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Ren1bel•s ol a o not 

bulation .. 

The Jority of the ir s that mploy people in 'oftic and les 

PQBition ue 11 ch or th twenty- t , or pprmi-

te~ o e-th1rd of the tir visited employ nJ.,- on snot 

rot the own rta fa • Sin ppro tel7 52 per c nt or the 

. tit ploy 1 or 2 such person , it a p 

uired to o re t n 

student• 1n t part t, 

tha e ciallze in their 

C ot • - Th da collec .. 
bu.lated to d.e sele d a ottic 

positions b.r vario type sult 1n ble II . 
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8 round pl • cond, a 
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l. ar,IploytVi;} 
2 aqployee~ 
3 6~J.oy,;c:1-etl 
4 euployees 
5 emplcy~&:J 
6 am.i;loyees 
7 er.iployt1es 
8 ample.yeas 
9 a!!lployeea 

10 employe~.s 
l2 eqployees 
16 amploya1slu 
20 1:1:.mployeos 

29· 
11 .. 
12 
9 
7 ~, 
2 
2 
1 
1 
1 
l 

33.3 
13.5 
13.9 
lt) •. 3 
a.o 
5.8 
2.11 
2.3 
1.1 .. ;; .. , 
...t. •. 1. 

1.1 
1.1 
1.1 

101; 

Thit:.t t,ablie s.i'wuld. be road as .tol1.tm(u J:~ci"1 o.'.E twenty-nine firnv1 om.ployed 
only on~ rnnployee who tias not, a me.moor ·of the; ow:ner1 a :t:ami:cy,. 
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T LE Il 

fflrBEB OF lOYEES LOYED I 
Bt ODS 

ot 

l 2 2 
3 ' l 1 9 
2 8 16 
l l l 2 
l l 1 2 
l 1 1 
3 3 .3 
4 6 4 10 
2 2 
3 10 18 1 s 34 
s s lJ 1 27 
3 ; 2 1 
2 l 1 2 
l 8 
l 2 2 
.3 5 1 l 2 9 
4 l4 2 l 2 19 
l 3 2 5 
8 25 2 s 32 
2 9 2 11 
J. l l 
2 2 2 
J 

, 
4 .. 

3 8 J ll 
12 l l8 l 20 

:f.o Ofli l 6 l l 8 
2 2 2 4 
l 2 l 3 
3 3 3 
2 5 l 6 
l 1 l 
l 2 2 
1 16 16 
1 .3 3 

Ott! l 1 l 2 
l s l 6 

- - - -
87 124 127 16 28 295 

cl s ollow : 
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~"l~J.~.s~ mn1!.i.<la~ 
U1~S:hi.ars 
ruJ.1:lirery rioya 
iteceptio~ist~H 
'lel~pho:ue Operator-a 

9 
1 

4 

12 
'1 

42 
l 

j~ 

16 

3 
1 

10 

16 

{'\ (;:;. 

1 

12 
7 

1 

4 
16 

9 
18 
11 

ll 
1:16 

J 

JJi, 
'1 
4 

16 

1'bis table should be read aa t'ollm1s: l'hree part-time i:::::;n eicoo:mta:nta nere 
emplotetl by i';~lID included in the: DUMTC{l ,, 
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ition to e1 th v; 
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3 . . ' 1 r, ge. cit . , p. 16. 
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Thia table ehould be r1 
1n aooountants. 

T.&BIE 1V 

:mm o-\ .. a..,u, -...iu.au. 
IN SELECT~D STORE 

J 

1 
l 

1 
3 8 

1 l 

- -
l 4 11 

l 

l 

l 
2 

3 

10 

.3 
3 

2 22 

:QUI~,.1 
POSITIONS 

l 

l 1 

l 
1 

l 

I,, 

2 

l 

l 

1 

1.0l'EES 

l 
3 

4 
6 l 

l 

l 
l 

- .................. - - -
l 2 10 l l l4 l l 

.pplled data 

w...i.n.&.IIIWI employment age ot 18 years tor 
~ 
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l 
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l 
s l8 

l l 

-
Total 1 6 21 

,. V 
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~ 

-

1 
3 

6 

23 

10 
.3 

3 46 

3 

) 

to 

l 

5 

-

l 
l 

4 

6 

2 

2 

6 l6 

3 

3 

1 

l 
3 

10 
l2 l 

- - -
l 26 l 

l 
2 

2 

Thia table should be read as tollo11a, For the jobs held b7 men acoountants, e.aployers specified a 
m1n1mwa age requirement of 18 7eara tor 1, 25 years tor 11 and 30 years tor l . 

2 

-
a 

t; 



TABLE VI 

NUIBER o IOI 

l 1 7 2 4 1 3 l 

6 1 l 
2 l s 2 4 

2 l l 

1 
1 2 l 2 

2 3 ' ' 1 2 l 2 
1 

2 

1 2 l 
l - - ...... - - - - - - - -

Total 2 3 11 4 26 2 9 lJ 1 l 8 l l 

ta 

This table should be read as follows, One employer specified a minimum emplo7ID8nt age ot 16 :,ears tor 
'omen 'bookkeepers, 

~ 
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This table should be read as tollowsa 

TABLE VII 

,N EMPLOYEES AOOORDI 
SPECIFIED BI EM:PU>IERS 

l 1 11 

7 
3 l 7 

2 

l 
l 2 

15 l2 6 ' 
l 

16 

- - - - -
15 34 6 34 7 

4 

2 

1 

5 

2 

-
14 

REQUIIWWf.rS 

4 3 .3 1 

l l 
5 
l 

l l2 

2 

1 

- - - ~ - -
15 l 3 18 0 1 

For tl1e jobs held by women record keepers, employers speciti 

l 

-
l 

minimum age requirement of 16 years tor 1. 17 years tor l, 1B 1eara for 11, 20 years for 4, 21 1eara tor 
4, 24 7eare tor 3, 25 years tor 3, and 30 years tor 1. 

.... 
VI 



inclucied in th · study'. Of' these e ployers, 26 sp citied 

age of 18 year • 

16 

t;y•tive, or 61.3 per cent, ot the 155 wo n employees included in 

the stud1' were employed in positions or which the emplo3'er speeitied 

mininmm employment age of 18 years. 

To rise, 1n the light r;f the abo~e deta, obtained from Tables V 

and VII, it ee lJl that there are opportunities for emplo,ment tor larger 

percentage of girls than of boys at the age ot 18 years or under. 

One- half or the employees included in the study are employed in posi

tions tor which the minimum employment ge for new employees is 18 years 

or under. Thia 1s true tor men and wo n employees s separate groups, a 

ell s tor tot l employees. 

_z Preference Expressed. ,gz Employers. As ab.own in Table VIII, ot 

the 140 employers who supplied data, 63 preferred men, 51 preferred om n, 

and 26 indicated no preference. No prefer nee include th mployer who 

e:xpres d nos x preference plus th employer who had a definite preterenc 

need tor both n and wo n. 

f The data in Table IX show tha distribution ot employ es according to 

the sex preference specified b,y the employer • Ot the 295 employe s, ll8, 

or 40 per cent, were e loyed by the employers who indicated a preference 

tor n; 92 were employed h7 the mployers who indic ted a preference tor 

wo n; and 85 w re e ploy d by the employers who expre ed no pr fer nee . 

~ i!,! Emplozment . During the last twelve months, 161 people we 
I 

hired in the positions included in this study and 76 dropped fro the 

payroll, resulting in a gain of 85 employees, including both full-ti nd 

part-time employ es . 

