .3 per cent, of the 12~- firms reported that the 

average new employee did. need mo:re traJ.ning in. English 1:u1da spelling. 

22. tHxteen. or 12 .9 per cent, of the 12l+ firms re:ported. the.t the 

r,,v·erage new employee did need. mo:re training in appei::1..rance ~:md. office ma.:n-

ners. 
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B..t:.<?.O rd !e_e.:eE! ~s 

1. 1Y'he firms in Blackwell employ a, total of 67 record keepers. Of 

this totfl,l. 22, or 32.8 per cent, are men; and i~5. or 67.2 per cent~ are 

women. 

2. den are :preferred for 20, or 29.9 per cent, E,,nd women. are pre

ferred :for lu, or 61.2 per cent. of the 67 record. keeping poci tions includ.ea_ 

in the study. Preference Zor employees by sex 1i18,s not expressed_ 'by 6, or 

8 .9 per cent, of' the recorll-keep:ine~ positions. 

3. During the last 12 months there wo,s a 2fs.1~ per cent turnover of 

reco:rd-keepint's employees included in the study. 

l1.. J:he rate of turaover i11 men recorcl keepers d.urtng the 12-month 

:per:lodwa,s 23.3 per cent. 

5. The r.o,te of turnover in women record keepers during the 12-mon th 

period was 2$. G per cent. 

6. J\ minimum employment age of 18 Jtea,rs is specified_ for new men 

recoret keepers in 16t or 72.7 per cent, of the ~:2 positions held. ·by men 

record keepers. 

7. A minimum employment age of lZ years is specified for new women 

record keepers in 36, or 70 per cent, of the 45 ])OS:l tions held by women 

record k:eer)e rs • 

is. Experience is required of the new record-keeping employees for 

25, or l.J..7. 3 per cent, of the 67 recoro_-lrne1Jing posi tiorrn • 

9. Experience is required of the nevr men recoro.-kee:ping emplo~rees 

for s. or 36.4 l)e:r cent, of the 22 record-ke<".lpi:ng positions held ·o;t men. 

10. Jllxperience is requ:Lred of the new ,1omen reco:r(l-keeping enlJ)loyees 

for 17, or 37.8 per c:ent, of the 45 record-keeping l)ositions held ·by women. 

ll. Of the 67 record-keeping positions, )_1,9, or 73,l per cent, :may 'be 
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filled. by high school gre,due.tes in so fa.r n.s mi:nimu.m educ;,,tion requirements 

are concerned. If the :positions thl').t require less than high school grad

uation are included, the number of positions th0,t mPy be h.elc1 by high 

school grad.ua.tes is increc't.sed to 51, or 76.l :pe:r cent. 

12. Of the 22 record-keeping posi tion.s:i held_ by men, 14, or 63.6 per 

centt ma,y be :filled by high ochool gradue,te~ in so fe:r as minimum educa

tion requirements are concerned.. If' the posit:lon.s ths.t :reqt:t:r.e less than 

high school gr.adu.atlon are included. the number of posi tio:ns tha.t may be 

held by high school g:ro,dU-9,tes is increa.secl to 16, or 72. 7 per ceu t. 

13. Of the i~5 record-keeping positions held by women .• 35, or 77.S 

1>er cent., ma.y be filled by high school g:rndua.tes in so f:1,:r· as l'.li:o.:i.nm:m edu

cation requirements are concerned. 

14. Typewriters are used by 58, or S6. 6 per cont, of the total 67 

record keepers. 

15, :O'il:i.ng work is done by 50, or 71~. 7 per cent, of the ·t.ots.,1 67 

record keepers. 

16. Of the 67 record keeper::;, 14, or 20.9 per eent, take dictation 

and tm.nscribe. 

17. Of the 67 :record keepers, 67, or 100 per cent, apply their knowl

eo1~e o:f book.keeping principles an.a. pre.cti ces tn their jobs. 

18. Some selling is done by 25, or 37.3 per centf of the 67 record 

k:eepers. 