Sixty-nine !'ull-time men employees and 53 tull-ti 

were hired, while 32 IIBn and 16 o n re dropped from the pa;yroll; there.tore, 



~~~,.~-~,:-.. ~'-'-"~ .. ,~>;,..;_,,.._... -
!~ql~ t~q?~~:£i. 

f\UCOUrita.trhrJ 
it.'lukkeepet·s 

Gle:i3:W 

'Sec:i-:·eta-rial Poait.io.t1;1 ~· (:. , . a >·.::r..-~ 

S?.creta'tl':la:J. 

2,:iiscellaneous l'osiM.ons 
~ tla·all.ior~a 

wlivery ooytJ 
Y~ceptio:i::d.Mto 
'.1.'elephone Opo1•.:rhor•s 

·~ .ec ,, 
J, 

~ 
,~,;:;a-

C::} ..... 
13 l. l 

5 1 

1 

-

:---=··:··:::·::::::::::::::·:·:·:1~:-~:~~ .... :-........... ::::::·::::::::::::::::::::::::::::::::::::::::::::::::::::::::::(k:··:·:·::.~~=-=~:.:.:::::::.:6:~·=·=·::::::::::::::::::::::,:::::;~~~ 
rli::rts: Iu th:ls '.table each e::'l;)it\li"Cr :ls ootmt.ed as !;I!, scpz.rnt~G 0;::ctJloyt1!'· 

Gach. t::Uuii;i ne su.ppliecl data eo11eeruiJ:1g r1e1~ pr,d:~1-enoe i'c.s.~· !1~t.J 

~mw 

accountants~ 2, eritjloyet"i 
:rlot hffVO a 5;,referer1ce., 



\ 

TAB.LI I 

D1STRIBU1'l0 0 JOBS 1iBU> BI E IO 
BJ SU SP I 'IED BY 

Po t 1o 

' 2 
ll 

l 

Qlerk osit1onp 
ipping 2 

Stock l3 
Gener 1 Otti 

11 
56 

.3 

12 
7 

-
To 1 ll8 

l 

lo ra • Prefere 

s, fnttrence 

l 
l3 l4 

l 

8 1 
l4 3 
4 7 

1 l 
s 2 

2S 55 

2 

4 
l6 

- -
92 ss 

fh1s le uld be d as .follows, Two acoo nts were ployed bJ' 
e loy r 11h ta d pref. rence for n ccoun nt. 
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19 

wa 1n 37 n, or a to l gain ot 

74 tul.l- •. 
bl i 1n e lo7 as tollo11s: 

tal at 39 , 5 men the t 

.t le ha; 4 n 24 WO n pqroll. Th 

raault was ginine lo nt of 1 10 lot 11 

p rt-t loyee . 

in in lo7JD9nt during e lat. twelft 

nths int ble .I. 

r tud3' of 

8Ul'Ve1S was d, it concluded that th 8 ndard 

of job turno r . , ecur tel1', the 

stud7, job turnover the t . labor turno r 

r • The t labor turnover rate is tined s •the nwabe;r ot repla 

nta .... 1n the by e 

a counti • 

bus ss r· in Pqor included 1n this stud..r 

r torce ot 252. S wor er in e 

• Ot th 252. S worker, 2l4 .tull- t 3 .s 
;rkera. 

nd III, d 

at a follows, A 22. 4 per t job t ver t'or 

nt j b tur r for part- t 

Th pereen on it respective 

yearly a e • 

4 Dal Yoder, Personnel and labor Relat i ons , p . 214. 



TABia X 

GAIN I DURIW THE LAST -.nu,uS 

l 9 2 l 1 8 8 2 2 10 10 

3 l 2 2 2 2 
17 '1 1010 1010 

1 4 2 l 1 1 .3 4 1 l l 4 S 

1 l l l l 
6 l l l s 5 ' ' 2 2 2 2 2 2 . 
8 4 4 4 4 4 
,3 10 4 28 22 2 3 23 21 S 29 l 5 6 22 13 35 

l l 0 0 

1 1 l 1 . 1 
8 4 4 4 4 

l ,l l 1 l 
6 3 ~ ' 3 ' - - - - - - - - _....._ ........ --- ---

l 69 53 s 34 .32 16 4 24 37 37 74 l 10 ll 38 47 85 

Thie table should be read as tollowss During the last twelve months 1 tull-tim man bookkeeper wa 
eaplo7ecl and l tull-t1me man bookkeeper was dropped from ~ha payrollJ there.tore, th.ere was net a gain 111 N 
employment of men bookkeepers. 0 



TABIB n 

s1 

1 9 10 l l 2 2 7.l 

3 3 1 l l 12.5 
17 l? 7 7 7 53. 

l 4 5 1 1 l 14.3 

l 1 0 0 0 
6 l 1 l .s 

2 2 0 0 

8 4 4 4 44.4 
4' 10 S3 22 2 24 24 26.2 

l l l l l 33.3 

Ppsitignp 
1 1 0 0 
8 8 4 4 4 80.0 

1 1 0 0 0 
tors 6 6 3 3 3 20. 7 

-
total 69 53 122 32 16 48 22.4 

nted 
ed, 

her or full-t 
l2 

• 



osi.tio 

iegord ~e.!~ 
Account nt 
Bookki eper 
Ledger Clar 

§tcretarial Podtionp 
Secretarie 
stenographers 
Typists 

Clerk Po!4tiona 
Slipping 
stock 
G eral Otti 

~~!i-.1os1t1ona 
olesale Sale 
tail le 

Depart nt 

scelJ.aneoua Posit.ion 
Cashier 
Delivery '3' 

ept.1on1at.s 
Telepho Oper tors 

fo l 

TAB XII 

II • T 

2 2 

2 2 

1 l 
2 2 

4 28 32 

l 

0 

1 l 

l 
0 

S3439 42428 

'total Turnover 

iiiir' ier c,nt6 

0 

l 

l 
0 

-

0 

66.7 

50.0 
0 

-
72. 7 

nt. during th last. 12 months, r presented 
wly plo7ed. or total separated, hichever is ller. 

b P re e of net turnover based on th aTerage numt~ ot pert.time 
employ a during th last l2 months. 

This ble ould be red as follow: I>uring the p ceding 12 nths, 2 
wo n bookkeeper were hired; no bookkeeper were parat d trom th ir jobs; 
therefore., the snot a job turnover. All da are tor part-time e • 
ploJee • 



To summar.1ze·, da pre nted in Table II sbo t ur th la t 

12 nt a t l Qt 161 tuJ.l...t· 

o s the r of e ployer-s 

ted 30.l per. C:etlt Job t'Urllov r . 

l!idupation ft!guil"e nts. 'l ble 

cifying vario minimum dueation uire nts for the occtt tions 

clud in the study. mployer counted as te employer 

ch ti he supplied dat tor & specific occu tion.. Ot the total employ rs, 

onlJr 21 w re willing to hire e loyees who h d not co plet high achooi., 

while oni, 5 

the 

plet d high school 

own in able 

trl.red ploy in sp cif'ic occupation to 

cation. 

, 

0 hundred to, or 72.9 per cent, o~ 

ployees in so occupation st have co 

u 

the 295 employ incl: ded in 1 study •• 

Experieset~ llegttire nta~ Table XVI g1v s t e xperi nee 

for new loyee as pecitied by' th& e loyers. In king tbi tabl , 

e ch mployer as counted s a s ra employer aeh time be S11pplied da 

con rning exp ien quir& nts tor ployees 1n n, occu tion 

li ted. or the 139 loyers, 54, or 38.8 per c nt, 

or w employee 1n so occu tions; 85, or 61. 2 per cent, did not uire 

xperi nee. 

O bun d f.ive, or 35.6 per cent., ot th 295 e plo s incl in 

the tudy held job tor which employ rs did not quire experi no 

ploye.a; 190, or 64.4 per cent, h 1d jobs tor hicb. eri nee s equired 

of employ s. il are shown 1n Tabl XVII. 

na l Wo tcion 

with terenc to curricul nges or modi.f'ications, p rro d 



T llU 

llll2l l 2 

3 3 1 1 
17 17 7 7 

1 6 7 2 2 

Cl rk Positio ! 
Shipping 1 1 0 
Stock 7 7 2 2 

e 1 01'1'1 4 4 0 

8 8 4 4 
47 3 85 25 25 so 

l 1 l l 

l 1 0 
8 8 4 4 

l l 0 
tors 6 6 3 3 - --

"tal 74 87 161 36 40 76 

PePcant.Ai:,,e ot net turtiover s d on e 
uring the lat 12 nths. 

Total 
Tlll'l10'lire:r Turmv«r 

Pr Centb 

2 6.0 

1 12., 
7 5.3.8 
2 23.5 

0 0 
2 16.0 
0 

4 44 4 so 42. 2 
l 33.3 

0 0 
4 so.o 
0 0 
3 20.7 

76 )O.l 

loy 

This ould the p 12 nth ,. 1 
bookkeeper 1 wo n bookkeeper rated from th ir jobs. ere 
a total turnover ot 2 o pers, or 6 per cent or th verage 

ot bookkeep-1 employees tor the precedi l2 months. All da are tor 
tull•tima d part-time employe s combined. 



Qler 

BUJIBER 01 

Poait1 

ositi<>D!f 
S'lippirJg 

To l 

T 

IDIERS SP Cl CATIO 

25 

REQUI Sm 

Grade High Sc 1 College Busin 
6 7 8 9 10 11 12 l 2 3 4 Colleg 

l 

l l 
l s l 4 

4 

l 

2 

1 
14 
1 

8 
14 
s 

l 
10 
4 

3 
2.8 
l 

6 
2 
4 

1 11 l 6 2102 

1 
1 2 

1 

2 3 

1 
9 

2 

12 

In r1 thi table, each e ployer s counted as a sep te 
employer each ti he supplied data concerning education 
requirements tor any occupation listed. 

Ibis ble uld be d as tollowss o employ r specified that n 
countant st h :ve co leted high chool., 1 e ployer 1tied t t 

ecountant st ha -e co lete t ur year ot college., a l e le er 
citied business college. 
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l u 214 

4 

l6 

1 l 1? 2 

l 

9 

11 

' s 

., 
S 10 

' 

' 
, 
4 

1 1 
1 l 

2 
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l 
7 
2 

' 12 
1 

3 
l 

-
'4 

• 

lS 
l 

6 
·4 

1 
2 

2 

' s 
3 
1 -
' 

Z1 



TABLE mI 

DISTRIBUTIO OF JO S .A.GCORDI.tn TO MI U: EXPERIENCE 
BEQUI MENTS FOR EMPLOYEES 

Position 

Record eperg 
.Accountants 
Bookkeepers 
Isdger Clerks 

tarial Posi ti.ona 
Secretaries 
stenograph 
Typi ta 

Clerk Lew, "!.!iJ!i! 
ipping 

Stock 
e r l Offic 

§elliilg Posit1o 
Wholesale Sales n 
Retail lesmen 
Department ra 

111 cellnB!Pu1 Positions 
shiers 
li~ ry Boy• 
cept:lonists 

Telephone Operators 

Total 

Experience 

3 
l.3 

10 
4 

l 
13 

2 

5 
l 
l 

-
105 

u1red Exp ie 

25 
l 

9 
8 
7 

1 

; 

5 
93 

9 
6 
3 

16 

190 

28 

thio ble sh~uld be read as tollowsi Employer requi experience tor 
the 3 Jobs held by accountants. 
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TABIE lVIII 

BUMBER OF EJIP!OYEES PREFO 

i 
l 

Position 

I ~ .!i 
£ 

3 1 
38 l2 .36 34 
l l l l 

9 2 s 8 
lS 18 18 
11 7 ll 

2 2 l 
15 11 11 7 
7 2 7 6 

ll 11 2 
136 136 8 5 

3 3 3 4 

14 3 4 7 
7 5 
4 3 2 

16 3 

Total 295 188 100 105 

ould d tollo : Ot 3 

30 

CERT.AI · DOTIE 

... i. 3 

' 
I 
:::, 

l 3 l 
29 9 3 9 1 
1 · 1 

6 7 7 4 6 
6 ll 2 3 l 

4 2 

2 
4 2 1 
4 s 3 2 2 

2 2 
12 70 1 
3 3 

4 8 1 

2 1 
2 

76 39 168 26 3 11 

un nt , l type a rt of' 



idn ce consi, ring 

DOC111C1tEH,ping s a career 1 lv the cquiri of occupatio 1 into ti.on 

in this tield.l 

ocou tio l inf ion sec through thi 

paragraph . 

ey 

n 

13:aed in the follow 

pers. or the total 42 

wo ('?abl XII) • 'lb.i 

rd tee rs employ , 

n s exactly twice as 

n wore lc7ed in th record keepi po tions included 

in this · tudy. To be re specific, the wo n ere mployed only as book• 

pers; therefore, there re twice a rq o n bookkee-pers s there 

ccountants, bookk pers, and ledger clerks co bin • 

tio 

otal 

f IE XII 

NUMBER OF 00 

9 
l 

10 

21 

23 

3 
l 

4 

IO?ED 

3 
10 

1 

) 

38 
1 

42 

This tabl hould d s follows: Th n N plo7ed 8 part
tudy. ti ceoUJltants by th ·ploy s included in th 

in 
o. 

ccup tio l Infor tiou for 'lbo Inter ste ..,,..,... ........... ~=~!.! -=;;:;..;.;:io;;.;:;.::n Association Fo , ol. II 
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keeper-a.. Only 21 .. 1~ per •cent t>f the 42 :racord keepers oore part-Ume 

•fPlo;yees .. 

, l:M.nimnm llt! Reguirements fpr Eifen Regord leaP§!rs. fable XX shows the 

n't1fflber o:f employer~· wl10 specified certain minimum age raquir;'i};r..~.nts !or 

men reeord lceepar-a. In this tabulation each employer ms OOM'te-'l .as a 

sepa1..-ate qloyer each time: he suppl.i.ed data e-onoorni.ng t.-Tiei 8ge mqu;use. 

ments for arq of the occupations listed. Gnly 3, or 23 pa-r oent, of the· 

l., ~loyGt'is reporting s;peoUied a mi.nhmm Gmployx;mnt age ot· le years tor 

men reeord keepers., while 10., or 76.9 per cent, o:£ the. em--plo-y-er.s- apeclf1ed 

2,Q ,-ears -or above. mbe findings lead to the, conclusion that boys 28 .,~ 

ot age. or- under who are interested .:tn record s.:eeping sho:ttld cxmsi.der 

turther training in business education. 

Table m·shows the distribution of Jobs: held by men record keepers 

a~ to the minimum sge i-equirements specified by employers. Four,. 

or two--J.1$Wnths., of the total 14 record keepm.-s were employed by the 

employers specifying a L"!.inimtml employment age ot 18 yea.rs for record 

keepers. ·~ boys u:ndeF" 18 yrt;are -of' age 'liare et'iployed as record -keepers. 

Aceordi:i:1g to ~nk ot employees as to minimum employment &.€te, the 
' . .. . 

~est fflll.!Jber of persons werG emplQ;ved by the amployers specifying · 1$ 

·ana. 25 years of age; 30 yeara ral'.lked second; and 21 years :ran~ third,.. 

to summarise~ data presented. in 1'ables ll. and m show that. the 

t<>tal personnel employed in the record keeping positions ine:ludad. in the 
. ' . . 

study were oloaeJ~r cor-c~lated to the (f,inimnm age ree;.uiretients speeiti.ed by 

the e1::1pleye.rs.. In other words, 23 per cent o.f tha employer-s ;reportiu_g 

s~Uied. a Pi nim.um amployroent age of le 1ears,. while 28,..5, per cent of the 

~tal emploJ'E)es laf?ld Jobs tor which employers specified a mirdmum emplo7-

men:tt age of 18 years .. 
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Po 
16 17 2l ?:4 25 30 . 

l l l 
2 l J. :3 2 

l 

'otal 3 1 2 4 3 

d. 

read tollo s: One !.!lployer pecit:L 
tor men coo tanta, l specif! 

• 

T LEXll 

Position 
.Age Specif' mployers 

16 17 18 20 21 24 25 30 

ccountant l l l 
kk per& .) l 1 3 2 
er Glor l 

To 4 l 2 4 

This ble ould be re.ad s tollowsi For the jobs held by account-
nts, mploy r pecif'ied mi age require nt ot 181 s tor 1, 

25-7ear for 1, 30 rs for 1. 
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~!!:!.!:!!:!!! AU Require nta ls, Wo n The age pref erenc s 

tor., n recQrd ke per s indicated by the mployers are given in able 

mx. 
twe1 

wo n ceot1Dtants or l dger clerks were mployed duriDg th last 

nths . One employer indicated a willingness to employ wo n 

bookkeep rs at the age ot 16. Ba ed on the stated employer preferene s, 

35 per cent or the employers ill hire gix-ls at the age of 1e for, ~ok

ke pil'.lg positions. 

Th employers who sp cified a mini emplo nt age of 18 yeers or 

under employed 1.3, or 46.4 per cent, of the 28 women r cord keepers 

employed. Eleven employers, who preferred omen bookkeepers 20 years ot ag 

or aver, employ 46.4 per cent ot the o n bookkeepers employed. Table 

mII presents additio l in.tor tion concerni.ng the mini employ ent 

age of n record k&epel'S . 

Th ~incUngs, 1n all p:N>bability, indicate that larger percentage 

oi' th employers hir wo n bookkeepers 20 years of g or over. Prospee

ti bookkeeping personnel probablJ' should consider further training 1n 

busin s education. 

§!! Preferenc Expressed l?z lo ers. Of the 30 employers who 

supplied da , 10, or 33.3 per 0-ent, preterr d n rec.ord keepers; 9, or 

30 per eant, preferred wo n record ke pers; and u, o:r 36. 7 p .r cent, 

indi~tecl .no preferenc (fable DIV) . 

On the 'basi of expressed employer sex preferences, th investigator 

found that out of the 42 record pers,: 1.3, or 31 per cent, were mployed 

by the mployers . ho indic tad preference for men; 13, or 31 per cent, 

wer employed by the employers who indicated a pre1'ere c tor 110 n; am 
16, or 38 per cent, were employed b7' the employers who expressed 

These data are summarized in Table XXV. 

preference .. 



Posit on 

coun+ ts 
!ookkeepers 
ledger Clerk 

Total 

Mote: 

DIST BUTIO O · 
IIIII 

Po i.tion 

Total 

16 

l 

l 

16 

1 . 

1 

f 1B I 

fl 

17 

l 7 

1 7 

17 l8 

l 11 

l 11 

35 

ployers 

24 25 30 

2 4 1 3 l 

2 4 l 3 1 

a ep 
concarning the 

tio llat.ed 

20 2l .30 

4 4 1 

4 4 3 3 l 
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okkeepars 
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Total 
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P, sit.ion 

tal 

TABIB XXIV 

I.OI FO RECORD ERS BY 

2 
9 

10 9 

,ployer p. t rrad 
ve a preference. 

Ii.BU: llV 

2 
ll 

lJ 

ad as follo : 

l 
9 
l 

ll 

l 
14 
l 

l6 

J6 

loyed by 
nt 
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re hir , 2 are dropped fr the payroll. 

nth 12 bookkeeper 

result s a gain 

in e lo n o 10 bookkeepers, including both tull-ti nd ~".-r

P cific inf'or tion eoncerni the in in loy nt 

during last 12 nth i on in T ble WI. 

t1 in the record kee po:sit.ione, 

the bu ss firms in or 37 

per• Of the 37 cord 29 re full- record 

re rt,... 

Table 

kkeopitr 

I sho that during th pr cedi l2 nth , 10 tull•ti 

re hired, and 2 full- ti bookk: pers re 

their job • h wa to 1 turnov r of 2 tull•ti 

cord 

6.9 per C nt Of the ,:nna,...,,. ...... ,.,......,.,...,.,r of tul -t, te bookkeeping e ,ploye-e for 

th preceding 12 mo a_. In ble perc ntege of turnOV\ r 1 

on th to 1 year :r., a e ot f'ull-ti okke pers employ 

part-t bookkeepers dur:u,g the preceding 

~ nths; and n bookk epers ere parated th ir jobs. ere.for , 

there not a turnover in part-time jobs (Tabl XXVIII). 

'to summari e, data pre.sente in Table mx o ths.t during th last 

to l of 12 okkeepers nd 2 kkeepers ere 

£ro th ir jo • ere a o 1 nover of 2 bookke p rs, 

or 6 per cent of rag number of bookkeeping employ es for 

prec 12 nt.h8. All 

combined. 

Education Require 

~cord keope.rs are shown in abl xn. It 

nd part-ti 

ueation quirements for 

signif'ica to note th t 16, 

or 53 .• :3 per nt, ot th employers r porti ch ke th co letion of high 

cord ke pars. 



TABLE XXVI 

GAIN IN EMPI.OY 01 RECO LAST N'l'HS 

~mr ~BP~ __ -

l 9 0 2 l 1. 0 8 0 2 2 0 10 10 

To\al l 9 0 l l 0 0 2 2 0 l.O 10 

'this table should be read as follows, During the laat twelve months l tull-time man boo.kkeeper was 
e1;1plo7ed and l tull•time t:1an bookkeeper •as droppeci trom the payroll; theref'ore, there was not a gain 

in employment ot men bookkeepers . 



fo l. 

i 

t mu 

l 9 10 

l 9 10 

Se,wated 

' t 

l l 2 

l l 2 

2 

2 

7. 1 

6.9 

t tul.l-

During th preceding 12 nth, 1 
hired; and l bookkeeper 

/ 

s a total 
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?ABIE III 

New:11' !o l Total 
Poaition Turnovez- Turnov 

Hum~ Per Gs b 

2 2 0 0 0 

2 2 0 0 0 



T.lBl.E mx 

l ll l2 l l 2 2 6.0 / 

1 ll 12 1 2 2 

• 

b Pe a oL net turnover d on the a 
oper during to 1a~t 12 nths. 

ad a-a follows, During precedi l 
n kkeepers re hiredJ 



LI XU 

Grade 
678 

1 1 1 
14 1 2 9 
l 

l6 l 3 10 

te, 

e employ or quired high ool gr dua.tion tor n w 11or1Q r 

• loy · 30 k eper, approxima. q 71.4 per nt o~ the 42 

study. Detail sho in Tab xm. 
fi e to indicat that s tirm 

tudy are willing to loy high chool 

1n oord 

It i t achers co ·equain d w1 

D0011C1CEJepiDg syste , e pecially, in the local c t • The 

bookkeepil:!g cour s should be kept up to date. Prof saor Paul A. l n 

aid 

main sourc ot 
tbat teach rs 

to vi t bu.sine 
used ••••• 
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ABIE 

1SOC111t1a~pers 
Le~ger Cl rk 

l 
28 
l 

1 
l 1 

l 
8 

e 

JO 

To 30 1 2 9 

ould read s follows: or the jobs held by- accountants, 
uire high school graduation tor 1,. 4 7 ar:. ot co~ ft>r 1, 

-.a..uvs college training tor 1. 

b•~!tepl.Jlg and acco 1 
only~ the extent t.hat the;y . 

-
Experi lf, or 46.6 per eent, or the 

1Yers cord epers. Ot 

loyer porting, 16, or 5.3 .4 r cent, do not uire e rien • 

to 

posi ion 

~ experi 

da , pro bly on.13 bout 

ble to the busin! ss education graduate, 

ufrernents a :i;pre d bl th e lo s in rvie 

,. lfill be lai in th follow 

r record ke pers mployed 1n Jo 

rte ce 1a not. required .. Additlo l i c erie 

u1re 18 given in Tab xmI. 

te,• 
• 7 (April~ 1948). 



.itcccu.ntatrt.,$ 
Book!ceep!71l."'D 

NTu-nber of J~r:lp loyer~ 
RequirinG ~i:ps,rieneC' 

3 
11. 

N'ur1be1~ of E:~~lc;y-e:ra f{ot 
H:3q11:lrl.ng Bxper:l.ence 

15 
1 

JU I 4 ,.,.._ 
_ .. .;,ii .. ~ 

saparo·G.t;;: in thia ta11-ie" ea.ch 0:'rfJlo;y:~r ';11;.;;;; 'c'cr'"mrted-a~3. a 
i..~:nployer each co;:.,cErtning a;~~ie::.•leuco 
:re~F1.iremlJnt:. frn:- a11;,ir 1;,,C(f}J!X:.tM.0-::1 l:J.;;t;od.. 

neve:r:a1 
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TAB xnY 

v ...... ;IL. oF PART-TI m cE TAIN DUTIES 

't:1 (I) 

~ ,if ~'S s:: (J) ,.. 
~ .a 

0 .0 .s 0. 
~ ~-a a, ........ .8 (I) 

ca 
+> F-t j J-1 

Position Fi' jill (I) 11.l C3 0 Ff 0. i::: bl) ..§Q)(J)CI) +> II) :.8 0 
µal ~ r-1 Cl) 0 C: ..... ffl p,. () ;a b ;g ! 0 p,. 
J.. 0 •ri •rl ~ Ei ~ (I) !:(O o +3 QJ :a ,£.;. ..-! Q) (I) .0 C: () 

~'t1 i rl .-1 p,. p,. .... Cl1 (D 0 Q) (I) 

~ •r-1 ~ ~'g aa a, C: ~m I'll Ul J.t Ol 
i:..... E-1 E-4 a, t:::> :::, 0 ::, 

Accountants 3 1 3 .3 l 
oklteeping 6 l 4 4 3 2 6 2 

r Clerks 

Total 9 1 · 4 5· 6 2 9 "\ ,.., 

This table should be read as tollo si Part-time ocountants perfor 
sever J. duties; for example, 1 part-time accountant types,. 3 part-ti 
accountants a.ppl.7 kncml dge of bookkeeping principles and practie s, .3 
p rt-t accountants use an adding chine, nd 1 part-time accountant 
uses a c lculator. 

TABLE XUVI 

WJaBER OF FULL-TI IE D PART-TI IB 'CORD KEEPERS COMBINED 
PERFORM! ~ CERTAIN DUTIES 

't1 (D 
(I) ~~11: ~ Q) J.t ! .s:: 
~ ~~ .s 0. 
~ (I) ..... a, 0 (tS 

r-1 A. +> J.t ~ -a! J.t 
Position I Ill CD Cll as o ~ bl) 

8 Q) ~: 
+> I'll g 3 .8 0 

,.ll,I~ A. 0 
0 C: 

~~ ~ ..... a, r-1 0 A. 

fd O"M'M 't1b ~ a~ =ii 

! ::I ~ CD k.8 8t 1-t1 aS :a 
~ 

0. .... a, Q) 0 Cl) (I) (I) 

c9l &! ~to.i J.t r-t ~~ ~m 01 (I) ,.. al 
0 A. A. t:::> :::, 0 t:::> 

Ac;_countants ) l .3 .3 l 
kkeeping 38 12 .36 .34 29 9 .38 9 l 

lsdger Clerk 1 1 l l l l 

- -
Total 42 13 37 36 3.3 9 42 10 1 

This table should be read as tollo-ws: Ot the 42 account nt employed, 1 
accountant- types. 3 apply' a knowledge ot bookkeeping principles and 
practices, .3 ecountant uae the adding chine, and l accountant u s 
CQ.lClll&tor. 



l.n 'l'a blo XXXVII, 

21 years i'or 

stated they 

cent, 
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9 9 
18 18 

4 1 11 

4 34 
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i'!liri table should be rearl 1:1.a follows: :tour ~:1011 typists were e1.:1ployetl i.u 
positlonz. :fox• which the employer;:: specified a m.inimum emplr::iyment age of ;i1 
YOOl .. ,$,. 

:Kt 

mJlrlliER OF BWlPIOIEftS SPEGI.l!'YI1in CF,1U'JUiJ I.1.lr~IiiIU:11 
FOR P£0.liJ1Ti1ffIAl~ Efrls' IDYiZES 

.~ .. _..._ ~~~~-

Sa are t,a.:r.•i:o@ 
St.e:noirt:·aphars 
ty:piS'tiS 

16 

2 

17 

l 
,::, 
'" 

J!J 

,, 
{) 

5 
1 

12 

19 20 21 25 

l 1 
2 i ·+ 

l 1 

l. 1 

::::::::::::::::::·:-::~:::.:~~::::~.-:;:~ 
In th1;·,t';t;};~~"';i.~7ioyer iaoounted aa tt separate autployar 
each time he su.pplied. <lat~ oonce1·11irig the rGqUi~0crrva:at:.. for 
any ooeupati.c:n listed .. 

?llis t,,~bl~:'l rahould he read as ftJ1101Jtj::: Sil:.: employers 3!Jecif'ied a minimum 
employmemt age of 18 year:, for 1,ro, &nt ,:;ecroturie:j. 



P±.yos:peati:ve sec1~~ta1.~ial piz::!."00:1:m.rJl. p1'.:ib.:1bly. ahoaltl oousloo:r· l"ul~.:.her 

trai.ning in aecr.eteu:ial tra.:lrdng bvell t.hough o,r~!" o:rse-hc:li", ~ (;4. 7 p;;r 

ceat.; of' the ;1oii~n saCl."ets·ie.1 v.o-1•}',,a1 .. e1 tK)ru eiqJloyed in positioaG i'ol' 

ul:dcli employers u~eoll'ioo a m.ltitium ag& of 18 yeiars 0:1;· ui:idcJr. '.i.'eblc XLI 

v~~aenta t.~ese <lat.a. in detail. 

Jmployeg Sa1': P:refe.rEn:tce.. Table XLII Ghows the prefei~nce r:;;f ~aployers 

l or Buor,.:rta:rial oruplo;y·1:H~s by sex. ~sed on ·cha ex-pri;)SGOO d':irploye1" prci'eronce, 

of .the 27 0-Elployars 1/iho suppli:ed data, 21, er 77 ,,8 )()Cit' cent, preferred 

wo1.iiez:?., l proierrod rucn1, am 5 indicated uc pI·ei'ere:c1cei.. 'l~e cwpu..y0rs who 

group. 

Th.o tla~ p1 ... eGe11tud iri ~blei KLII! 3llOtJ ·t:i.:iat ~i' th.c 38 :i.:iarct~i·ial 

c££rp.leyeGz» 26~ oz· ~ ... 4 r,cI' c:cut, wal"itr hiroi b,y- th€i eJ:1ployer:s wh.o indicated 

...i pre.ferem::e ior women, ~wl u. or .31 .. 6 per C:$.nt, wmso i:.m~loyed by th,:} 

employers ~ho axpre~satl no pr~fer~nce. 

ei,;1ploy:ment of 17 secretarial eqployeoo. To ha oore specii'ic, 25 i'ull ... time 

secr~ftarial 11crker;;.i were ellrployed durirJg the last. 12 ~orllths:1 am 9 were 

dropped from the payroll.. The reault i~as a gain or 16 tu.11 ... tiw~ ooare- · 

. ta.rial workers. There t:as a gain in e,rrploy!ile:ut of 1 part-·tir'.'.!El typi&t,. 

Table XLIV give.a full in.f orrll8.tio.u. cm1ce:tr.dxig the gain in ei,rploym.c:'Ut during 

the List 12 mouths. 

Estima;ted Job Tur11vver. During the pc!'ecoo.J.ng 12 months 25 filcc1~tari&l 

workers were hired, and 9 f'llil-tim.a aecre'ttaria.1 workers \"Jore seP-".lrated 

frohl ·their jobs. 'l'hars waz, a total tu:rnover of 9 .fu.11 .. tifile secre·~rinl 

employees, or 32 .. l p~ cent of t,he average nru;:i.b-~ of f·ill-·t:L ... '9 i'.K3c:t~(!tal•ial 

employees for t!:;10 pi•ecedi..-,g 12 morrtlm.. The percentage of turnover is 

based on the t,o'tal yearly average oi' :t:ull-ti:1:ie ~ecreturial employees .. 



j'./):;~.:irt:rIHJTI02'f 011 ~T()J3[j i.lEL.D .BY ·~~'"f;J~'.!1?: Sr!CttE'i'.Jl[tt/.1L Ei'J? IhY3~~t3 i\C~JRJJI;n 
TO i:'iINI:JUW .~E ltfiJ\JillttL,i::LH'.t'B SPECIFIED BY 1:l:'.E?W:V:miS 

::Y1n:i.mulr1 1:.ge Spcaifiod by :s~loyDrs Pocit1on ---~-.-............. 7111' ... l...,_1"11 I .. ta~-~_,.,,,~~-

1(} J}7 lb 20 :!.1 2!j 

f~J~,_J·'Grr~iu s 
S't~-~")0"'\')•,:,·:•;h.<>%P• 
~ .~~,j.jl:J- Q.~V.. ,,,,;J 

fyplo·oo 

total 

., 
,,,i l 

4, 

7 :t J.. 
'1 2 t' ~' 

1 

l 

Thirs ·ia'ble should 'be read a!J ioJJ,O\',ni: f(Jr the jor},J fa;.ld. b~ secret.zn·ies, 
amploy<i;:r.-r:i specified a minil'.lltlm aga requirement of 18 years :for 7, 21 tor 1, 
and 25 for l. 

Pon:ltion 

~aa(;1~(.i"~~r~L:Js 
8te11ographera 
fyrli~tH 

l 
7 

12 
2 

21 

1 
l 

· 1otei 1u tbia table each employei· is oou.nted 4$ a sBpaI'aW miiployar 
each t:k"'l& he SUj;-;J:,lietl dat.'l cuncer~i:og thG sa:ic pref~rencc for 
alzy' 0£ ·t.he ·tl1reo t.H:mu.patJ.ons lii;rtod. 

'.i.'his ·table should b& read as followa; Saven ei:oployez•s r,ref:.n•red worron. 
secretari.es, v,hile l eraployer did not have a preference .. 
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~~.--'.>1!«":>!.~,~-:."'11C:,;,l,...._~~~·~---·'-"'"~"''--;----,.-...--....---~-.-------~,='~,.,.,.,.;,--·---~ ,~~~~-~~-.,~~~---"'~Jll!i--.~~-· ...... ---~~c,<,~ 

}i;ri:;J~oy(rJ!·~~' i\t<.:nio:ri,1:i·~~,:~;~~ 
~~,;w:,, •• ~ .............. ~----........ ~~ 

Secretar:tes 
tltenographers 
'i'ypistJ~ 

)4, 
4 

:l'hifJ ta'ble llhould be read as fol1t.•W~1:; ]!!Ch/, SGC::.•eta'.-:'1.i?G 

the employers who yireterred r;.,orae:r1 aeareta:ries, .,,hiki l 
the <.,.!U1Jlo;y'Oi.' :r1crt a, l)l:i·:Jlo.1.';3;1e0 •. 

12 



1;.: 

:ru1 
i\1 
~ 

~-0!0<-~~-----~ ... ~~--;;,..-;,,~-,,,,,,.,_,... ~~~~·'•1111/ Ms;11r+~-=~1 lliP!""-.-....... ,.. -~---_..,,...._._~-~ 

Position 
__ ,_J:lumb(ar Empl9md •. 
1?u.1J~ Jr-lJnc P~:u-t ·-.eirae 

·--9gi..1'.!~J~n.t. -
i"ull 'I:l;r.e :'&.1:'t '£i:;1s Gomb:L1:i.e;;I 

~~-~-~-'~--,-~~~-~~~,J~~- ~i--~wf~l~.,~~~ }l~!H yr; 0220 w:i~q-1~~ ;',.;~~-=]:~ 

$eC,'.'\",ft::rr'i9G 

Ster.offrapho:~c 
Typists 

:l:(:,;;;1;11 

1 

J 
1'7 

4. ,·.C"~ 
,:;;. 

(!o'"ff' iee ,- 'Jl;P3~T:mr.._,,,,,..,. ___ _ 

1 2 

l 
? 
1 1 