19. The add.ing ma.chine is opera.tact by 60, or 89 . 6 per cent, of the 

67 record keepers. 

20. Ji'ourteen. or 20.9 per cent, of the 67 recora_ keepers opere.te the 

ca,lculator; 7, or 10.5 per cent, the comptomete:r; 23, or 34.3 per cent. 

the oash register; t'Uld 2~-. or 35.s per cent, the check writer. 
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~~t3.;ri!S1,l ~.xee~ 

L '.1:he :firms in J3lack:1!'vell employ iZl, total of 51 secre tar:i.al errrployee;a. 

Of th:ts tott'~l 2, a:r 3.9 per cent, are men; and 49, or 96.1 per cent, are 

wom0n, 

2. Hen are preferred for 3, or 5.9 1)er cent, 8,11d woPJen t;i.re preferred 

for tq, or 92.2 per cent, of the 51 secretaria,l positions included in the 

study. Preference for eirrployees by sex was not expressed. for 1, or 1.9 

~per cent, of the secret1:.;,ri,al positions. 

3. During the h,st 12 months there w;o;,s a 39.2 per cent turnover of 

secretariB,1 employees inclu.d.erl in the study. 

l1.. '.!)here was no tur.a.over in men secretarieJ. erapl.oyees du.r1.ug the 12-

mon th period. 

5. The rate of t11n1over :1.n women secreta,:rial employees ,luring the 

12-month perioo. Has li,o.s per cent. 

6. A minimum employment age of 21 is specified. for new men secre

t!".l,r:l.11.l employees in 1, or 50 per cent. of the 2 posi t:ions held by men 

secret:tri,::,J_ emplo;y-ees. 

7. .£'\ minimum employment ,0,f;e of 1$ Jre~rs :i.s specified for new vmmen 

secrefo,rial employees in 3G, or 73.5 :per cent, of the? 1~9 pos:i.tions held 

women secretarial employees. 

g. J::l:iq,e:rience is required of the ne\, secretarial employees for 17, 

or 33.3 pe:r cent, of the 51 secret,~,rial positions. 

9. Ttl:irperience is required of nev, sec:retarfa,l employees for 1, or 50 

per cent, of the 2 secret;::i,rial posi tion.s held by men. 

10. Experience is required of ne,;, secretario,1 employees for 16, or 

32.6 per cent, of the 11,9 secretri.r:i..al positions held 1J;st women. 

11. Of the 51 position::; for mc1creto,rial enrpl{)yees, >+o, or 7B.4 per 
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cent, may 1}e fillecl by high school grB,clU!:'l,tes in so far a.s :minimum erluc8.tion 

requirements iire co nee r.o.ed. 

12. Of the 2 secretarial :positions held by men, 2, or 100 ver cent, 

may be filled by high school g:r;:;,d-w:ttes in so f(?-r &.ts mi:rdmum education :re·

quirements are concerned. 

13. Of the l1.9 secret8.rial posi tion.s held. by women, 3g, or Tl .6 per 

cent, may be filled ·by high school gradu:a,tes in so f1;1,r as minimum educa

tion requirements are concerned. 

111.. Typewriters are used by 51, or 100 per cent, of the total 51 

secre tariarl employees. 

15. Filing work is done by 51, or 100 Jier cont, of the total 51 

secrete.rial employees. 

16. Of the 51 secreta,rfo,l employees, 51, or 100 per cent, take d:i.ct8,

tion and tran~ cri be • 

17. Of the 51 secretarial employees, 37. or 72,:-5 per centj £1.y.rply 

their knowledge of 'bookkeeping principles ;;,n<1 practices in their ,jobs. 

lS. ~l'he adding machine is oper.a ted. by 35, or 6S. 6 per cent, of the 

51 secret2,rial emplo;y-ees. 