~~~,.~ ---------~ 
{} ,,. l 

.,:::; 
,·~ ;.;; 

~ ... , ;, c; 

10 10 10 
'I " L 1 ,J', l 4 5 .,t,,, ~,/: 

~~~---,.,,_~,.,~~·-....... ~...,,.~ 

,l, '/ 
'"" 

,, 
.J,, 

""i! . - 17 

~~ - ....... ~-ol!:;·1-c•---•'"'''~~S',~;??,c:-...... ~~~-11~~-,-~........-~-~-,-.__.,~_,,,...--..;.'f!>,·=-,~~,-;;.-,.,.,._.-..;-.-,,;,-----=-"'""-~:..,..,.,.,~ 
-· --l ---~·· ill' -- t .,,, ... _ .... 

This ·tabla 1;huula oo ", .. , 
"""' .J :..ri::ie 

enrploye'..1 an~'l l 
er1plcym':int of' 2 

\-101_:l:JJ".t f;~cr-~.t:"'LrJr r1as 
Zull-'timi.1 1;1o;:.:.zn .secreturlei.~. 

st tw(~lv0 ,.ont.hz 3 
payroll; 

·~~·!CL· ,.:H} ·~·e:t"U 

: in 

\.n 4';ta. 



i.s g;i,ven in Table XLV .. 

In 

last 

,i!Oi1.ths., All 

;?J.,, Ol' 

u .. 



01'' s;;.:m.GtiHlL\1 
;JUH.!lJil PRtCZDlNG Tii.'ELVE 

()Ji' 

""'" 
;J 

l'l 
1 J .. ;:; 

.:."". 

l 

'.8~ill1I011JD FlJ.LL :l1Ii:bit; 
fONTHS AND ES1'L,l.ATJ!liJ 

'l'UHJ;DVJYt 

1 l_, 1 
~l '7 € ' 'l: ~t . 

~~- _:.,.,.., ___ ...._..,,. . .:~ ... ~-"---= a lo Pl ,d!I •:--•- t t r ---,..~~-~~ 

e-- ii.e-t·,u.al l-lUttb0-:r o-fi ro1:il;J.ce.:;,;,e:ut£ du:z¥1t'l;g '·tl1r~- ."k~.at~ 1:2 Ulu~!t1:i.r*J, 1:-;;q:sr·d .. 

b 

s1J1.rt.ed oi.r total newly tE7iployed or total separatecljl 11hic:l:2eve1·· is 
• 

G5'1'l;::loyees 
t::.::ic.c.:-ataries. 

Tl1l~ .sz fo.llcr::sz. I~\u .. ing· JX!:'eceJ:i11;J 1;1 L!crrt:11s, :, 
'1011ff1 secn.--ata;:·ieG zi1a1•1.:?.t hired, and 1 ',]Orn.an aecreta:ry vxas separated i'rom her 

i,ot<:11 ·i:;·u.:~11(YV1)1c' i;:yl:' l sacreta:r·;t, or L?,. 5 or the 
.,\.ll 



T LE XLVI 

I.OIEE 

Position 

2 2 l l 

otal 2 2 l l 

Total 
Turnover 

be;-8 

l 

1 

66.6 

66.6 

• etual number or rep ce nts during the last 12 onths, repr 
nted by total newlf employ d or total separated, whicbev r is 

o ller. 

ot n t turno r 
last 12 nths 

This uld d as follo s-s Duri the preceding 12 

57 

n typist er hi.rad, nd l wo n typist If s par ted fro b. job. 
There s a total turnover o:t l typi , or 66.6 per cent or the :verage 
n ber of typing em.plo7e s for the preceding 12 months. All data are tor 
part-time employees. 



?ABIE ILVll 

e11.q Total 
Positio EmPlo:£ ~ Se)?.!! ted Turnover 

M w T M T Nµffiber 

Sec taries 3 :3 l l l 
st nographera 17 17 7 7 7 
T,-pists 

to 

l 6 7 2 2 2 

l 1 26 27 10 10 10 

tual nwnbar ot replace ents during the last 12 
nted b., total l,y employ d or total eparated> 
lier. 

58 

Tot 1 
Tur.nov r 
Per Centb 

12. 5 
53.8 
23 . 5 

.33. 9 

b P rcen e of n t turno er don the~ erag-e number of e 
tarial employees during the last 12 nth.a. 

i . b should read follows.: During the last 12 n , .3 n 
c:retari s w re hired,. and 1 o eoretary a par ted trom her job. 

al turnover of l secretary, or 12. 5 per cent of th verage 
1 r of secretary employ es for the preceding 12 n s . ill dat are 
fort and part-time e?!IJ)loyee combined. 



IE XLVIII 

oocmo 
IO! 

59 

~ itio Grade 
67 

p 

To 

tJ..o 

To 

er 

1 

d s follows: E1ght 
co leted big school. 

TAD.IE XLIX 

l4 
5 

27 

9 
l8 
11 

loyers specified that a 

s 
College 

le ould read aa follows: ployer r u.ire high school 
cation tor the 9 Jobs held by- cretarie • 



TABLB L 

UPERIIF.E DQUIBIIE.NTS l'OR mu EJIPU)UD SECRi!ABIAL 
&MPJD!DS AS SPECIFIID BI E!IPl.OY.IRS 

60 

Po alt.Son Nwnbv ot lmplo;re:ra 
Beqv.1.riJJg ExperieDoe 

Bnaber or lmplo7C"a lot, 
Requiring l:lperienoe 

total 

8 
l 

9 

8 
6 
4 

l8 

lotea ID this table each employer was counted aa a separate emplo;rer 
each ti• he supplied data concerning experienoe requirements 
tor secretarial eiaplo7ees in any occupation listed. 

!:bis table should be read as follooa Bight employera did not require 
experience tor newly employed secretaries. 

TABLE Lt 

DlsmIBU!IOI or JOBS HILD Bf SICR&'tAB.lAL IOIEES J.CCOROIIG TO 

Posit.Son 

Total 

1 

lUIIWI EXPERUNCB .RBQUIRED.NTS IOI IIIU 
IOIEJ> SECRftARIAL !IIPU>IEES 

10 
4 

9 
8 
7 

Th;i-s table ahould be read aa follows: Nine aecr.taries wre emplo7ed bJ' 
the employers req~ experience tor newly emplo;red aecretariea. 



61 

In has the e.ployers indicated thy would hire b1gh chool 

s ployera required. 

ri nae, are advi ble to establish or experien prop 

tor advanced J :r s 
should r cogni d 

in training young people .tor vocatio l oceu t.1ons. l 

o! the duties perfor th 

.:,oa~=--~1al employees 

.perto d by the full-t; 

shown in 1' ble Lll . c rdi to r ot dut.iea 

Uing r nked seco , and --~ 

In oth r rds• of the 36 :tull•t 

transcribing ran d third. 

tarial e loyeea,. 36, or 100 

per ce , type; 32, or SS.9 per cent, tile; and 25, or 69.4 per cen, ~ 

i.c tion and ranscrl: • 

tabla LIII shows tof'th 2 t-t typists, l til , 2 type, 

l u s th adding chine, and 1 uses the lculator. 

0 presented 1n ble LIV 011 the r of tul1,., 

and part-t; 

tor thi stuey. ccording rank ot duties p rformed b,y th .tu.ll•t 

tarial orkera co bined, ty'p ranke first, .tiling 

nked cond., nd tak1r.,g diotatic0n transoribi r nked third. 

ot th& 38 se tarial wormra e ployed, 12, or .3.1.6 per cent, apply 

knowl of bookkee~ pr1.nciplas and pr cticea. It appear l.iki ly 

t cretarial Jors ould rec 1 ao train.1ng in bookk ing. 

r ns why' HON' rial ld recei so 

bookkeeping are as followat 

l lou1 • "_.._ .. sy, •Integr ti th T ching of 
'll"!lllS,eription ith llstic Practice, a United Busines 
~ Forum, Vol. II • 1 (October, 19, 7), p . 40. 

:ra1n1ng in 



fJ?:J::rr:;t C.K1 ~'.:!~1}r.;t,r~.!Y :~:}c::n:~lfJ ~~t:k"1l~c~ 
1>ulls~ e:;rpen~-2 accct:mttJ1 paymf.111t:J o:t' 
lL ~~,3{!l;6~:.i.;t•~;l i1r.1v~~11}[;., 1 ]~~')'LJ.r ;3 

:t>eporhr1; 
Sti.;.;,ll 'bill3» 
record 

bt1J.U·:::er1t:: ~."'}()t"!'t;·.iJl .. it)1r1e!:-:v0 dcttJs1 :i:'"i~1nJ.1eie.tl 
::Ci drihtO'i'.' Ol; G. Cll:"Gd'.tt,t;ix• !Nr\f:'6... Ii'ol" J;"tell:L1:<'l'.nf.i 

of th11ct ccorI·e,:,pm.d1:~nct':i:, one mu&t t,he 'Looki;. i~t 

Il1 

J~TJ:! ;nE{(:ltlil:J:.:\.i~J:.t~Ii r; 
:PE1ui'OR'lI:ihl Olib:flAl.'f DU'f!GG 

~ . ..,..~---""--=n•_,. e -. r>r --- .,...,:m:,-,,, 1.T?1• ,u-=-iwqR r 
,~-...,~...,:sc~;.,~~~-.~--~/Mllt-Ml!',Jt .. li:le:-.,~-.~~-- -~~~~ 

Sec:t~,iar.t~u 
Ste:>:¥.;g1~aphe1}G 
fyp1cflttJ 

9 
JC-> 
./ii.) 

9 

36 

') 
;;;:, 

/"'\ 

~ 

6' 
0 

(~t; 

0 

r· V 

t~ 9 

:.,::. 

::lb.it~ table ohottld be read as i'olJ.ows: 
2 sell u1a pin._,,t 1:he.ir dut:.i.8;1. 

~":J ·y nr11e urGgg 
Co1:1p.:1n;,r, ihm Yo:i."k 

.,· 
'l 7 ,I 6 t, "-I> 

,f l.1 "') :3 1 '() (~. 

3 1 

12 ., 4:.) 21 'I .3 7 



6) 

WY S 

! rlp !! 3 s:: 'a. 
0 "' Po tio 

~,.. 

1 -S.! f:, • Q) Ill .Si '~ j!~fl () ; ii 
0 

~ o~-R :ab ,.., 
,!f ! tf.8!~ • -8 a r-4 ~ .. t! ~-s Cl) C) G> 
;! ~ Ii 112 11) J.t 171 

OP..P.. E-t Cl Ii,;) ::::, 0 ::::, 

secretaries 
st nograph r 
Typists 2 l 2 l l 

--
Total 2 1 2 l l 

Thi table should ad as tollows, or the 2 part.-t typist , l tiles 
s part ot his duties. 

LE LIV 

A,U.N~ 0 FULI.r'll A P .. TI SECRETARIAL IO 
CO I.NED PEaFO CE.RT DUTIES 

1 • a .8 ~ k J:1 

k ~ ~'" i s:: ~ _!l "S. C :; g .8 J.t 
11'1 fl. s:: bO Po itio jj~if OA 6 .:f .8 
;t.,.. :a:? rl 0 p.. 

k.88~ +' ff ;g rs 
~'S 2:-...1! t: 

::::, ~ OAoP.. E-t a, p ::::, 

9 2 e 8 6 7 7 4 6 
18 18 18 6 18 11 2 3 1 
11 7 11 4 2 

--
otal .38 2 32 38 12 25 22 8 J 7 

Thi ble should read as toll.owe Of the 9 cretarie loyed, 2 
ell part of their duti s . 



CHAPTER V 

c cAL rosrno 

Cl ric l job tr in1ng is eas nt 1 sine ny high school g d tea 

start a c ric l r.ka • 

Eminent buaine 
tact that th! 
th clerical field . 
curricul 

=.,;;;;;;,,,=d Clerks . The are 24 el ~ks employed by the bu ss t 

por • this bar ls pprox tely 8.1 per cent ot the 295 workers 

included iii this study. able LV shows that there are tw1 as rs:, n 

In other ds, ot 24 clerks loy d, 

16, or third, 

0 1g th1 ot the 24 cl rks clerk . 

11 

vi nt ot 18 

y s tor n clerks, while 5, r 45 . 5 per cent indi ted 21 Y< ars of e 

o~ ove . 1 tional into tion concerning t e loy rs• w.t.JL.W.141u.111 age 

cler s 1 iven in Table LVI . 

di tri tion ot job h ld by n clerk ccor 

Of th 16 cl.er 

e loyed, 9, or 56.J per cen , . 1 jo tor which the emp :,er r uire 

m!lOl.tlltlJll emplo nt e ot 18 '1 ars or er. 



~-~·~;tlr'.:~~--W>f."l:=..~-~--...-~·,r,,/!<'".~~..,-'11\~...--.~_~lillilO! ,:w•:r~~--~~~-,...;,,,:_.._~~-~~~..,
,~.-i~~,.,,,.,,,,-..it-""'""~:;r.,.=u~"P~~-""~""""'k-.-~.,,,-.. ..,~-.-_,.,. __ .._.,_,.,.,""'""_~-~--"~,.,.-~-~--....-..;,;,,,~.----"""'~~~ 

lhtll 

12 1 JL,. 

l 

~~,-,..c,.~,l.11$,l,l.<."'-t·;;w..,..,,....,___,,_~~~~~~i-·-~~-"~~·-----.. ~-~ ....... ~~4,"~~-~-~~~~,,---J·"·•;~,-·""""'f-':,;;""-~~ 
~~ .. -~~~:c,,......~ft'"'"".,,,,._~-'-'°''.1;:,-..,...,_..~-·"'~'-'""~~--::.<i~-"1:!>;.-.....::.~"'"'"'-~-"'"''·Jr~,;><;1~~""'1- ~-,~---.-...-~.,.,.. 1,-,~ 

read. as i'ollorl:1: nar. wei:·e 
:in ·tsm i.:,tad,1r. 

~1r · ~,.a; .... j)R--'t__..-.... 1,.;"- ~1:~,~ · - ~-'). ~t 
€:-.w~~~~~......,•-·-~<t~~,,.,.___,,...___~---~~,..._...z..,;,~'l""..,_,.,;.~~t:-...,_~(__....,,.,,__~~~~---~~"-__.,........._~~c;: 

Stock 
Geriet''.±1 

l 1 
1 l 

1 l 1 

ln tlds ttible each oriplx.>ser i:::; counted t::J.G ~ sepl;}t'Ht,, o;irployer 
ea.oh time he 3Upp:iiad data cor1oerning ·tJ.m arr,e requii:'6t1i::mt:z 
fo1· u:tv of th~ ·e;hri10 oceupa.tio r•G lioted .. 

be '.l'\,oad a:;:1 Collorts: 
age 16 yoars f r,r ttr:Hl 

11 yenr'B of H:J:e_. 

e,;1ployer 
c1erko1 

Df7-(:Ctti~1.ed 
l 
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T LE WII 

S?RIBUTIO OF JO S HELO 
AGE REQUIRE 

p. sitio ' nimum Age cified by 

14 16 17 18 

Shipp l 1 
Stock 1 6 
General Otfic 

0 1 1 l l 6 

ble s ould be re d a foll st e ployer 
employment e ot 16 year tor n 1ppirlg clerks. 

a 1ndic d by e re 1 n 

e loy, r .counted as 

24 

6 l 

6 l 

oh 

pli d da 

to:r p cific occupation. fwo ployers i ic ted ss to e lo7 

wo n clerks t the e of 16. or th total e loyer, o l 2, or 28. 6 

per cent, ill mplo7 irls at the age ot 18 for elerie 1 po ition • 

, o on fourth, of the 8 o n eler s 1nclud d n the study held 

job tor which e ployers require a n1 emplo nt ge of 16; 4, or 

50 per eent, held job tor which employ rs pecitied 

ge of 20 years or o - r . Ot the total n clerks, onl,- 2, or 25 per 

cent, h ld jobs ror hieh mployers pacified a min emplo nt g ot 

18 y s . tails sho in Table LI • 

ts detailed 

e loy r who supplied t , 10, or 55 .. 6 per cent, pr terr n clerks, 



TABLE INlII 

I.OYERS SP CIFIINl GER? I NI 
UI 'ME S FO O N CLERKS 

P() it1on Age Specified by Employ :rs 
16 17 JS 20 21 

Shipping 
Stock l 
Ge ral O fie l 2 l 2 

0 l 2 2 1 2 

k>te: In thi table each e ploy r 1 counted as 
eaeh time he supplied data con r the 
for~ of th thre oceu tions listed. 

This ould re d as follows: 0 employer specified a ~[.AJIW-

employment age ot l6year tor wo n stock clerk . 

Poflition 

Shipping 
Stock 
Gen l Offic 

0 l 

T LE IJ'.I 

CLERKS ACCORDING TO lll'-" 1111'TU 

SPECIFIED BY IOI S 

Minimum Age Specif'ied b,y Eftlployers 
16 17 18 20 21 

1 
l 

2 

2 

2 

l 3 

l 

this table ould be re d follow I One wo n stock clerk held a job 
tor hich employers specitiad e requir nt or 16 y ars. 

67 



-~~ipi·:,~i::;' 
Stock 

.lO 

~~"J,.~~-"'11,..-c<,.~-,------------~----- ~~"":·:·:·:·::::::::: ---Mlifl-•~-... -.,-~~ -~111' w• ;_, ,,__ :Qr ll'. -""''--.,~":; --

~·,'.:ot.e,;: 111 t:hi~ 't:,able 6<1J;h c~FTJJ}1o;:or ici et)'ttnt~3d ~'.JG « ftb.i}a.:t\?J.'J:'..> en11J~lr.:;~1€~1-:. 
·ti~:£: conci::~.rtritt~J f9t';l:~ ;prei\;.:cC;Ytl(}& for..: rtf .. n;I 

clerks .. 

()1" J.1~ 1 

.. 

o.f' 

of 
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TABLE LXI 

DISl'RIBUTIO 
TO SEX p,Jr1?.t.l1Ji"t:n:~u 

os1t1on Employers• Preference · 

Wo D P.Ntforence . 

Shipping 2 
stock 13 1 1 
General Ottic 5 2 

otal 15 6 

th1 table should read as tollowsi ho shipping clerks re employed. 
bye loyers who stated preference tor n shipping clerks. 

ta presented in ble LXIII show that duri the lasi. 12 ths 

9 full-time clerks were hired, and l full-ti clerk • s pa.rated tro 

his job. There 11 s a total turnover ot 1 full• clerk, or 5.8 per cent 

ot the averag number of clerks for the preceding 12 months. 

Three part-t. clerks were hired last. year, nd l part.time clerk 

wa$ separated i'rom his job. There was 20 per cent job turnover tor 

part-time clerks. In Table LXIV the percentage ot turnover was sed on 

the yearly' average ot part-time clerks. 

To s rize, data presented in ble LIV show that during the precedi 

12 nths a total of 12 tull-ti and part-time clerks were hired, an esti

ted 10. s per cent job turnover. 

of employers r porting indicted a high school education s the minimum 

education require nt tor clerks. 



TAD.tE LXII 

G IN EMPI.OYl!ENT OF CLERKS OORI.00 LAST LVE s 

Position Full_ 1'1tnQ Pa:rt_T1~ Full Time ... - .. - ... II " 
Shipping l l 1 1 l 
Stock 6 l l l ' s 5 5 
General O.t'tioe 2 2 2 2 2 2 4 4 

Total 7 2 l 2 l l 6 2 8 2 2 6 4 10 

This table should be read as f ollowas One tull-time shipp1ng clerk was employed during the last twelv, 
nths . Sino$ no shipping clerks were dropped trom the payroll this shows a gain in employment of one 

tull•tim& shipping clerk during the last t11aln months. 

cl 



'l'ABI.E Lllll 

11.u•ui:":.n. 0 CIERltS IOI LL TI DUBI P I 
JI) S .AND ESTI TED PERC AGE OF JOB TUROOVEll 

ew]T Total Total 
Posi.tio Elmlmed Se2arated Turnover Turnover. 

• T " ' Number'! Per Centb 

Shipping l l 0 0 0 
Stock 6 6 1 1 1 9.5 
Ge ral Ottice 2 2 0 0 0 

total 7 2 9 l l l ; .8 

nths• repre-
11:ly e loyed or total separated, whichever 1 

b r entage ot n t iUl"nover sed on tha av rage number ot tull-
time clerks during the last l2 nths. 

71 

ble should be re d a tollowa: Im-1 the preceding 12 months, 1 
n hipping, clerk s hired, and no shipping clerks re aeparated from 

th ir jo • There was not.. a job turnover tor shipping cler s . All data 
re tor tull-t clerks. 



sitio 

1 l 
2 2 

0 l l 2 3 

a tual JIUllber of replao 
nted by to l w].y 

11 • 

l l l so.o 
0 0 0 

l l 1 33.3 

nt during the last 12 month t repre-
loyed or total d• which r 1& 

di 12 
ek C 11 8 pa.rated hi 
ock cl rk, or 50 par cent of th 

ta are tor full-time clerks. 

72 



1tio 

-
pp 
ck 

General Ottie 

ro l 

a 

Tot 1 
Turnov, r 
~ 

l 0 
7 7 2 2 2 

4 4 0 0 

8 4 12 2 2 2 

t turnover ""'4,= ..... on the average n 
st 12 nths. 

73 

0 r. 
fer C§ntb 

0 
16. 0 

0 

10. 5 

ot clerk 

s ble should d as follows: ing the ceding 12 nth , 1 
shipp cl rk as hired, and no shipping cl rk · ere sapar ted from 

t eir job • Tb.er not job turnover tor ipping elerk .. All data 
tor full- and part-time clerks co bined. 



Posit 

ipp 
stock 
ene l Ottie 

0 1 

loy who t 

l 

1 

l 
10 
4 

15 

74 

2 

Ull:oen the co ple
uir nt tor · pping 

st have c le ed big 

ucatio e ployed 21 clerk, pproxi tely 87. 5 p c nt ot the 

24 eler s included 1n tJi study. Us shown in Table LXVII . 

In vi w of . opportw:dty 

r o a yo high hool gr te to ti initial loy ant in cl ric 1 

• Pryor. 

guirements. able LXVIII that 10, or 58.8 per cent, 

loyera sup lying require experie of ly e loyed clerks. 

Sixteen• or two-thirds, of the 24 clerks included in the stuq held 

jobs tor hicb loy. :rs require e_xperience ot ne cler • Compl te details 

r sho 1n ! ble LIII. 

d en the above dat , wo k- r1 progr in e high hool 

an of 1ving the atudent this a ditio l train! and experi

ed tor m,plo nt. 
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TAB LIVII 

l.OIED C ACOORDI 
S SPECI.Fl DBI WIERS 

This table should be re d as follows For t e Job h ld bT shipp 
• lo. er require the compl tion of the eigh grad tor 1. ~ a 
hool tJ.on fo l . 

Notes In thi 

IE II 

1 
7 
2 

10 

LY 1APIOY 
IOI 

1 
2 
4 

7 

parate 

as toll.Dw, 0 e loyer require rien 
clerks• while l does ot u1re experie • 



Shippi:nJ 
ilhO{!}f 

D!Sf!"il:HU"l'Ii.m 0:E' JGBS itCCD1U)!i!J ·1u :~Illl'..::tL';: lJ'l{PE::ir:.:::in:~; 
.'1.ll;QU!1t.rt.J:i:;-;ff1 l~'Jrfi L}Jj.:JI;Z ~c::;Is .UJi~l~D CLt~·.:)[_~3 

r.201'""1.t;r--.al Df fi<..:..e 

1 
13 
2 

16 

Oill•ll!'l!ff-,!11•;,:.0•11•!'!l,••·~~ ... -.~ ,;11i1a.•.t1aL ,:~-----___ """' ___________ ~------,~~-...--~'l'~-~~...,,r;.;m;z _4-.;~~ 

illi~ ·table .should lY-3 l'.)ud a.'3i i'0llo1::::i i One ~hij;;p:UllJ cla:t:k he:1..d s. ~iob :t'ot· 
Which ei>ploye:.:~ :t>d;_ui:I.'6 CJq:,~:::·ieucs: 0i' Uf;t; cla.rks# wld:i.1;; 1 d:.ippiu;; :;;,l~;\r~ 
hsld ,.s,1 job tor whicl.i. ~xpe:d.m.ice la not i 0 equ.Jroo oJ: l!Efr;s ~hlpp~~ clerks. 
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eer·· 
-----·~~--~--'"'" ____ ,. __ ·~---,, ... -.-.. ,ey ,. ~ ....... --,~·~·~·-·--------

;:~:i1i.1. ;,pi:t}l} 
St.ocl.: 

2 

-
;J, 
tf::l ... 
]. 

-
1 
{' ; (, 

' () ()' 

i'V 

,3 ? ') 
,G;;,;,- 1 

,~') ~) ~~ :: ':J 

·~~ ·~~ 

(;; 5 11 l~, 

"' ;yqyt:i, - . ....,...l'iio:~ im~:~i"l!l<11•~"t'ilfl'WI'. ,..-~11 q ::b2"mt-~::,:1 o; •··•·:t.1•~4 ~...;&.~~~~~~~-,~~~;:c=:,••·~···.r.~-·,.,,,.-·~·-'"-~·--------
This t,ibls ;should be :i."'OaJl al;i; fcl'.io,;rs: 
part <Ji.' tlteir dnties .. 

2 2 ~~-
Ilane~,·.r,1 1 1 ~'i, 

.J, 

'€~ ~AIJ. 

T:,tal ' :, 3 

fl'lis ·table sliould be r0ad as :t'ollllws: 
sell az p,...1rt of their duties .. 

------------~~ ._ ... e-e, 

"'· l ~ ,,i 

l 1 
~ ..... ~ 

1 ''l 
,;:--:ai 3 



.. ~nJLltll~l.t OF FUL.L-'..r!JE .&.\:JD Pl.JU\-TIEJE C!BHKS &J:'1.~UJ:8:Li 
P~J!B'U.H.:.1:I::':G CJ.:d.'1'.iilN J:;,UT.!:IJ 

-
•,tj I!) 
rt) .f3> f'tJ ;:: (;) r,. g l'.>'!i ~ o..Q 0 

.Q ~ "i-f ,:-j •ri•ti ...:> 0 {\) 

Pos.ition " P.i .µ. f1 i:tl ,l~ ~ g. ·~ ·~ Cl) ,11 ~ ~ r-! PiO "" Ai 0 fl) (1) 11) .p 
" ;:3 ~! a.d 

r:'!-;'jrlG ct ... ~ :a~ 0 .f,) ;;;'.J, 
~ A. P.V 

""" 
~. r-1 o:g }{ l ·rl<rl c:j J!,t ~ s:;· ~ g ~ 

..8 0...., ....:, (.!J...t (!)' f-:it ;t ~ w k i;J (.) tj) o'"8 ~~ A. 0. "C (l1 .. 14 ''r:! f~ ('} 'd 
,'8 ~ ti Q.~ $.,j t1' .,., "~ ~ ~~ <: 0 ;'.).,A, £~ ,ti ~~ F.:.; i~:, ::.:! 11.i 