19. Sixteen, or 31.4 per cent. of the 51 secretarial emplo;vees op

erate the :mi:meograph; 6, or 11.8 per cent, the liquj_d process; S, or 15. '7 

per cent, the calcult},tor; 2, or 3.9 per cent, the comptorneter; 2, or 3.9 

:per cent, the cash register; 8, o:r.15,"7 per cent, the checlr ,1rite:r; '1.nd 1, 

or 3 .9 per cont, the addressing m,9,chines. 

~ J]mplo~(e?~ 

1. The firns in BlH,ckwell employ a totc1.l of 29 clerical employees. 

Of this tot2.l 16, or 55.2 per cent, &,re men; ancl 13, or l~ti..g por cent, are 

women. 
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2. Men are preferred for 19, or 65.5 pe::r cent, and women a,:re pre

ferred for 9. or 31 per cent, of the 29 clericol posi Hons included in the 

study. Preference for employees by sex ,Na.s not expressed for 1, or 3.5 

per cent, of the clerical positions. 

3, During the J.,9,st 12 months there wa,s a. 31~.5 per cent turnover of 

cleriCl:!J. employees included in the etudy. 

4. The ra.te of. tu:rnove:r in men clerical emplo~vees du.ring the 12-mo:nth 

por:lod. was 56.3 pe:r cent. 

5. The rate of turnover in women clerical employees during the 12-

mo:nth. ;period. was 7 .7 per cent. 

6. A mir:dmu.m employment o.ge of lS years is specif:led for new men 

clerical employees in 7 11 or 11-3 .$ per cent, of the 16 position~ held. by men 

clerical elll}_)lOyees. 

7. A'\ m1.nimum employment e.ge of 18 yer,i.rs is specified for new women 

clerici:::.l employees in 11, or 84.6 per eent. of the 13 :positions held by 

women cleric$.l employ~es. 

8. Experience is required of the new clerical. employees for 2, or 

6.9 per cent, of. the 29 cler:i.ce.l positions. 

9. Experience is not required of new clerical employees for sny of 

the 16 clerlca..1 positions held by men. 

10. Experience is required of new clerical employees for 2, or 15.4 

per cent, of the 13 clerical positions held by women. 

11. Of the 29 clerical positions, 18, or 62.1 per cent, maybe filled 

'by high school graduates i:n. so far as minimum ed.ucB,tion requirements a.re 

conce:r-Aed. If the positions that :rer1uire less than high school gre,duation 

are included, the nmnber of positions tha.t may be held by high school 

gradu;;;.tes :is increased, to 22, or 75.9 per cent. 
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12. Of the 16 clerical JJOsitions held by men, 11, or 6fL7 per cent, 

may be filled by high school graduates in so fa.r as minimum education re

quirements are concerned. If the positions that require less than high 

school gre,duation are includecl, the number of :position\:: that may be held by 

high school graduates is increased to 13, or 81.3 per cent. 

13. Of the 13 clerical positiono held by women, 7, or 53 .S :per cent, 

may be filled by high school g:r.adne,tes in so far e,s minhmrn ed:uca,tion re

quirements are concerned. If the positions tha.t. require less th1:tn high 

school graduation are included, the number of pod tio:ns that may be helc1 

by high school graduates is increased to 9, or 69.2 per cent. 

14. Typewriters a,re used by 26, or S9.7 per cent, of th.e total 29 

clerical employees. 

15. Filing vmrk is done by 27, or 89. 7 :per ce11t. of' the total 29 

clerical employees. 

16. Of the 29 clerical emplo;y-ees, 14. or 51. 7 per cent, ~pply their 

knowledge of bookkeeping ~()rinciples in their jobs. 

17. Some selling is done by 11, or 37.9 1:ier cent, of the 29 cleri.cal 

employees. 

18. T.he e,dding nm,chine is operated by 17, or 5g. 6 per cent. of the 

29 clerical employees. 

19. Four, or 13 .8 per cent, of the 29 clerical errD;iloyeeg operate the 

:mimeograph; l,. or 3.4 per cent, the calcul~,tor; 2, or 6.9 per cent, the 

comptometer; 9, or 31 per cent. the cash register; 2, or 6.9 per cent. the 

check wr:tter; and 2, or 6.9 per cen.t, the add_ressing machine. 