~~~l::~~"""'1:1·~- ....... ~~-.Ii-& ( ™'"* ~,...__.,.,,I It • 

'':lh.ip··· inv 1'.it. ;/ . ) 2 2 1 'J ;:..,. 

Stock 15 11 ll. "I 4 9 2 
Ge:nernl Office {l ;i 7 6 l., 5 3 2 

-
Total 24, 15 19 lJ M .,. 5 14 !,. 

'£hi$ table shou'.M be 2-ead ac follcmm o:r 2 ohi:pp:ln-J clo:r.•lw, 2 soll as 
part of th~ir ud;::tj;:!. 

~ 
0., 
,g 
~ 
t.'.) 
i..l 

~ ,:: ,., 
~· 
¢) 
cl 

;:::>. 

1 
') .., 

3 



It (:rot.ailing} trruploys about one out of eight of the i,otal 
·\\1erk:u-ie population of tho W..ition. It eo::i:1t1~ibutod appron1:1.a:t,,31y 
f42 billion to our national luoome in 19.39, $74.5 bill:iDu in 
1945, a:trt billion in 1~146. n. is mq1ected to coutri1;u:<:;e 
approXin>.at,eli,r ~$116 billiou .in 19)0 .. 

Retailing will u:ndoubtedly offer greater and richer opportum ... 
t:les in the ooming years. Out of a 'tot.al of irr:p::r.o:tlmat.ely 3,.40001 

husinet1ses in the n. s., l/700,000 t1re :retailers,i! or approX".tn.1-9.teJ~ 
53;~. l\bout. 92i a£ tJ11:11se ar~ sm.~11 Qnterpriaes., employing less 
t.11an 10 employees.. iiorking in a a,Jall retail otore re-:tuires <it 

versatd.le employee. !'Ln.owledge ot salesmanship :must be suppla
::1GmtEld by ability ·to s&t u,p displa,:ys,. wrlte ad cepy, koop reoo:r-rls 
fox- ~h~) bua:!ness, check stt.>oka! tafo ime::ntor;ir~ an1 ofl:.e:u a.id in 
tbt.; i'or,::P..1lat:ion of store policl.es. 

£!!;I.~~ ~s !!!g.uiremeq~.§ (OJ:'. ;21;lesmen. D:rta ahowl11g the :numb-'ll" of 

employers who, specified certain lidnimum age 1-aquirement,a for ne\Ji salesman 



tion 

n 

·-·&1£1 LXIII 

NOJIIBER 01 ~Jl.tCM:>rv.JP 

15 16 
l 

3 8 

9 

ll 
64 42 
2 l 

71 43 

lO 1 

10 1 

l 

l 

so 

IOIBD 

11 11 
10 20 74 62 136 

2 l 3 

10 20 63 1,0 

11 le le 

.22 JO 1,,0 

4 
l 6 l l 

l 

2 l 10 l l l 
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013J¥ 12. or .30 r ce t. of th 40 

; 10, 

• 
, 26.4 per c nt, of the 87 

employed in ae_., _..,,. positions for 

le ople includ d 

ch the e ploy r 

lo nt s . Additional inf' tion 

po ch variou 

pp]3i giv n in ble LXXV. 

tor -
er uh t specif'ied by 15 e ployer who e ploy 

(Table LllVI) . In er rd 68. 2 t of 

will loy n l t or 

• 

DIST.lUBUTIO O 

osit!on Age Specitied bf 
is i6 19 20 21 2? 30 40 

l 10 
5 18 23 5 2 3 l2 1 2 

2 

fo 1 s 19 2.3 3 2 3 22 1 2 2 
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o it n 

0 l 

r. LE LXXVI 

14 

2 

2 

3 

'ho e 
tail 

5 1 2 l 2 

2 l 2 

citied a n 

irty• nine, or 61.9 p r cent, of e 63 wo~BOn re 11 leapeopl 

included in the tudy 

cil'i d 111n 

II. 

loy d 1n positions for which the employers 

nt e of 18 y s or under. Co lete detail 

, 32 pr te d 

8 indicat no prefer loy r • 

need £or bo wo · n r included in th no 

1n b LXXIX 

to cit th loyer • or he 150 

70, or 46. 7 per cent, were employed by the employer indict a pr t re 

1 

l 



3 

II 

1t 
40 

15 12 6 5 s 1 12 
1 

To 1 6 15 12 6 5 l l 

b should d as .t'ollo ; For jo h ld by r il 
sa n., ployers ecitied a ge r uirement ot 14 ye rs or 6, 
15 ye s tor 15,. l6 years for 12, 18 years for 6, 19 y rs for 5., 20 
tor 5, 21 7 re tor 1, and 25 year tor 12. 

tor p ; 25, or 16. 7 per cent, • the 

nc for o. n s las le peopl, or 36. 6 

loyer 

dropp fro he 

nt or 39 le ... 

th last 

I.rnJI, :ar 

the nths ted job tur r a fol l 66.6 

p r t job turnov r tor tull- t s lespeopli; 96.J cent job t 

w s bas do its r specti 

pl . Th percen 

ly V ag • 

ot turno for chg up 



Po it!o 

To 1 

T LE LllVID 

5 
26 

1 

32 

PLB 

g 8 

8 

Note: In this table ach employer is counted as a parate employer 

his bl 
le le 

Po tion 

otal 

e t , h supplied dat concern r:1 sex preference tor new 
a espeople in any oecup tion ll ted 

be re d as fol 

DISTRI.BUTIO OF lO FO 
SPECIFIED BI 

ll 
56 
3 

70 

• SPJDPLE BI SU / 
WIERS 

2S 

25 

ould 
e ploy 

read a follo eu leven wholesal sale 
who t ted preterence tor whole 1 

n who 

ss 

55 

n. 



·otal 

GAIN IN 

g 
4.3 10 

l 

l 11 

lOY. 

TABIB LUX 

01 SALESPEOPI..S DUR.I 

4 
4 28 22 2 

l 

4 28 26 3 

4 
3 - 23 21 8 29 

23 25 $ .'.33 

4 4 
l 5 6 22 13 35 

l 5 6 26 13 .39 

n 

O') 
VI 
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-'ewq otal 
Posit.So Turno• 

for Centb 

8 4 4 4 44.4 
43 10 53 22 2 24 24 26. 2 

era l 1 1 l 1 33.3 

To l 51 11 62 26 .3 29 66. 6 
/ ~ 

n~o 
a ber ot replacement during the last 12 months, repre-

total wq e ploy or to 1 ted, which.ff r 

h Percentag ot net turnover don the aT e 1111111l>er of full• 
le ple ur the last 12 ths. 

Th table hould s follo st tnring th pree 12 ths, 8 
whole le salea n were hired, and 4 -.bole le sales n were separated 
tro th ir Job • The was total turnover of 4 olesal aal , or 
44.4 per cent t h average rot wholesale l n for the preceding 
12 ntha. All d ta tor tull-t e loy s. 
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4 28 32 3 23 26 

Total 4 28 32 3 23 26 96 • .3 

I 

bp et ttur ~r edon 
t lespeople during the lat l2 



each time total 

salespeople iuoluded 

150 



T LE LllllII 

Po ition 

8 8 
47 38 85 

1 l 

0 l S5 39 94 

I Actual ber of rep.lac 
sented by to 1 new]¥ e 
s ller. 

4 
25 

29 

•'l SPF.OP 
LVE ll>NTHS AND 

JO Ttmll) 

'fo 
no 

l 

Number4 
4 4 

25 so so 
l 1 l 

26 55 55 

89 

'l'o l 
Turnov 
pr Centb 

44.4 
42.2 
33.3 

42.1 

b ercen e of net turnover based on th average numb&r ot eales
people during the laat 12 nths. 

is hould be read s ollows: the prec ding 12 month , 8 
whole le les n, and 4 men holesale les n ere separa d fro 

th 1r jobs. 'lb.ore was a total turnover of 4 olesale sal smen, or 44.4 
per cent of e aver e rot whole le les n tor the precedi 
12 month . All data are for tull-t nd part-t salespeople combined. 
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IO 

ew .§mploYee st Have Qompleted 
Position Gr de B1gh School Colleg Bu.sine 8 

678 9 10 ll 12 12J4 College 

1 1 .3 
l s l 4 2 28 l 

l 

otal l 6 1 5 2 32 1 

tea 

Thia tabl hould red a follows One e layer required an eighth 
grad ducation tor wholesale les n, 1 employer requir d that aw le-
sal sales n must ha: completed the tenth e, J r uir d high 
school graduat on. 

Total 

l 3 7 
l 11 2 l4 5 101 2 

J 

l 12 2 17 S 111 2 

Thia table should re d as tollo s: For the job held by wbolesal 
a 1 s n, employers require eighth grade gr d tio tor 1, tenth grade tor 
3 • and high school gr duation tor 7. 



TABIB LXXXVI 

od.tio of Emplo1er 
Requiring Exp rience 

.3 
12 

1 

otal. 16 

t: In this table e ch 
employer each ti 
require nt for 

91 

r ot Employ rs t 
uiring Experienc 

2 
30 

32 

e 

should re s follows, Three loyer req ex rience 
lo1 d wholes l le n, 1lhil 2 employer did not requir 

LXXXVII 

Po itio Exp rienc . d t uired 

6 5 
43 9.3 

3 

Total 52 98 

1h1 ble should be read s follows, Six wholes le lesmen h 1d jobs 
tor which mployers require xperience ot new lespeople, while 5 h ld 
job tor which experience w snot r quired. 



1tton 

3 --
2 
5 
3 

120 l20 11 10 

1d 
ll 

,;o 

150 11 ll tile 1 10 

: t 
ntie 

II 

( 

2 
12 
3 

17 

ll 

8 
61 

' -
72 

1o, , 30 11, 

iDXTJ) . 

chine, nd l 

~ . ru., k p 

ff'icie ]T. 

1 

l 

le le 

9 

ploy, ' 

ipl 



3 .30 

-
l ' 

NUJIBER OF 

Position 

3 

AB 

I,XUIX 

2 
s 
3 

C 

2 
l2 
3 

-
To 1SO 150 U l 17 

9 

-

70 
3 

l 

93 

l 

-
1 



r 60 

shier 

studJ 

lo3 s 

citied 181 

1'h'tc'l"'t.llAn, r 68.4 r cent. t the 19 

ie 

o£ cify 

loy nl ye r ot age or un r s 

operator . 

e .. loY mpk> 

XCIV and g1: e 

r u1re 

llaneous t1o • 

• ml 22. 

ru11-t· 

s . nly 2 

to 

s citied 

le details 

loye 1n 



1 

I In thi.s table 
ch t 

years .. 

J2 2 
7 

4 

19 22 

l 

l 

l l 

9S 

l2 2 
7 7 

4 4 
16 l6 

19 22 41 

3 
3 

6 

1 

l 

loyers specified a ~w.i;uu. 

le loyer s citied 21 



JGIII 

1t.io 

l 

tor a 

'to - l 

T LE XOD 

F 

1 

l l 

' 

l 

1 

2 

2 

10 
3 

e Specified by · 

18 20 ~ 

1 2 1 

1 2 l 

c1t1 d 

2 

2 

2 

2 
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ABLE X 

2 

l 2 1 

16 1 2 l 2 

shi r h l j.o or 
n o 25 y • 

plo7era. bl XC tot 

17 ta, l, o _58.8 pe 

ous r ers, 7, er .';l . 2 per ttent, preferred • 

ldby 

sex pref rence citied by the ploy-ers is sho 

s worker , 19, OZ' 4 7 per ce t, ere by th 

mployer a p re nc for n rs; 22, r 

53 C t, 

or r • 

e p ced 

workers 7 re dropped from th parroll. 

loye • 

XCVIII. 

XCIX ows t dur 



0 l 

Po tion 

. ot 

tor 

no 
BY 

10 

4 
6 

lO 

l2 
1 

19 

XCVII 

2 

4 
l 

7 

2 

4 
16 

98 

n c ior , 

IO S 



.tors 

·otal 

TABLE XCVIII 
'I 

IOYUEBT OF .nu.~.r..l.lJ.l&tUA.J lOYEES DUBlOO LAsT 

1 
4 

1 
3 

9 

.d as follows, On& full-time cashier was e 
1ers were dropped from the payroll this ab 

the last twelve months . 

l 1 
4 

l l 
3 

5 4 9 

th 
,m.plo: 

l l 
4 

l l 
3 

4 9 

~ 
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TABLE XCIX 

~\lla.QDII. or . ELLANOOUS FULL-1' EIIPIO 
PREC LVE S ANO I 

OF JOB TURR>VER 

To 1 
Position Turno b 

I 

Pe Cent 

1 1 0 0 0 
8 8 4 4 4 80.0 

l 1 0 0 0 
6 6 3 3 3 20. 7 

t 1 9 '1 16 4 3 7 7 19.1 

t turno r b on the ~ rage o! full-
u e lo79es durizlg the last 12 nths. 

uld read as f ollowsi During· th precedillg 12 months, 1 
s hired, and no shiers re seps,:Z.Sted from their jobs. 

not job turnover or sbie s . 

e loyees were separated tro their jobs. There • a total turnover of 

7 llaneous mployees, or 19. 1 per cent of the aver e number of 

us employee for the preee~ 12 nths. All 

full-

n • ble C 

e 

are for 

loy r 

llaneous 

lo:, s included in the atud;,. ch loyer s counted a pa.rat 

loyer e ch to 

17 mployer I on.q S were willing to hire lo,e a 

whq d mt. high school. Twelv , or 70. 6 r nt, ot the 
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T I& C 

IOYERS SP Ii'?I CERTA 
·w:u1rrs LY IDYED 

Emploze, st 
Grade High School sa 
678 9 10 11 12 eoume 

6 
4 2 

4 
1 

4 l • 12 

s In thi tabl · ea-ch employer is counted ~ a rate loy r 
ch time b supplied data concerniag the ducation require• 
nte for oeeupa ion 11 ted .. 

!his table uld be d as follows: Six employ rs required a high 
chool educe..t1on for ca iers. 

lo7er requir that 

high school. 

·· scellaneoua ployees st have completed 

loyers wbc required a high school educaUon tor 

lo.r es loyed 21 m:tscellaneou orker,. pproximate]y 51. 2 

the 41 JIU.l~ullaneous rkers included in th s~. CoJ!lplete 

tails concerni.Dg 'the di tribution ot Jobs held by q e lo;red miscel ... 

laneoua loyees according to mi n;lm,:un education requ1rements speed.tied 

loyera 

Experience D,gut:pmant • Da in ble CII aho• t.b.at 5, or 29.4 

per cent, ot the employer require experienc tor wly employed miac l• 

.LBJ.l~m workers. Of the 17 employers reporting, 12, or 70. 6 per cent, do 

rience tor mi . ellaneous workers. 
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AB I 

Poaitio 

l4 
Boya 4 l 

ep onists 4 
Telephone Operator 16 

fo 4 16 21 

This table uld be d a toll , Fourteen cashier b ld Jobs for 
which lo;rer required a high c 1 cation. 

Po 1c t 

3 ) 
1 s 
l 3 

l 

To l s 12 

• 

d s toll.ow : e plo~ r requir ri.u1ice 
mployers do not require experience 
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~ble CIII. 

sho~~ in ?able CIV » 1t seems apparent that l..b.eae employees pGrfCl!"r,1 several 

dn.t:l:::;a. .11.ai;;ordinrJ to ran.ft of clut.i.Gs perlorood by tile 41 miscell'la;ueous 

GrJployoes, tiling nmk~ll firet; typing a.nd tt.S~ ·the adding !l!aOhin:3:; '1ith 

tJle n.-ll;t-~ frequency, rankod seco11d; and selling rauksd third. 

DI$f[t.J::;17JfION OF J£H3:} .ftCD)RtftNi] TO fJiI!ilfliU:~i EIPitUE~iGE R13:z1JIRr:-t;rei:r?t3 
FOR NEWLY Si\JPIOYED tilOOELIA.VJUS ESiP!OYEES 

Position 

Clashi.~re 
Delivery Boys 
Itaoapt:toniJrts 
:felephona OpeX!atm?s 

'.l'otal 

J 11,..... . 

5 
l 
1. 

7 

9 
6 
3 

16 

ThiiJ tah]:J shoul:i be t"a~d aa f :;Jllows: Five cashiers heJ.d jtjba £or whiel-., 
employers retiu:iro ox-perience of ne;'g cashiers, while 9 eashi~ra held jobs 
for wh.kh 1~x1100-i.3tY.'.!-0 io no-t :reriuiz•ed of !law eaan!a:r.a. 
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T LE CIV 

SCELLAN.OOUS IOY.EES 
£RFQ.'"'· ....... 4,N CE1'1TAIN DU IES 

i f?§ ,:i 0, a ! 1 ! :1~ 0 
r-t~ 

3b 'a -a:} k 
Position B ~. 17) 

Ii 
bO 

!:S13 0 :l 0 ...., .8 0 

:ab r-t ~, ti O..-!•ef (IS 

k,8~·~ u 

1 ;:t ,!t C) ., 
~ ~,.. t: -a'S 0) 0 i,.. (!) 

c8 it! ~ tl lQ 
A,O. E-1 Qj ::, !:) 0 ::, 

Caohier l4 3 4 7 4 8 l 
Delivery Boys 7 ' Receptionists 4 3 2 2 l 
Telephone Operators 16 3 2 

Total 41 s 10 9 6 9 3 

Thia tab.l should be re d s tollowss or l4 cashi r , 3 11 s p rt ot 
their dutie 



OHb.PTER VIII 

Sffi:LlARI, WNCWSIOIGS1 AUD I!GCO;J£JSHD.Al'l1WS 

This stucy seeks to detormino what business ooeupational opportunitieo 

are available in Pryor, Oklahoma; for the graduates of the busineaa edu

cation department of tho high s~hool, and tihat curricular changes or oodi fi

cations should be rnade ill tho light of the £indi..~s o:r the survey. 

!he data f'or this study were oolloc·ood by !ileans oi' interview schedules 

completed during per::1011al int.ervi~>vss rd:th the business mer1 of' f'ryor .. 

file results of the otudl .~ summarized. in the i'ollow.ing st-..1.tements: 

Gert![§,l fip,gilJg~ 

l. Oi' the 120 business firms on the original list, Jl employed oo 

et"tployees crl:.he:t• t.b.an members of the 011mers I immediate tamiliea. 

2. Of the 87 firms visited, 45, or 52 per cant, 0I1ployed. only l or 

2 employees each. 

3. The 87 firms e.!l),loyed a total of ;..x;i5 ofi'iae and sales ~ople, 

251 of whom V;l6l."e full-time employees a11d 44 of whom were part-time enployeea. 

Of the 295 el'!lployoes i JJ,.O were men and 155 were women. 

Ii-. l!"'orty er.rployero:, or 5.3 pel" cent, oi~ the 75 who reported, would 

employ boys 18 years o1 ago or under in an oe-cupatio:u included it'! the 

otudy,. 

5. Sewnty-aeven, or 55 por eent, ot tru."i 140 men employees included 

in the frfi1;;dy t-tere onployed in positions for which the eillployer specified 

a rom .. mum oorploymant age of 14 to l.8 y~ars, ir,elusive, f'or new men employees. 

6.. Fcrt.y-si..'ll: employers, or 56 .. 9 per oe:nt ot the £1;2 who supplied 

da:t.a,. would e,iploy rion1e.n 13 yoa;1"s of age or under in &n occupation included 

in the studa',. 
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1.. S:iiriaty ... fi v& 1l' o:• (;.l., J 

study were 

r1et"o e:mployed by th!J; t3mplo~1tezti:ii who indieatt)d a preference i'or tJt'r"c;eu, :and $5 

em.ploye@s were employed by the fJm11loyl'.:):il'S i:iho e;:q:.re:;llaed .n~ p;.:'Oi'erer1ce. 

9. Du.rillfJ the last t,wehro acnths 161 poo11lo were ni1~ed in th~ posi'tion;,1 

included. in this attutr atlii '16 were dropped .from thr:3 })ayroll.,. resu.lti:r~g in 

a g<li.E! .of employees, i:t1<:ludiilg both full-time and part~tiroo employeeii!. 

lO. last year the bueti:."less firw.s irmludad in tJrlo study maintained an 

averat5e labor for,Je of 252.; workers in the selected S"t~re and oftice rx:isi,., 

t,iona.. Of t!1a 252 .. , workers, 214 tvere f'uJ.l .. tioo worko1·s, and 3a.5 wero 

part .. t:i!fie tforkera .. 

11. ~e :net labor turnover for the last tv1elve mcmtllfJ for till, eiaployees 

in all jobs i:n.cluded in the .s~udy, estimut,ed en 'the basis of an average 

labo1"' force of 252.5 worker~ 

30 .1 per cent,. 

12.. One hundred two., or '72. 9 per cent,, of t;he el.'lpl.oye:r.s requ:trod "t.hat 

r~1,11 emplo:y""f)S in some (..'Ocu:r:;ation lli'twt have comple-ted a high school educat.io.n. 

13.. The e~ilo;,rer{:i l"®quire-d high ache,ol graduation for ncTJ uorkerii 

employed 221 employees, approxioote~y 75 per oent of the 295 eur:.loyees ix1-

cluded in th.is study., 

JJ.,., Of the 139 eraployers, 541 or JS.S per cent, l'"Elquired e;r:11erience of 

new amployti1ss in some occupa.tlo;n; d5, or 61. 2 J>er cent, did not rec1uire 

erq)erie11ce of ne·r1 employees. 

15. tlne hmldred five, or 35 .. 6 per cent:, ot the 295 e;;;1ployeef.i included 

in ·the at-ud;)' held jobs fo1:- which e:rrrployers did not reqnil"o o:;;rpoi•ience of 
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13 ,.;,mployers reported specified 

5,. Oi' the .30 



raoorc1 1-reepe,:,ac; un,rl 16 wo~J?e rnnpk(ifed by the a.•:1plo)'ero uho o:Kpl?8flSGd oo 

pref r;)f"O:ilCG• 

7. Dtlritie'.5 the l,q,st 12 r10:rrtho, 12 bookkoepvr/% inL .. o h:i.:!?ed . ., antl 2 ,iere 

dropped froru th~~ payroll. 'l'.he r,3sult waa ~ gain i...'11 eGployment of 10 bo~k

koepers, including both f'ull ... ti..qo and part-tir.'.le bookkeepers. 