Sa~E_eople 

1. The firms in Blackwell employ a. total of 232 seJ.espeople. Of 

this total 142, or 61.6 per cent, are men; and 90, or 3s.4 per eent, lcl,re 

women. 
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2. Men are preferred for 122, or 52 .6 per cent, and women s,re pre-

fe:rred. for 39, or 16.S per cent, of the 232 selling posi tion.s includea .. in 

the study. Preference for employees by sex was not expressed for 71, or 

30.6 per cent, of the selling :positions. 

3. During the l;_,-c.st 12 months the,:re ,ms '9, 27.5 per cent turn.over of 

st,w. espeople incl0t1de<l in the study, 

~-. The rate of turnover in saJ.esmen cluring the 12-month period was 

:-:,·7 .9 t ~ peY' een • 

5. 1'he rate of turnover in ,m.leswomen t1u:dng the 12-rrn:mth period was 

~-3 .6 per cent. 

6. A minimum employment age of 1$ is specified. for new sa,lesmen in 

73, or 51 per cent, of the 142 positiom, hela. 'by salemnen. 

7. A minimum employment age of 18 is specified. for new saleswomen. in 

39, o:i:· 43.S per cent, of ·the 90 positions held by saleswomen. 

S. Ex-perience is required. of the new salos:peoJ)l(~ fo:r l+l.J-~ or 19 :per 

cent, of the 232 selling po sit ions. 

9. E:x.-perience is requi:rea. of the new sa.J.es personnel for 30, or 21.l 

1,er cent, of the 142 positions held 1>y soJ.esme:n. 

10. Experience is required. of the new sr,;,les personnel for Es, or tS.9 

pe:c cent, of the 90 pos:l. tions held. by s,tleswomen. 

11. Of the 232 selling })Of\itions, 123, or 5:3 per cent, may be f5.1lt1d 

oy high school grad:tW,tes in so far as min:lrnum edJ1c0,tion requirements are 

concerned. If the positions thn,t require less th,~.n hi{o;h school gn1du.atton. 

are included, the number.· of positiorrn tha,t may be helct 'b;y high school 

gracluates is increased to 128, or 55.2 per cent, 

12. Of the 11~2 selling positions helct by men, 7$, or 5L1 .• 9 per cent, 

may be filled b;y high school grv,dui:,.tes in. so far 1:1s mini:rrm.m educbttion 
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requirements are concerned. If the positions that require le~s th~n high 

school gr::,,duation are :i.ncluded, ·~he number o:f positions thG,t may be held 

by high school graduates is increased to S2, or 57. 7 per cent. 

13. Of the 90 sell:lng pos:ltiona helcl. bJr women, 115, or 50 rJel'.' cent~ 

rnrq be f'illed 1,y high 8Chool grad .. uates in so fri,r EM_; minimum education re-

qu.ireme:ats r;.:re concerned. If ·the posi'tlo.rw that require less them high 

school gracl:ua.tion are inclu.rled., the nurriber of posi t:i.om! the.t 1i1ay be helcl 

by high school g:radur-,,,tes is inc:ceased to ~t6. or 51.1 per cent. 

,4 ... . Typew:r:t ters are u,i0d by 18, or 7 . S per cent, of '!;he to t;sl of 232 

s9J.espeople. 

15. Filing work i~ done by 43, or lS.5 per cen.-b, of the tottc\1 of 232 

salespeople. 

16. Of the 232 salespeople, 36, or 15.5 per c,2;nt, ap:pl;v theiJ'.' lmowl-

edge of booklceepine; principles and practices in their ,jobs. 

17. !1.1he adding machine ic ope1"0,ted_ b~r 75, or 33.6 per cent, of the 

232 salespeopl~. 

18. One, or .4 :per ce:r'lt, of ·bhe salespeople opEJ'.£';,,tes -the rnimaogre.:ph; 

1,36, or 5S.6 per cent, of the se,lespeo:ple o;pera,te the cash register; and 2, 

o:r .9 per cent~ the check wri t,:'.lr. 

Miscellaneous Em;eloyees 

1. The firms in Blackwell employ a total of 11.g miscellaneous em

ployees. Of this total, 16, or 33. 3 per cent, e,re men; and 32, or 66. 7 

per cent, are women. 

2. Men are preferred for 20, or 41.7 per cent, and women are pre

ferre(l for 26, or 54 .2 per cent, of the '.4-g miscellaneous positions included 

in the study, lJreference :for ewi;;iloyees by sex \Vas not e::cpressed for 2, or 

4.1 per cent, o.f the miscellaneous posi'i,ions. 
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3. During the last 12 months there was a 31.3 per cent turnover of 

miscellaneous employees included in the study. 

1 ~. There was no turnover in men miscelh1neous employees during the 

12-month period. 

5. The rate of turnover in women miscell8neous employees during the 

12-nionth period was 46.9 per cent. 

6. A minimum em1)loyment age of 18 years is specified for new men 

miscellaneous employees in 14, or 87.5 per cent, of the 16 positions held 

by men miscellaneous eniployees. 

7. A minimum employment age of 18 years is specified for new women 

miscellaneous employees in 26, or 81.3 per cent, of the 32 positions held 

by women miscellaneous employees. 

8. Experience is required of the new employees :for 18, or 37 .5 per 

cent, of the 48 miscellaneous employees. 

9. Experience is required. of new employees for 6, or 37.5 per cent, 

of the 16 miscellaneous positions held by men. 

10. Experience hi required of the new employees for 11, or 31~.4 per 

cent. of the 32 miscellaneous positions held by women. 

11. Of the 48 miscellaneous positions, 44, or 91.7 per cent, ma.y be 

filled. by high school graanates in so far as minimum education requirements 

are concerned. 

12. Of the 16 miscellaneous positions held by men, 16, or 100 per 

cent, may be filled by high school grad.uates in so far as minimum educa

tion requirements are concerned. 

13. Of the 32 miscellaneous positions held by women, 28. or S7 .5 per 

cent, may be :filled by high school graduates in so far as minimum educa

tion x·equirements are concerned. 
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14.. Typewriters nre used by 4tr,, or 91. 7 per cent, of the total number 

of l+S miscellaneous employees. 

15. Filing work is (lone by 33. or 6S.S per cen:t, of the total number 

of l4.$ miscellaneous em:plo;yees. 

16. Of the t1.8 miscella,neous employees, 9, or UL$ per cent, take 

dictS"ttion i'.'.nd. tran.sc1"ibe. 

17. Of the l.~$ miscella.'1.eous emJJloyec'ls, 39. or 81..3 per cent, a;p:ply 

their lmowledge of bookkeeping principles ana. pmctices in their "jobs. 

1$. Some selling is (.lone by 11, or ~22. 9 per cent, of the 48 mi scel = 

laneous employees. 

19. rrhe adding machine is operated b~,r l~O, or Bl.3 per cent, of the 

4$ miscellaneous employees. 

20. Nine. or 1$.8 per cent, of the lJ.8 miscellaneous employee$ operate 

the ee,lcula.tor; $, or 16.7 per ce11t. the cash register; rH10_ 9, or lS.15 per 

cent, the check 1:r:t'.'i ter. 