$. ~r, the last 12 roo»ths B. total of 10 full-time bookkeepers and 

2 part-t:i!lle book:ke~pere wars hired; 2 .i'ull-tim.e bookkeepers ner.e separated 

from theit• joba. There \'las ii ·t.ot.al turnover of 2 fitll ... time boakk@e-pers, or 

6 per t?t:n1t of the a,,tt~ge number of bookkeep1~~ e1!:1ployees for the preceding 

12 ,oonths. There were no aeoountants or ledg~lr ola1"ks employed 01· separated 

tram 't,heir jobs during tha l~ist 12 month3; therefore, there was no job tu:r.n,.. 

over for record keepers as a group .. 

9. Last year. in the record keeping positions, the business i'irm.,~ in 

Pryor maintained an average labor force of 37 .record keepers .. 

10... Sixteen, or 53.3 per een~, of the empLoyere, who 1•epor'iied checked 

the eoopletdon of high school as th.a 1n.:inimura education r·eq_uirem,.:.irrt !'or 

:reoord keepero. Th~se employers who :required. high school graduation £or 

11aw raoor·d .keepers employed .301 or 71.4 per cant, of the 42 recox•d keepers 

included in this study'. 

11.. Of the 30 employers liilho reported, 1611 or 5.3.4 per CGnt,, do trot. 

require e:tperlence for newly employed record keepers, while 14 employers, 

or 46.6 per cant, require experience., 

12'. Sixtae:n,. or ,38.l per cent, .of the 42 reeord keepers included in 

the study h*ld jo'bs for which employerg reguire experience of :nev.J record 

ke()pers; 26, or 61.9 per eeimt, beLi jobs for which er.ploJ9l"s do not !";Bg_uire 

e:xy.ie?'ienea c,f new recor:I. keepers. 

13. Moo:rding to :t"ank ot' du.tics perf'orood bJr the record kee};'Je:r;g, usi~ 
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10. All of th 27 employers who reported specified hig school grad -

t.ion as the education req r nt for newly ployed ere rial 

11. All thirty-eight oretarial employ were hire bye loyers 

require that new mployee st have completed high chool .. 

12. 0 -third :t the 27 employer llho hire secretarial worker require 

experier.ce £or newly employed secretarial employee • 

1.3. :ourteen, or 36.9 per cent, or the 38 employ e included in the 

study held Jobs tor which employers require exper nee ot ne loyees; 

24, or 6.3. l per cent, held jobs tor whiah experience as t required ot 

new loyees. 

14. ceordi.Dg to rank ot duties per.for d b;r the t'ull-time nd part

t secretar l orkl rs combine, typing ranked first, tiling ranked 

second, and king dictation and transcribing ranked third. 

Clerical Positions 

1. or the 295 rker . covered by this surve7, 24, or S. l per cent, 

were engag din clerical position . 

I 2.. Of the 24 clerk employed, 16, or t -thirds, were , nd 8, 

or one- third, ere women. 

3. Ot the 11 emplo7er who ploy- d clerks, 6, or 54. 5 per e t., 

specified mi-n1m111 employment age ot 18 years tor n clerks, while 5, or 

45. S per cent, indic ted 21 1 rs or age or over. 

4-. Ot the 16 loyed, 9, or 56.3 per e nt, held jobs tor 

wbieh the e ployer require minimum employment e o! 18 years or und r 

tor new ma employ es • 

.5. Only 2, or 28. 6 per c nt, of the employers w supplied data will 

mploy girls at th e of 18 tor clerica1 positions. 
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10.. Pf. _the total employer:::,. 1:5 wero r:illing ,to hh'o er.:1.ploycos who v.ed 

· ~t eoopleted !dgh scoool.; y;hile 011J.y :1 entployer reqnirad: salespeople· t.e .. ,. 

~~ hnd ::ior.rie college edu.eation.. T:hirty ... two, or 66.6 per cent, of the 

$1!/ployers required that new ealenpeople must h8iva at l.east a high school 

~dueation. 

11. • 'i"!ie .employers ·i?h.o l"(';quired a °Ligh school e.ducatiou for new sales ... 

people e~.ployed .lll salespeople,. approximately 74 par cent -of the 150 sales

people included · 1:n tl1e atutt,". 

1.2.. Sb;teen, or one,..thirdJ- cf the, employers who ~-uppliod data require 

experience o.£ newly employed salespeople. 

13. Fifty-two" or 34 .. 6 per cont:, of the 150 salespeople included in 

the .study held. jobs for whieh employ~rs require exporlenee of· new .salespeople; 

9S salespoople ,. or 65,.4 psr cent, held jobs £or which &mployers do not 

require e..-sq;,erienee of mr~ worke1•a .. 

14... The findings s.how that snl.EH3people psrfom several duties othe.r 

tban selling on the job.. For instance, or the 150 salespeople employed, 

150 sell, 11 file# 10 type, 17 app]3 kr..'Owledge of bookkeeping principles 

and pl"'&ctice311 $1. ue the adding machine, and l use:3 the calculator. 

Miscell{weous Posi.tions 

l., Of the 41 mise.el.laneous acrployees i.ll'loluded in the study,. 191 or 

46.) per ee:.nt3 ware men, and 22, or 5.3.7 per cent, were women. All the 

miscellane¢Ua employees were full-time workers. 

2. Six, or 60 pe;r cent, of the 10 employers who rooported specified 

113 years as the minimum employment age for men cashiers and delivery boys. 

3. Of the 19 men workers, 13,. ar 6.f.1.4 per cent, were employed in 

miscellaneous positions for v.hich the employers ripecified a millimum employ ... 

mant age of 18 years for new men employees. 



v1ere willir..g to employ wome11. ll3 yr,:;:ars of age 01~ under ~a recept:toni.sts or 

te.lepllone ope:r·ators ... 

5,. 8b.'-teen telephone operators were employed b;r the ezrq.1loyer who 

specified. a m~ employ.mertt ~~e or 16. 

6. Of' the l? employers who i;;uppli.;:d data, 10, or'' 58.}3 p(~r cent,, 

preferr-Ei;! men miscellaneous 't'iorkerr:i; 7, or 41.2 per cant,, prefe:~<1 vmw.en 

misc~llaueou.s workers.,. 

a11et 7 were dropped from the payroll.. The result was a gain in employment 

of 9 miscellaneous employees. 

9. Last. year 16 m1scell,,uAeous employees were bi.red, and 7 miscellaneous 

employees were separated r~om their jobs, r-0sulting in a total t,1i~r10,rer of 

. 7 miscellaneous employees, or 19.l por cent o:f' the average rm.moor of m:J..scel ... 

lat1eous employees for the preceding 12 months. 

10. Of the 17 employers, only ; Vi~ra l'lilling to hire 11iiBeellaneous 

er.rployees who had not com_pleted high sclloc,1. Twelve, or '70.6 per cent,. ot 

the employers r&ql1.1red. that new rr.J.scellaneous employec,s must lm.ve completed 

high school. 

11. The employers who required a high school education for new miscel-

laneou.s. employees employed 21, or 51.2 per eont, or ·the 41 miscellaneous 
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• '.!a.e findings .1~oate that. there.are opportUJl:l.tiea for emplor,oont for 

,a ·l.$rger pere,ntsge of girls than boys at the age of 18 yeara or under"" 

In as moh a$ only one secretarial worker held a •. job Zo1~ which the 

employerB expressed a prof'ex-ence for man seeretarial eraployees,·i~ 1s eon• 

eluded that pnly a. fe·a boya should s_p,.>.eia:tJ.iJe in this type of work. 

A majority of the employers do not require !'ao.re than a high school· 

education for the o.ccupatiow inclu.tled. in the atu~, and these employers 

employed .about three-fourths of the total employees; therefore, it is concluded 

tbat the vocational or skill ... lmilding subjects in busineSfl oducation still 

have an important place in the high school program .. 

ln as much as the employe1•s indicated they would hire high school 

graduates fo:r se-cJ;"etar:ie.l positions and one-tl:drd of the employers required 

experience~ it appears advisable to establish a cooperative office prac\ice 

progra!!l :for advanaed seoretarial Eiajors. 

A majority of the employees sell., use the addillg maehine, type, and 

file a.G part of their duties, there.fore, it appears that a majority ot the 

employees are required to do more than one sped.fie job. 

As the employee$ are required to perform several duties,, training in 

filing, mim.eographi..11g, and t.he opera tio:n of the addi.Eg machine and oalcula tor 

should. prove valuable if included in the office practice course. 

The findings indicate that nec1~starial majors should receive some 

train.i.ng 11"1 booklreopil1g; thei.•af ore I it appeal's t,hat many students 1n 'the 

business education depai-.iment ai:'1.ould generalize more t,h.a:u iff}CCi&lize in 

·l;he:1.r course o£ sl;udy. 



.>, 

·.From a etudy of'· the !iuditlgs and conclusions. the £ollowil:'lg reaoffl.!l&nda• 

tions are suggested: 

· 1. Iu view of t.ho ·:ract th,.;rt over Ol'l.$•llalf of tho e'11ployeea included 

in the. a·iu.ey are omployed in soiling occupations, it io recommended that 

more cmipbaeis in the business educ:...1tion cu:r.rieulum be given t,o preparitti 

the stude:n:t.l for oolllng occup,:rl;.ions. 

2. It is recommended that the adding ma.cbine:s and the calculator in 

the business education departueut be used tor in,rl.:ruet,ional purposes. · ?he 

i!l-struction. in the operation of the addi.rJg machines and the ealeulator may 

be a part o£ the bookkeepag or secratarW trailu:ag courseo. 

J.. As 1~eeord ... keepi.;n,g and aecre"tarii.ll employees axe required to perform 

several duties, it is recommended thtrt some t:i."aining in bookkeeping be 

included. in the .secretarial <:.:-ur1~iculu.m,. and that typew.r'itil'.lg be included in 

the bookkeeping cur7;leulum. 

4-. It .is recommended that a cooperative office practice program·be 

established in Pryor High School £or advanced .secretarial majors. 
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Date_· -------- Title of person intervieued _______________ _ 

Kind of business you ar e engaged in (a.a uholesale, retail) _________ _ 

and line (as hardware, etc. ) ______________________ _ 
n ~STRUC'.J;'IOUS: You are asked to answer some quest ions concerning the different 
positions you have in your business. Employee's "position" is one in which 
he performs the majority of his duties and to which he devotes most of his 

k' tm wor 1na e . 
Number you now have Minimum Do you Number . employed. (Full age prefer ma.le now 

Position time~30 or more enployees or fen.a.le employees 
hours per week) will be workers? hired 

hired. Cheek with during 
an X last 12 

r:ionths 
Full Time Part Time lfo 

M F M F M F M F Pref. M F 
Accountants 
Bookkeeners ' 
Led~er ClerkR 
Bnn1ikeeni n1' Mach. Oners . 
Calculator QnPra.tors 
Addre!'!Ainf! Mnch. Oners. 
J.iineoln"a.nn 0"nA"rators 
Bill Clerks 
File Clerks 
Order Clerks 
Shinnin11 Clerks 
Stock Clerks 
Gen. Office Clerks 
Wholer:10.le $Rlesmnn 
Retail $!'11 e=en 
Canhiers 
Deliverv BovR 
Secretaries 
Stenor.trnnhers 
Dicta. or Ednh. Oners . 
Tvnists 
Recentil"l'l'lil'lts 
Telenhone Oners . 
Office Boys/Girls 

or Messenoers 
List othe1• nMi tions: 

: 



Number of Minimum education requirements. 
employees Uew employees must have completed: 
dropped from 
payroll dur-
ing the last Grade Hi ch SchooJ College Business 
1? '111'\nths . Cn11ef'.l'e 
Uen Women 6 7 8 q 10 11 11? 1 ? 1 7, 

A.ccount m,ts 
Bookkeeners 
Lenoer Clerks --Br,nkkeenint! Mach. Oners -
.Adilinq Hach. Criers . 
Calculntor Ooerators 
Addressini? Mach. OnArs . 
Mimeogranh Onerators 
Bill Clerks 
File Clerks 
01-der Clerks 
Shinnint1 Clerks 
Stock Clerks 
Gen. Office Clerks 
Whole~::i1e SA1effl1'1An 
Retail Sa1emnen 
Cashiers 
Deliverv Bo:vs 
Secretaries 
Steno~anhers 
Dicta. or Edoh. OnArs . 
Tvoists 
Recentionists 
Telenhone Oners . 
Office Boys/ Girls 

6r MessenP-ers 
List other nositions : 



Position 

A""ountA.nts 
Bonk.keenArS 

Bonld.reeninit Ha.ch. Oners . 
Andin~ Mach. Qnor~ -
Ca.le111 t.1 tor O.,...,.ra tors 

Bill Clerks 
File Clerks 
Order Clerks 
Shinninv. Clerks 
Stock Clerks 
Gen. Office Clerks 
Whnle~i:i 1 e Salesmen 
Retail Salesmen 
Ca-Rhieri1 
Delive:rv Bovs 
Secretaries 
Stenoi;,ra.nhers 
Dicta. or Ednh- l"lnArs. 
Tvnists 
Recentionists 
Telenhone OnAratnrs 
Office Boys/Girls 
or Messen.oers 

List other nnsi ti,w•s : 

Do you require 
job experience 
of new employees? 
Check with an X 

Yes No 

?!umber of employees performing 
certain duties. 
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