Conclusions. The datc?, includ.ed. i:n this ::itudy te:ncl to bring out the 

import!':rnce of terminal and vocc:,.tiona,l business edu.c1c1.tion in the 1:msine.is 

department at 1\forthern Oklahomc1, Su_rdor College. Advisers sho1usl utilize 

the emr1loymen.t information revealed by this study in guiding pros})ective 

workers :into colU'.'ses designed. to trt:dn them for .jo1rn wh:tch are avcdlable 

in 13lc'l.ckwell. 1.l!he distribution of employees in th0 different claMifica,-

tions does indicate that through the advisOTIJ system some e.djnstment should 

be me,de in the numb,0rs tr.sdni:ag for the different types of •rmrk, 

'.i:he business program of Wortherr1 OklaJ10me, Jm1.ior College sl'.'.0111'1, to 

some extent, be n1odifiecl in terms of the office ,9,nd. store occupational 

opportUuities revec1,led 'by this stud.y. Specifically, courses in ,selling 



should be added. As 1~8.J. per cent of the Ll,27 f1:u.l-time workers emd 81.§l 

per C(-'Jn t of the 33 p,:3crt-time v,orkern D.re engaged_ b1 retail selling posi ·

tions, the ind.icv.tion is that there shoula be orge:aized prepti,ration for 

this 1cN:pe of. work. 

°I'hc-'J fact thet 72,5 per cent of the women :i.n eecretari&J. }?Osit:ions 

cwco1.m tint; in the trv.:.l.nin.g of girls ,"rho expect to enter in to the secre

tarfol fi,'3ld of employment .. 

''.i:hc post tions incJ:uiiec1 :ln the stnd:;y call for th,s perfornaJJ.<:':e of such 

a wide \7',':lriety of ,luties that the future employee needs tr:;;,ining in sk:illed 

subjects as well as ha.sic su1),ject matter in order to do more than o;:1e job. 

lsh, spelling, r;er,wnal. a1?1J81'1.rDnce ,;,no. office manners. The employers 

seem -i;o inclnd.e these four qu0,li:fic,:1,t:lons as prerequisi teg to employment. 

RecomrnendJc\. tions. 'l!he primary recommend.a tion is that at least one 

course in selling be included in the business curriculum offerings of 

lforthern Ok:h'lhonn,, Junior College. 

It is reco:rm11ended that a course in typewriting and a,n office training 

course, which will include filing ;:;nd the operation of the a(1ding rnB.chine 

and ca.sh :register, be inclucled in. the 1msiness admirdstration curriculum. 

It is recommended that the student be trr,,,ined in e, general business 

f:ield along ni th h:i.s specialized. line of ~7ork. 

It is recommended that the business depHrtmont of liforthern Oklahoma 

Junior College improve its placement p!'ogrt>,m so thr1,t facts concerning the 

(leman.ds of employers will b€', accessible to the advisers in gnirling th(3i r 

stud.en ts. 



It is recommended tl'L'J,t r:d; lea,st one gemester of ::i,ccounting be included 

in the genereJ. 'bus:i.ness and. secreti".l.r:i.al science curr:1c'l-1J:ums. 

It i.s recommended. th.1:1,·1:; s:lmil<'lr nurveys be ma.de in other ei ties in 

which :cela tivel;y lc::,:i:ge ntu;1bers of !ik,rthE:rn Okl:-:ihoma Junior College stu

dents live t:J:nd/or seek employment. 
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.APPENDIX 
Date of interview ~---,---~--------Title of person int.erviewed: 

A SURVEY OF SELECTED OFFICE AND STORE OCCUPATIONS 
in 

Blackwell, Oklahoma, 1948 

Name of Firm Location ------------------------- ---------------------------~ 
Kind of Business (Wholesale, 

Retail, etc.) Line (Hardware, etc.) ------------~ -----------
You are asked to answer some questions concerning the different positions you 
have in your business. Employee's II posi tion11 is one in which he performs the 
majority of his duties and to which he devotes most of his working time. 



Number you now Min:i.mwn ag1 Does your Is 
have employed employees firm prefer experience 

Position (30 or more hrs. will be 11M11 or "F" required 
per week equals hired employees? of new 
full time.) emolovees? 

Full Time Part , Time i No 
M F M F M F M F Pref. Yes No 

Accountants 
-

I 
Bookkeepers 

I 

Cashiers l 
I 

Ledger Clerks 
I' 
I ·-- '- -

Bookkeeping 
I I 

Mach. Operators 
I 

I - I 
Secretaries 

I 

i • 
Stenographers 

( Shorthand) 

Dictaphone or 

I Ediphone Opera-
tors 

I, 
Typists 

Receptionists 
' I 

• 
f: Bill Clerks 
II 

File Clerks f 
t 

Order Clerks t Ii ,, 
I JL s 

s 

G ......... . . ~ - . 

p p. ;· •• ~ 

l...J .:... 



Number of Number of 
employees employees Minimwn educational 
hired during dropped requirements. 
last 12 from pay New employee must have 
months roll during completed: 

last 12 
months 

M I F M F Grade High ·:Busi-
I School School 1 College ness 

617 8 9 · 10 11 12 , 1 2 ' 3 i 4 Callege 
Accountants I ·, --- -
Bookkeepers I 

I 

: i 
r: I I Cashiers ' 

i I I 
I I I Ledger Clerks I I i 

Bookkeeping I 

L t 
I 

Mach. Operators 
~ . ,_ ·-

Secretaries ~ 
Ii 

! 
i 

I ' 
Stenographers 

(Shorthand) ~ . 

Dictaphone or I I Ediphone Opera-

I tors . 
t I Typists 

I . --I I Receptionists ! I, 
' 

L' ij I 

Bill Clerks 
I 

I 
~ 

I I I File Clerks I i ' l I _L I I 
I - ,. - I ....... 

' . 
- --- - ··------···---- -· ----

. I 

··----- - --



Number of employees performing certain duties: 

I ' I 
I I 
I 

Ul . 
C) C) ..c 

C: C) .gp 'a. Ul 
C) Cl) Q 

0 ..0 C: Ul H H m 
•rl ·rl C) •rl C) ·rl 0) 0 C) i~ E1 
+:> H ,-j C) C) ..c: C) H +:> C) 

ro o ;!I: C: •rl •• c:.> ..s::: 0 0) i-.. C) . Ul +:> t..'.l 

Position +:> Cl) 0 •rl +:> a, ro ~ i-.. C: 0 +:> •rl •rl -~ zj @ 
C: H c:.> +:> s 0. 0 0) +:> 0) QO ~ ~ o. ro ro H ..c: C: C1j 8 C) Ul 

H H M QO "Cl 0.. 0 ,-j H Ul 
+:> l>. • 0.. C) C: 0 ·rl ro ..c: ::; +:> ~ 0) 

C) (I) (l) ,-j ~ r-l n.:g Q) ::l +:> 0.. C) 

~ ..c: c:.> ;.... 

I o. ,-j -~ "Cl o .. o..·o .-f 

~ 
cr' c:.> :a r-l C/l ID 'd 

a •rl ~ ~ ~:E ~ Q) 0 'u ;j ~ fil co 0 C1j ..c 'D 
J'.x. 0) ~ C,) 0 0 0 ~ 

Accountants 

Bookkeepers 

Cashiers 

Ledger Clerks 

Bookkeeping I 

Mach. Operators ! ' 

Secretaries I 
f .. --· 

Stenographers 
1 ( Shorthand) t 

t Dictaphone or 
I Ediphone Opera-

I tors ! 

Typists 
I I 

I . 
Receptionists ' 

·-- --

a 

Bill Clerks i 
I 

Fi .:L.-.._l!_]_..e~1. ... a_ - I '- ·1 
- - - l . ' -~-- 1 

Or 
.. . 

Pa 

St 

St 
I • • ------·--- -·-------------..... - ·-GE ....... ~.,..--

' 
( 

-A, 

A 

I. ... 



,,. 

Does your average new employee need more training in English and spelling? 
(1) yes , (2) no • 

Does your average new employee need more training in personal appearance 
and office manners? (1) yes , (2) no • 

Namesof Northern Oklaho.oa Junior Colle ge e; raduates or former students employed 
by your firm. (Hust have completed 1 semester of work to be included in this 
study . I will check with the registrar's office for this information.) 



Typist: Harold A. Coonrad 




